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Timesheet Link for QuickBooks
Introduction

Thank you for your interest in the Timesheet Link by Big Red Consulting.
We’ve written this document to help ensure a smooth start when using the Timesheet Link, to describe steps for use, and to address frequently asked questions. We recommend printing it for easy review and reference.
The Timesheet Link is an Excel Add-in that integrates with and is used from within Excel. Using it you can enter your time on worksheets and then convert them to IIF files for import into your QuickBooks company file. It includes multiple time sheet templates in different styles.
For example, the “Classic” time sheet template, which is similar to the QuickBooks weekly time sheet - except that you can enter up to an entire month of time:
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Note:

QuickBooks is a registered trademark of Intuit, Inc.

MS Excel is a registered trademark of Microsoft, Inc.

The Timesheet Link and this document copyrighted by Big Red Consulting.
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Timesheet Link Overview

The Timesheet Link appears in Excel it creates a special Ribbon tab or a menu when using older Excel versions. From one of these access points, you’ll use it to create IIF files containing time records ready to import into QuickBooks.
The custom Ribbon tab will look like this:
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The process to use the Timesheet Link is reflected somewhat in the button order of the ribbon: First, read (these) instructions, then integrate with QuickBooks, then create new time sheets or time lists, and then later process completed time sheets by exporting them to IIF files that you can import directly into your QuickBooks company.
When using the Timesheet Link, you’ll:

1. Create a worksheet that contains time records

a. Your worksheet time sheet can be in two basic layout styles:

i. A time sheet with multiple days on each row, similar to a QuickBooks time sheet.

ii. A time listing with each time record on a row with all the applicable fields in columns.

2. Export the time to an IIF file

a. As you export, you’ll ‘map’ your worksheet columns and fields so the Timesheet Link can find your data. These settings are remembered for the next export.
3. Import the time IIF file into QuickBooks

a. Once you import, the time will appear in time reports and on time sheets in QuickBooks just as if you’d recorded it manually.
Benefits for Time Administrators

If you’re a time administrator and you receive time sheets from employees or contractors which need to be entered into QuickBooks, this tool has several key features that may help:
1. Switch from paper time sheets and manual time entry to time sheets that the Timesheet Link can quickly process into IIF files for import into your QuickBooks company.
2. Create time sheets in batches for many workers at a time. Save them in local workbook files or email them to your employees. Note that our Excel Email Manager is required to email them directly from the Timesheet Link.
3. Use built in time sheet templates or create and use custom templates. You can change fonts, add data, and make many other changes on your custom templates and then use them to create new time sheets.

4. Time sheets can be based on custom templates that have defaults. For example, you can pre-enter payroll items, jobs, classes, comments, and even default hours. 
5. Workers (or managers) can complete the time sheets and then return them to you.  They can then be quickly reviewed (and edited as needed), converted to IIF files, and imported into QuickBooks - little to no data entry.

Document Overview
The following sections of this document describe how to use the Timesheet Link to create and then import time records into QuickBooks. There are sections that describe basic usage as well as advanced features. We encourage you to play with these features and (if needed) send us a support request asking for more details or clarifications.
A brief overview of key sections below:
Integrating with QuickBooks
This is a step you need to complete as you get started, and the later when your company lists change. It’s usually easy and completed with a few clicks.

Creating Time sheets
This section covers the steps to create a time sheet or time listing worksheet that is ready for you or other employees to use to record time. Feel free to try the different templates and modify them to suit. You can change formatting, add data, and make other changes (such as new field titles) and they’ll still work with the Timesheet Link later.

Exporting to an IIF file
When you’re ready, you can create an IIF file from your time sheets. If you use similar time sheets over and over (say all your employees use the same style sheet) then once you set up the values on the export dialog the process to create an IIF file is just a few clicks.

Other more advanced and optional features
These include adding new time sheet templates, automatic overtime calculations, emailing time sheets, mapping payroll items to service items, mapping customer names you use to those in QB, and using alternate name styles for your employees. There is also an Additional Information section that includes FAQ’s.
Integrating with your QuickBooks Company
In order for the Timesheet Link to create a time sheet with pick lists, and to make sure your time IIF file will import into QuickBooks without error, it learns about your QuickBooks lists during the integration process. 
To integrate with your company file, pick the first option from the Ribbon “Integrate QuickBooks Lists.” Review the instructions there to complete the process. When you do this various ‘lists’ are pulled from QuickBooks and kept locally for reference as you create time sheets and IIF files.
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When Integrating – what happens?
When integrating, the Timesheet Link requests the lists displayed above from QuickBooks and then stores them in a temporary file. It then uses them to build the list of workers and the pick lists you can include on time sheets for consistent data entry.
It also updates the pick lists on all open time sheet workbooks for you. This allows you to reuse a favorite time sheet workbook for a long time and yet keep its pick lists up to date.
Integration Options

