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This guide will take you through the process of
setting up and using BatchSync to import invoices
and credits from Batch to QuickBooks Desktop.

BatchOne User ID;

BatchSync application installed. For help with
installation, go to our BatchSync Application
Installation Guide.



First, make sure QuickBooks is open and then find BatchSync on your computer. If you are not sure where it is
on your computer, go to the search bar and type in BatchSync. The app should appear at the top. Click on it to
open and you will be prompted to log-in with your Batch username and password.

All Apps Documents Web More v al
nlJ 1 —_—
Best match - Logln a X
4 BatchSync §
App S Usemame: || |
Apps
iy BatchSync Password: | |
## BatchSyncSetup.msi > -
B EarchsymiSetin (g 3 [] Remember login details
Search the web = Open Logln
L BatchSync - See web results > £SO Run as administrator
yo) batchsync ftp > (] Open file location
sy o
2 batchsync vi2 > Pinto:Start
<3 pin to taskbar
Documents
[l Uninstall
@ BatchSync N
Download_IN_PROGRESS.docx
BatchSync_Download.pdf >
«J BATCHSYNC_TEST_JERSEY.iif >
Folders
+ BatchSync >
Lil N

o

® | © BatchSynd

nmn 00 ® @ ¢ & ¢




After you log-in, you need to tell QuickBooks that you want to allow BatchSync access to your company file. In

the dialog box that pops up, select the option ‘Yes always: allow access even if QuickBooks is not running” and
then click ‘Continue’.

QuickBooks - Application with No Certificate x

An application without a certificate is requesting access to the following '
QuickBooks company file:

Batch

Access may include reading and modifying QuickBooks data as well as
enhancing the QuickBooks user interface (where applicable).
THE APPLICATION CALLS ITSELF

BatchSync

CERTIFICATE INFORMATION

This application does not have a certificate. QuickBooks cannot
verify the developer's identity.

QUICKBOOKS SOLUTIONS MARKETPLACE

7 Learn about applications that integrate with QuickBooks

~

Do you want to allow this application to read and modify this company file?

7 Yes, prompt each time

7 Yes, always; allow access even if QuickBooks is not running

Allow this application to access personal data such as Social Security Numbers and
customer credit card information.
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You then confirm your decision with a few more boxes.

BatchSync - Authorization

By selecting this option, you are providing this app access to QuickBooks data even when
QuickBooks isn't running. QuickBooks will store your credentials in an external secure file outside
the company file to facilitate this access.

Are you sure you want to gj p your data even when QuickBooks isn't running?

No

Note: We recommend that you #ions to protect your content & data. $ Learn more about

SDK App Autherization

1. BatchSync — Authorization: YES

Access Confirmation x

You have chosen to grant the application
BatchSync

access to the QuickBooks company file
Batch

any time, even if QuickBooks is not running.

Access rights:
- Read and modify QuickBooks data
(including personal data)
- Enhance the QuickBooks user interface

Go Back

3. Access Confirmation: DONE

Confirm to Proceed

[ ~ ) This application is not signed with a digital certificate. If you allow unsigned

A applications to access your file, a different application could use the same
application name and possibly misuse your data. For suggestions about
enhancing the safety of your company’s data, click Help.

You have chosen to allow this unsigned application to access employee Social
Security Numbers, customer credit card information, and other personal data in
your QuickBooks company file without asking the user again.

To help protect your company's data, Intuit suggests:

- Always use signed applications

- Find out what data this application accesses

- Notify your employees that certain data may be accessed

- Inform the application developer that you prefer to use only signed applications

Are you sure you want to allow this access?

No | Help

2. Confirm to Proceed: YES



The main BatchSync interface will now open and now we will proceed to import your transactions from Batch to
QuickBooks.

4 BatchSync - X
1. Click on the down
arrow to the right of - R J
‘Bookseller’ field and Bookseller: I (v)Status: IA" VI Days back: (30 £ Sync
Invoices:
select your bookshop.
Don’t just type in the
name of your store.
2. Select the account
Remittances/

you want the imported Credts:
invoices to be linked to
from the Stock Item

drop down box. This list s\
is populated from your \

chart of accounts in

QuickBooks. Settings Select Al S Stock ftem: |Book v| | Impott




3. Select the status of
invoices you want to
import. All is the
default. This will import
all Open, Verified, and
Authorized
transactions. You can
elect to import just
Authorized (A) or
Verified (V) invoices.

