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List Importer for QuickBooks

Introduction

Thank you for your interest in the List Importer for QuickBooks by Big Red Consulting.

We’ve written this document to ensure you have a smooth start when using the add-in and to address frequently asked questions. We recommend printing this document for easy reference. Please review the document completely as it answers most common questions.

Please note:

QuickBooks is a registered trademark of Intuit, Inc.

MS Excel is a registered trademark of Microsoft, Inc.

The List Importer for QuickBooks and this document are copyrighted by Big Red Consulting.
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Overview

The List Importer for QuickBooks works within Excel as an Excel “Add-In”. You load it into Excel in a special way which creates a special menu item. Using it you can read an Excel worksheet & create an IIF file suitable for importing time into QuickBooks.

To use the add-in, you basically create an Excel spreadsheet with time you want to send to QuickBooks & then send that data to IIF & import it into QuickBooks. 

How to create a worksheet to export
Generally, to create a worksheet, you can start with the examples accessible from the menu or ribbon in Excel.  Use the instructions there and copy the layout with key column titles.

Rules
1. The first row of your list data must contain titles for your data, such as “Date”, “Name”, and “Account” (depending on the list.)
2. Examples of each supported list are included in the add-in, and available form it’s menu.
3. Columns can be in any order you choose, except for the first key-name column, if you use that.
4. Each record is made up of a single Excel row.

Rules – Illustrated
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1 Name Type Account Number Description  Note Balance
2 |Checking BANK 1,000.00
3 |Accounts Receivable AR

4| Cash Received 0CASSET 1,000.00
5 [Truck FIXASSET 1500 1,000.00
6 |Visa CCARD 5595-4444-33336201 | 1,000.00
7_|Payments on Account ocLIAB 1,000.00
& |Accounts Payable AP

9 [Bank Loan LTLIAB 2400 1,000.00
10 | Owner's Equity EQUITY 1,000.00
11 Sales INC 1,000.00
12 |Sales:Design Services TINe 4100 1,000.00
13 |Cost of Goods Sold C0GS 5000 1,000.00
14 | Advertising EXP 6000 1,000.00
15 | Other Income EXINC 1,000.00

16 Other Expenses. EXEXP 9000 1,000.00





Fig. 1: Example of Account records. Note the column titles in row 1.  Required columns are in bold in the examples.
Creating an IIF file

You have two primary options for creating time records using this add-in. You can create list records and opening balance, or both at once.
The Export dialog
This dialog is used to select the list type, the filename, and the option to import opening balances or updating entries.
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Set your options and then cck Create Fie to export to an IIF fle.

What type of list are you exporting? Accounts ~|

TF File: [ C:\empAccounts.IF Browse

¥ Export it records ~ (Normally selected unless you want only Balance Updates.)

Export Opening Balances/Balance Updates
I™ Update Balances using the 'Balance' column on this worksheet
For opening balances, use this date: | 10/4/2016]
Note: Importing balances into QuickBooks always adds to existing balances.
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Fig 2: The add-in’s Export dialog

Notes

· Be sure to choose the list type.
· One of the powerful features of this add-in is to automatically create opening balances. 

Importing your IIF file into QuickBooks

After you’ve created an IIF file, import it into QuickBooks.

Different versions of QuickBooks have slightly different menu options for importing from IIF, but most of the steps are the same:

1. Choose File | Utilities | Import | IIF files… from QuickBooks’ menu.
2. Next, select the file you created using the add-in.
Notes

· QuickBooks has several menu options for importing data. Be sure to use the ones described above. Don’t use the option to import from Excel (that option doesn’t import time) or the option to import from the QuickBooks timer.
Common Questions

This section addresses common FAQ’s not covered above:
Question: Why does the add-in create accounts that are all “Bank” type accounts?

Answer: This will happen if your account types are not recognized by QuickBooks.  Check the type list in the examples and try again.  Note that once imported with the wrong type, you’ll need to either manually change the type in QuickBooks or delete the records before importing again.
Question: Can I import opening balances?
Answer: Yes, by checking that option in the export to IIF.  Be sure to include the balance column as in the examples.
Question: Can I update balances?
Answer: Yes, by checking that option in the export to IIF and un-checking the option to export the list entries you can update balances for existing accounts, names, and items.  Note that the number you enter will adjust the balance by that amount, not set the ending balance.  So, you’ll need to know the balance in QuickBooks and your desired balance, and then enter the difference in Excel.