When you integrate, you can choose from several options on the Options tab of the Integration dialog window:

· Choose to include all Vendors, only 1099 Vendors, or no Vendors on the list of time workers you can create time sheets for.
· Choose to include Overtime and Double-time items on the Payroll Item pick lists. If you include these earnings items, then the employee or manager can calculate the overtime. If you don’t then you can use the built-in automatic overtime calculation feature.

When to Re-Integrate

To avoid import errors, re-integrate whenever list records that you use on your time sheets have changed.

This way the Timesheet Link will know about these changes and then can continue to make IIF files that will import without errors using the updated lists.

Some examples. Re-integrate after you:

· Add a new worker - employee or vendor - that you want to use in the Timesheet Link
· Change a worker’s name in QuickBooks

· Change the earnings items on an employee record
· Change the ‘Use time for payroll’ setting on an employee
· Add hourly or salary payrolls or change their names

· Add classes or change their names
· Add service items or change their names
Creating Time Sheets
Use the Ribbon or menu option Create New Time Sheets. The New Time Sheets dialog window will appear. It offers many options that allow you to create time sheets to suit your needs.
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Options & Features Overview

Company Name

Accept the default name gleaned from your company during integration, or enter a different name to use at the top of each time sheet.
Workers
This is your list of workers based on your last integration. I can include employees, employees and all vendors, or employees and 1099 vendors. It excludes inactive/hidden names.
Template
Pick the template to use and enter the period end date. You can also change the number of days to include up to a month of daily columns on the worksheet, and set the number of rows.  Also, choose how you’d like to enter time, as decimal or as minutes.

Columns
Turn columns on or off based on your needs. For example, if you don’t use classes, you can turn off that column and new time sheets using the built in or modified templates will have that column removed.
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Pick lists

Turn pick list on or off, per column.
Additional options on this slide let you 
· Reverse the Customer:Job column order to Job:Customer
· Select the interval for the date pick list
· Allow or disallow new entries for fields that use pick lists.
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If you include pick lists, you’ll see lists of your active imported service items, payroll items, customers, and classes on the time sheets:
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Other Settings

Choose to shink the resulting time sheets slightly and the print orientation if you print the time sheets.
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Save time sheets
This option saves the time sheets created in a folder you specify. Each time sheet is saved in a new Excel workbook and is named using the worker’s name and the Pay Period end date.

For example, Deborah Wood – Time Sheet for Period Ending 2022-Mar-11.xls

Email time sheets

When selecting this option, each worker with an email address in QuickBooks will be sent their time sheet as an attachment to an email. The worker can then complete the time sheet and email it back to you for import into QuickBooks. Emailing time sheets is available when the Excel Email Manager is also installed.
Emailing Time sheets

The Timesheet Link offers an option to email time sheets to your workers. This feature works in conjunction with our Excel Email Manager, which turns Excel into an email client and allows you to send email based on data in Excel.

To email time sheets, first install and register the Excel Email Manager, which you can download from our website. Start here to purchase and download: BRC Excel Email Manager
Configure and test the Excel Email Manage and then return to the Timesheet Link to send time sheets to your workers.

Check the option to email time sheets when creating time sheet and then click the Email Setting button. You’ll see a dialog like looks like this:

[image: image10.png]Optionally, use the special auto-replace fields [Employee] for the worker's name, and
[End Date] for the time sheet end date.

American Building Systems  From email | timetacker@test.com

From
Subj. [ Your time sheet for [End Date]
Body

Dear [Employee],

‘Your ready-to-complete time sheet is attached to this email as an Excel
‘spreadsheet. Please open it and fll it out, and then retur it to me.

‘Thanks in Advance,
‘Your Favorite Payroll Admin





Notes:

1. Before emailing time sheets, do a test run and make sure that that resulting time sheets are what your employees should see: Select just yourself as a test (you may need to add yourself as a vendor or employee first.)

2. The email addresses saved on vendors and employee in QuickBooks are used when emailing time sheets.  In QuickBooks, be sure to review the email addresses for the employees who will receive time sheets.  If you add or change them, be sure to integrate again go get the new email addresses.
3. You can email time sheets only when the option to save the time sheets is selected, because a file has to be saved in order to attach it to each email.