BatchSync cannot
import invoices that
have already been
cleared or that you
marked as Not Paying
through Batch.
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4. Select the number of
Days Back that you
would like to import
into QuickBooks.

The maximum number
of days back is 100.

5. After you have set
your Bookseller, Status,
Stock Item, and Days
Back, hit the Sync
button in the upper
right corner.
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After you hit the Sync button, a list of invoices (top box) and credit notes (bottom box) should be loaded into the BatchSync
interface.

4 BatchSync — X

Site: ILive v
Bookseller: |Valleyside Books V‘ Status: Days back: |30 ;-é-':‘ '7 Sync

6. Check the box of the Invoices: [[7] 26-Feb-2020 [0929319528] Cosmos Distributors - Demo Account INVOICE [£243.24 (24324 0S)) Tax: 0 NULL
L . 26-Feb-2020 [0929331048] Cosmos Distributors - Demo Account INVOICE [£912.45 (312.45 0S)] Tax: 0 NULL
invoices and credits you 26-Feb-2020 [093008444X] Cosmos Distributors - Demo Account INVOICE [£1904.06 (1904.06 OS)] Tax: 0 NULL
. . [¥%] 26-Feb-2020 [0930084431] Cosmos Distributors - Demo Account INVOICE [£856.49 (856.49 05)] Tax: 0 NULL
would like to import to [] 26-Feb-2020 [0930084423] Cosmos Distributors - Demo Accourt INVOICE [£544.02 (544,02 OS)) Tax: 0 NULL
. . [[] 26-Feb-2020 [0530066657] Cosmos Distributors - Demo Account INVOICE [£291.99 (291.99 0S)] Tax: 0 NULL
QuickBooks. There is a [] 26-Feb-2020 [0930066581] Cosmos Distributors - Demo Accourt INVOICE [£53.94 (53.94 0S)] Tax: 0 NULL
(] 26-Feb-2020 [0930066069] Cosmos Distributors - Demo Account INVOICE [£176.76 (176.76 0S)] Tax: 0 NULL
Select All button at the (] 26-Feb-2020 [093006340X] Cosmos Distributors - Demo Account INVOICE [£41.54 (41.54 0S)] Tax: 0 NULL
. [] 26-Feb-2020 [0930063361] Cosmos Distributors - Demo Account INVOICE [£29.92 (29.92 0S)) Tax: 0 NULL
bottom to save time. [ 26-Feb-2020 [0930063205] Cosmos Distribuors - Demo Account INVOICE [£1753.95 (1753.95 0S)] Tax: 0 NULL
(] 26-Feb-2020 [0930062691] Cosmos Distributors - Demo Account INVOICE [£22.15 (22.1505)] Tax: 0 NULL v

Remittances/ 26-Mar-2020 [] Cosmos Distributors - Demo Account CREDIT [£-1632.11 (-1632.11 0S)] Tax: 0 NULL ~
Credits: 26-Mar-2020 [] Cosmos Distributors - Demo Account CREDIT [£-464.53 (-464.53 0S)] Tax: 0 NULL
26-Mar-2020 [] Cosmos Distributors - Demo Account CREDIT [£-11.14 (-11.14 OS)] Tax: 0 NULL
7' Once you have SeIeCted %] 26-Mar-2020 [} Cosmos Distributors - Demo Account CREDIT [£-829.74 (-829.74 0S)] Tax: 0 NULL
i ] 26-Mar-2020 [] Cosmos Distributors - Demo Account CREDIT [£-454.19 (-454.15 OS)] Tax: 0 NULL
Wh at you wa nttoim port' [] 26-Mar-2020 [} Cosmos Distributors - Demo Account CREDIT [£-468.22 (-468.22 0S)] Tax: 0 NULL
click Im po rt (bottom nght) [] 26-Mar-2020 [ Cosmos Distributors - Demo Account CREDIT [£-1044.78 (-1044.78 OS)] Tax: 0 NULL
[] 26-Mar-2020 [} Cosmos Distributors - Demo Account CREDIT [£-305.04 (-305.04 OS)] Tax: 0 NULL
to begin the process. [] 26-Mar-2020 [] Cosmos Distributors - Demo Account CREDIT [£-15.11 (-15.11 0S)] Tax: 0 NULL
[] 26-Mar-2020 [] Cosmos Distributors - Demo Account CREDIT [£-9.17 (-9.17 0S)] Tax: 0 NULL
[] 26-Mar-2020 [} Cosmos Distributors - Demo Account CREDIT [£-56.15 (-56.15 0S)] Tax: 0 NULL v

:Settingsj Select All Stock ftem: lBook v Import

We recommend that you backup your data on QuickBooks before you
import anything for the first time.