Essential Activities

This is an overview of various utility operations you may want to complete when using the add-in. The later sections in this document cover the steps for using the add-in.

Installing the add-in

If you downloaded the installer and ran it, and are reviewing this document from the Start menu, installation is complete. However, you may still need to load the Add-in from within Excel.

If you downloaded the .ZIP file, installation of this Add-In is a matter of copying this document and the *.XLA file (the Excel Add-In) to a convenient folder. We recommend something like “My documents\BRC List Importer”.

Loading the add-in in Excel

When Installation is complete, the add-in should load automatically.  If not, you may load this Add-In from within Excel. This is a one-time process. Once loaded, each time Excel starts the add-in will be available until you unload it:

To load the add-in, first start Excel & make sure a workbook is open (one usually opens when you start Excel.)

Excel 2010 - 2016: 

1. Select File, then Options from Excel's menu.

2. In the Options dialog, select Add-ins.

3. At the bottom of the add-ins pane, select Excel Add-ins and press Go. 

4. When the Add-ins dialog opens, click Browse and navigate to the folder where you installed the addin.

5. Select the *.xla file and then OK to close the dialogs. 

Excel 2007:

1. Click the round Microsoft Office Button and then click Excel Options.

2. Click Add-Ins and then in the Manage box select Excel Add-ins. Click Go.

3. In the Add-Ins available box, click Browse... & browse to the folder to which you installed this add-in (see below.)

4. Select the *.xla file & Press OK to close the dialogs. 

Excel 2000 - 2003:

1. Launch Excel and then choose Tools | Add-ins... from Excel's menu.

2. Click Browse... & browse to the folder to which you installed this add-in.

3. Select the *.xla file & Press OK to close the dialogs. 

Excel 2011 for Mac:

1. Launch Excel and then choose Tools | Add-ins... from Excel's menu.

2. Click Select... & browse to the folder where you placed the add-in.

3. Select the *.xla file & Press OK to close the dialogs. 

At this point, you should see this add-in listed in the Add-In dialog, with a checkmark next to it. Press OK to close the dialog, which will load the Add-In. 

In Excel 2007 - 2016, you’ll see the add-in’s access points from the Add-Ins tab.  In Excel 2000 – 2003 you’ll see a new menu item appear just to the right of Excel’s help menu.

Trial Period

Once loaded, the add-in is in “trial” mode. In trial mode, most features are available, but there are limitations to the number of records that can be exported.  See the About & Purchase dialog for information on the current state of your trial.

Purchase & Entering your Product Key

To purchase the add-in, select About & Purchase from the add-in’s menu. Click the button Buy Online, and you’ll be taken to our website to a starting point to make your purchase. At the end of the purchase, you’ll be given a temporary product key with which to fully unlock your add-in for seven days.

Once your order is complete, you will receive an email with your receipt & permanent product key.

To enter your temporary or permanent key, choose About & Purchase from the Add-in’s menu, enter the key into the Key field, and then press the I Accept button to unlock the product.

Note: You may copy the key from the email or web page and paste it in the key field: Use Ctrl-C (or right-click Copy) to copy the key & then paste it into the About & Purchase dialog using the shortcut key Ctrl-V.

Uninstalling the add-in

To uninstall the add-in, first unload it from Excel. Unloading it is the opposite of loading it:

1. Start Excel and make sure a workbook is open (one usually opens when you start Excel.) Then choose Tools | Add-Ins… from Excel’s menu. 
2. Remove the check mark next to this add-in and close the dialog. At this point, the add-in will unload & the add-in’s menu item will be removed from Excel’s menu.
3. Next, go to the Windows control panel, select Add/Remove Programs, and uninstall the add-in. If you used the zip file download, instead remove any files you copied to your hard disk.
Moving the add-in to another computer

To move the tool to another computer,

1. Locate your tool’s key code. If you don’t have a copy of the email, you can copy the key out of the tool’s About & Purchase dialog.

2. Install the add-in on the new computer.
3. Enter your product key into the add-in on the new computer.
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