Custom Templates

The Timesheet Link also supports custom time sheet templates, which you can create and save for later use.

Creating New Templates

To create a new template, first launch the Manage Templates feature. You’ll see a dialog that looks like this:
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A good way to create a new template is to start with a built-in template that is close to what you want.

To do this, first Edit an existing template, modify it as needed, and then Add it with a new name. It will then be available when you create new time sheets.

When you click the Edit button, a copy of the built-in template is opened as a new worksheet ready for you to change. Once you’ve made the desired changes, reopen the Manage Templates window and then give it a name and click Add.
You can safely make at least the following changes to a template:

· Fonts

· Color and Shading

· Change any text on the template

· Add default values in the various columns and time entry fields

· Add rows of data before or after the data entry area

· Change column widths

· Change row heights

Later when creating new time sheets using your template, if you select “Default” for the Days and Rows, then on your template you can also:
· Change the number of data entry rows (insert or delete rows.)

· Change the number of days/columns available to enter time (add or delete columns.)

· Add or delete custom columns to the left of the time entry columns, starting with Service item and ending with Notes.
Entering Start/Stop times

Some of the built-in time sheet templates use start/stop times instead of just a summary time amount. While QuickBooks only imports the summary amount, you can enter start/stop times and these templates will automatically calculate the time worked. To use this feature, select one of the time sheets with “start/stop” in the time sheet title as you create new time sheets.
When entering time, you can use either hours and minutes format or hours and decimal format. For example, you can enter 8:30 or 8.50 (both are the same.) For any given start/stop time pair, be sure to use the same time format for both the start and stop time, in order for the total time to calculate correctly.

When entering hours and minutes format in Excel, you must use the “:” character and enter the full time in some cases. If you enter “8:” and press tab, “8:00” is the result. However, if you enter “8:3” and press tab, “8:03” is the result. For eight thirty, you must enter “8:30”.

If you have employees that work more than 12 hours in a stint (without a lunch break), then use military time. For example, if you enter 8:00 to 9:00, the time sheet calculations will think you mean one hour. If this means 13 hours, enter 8:00 and 21:00.
Creating a Custom Time List
Instead of using a built-in time sheet, you may wish to create your own data for export to QuickBooks.

Setting up time records for export to QuickBooks from Excel is relatively easy, especially when compared to creating IIF manually. However, it’s important to note that the tool is expecting your data in specific layout. If the data doesn’t follow certain rules, the tool won’t be able to “see” it, and/or won’t be able to create valid IIF from it.

In most cases, you can use any font, underlining, cell formatting, or other Excel features to help you better analyze your data. Similarly, you can include formulas and other objects in your worksheets.

General Rules

1. The first row of the time list must contain titles for your data, such as “Date”, “Employee”, and “Hours”.
2. It is helpful if the column titles match those that the tool is looking for, as then you’ll be able to use the Guess feature in the export dialog to guess the columns. Otherwise, input them manually the first time and the tool will remember them.

3. Columns can be in any order you choose.

4. Each time record is made up of a single Excel row.

5. Time can be specified in either hours & minutes (like 6:45) or in hours & decimal (like 6.75).
General Rules – Illustrated
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Three records in the time list layout style, with column titles in row 1.

Notes

· The first three columns of data seen above are required in order to import time records into QuickBooks. The remaining columns are optional in many cases.

· The supported column titles are shown above. You may add additional columns of data to your worksheet, which will be ignored when the Timesheet Link creates an IIF file.
Mapping Customer Names

In some cases, you may wish to enter customer names in a different way than those stored in QuickBooks. To facilitate this, you can “map” them to the QuickBooks versions of the names. For example, you may wish to enter a customer in sort form or as a number & then map it to the customer’s name in QuickBooks. Or, your timekeeping system may use numbers for various departments that map to customers in QuickBooks.
To replace this type of name with the matching QuickBooks automatically, use the Timesheet Link’s Map Customers feature. It is accessed from the export to IIF dialog window.  

Once set up, the feature looks at the names in the data you’ve entered as it’s creating an IIF file, and then replaces them in the IIF file with any matches from the mapping dialog. It doesn’t change the data you entered on the worksheet.
To enter the mapping data, we recommend setting up a spreadsheet of the names you use in the time records and the QuickBooks version. Here’s an example showing the short name used in the first column and the QuickBooks name in the second:
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1. First, create a worksheet with the names you use in time tracking and the names as they exist in QuickBooks.