The first time you use BatchSync and whenever a new vendor is included in the download you will be asked to

map the vendor’s name in Batch to a specific vendor in QuickBooks. This will be remembered for future
downloads.

¢ BatchSync —
Ste: |Li v
8. Map each of your S| b
vendors by selectin g Bookseller: | 85! frmMapSupplier - O >k Status: Days back: A1O : Sync
Invoices: ; ! : ¢ [£223.34 (223.34 0S)] Tax: 0 NULL
the vendor from the HarperCollins Publishers will be mapped to: 1£9.17 (9.1705)] Tax: 0 NULL i

drop-down menu and [Haper Coling] Ml E7.01 (7.0108)] Tax: 0 NULL
£117.62 (117.6205)] Tax: 0 NULL
[£46.4 (46.4 05)] Tax: 0 NULL
1 . — [£36.39 (36.35.03)] Tax: 0 NULL
map each vendor. ] 24-Mar-2020 [60469478] HamerColins Publishers INVOICE [£15.65 (15.65 03)] Tax: 0 NULL
25-Mar-2020 [60962668] HarperCollins Publishers INVOICE [£8.63 (8.63 0S)] Tax: 0 NULL
After all your vendors 26-Mar-2020 [60781010] HarperCollins Publishers INVOICE [£10.25 (10.250S)] Tax: 0 NULL

select OK after you oK Cancel

have been mapped, 23-Mar-2020 [31507816] Macmillan Publishing Services INVOICE [£7.01 (7.01 0S)] Tax: 0 NULL

your files will be

imported. Remittances/ [[7] 24-Mar-2020 [011312] HaperColins Publishers CREDIT [£-107.24 (-107.24 0S)] Tax: 0 NULL
Credits: 25-Mar-2020 ] HamerCollins Publishers CREDIT [£-33.51 (-33.51 0S)] Tax: 0 NULL

27-Mar-2020 [011312] HarperCollins Publishers CREDIT [£-75.61 (-75.61 OS)] Tax: 0 NULL

' Settings Unselect All Stock ltem: lBook vl [ impot |

Congratulations! You successfully set up BatchSync and are now able to import your transactions
from Batch into QuickBooks Desktop.



Frequently Asked Questions

What happens if | mapped a vendor in Batch to the wrong vendor in QuickBooks? Once a vendor has been mapped, it cannot be undone within the
user interface. You will have to uninstall BatchSync and re-install the application to re-map a vendor.

How do | know if an invoice or credit note is already in QuickBooks? Will a duplicate be imported? No. If a transaction is already in QuickBooks, it
will not appear on your list of transactions in BatchSync.

I hit Import, but I’'m not sure if the transactions were transmitted to QuickBooks. Try hitting the Sync button. If you have transactions that are
greyed out and cannot be selected, that means they were already imported into QuickBooks.

Is there any way to undo an import? No. Once transactions have been imported into QuickBooks, they cannot be removed through BatchSync. You
would need to go into QuickBooks and manually remove or edit them.

| launched BatchSync but got an error message and was unable to import anything into QuickBooks. What happened? The most common cause of
an error message is that the BatchSync Installer wasn’t installed before the BatchSync Application. Uninstall the BatchSync application. Download and
install BatchSync Installer and re-install BatchSync.

In general, if you are unable to import via BatchSync or get an error message, the first thing that we recommend you do is completely un-install
BatchSync from your computer and go through the install process again.

Is BatchSync compatible with Macs? No. BatchSync is only compatible with Windows machines. If you use QuickBooks Desktop for Mac, please
contact us to discover alternative solutions for importing your files into QuickBooks.

Is BatchSync available for QuickBooks Online? Yes! For information on how to set up BatchSync for QBO, go here and find the section for QuickBooks
Online.

Questions or comments? Email support@batchforbooks.com for assistance with BatchSync for QuickBooks Desktop.

10


https://admintestwww.batchforbooks.com/web/tools/linking-to-quickbooks
https://admintestwww.batchforbooks.com/web/tools/linking-to-quickbooks
mailto:support@batchforbooks.com

