CATEREASE
ADDENDUM

QuickBooks/Peachtree
Interface
With the interface between Caterease and QuickBooksO

and PeachtreeQ , you can avoid repetitive typing of
payment information and event information. Caterease
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will export, on demand, all payment and sales information
to the Accounting system you prefer.

SETTING UP THE INTERFACE

Setting up the Caterease interface with QuickBooksO and
PeachtreeO issimple. From the file menu of the
Caterease Main Screen, select Setup - Interface Setup
Wizard. You will see the display shown below.
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addendum - Quickbooks/Peachtree Interface

Select Accounting Software Detailed Setup Options

Click the Accounting tab to select your choice of After clicking theicon for your accounting software, you

accounting software. See figure below. will see adetailed setup screen. The caption on thetitle
will reflect QuickBooks or Peachtree, depending on the

Interface Setup Wizard ] icon you selected in the previous screen. Y ou will be
 ———t prompted for default folder locations and account number
B eragerent settings. Setting the folder location field will determine
s i SHGES S E the folder location to which current event information will
AMm peochitee com | electronic Displays be exported. 1t may be modified by clicking on the folder
[ ireter mrant s to theimmediate right of the text box and selecting a
[T o Sl folder. A default file name will be assigned (such as
17 e e “GeneralJournal-3-20-03_1.csv” for Peachtree users, or
“CE-4-28-03.iif” (if you are a QuickBooks user.)
Quickbooks Setup |z|
Quickbooks
E stablish the location of expart files. These files are uzed to transfer
accounting information fram Catereasze to Quickbooks.

Export File Falder

E

Quickbooks Account List:

This iz used to establish an explicit "Account Link" between Caterease
clients and Quickbooks accounts. Before updating your account list,
you must have first created a Quickbooks accounts export file (fram
within Quickbooks).

[ Wiew Quickbooks Account List

E stablish warious Quickbooks account numbers. These are used in the
transfer of financial information from Caterease to Quickbooks.

General Sales l:l

Serv Chg Revenue l:l

What followsis a detailed explanation of the Account List
options and each of the QuickBooks/Peachtree account
numbers.



addendum

QuickBooks/Peachtree Account List

Clicking on the button label ed View QuickBooks Account
List (or View Peachtree Account List) will provide you a
list in which you can compare the QuickBooks/Peachtree
customer list to the Caterease customer list. This can be
loaded from a customer export file you create from
QuickBooks or Peachtree.
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Clicking on the Tools button will prompt you to import
the QuickBooks/Peachtree customer list, which the results
are shown below.
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QuickBooks/Peachtree Account Numbers

You will be required to enter in account numbers that
correspond to your QuickBooks/Peachtree Chart of
Accounts. These account numbers must contain avalid
number. It cannot contain a zero or other data that does

- Quickbooks/Peachtree Interface

not match your account list. Improper data entry here can
have unpredictabl e results.

A/R Account

Thisisyour “Accounts Receivable” account in
QuickBooks/Peachtree. This account will be debited
every time a payment is made with the amount of the
payment and credited with the total Event Value. This
unique account will listed as an A/R account in your
Chart of Accounts file.

Cash Account

Thisisyour “main checking” account in
QuickBooks/Peachtree. This account will be credited
every time a payment is made with the amount of the
payment. This unique account will listed asa“Bank”
account in your Chart of Accounts file.

General Sales

Thisisyour “Sales’ account in QuickBooks/Peachtree.

Y ou may group all of your salesincome from Caterease
into one account, such as your basic income account such
as“Catering Sales’ or “Sales’ listed in your chart of
accounts. This must be listed as an “Income” account in
QuickBooks/Peachtree.

Tax Revenue

Thisisa“liability” account. Usually thereis a default
account “2200" categorized as “ Other Current Liabilities”
that is used for payment of local and state taxes. Tax
income from Caterease will be directed to thisaccount. If
your QuickBooks/Peachtree Sales Tax account isa
calculated field, you must create a new "Catering Sales
Tax Income" account so that Caterease can send dollar
amounts to that account number.

Service Charge Revenue
Thisisthe account categorized as“Income” that will

collect any Catering “Service Charges’ or income from
“Tips’ or “Gratuity”.
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EXPORTING DATA

Before you begin exporting data, we recommend running
abackup in Caterease and a backup in your
QuickBooks/Peachtree software. Additionally, you should
create a new sample test company in your accounting
software for use in importing data from Caterease. This
way, you won't affect “real-time” accounting dataasyou
are getting accustomed to exporting data from Caterease.
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QuickBooks/Peachtree I nterface Export

At anytime, you can create the export accounting file
manually. From the Main Screen of Caterease, select
Tools Interfaces— QuickBooks (or Peachtree) — Export
to QuickBooks(or Peachtree) from the Main menu.
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addendum - Quickbooks/Peachtree Interface

Export Options

Y ou may specify a date range to select dates that payments were received. Y ou can optionally specify aday, week, month, or
any range of dates from which to export information.

Quickbooks Export Utility

Set Export Parameters

Ewport Critena
(%) By Date Range

() Less Than OrEqual Ta " a/28/2004 9 Thu 4287200 3
() Greater Than OrEqual To. | etel |

() 'within Date Range
{3 By Event Mumber

Event Mumber To Process

O ptiamns
Event Details [ ] Only Clozed Events
Payments Made

Ewport File Folder

c:s

Change the dates accordingly to extract your desired information

Event Details— all event financial data within the criteria will be exported.

Payments Made — all payments made within the criteria will be exported.