2. Next, select & copy the cells in the two columns where you entered your names. You can copy using the Ctrl-C key combination or right click and choose copy.
3. Next, switch to your time sheet and start the export process. Press the Map Customers button and paste your data into the resulting window using the Ctrl-V key combination (right-click doesn’t work in the dialog.)

Note

You may also enter names directly in the mapping dialog’s field, but be cautious to use one (only one) tab between the first and second values. Sometimes the data won’t look aligned, but that is OK.

When there are no matches found for a name, the Timesheet Link uses the value on the worksheet.

Mapping Service Items to Payroll Items

When entering time in a time sheet or using a custom time listing, you can enter payroll items in a column. However, you may instead want to configure the Timesheet Link to automatically enter the payroll item while it’s creating the IIF file.

One way to do this is to use the Map Service Items to Payroll Items feature. This feature is accessed from the export to IIF dialog window. It uses the service item found on each time record you’ve entered and then finds a matching payroll item to be included in the IIF file.
To enter the mapping data, we recommend first setting up a spreadsheet of service items and matching payroll items. Here’s an example showing the service item you used in the first column and the desired payroll item in the second:
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1. First, setup a spreadsheet and enter the service items you use for time tracking and then the payroll items they map to. 
If you use a lot of service items on your time records, it may be worth the trouble to create and export a QuickBooks item list report to Excel as a starting point.
2. Next, select & copy the cells in the two columns where you entered the service and payroll items. You can copy using the Ctrl-C key combination or right click and choose copy.
3. Next, switch to your time sheet and start the export process. Press the Map Service Items to Payroll Items button and paste your data into the resulting window using the Ctrl-V key combination (right-click doesn’t work in the dialog.)

Note

You may also enter items directly in the mapping dialog’s field, but be cautious to use one (only one) tab between the first and second values. Sometimes the data won’t look aligned, but that is OK.

Automatic Payroll Item selection

If you don’t include a payroll item column on your time sheets and if your employees are set up to use time for payroll, then a payroll item will automatically be found and be used. This is both for your convenience and because QuickBooks won’t allow you to import time records for this type of employee without a payroll item.

Here’s how it works:

When and employee is marked to use time for payroll, and yet there is no payroll for a time record, the Timesheet Link looks for an item to use, in the following order:

· First, if there’s a service item, then if you have mapped payroll items to service items, use the item found from the saved mapping.

· Next, if that fails, use the first matching earnings item (regular, overtime, or double-time) found on the employee record on the earnings table.

· Last, if no item is found, use the first matching earnings item found on the payroll items list.
When automatically calculating overtime, a similar approach is used, and there is also an attempt to get the right overtime item from the employee record, based on the regular time item found. See the next section for details.

Automatic Overtime Calculation
The Timesheet Link can automatically calculate overtime and double-time, which QuickBooks won’t do when entering time. In this way you can enter straight time on your worksheet time sheets and the Timesheet Link will automatically split it between regular and overtime and even double-time.

This automatic calculation is a key feature to help ease data entry and manual calculation, especially for a Time manager who is importing time for multiple employees.
It does this using your settings for daily & weekly overtime and by keeping track of the time worked on a daily and weekly basis. It cannot handle all types of overtime, only those based on cumulative hours worked by day or week.
Requirements
· The Timesheet Link requires that at least one overtime and double-time item exists in order to bucket time in those categories.
· If you have more than one overtime or double time item, and you want to control which one is used, add the appropriate items to each employee record. Otherwise the first item found on the payroll item list will be used. See the next section for more details.
· To work properly, all of the days of the work week or weeks should be represented on the time sheet being exported. This is because, for example, if only 4 days of the work week are represented, and time for the other 3 days is on a different time sheet, the Timesheet Link will not know about that time. In this case, if the additional other time should have created more overtime, then the results will not be correct for that employee for either time sheet.
Configuring Overtime Rules
To configure overtime, click the Configure button on the export dialog while exporting your time data. You’ll see a dialog window that looks like this:
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1. Pick the day your work-week officially starts on for the purposes of calculating overtime and double-time. In most cases this will be the same as your pay-period week, though it can be different.
2. Enter the number of hours per day & per week after which overtime and double-time should be used.
3. If either daily or weekly overtime does not apply, leave those fields empty.
4. Note that you can calculate overtime for employees the use a fixed/salary type earnings item.

a. This is appropriate if you have salaried employees that are non-exempt, meaning they are not exempt from overtime labor rules per the Fair Labor Standards Act.
b. The usual reasons they’re not except are that wither their pay does not meet a minimum weekly threshold or that their salary is not fixed at a set weekly rate.
Overtime and Double-time Payroll Items Selection

If you need to control which of several existing overtime or double-time payroll items are used for an employee, then follow these guidelines:

· Add the desired overtime and/or double-time items to the employee, as appropriate.  
· If you pay your employees with more than one regular pay item, and you want a matching overtime and/or double-time items item to be used, then set up the employee so that the overtime and double-time items follows the matching regular item in the earning table:
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Here, the Hourly 1 and OT 1 items are ‘paired’ and the Hourly 2, OT 2, and DT 2 items are similarly paired. So, if you use “Hourly 2” on your time sheet and some of that time should be overtime, “OT 2” will be found and used. 
Error Checking Time Sheets and Time Lists
Before exporting to an IIF file, it is a good practice to error-check your time sheet or time list. Error checking looks for invalid data and reports back with errors and warnings. This way you can fix any issues before attempting to create and then import an IIF file.

Pick Check Time Sheet or Check Tim List, depending on what type of worksheet you’re working with. You’ll be prompted to verify the worksheet mapping just as when export to an IIF file.
The Timesheet Link will check for check for:

· Use of:
· Employees & Vendors that are marked inactive/hidden in QuickBooks

· Terminated Employees

· Customers & Jobs not in QuickBooks

· Payroll Items not in QuickBooks

· Time records for employees that use time for payroll where
· There is no payroll item on the worksheet.

· There is a payroll item, but it is not one that is set up on the worksheet.

Creating an IIF file With Time Records
There are two options for exporting time records which match the two layout styles: A time sheet or a time list.
Exporting a Time Sheet
When exporting a time sheet, you’ll export it using the Export Time Sheet button on the Ribbon (or the menu for older Excel versions.)
The export process starts with a dialog window that asks you enter or confirm the locations of the various data fields and columns on the active time sheet:
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Enter the cells or columns so they match your time sheet.

When exporting using a built-in template, click the Guess button and then confirm that the values are correct. It’ll usually work well.

Exporting a Time List
When exporting a time list, you’ll export it using the Export Time List option.

The export process starts with a dialog window that asks you do enter or confirm the various data columns:
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Enter the columns so they match your time sheet.

When exporting using a built-in template, click the Guess button and then confirm that the values are correct. It’ll usually work well.

Export Multiple Time Sheets to a single IIF file

To save steps, you may want to export multiple time sheets (or time lists) to a single IIF file so that you can import just one file into QuickBooks.
During the export process, you’ll be prompted for a file name and offered the option of either replace an existing file of the same name, or to append data to it.
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To export multiple time sheets to one IIF file:
· For the first time sheet in the batch to export, choose the Replace option, or enter a new file name.

· Then for each subsequent time sheet, choose the option to Append new time records to the file and don’t change the file name, which will default to the file you last exported to.
Import your IIF file into QuickBooks

After you’ve created an IIF file, it is ready to be imported into your QuickBooks company.  You’ll see a message liks this:
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To import your time IIS file, switch to QuickBooks and choose File | Utilities | Import | IIF files… from the menu. Then navigate to and select the IIF file you just created.
Note

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!
· Don’t use the option to import from the QuickBooks timer!
Q & A
How can I be sure to use list values that match what are in QuickBooks?

First, integrate with your QuickBooks company file and then when creating your time sheets, choose the option include pick lists on them. The pick lists will let you pick from the values on your lists in QuickBooks, including employee and vendor names, customer & jobs, classes, payroll items, and service items. Not all of these values are required, but if you do use the pick lists for them then no new list records will be created when you import.
Also, when you error check your worksheet most unknown list items will be flagged.
What happens when new list records are used on my time sheets?

When you use new list records that don’t exist in QuickBooks, several things can happen as you import, depending on the list. Here’s an overview:

Classes: Any new values are automatically added.

Service items: Any new values are automatically added to the Items list, but will be incomplete. After import, look for these and edit them to fill out the blank fields as needed.
Customer:Jobs: Similar to service items, new nearly-empty records are automatically added as you import.

Payroll Items: Any attempt to import a new payroll item as part of a time record will fail. QB will not add the item and will stop the import and ask you for item if the employee uses time for payroll. As a result, new payroll items are disallowed by the Timesheet Link as you create your IIF file. If one is required because the employee uses time for payroll, and you use an item that does not exist, then another is selected from the employee record or the payroll item list.

Employees: Similarly, if you try to use a new employee on a time record QB will choke on import. It will add a blank employee to the employee list for every time record that uses the new employee. As a result, the Timesheet Link will not add time for new employees to the IIF file and will warn you about this case. To resolve this, change the name on your time sheet to match an existing employee or add the new employee to QuickBooks and then reintegrate and then try again.

What happens if I include payroll items on time sheets for vendors?

In this case the payroll items are not included in the IIF file, as QB will not import them for time worked by vendors.

Using alternate Employee (or Vendor) Names
While you must use existing employees (or vendors) on your time records, the Timesheet Link will attempt to find matches in several ways. This functionality is useful if your time comes from another system or is manually entered in Excel when using a worksheet that does not include pick lists from QuickBooks.

Name matching works by comparing the names entered in Excel to the existing employee and vendor lists from QuickBooks:

· If names are entered in FML in QB, but on your time sheet they’re last name first (L, FM), the name can still be matched: 

· For example, if the Employee name in QB is “Jones, Indiana” and on your time sheet it is “Indiana Jones” then a match will be found.
· If names are entered last name first QB, but on your time sheet they’re first name first, they will be matched:

· For example, if the Employee name in QB is “Indiana Jones” and on your time sheet it is “Jones, Indiana” then a match will be found.

· You can use the employee ID from QuickBooks as the worker name on your time sheets.

· Enter a unique value for each employee you’ll use on your time sheets and a match will be found.

If not all of your time is included in the IIF file

· This can happen in trial mode, when the amount of time you can export is limited.

· It can also happen when exporting time sheets if the correct begin and end time entry columns are not selected on the export dialog.

If your time gets the wrong dates (off by a few days)

This happens when exporting time sheets if the correct begin and end time columns are not selected on the export dialog.

· This is because the date for each time record is based on the position of the column it came from and not the (optional) date that might appear in the header for that column of time.
· The last column exported gets the period end date, the one before it gets the prior date, and so on and so forth.

· If the wrong column is selected as the last date, then that column’s time records will get the last date.

How do I find my time after import?

You can find it just as you would any time recorded manually.
Two common ways are
1) Review time sheets 
2) Run time reports.
If you get no errors during import, and there is time in your file, then it is recorded, so you should be able to find it.
Housekeeping

Various utility operations you may need to complete when using the Timesheet Link.

Installing the Timesheet Link
If you have already downloaded the installer and ran it, and are reviewing this document from within Excel, then the installation is complete and there is nothing more to do.
Loading the Timesheet Link Manually
Sometimes the Addin does not load after running the installer. In this case you may load it from within Excel manually. This is usually a one-time process. Once loaded then when Excel starts it will load the Timesheet Link automatically until you unload it.
To load the Addin manually, follow these steps:
Excel 2010 - 2019:

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 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... and navigate to the folder where you installed this Addin.

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

Excel 2000 to 2003:

1. In Excel choose Tools | Add-ins... from Excel's menu.

2. Click Browse... & navigate to the folder to which you installed this Addin.

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

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

In Excel you’ll see access points for the Timesheet Link on a new Ribbon tab or menu (older QB versions).
Trial Period

When first loaded, the tool is in “trial” mode. In trial mode, most features are available, but there are limitations to the number of time 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 Timesheet Link, select About & Purchase from the Ribbon or menu. Click the button Purchase, and you’ll be taken to our website to a starting point to make your purchase. When you complete your purchase, your receipt with your product key is sent via email.
To enter new primary key, start by selecting the About & Purchase option from the Timesheet Link’s Ribbon or tab menu.
Moving to a new computer

To move to a new computer, the basic steps are to install the Timesheet Link there and to copy your settings, including custom templates.

The best-practice steps are:

On the current computer

1. Click Export settings on the Timesheet Link’s Ribbon tab. Create the file, noting the location. The default file name will be QBTIMESettings.dat. 

2. Locate the SavedTimesheetTemplates.xls file, which will be in the folder where the Timesheet Link is installed. The installation folder is usually under your Documents folder and called \BRC\Timesheet Link for QuickBooks\

3. Copy both files to the new computer.

On the new computer

1. Install the Timesheet Link. Note the location you’re installing to. You can get the installer again from our site from this page: Get the Newest Product Build
2. After installing, copy the SavedTimesheetTemplates.xls file to the folder where you just installed.
3. Launch Excel and click Import Settings on the Timesheet Link’s Ribbon tab and then locate and import the QBTIMESettings.dat file.
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