Only Closed Events — This feature can be used as criteria for selecting events. Be sure that the event is marked “ Closed”
before attempting to export. See Caterease Help for more information.



Export Results

addendum -

Quickbooks/Peachtree

Interface

The following screen will display the data you are about to export. You may click ‘OK’ to continue exporting or ‘ Cancel’ to
stop the export process. Once data has been exported, it will be logged in a Caterease database and will not be eligible for

export again.

#® Confirm The Quickbooks Export Of The Following -

.;:r"i;:'jSettingsY r_&f |g|

Ewent # Drate Client Acct Code Amount Degcription
(=l Client : Central H.5. Reunion
(=l Tppe : Payments
EQON42 B/21/2003 Central H.S. Reunion .45EIEI 150,75 F'ayments
|E00142  |B/21/2003 | Certral H.5. Rieurion 5000 [150.75) &R
[ om
| 0.00
1=l Client : Hancile_l,u’Lammert Wedding
= Type: Sales
EO0283  |6/21/2003  |Hardlep/Lamment Wedding 5000 2,362.20 AR
EO0283  |6/21/2003  Handlew/Lammert Wedding 1000 [135.29) Tames
E00222  |6/21/2002 Hamdiew/Lammert Wedding 11100 [2,362.20] | Gales
[E00283  |B/21/2003 | Hamdlew/Lammentwedding | 22301 135.29| Sales
[ 0.00
[ 0,00
| Clisrt - i:lrhl'l.a.l.le_l,u.’llléhn \-\;"ec.l.ciing
= Type: Salé§
EOD214  |6/21/2003 | OMalleyHahn'wWedding 5000 350313 AR
EO0214  |6/21/2003  O'MallepHahn'wWedding 1000 (200.63) | Tames
[ED0214 (642172002 | D'MallewHabn'weddng 11100 [2,503.13) | Sales
EO0214  |6/21/2003  O'MallewHahn'wedding | 22901 20063 | Sales v
[ Ok ] [ LCancel

If no records were found, then you must adjust your criteria.

€ Confirm The Quickbooks Export Of The Following -

1] Settings ~ i§|

Ewert # Date

Clignt

Acct Code

Amaut

Dezcription

oK LCancel
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M essages

A successful export of payment information will result in the following message:

X]

Information

i il The expart File "CYCE-S 06 04.iif" has been successfully created,

Note the file name in the message is “ CE-5-06-04.iif". If you are a QuickBooks user, thisisthe file you will import to
QuickBooks. If you are a Peachtree user, the file names will be “ Customers-5-06-04.csv”, “ Jobs-5-06-04.csv”, and
“ GeneralJournal-5-06-04.csv”.

Information E|

i ] The Following expart files have been successfully created;

N Customers-506: 04,05y
N Jobs-5 0604, o5
CilhEeneralJournal-5106 04, csv
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Peachtree Import files

Customer s-5-06-04.csv — the customer name and address (if new addition) that will be imported to the Customer List in
Peachtree.
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General Jour nal-5-06-04.csv — the event financial data (payments, transactions) that will be imported to the Job List in
Peachtree.

O Geserslioarnal- 50604 5w - Wor dPad

Al EE Wew lret Fomet Heo
Ol &0 M B B

Dnca, Fafacence, Dwce Cleac 1o Osnk Bec Hurkbec of Disccibuticns, G/l Eccount o macripricn, mounc, Jobh IT, Tasd for Feiobucxshla Expsc ﬁ
Efefidd, . 4. d4500 . Evant @ EDO037, BOS1.31, EOO037, FALSE, .

Er&d 2004, ., 4,1500, Evant & ECONIT,-5051, 1, BODO3T, FALAE, ,
S E009, ., ,4500, Event. # EODL10, 505,93, EDOL10, FALSE,

Efedi0dd, 3, 1500, Evant @ EOOLI0, -4E0 .25, BO01i0, FALAE, |
By 2004, 2,0, 2453  Evans O EOOLI0, 25, 16, EO01 10, FALSE,

S E009 ., T, 3500, Event # EDO043, 3337, 75, FO00493  FALSE, .
ES&S 2004, ,, 7. 1500, Evant B EDO049, -2203 848, BEOO042, FALEE, |
B B0, T 3458 (Evane @ ECOG43, 139 , 63, BO009S  FALAE, ,
SO0 0, G500, Event & EOO0Z3, 006G, 5, EOOOES, FALSE, .
=/ 2004, ., B, 1500, Evant B ECKIOZS, -236, 5, EDO02 S, FALSE, |
Sy 2004, ,,2,4500; Evenr @ EDO0139,2620, 6, EOO018, FALSE, ;
Efedzi0d, ,,3,1500,Evant & EOO01S, -2&20.9, FODO18, FALSE, .
=i 2o0d, ,, &,9500, Cvant @ ECO033, 57132, 00003, FALSE, ,
Efef 2004, .4, 1500.E B EDO033,-a712, EOOO33, FALRE,,

WERT i

S




addendum - Quickbooks/Peachtree Interface

Duplicate Data

Caterease will prevent you from exporting duplicate data (e.g. exporting the same information twice) into your accounting
program. Caterease will not, however, prevent you from importing the same file twice into your accounting program. Take
care when importing data, writing down import file names and time that they were imported.

Export Log
Caterease will maintain alog of exported transactions. Thislog will not only serve as a check to prevent data from being

exported twice, but also let the user know what data was exported when. To review thislog, click Tools— Interfacing -
QuickBooks (or Peachtree) - View Exported Items.
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Reviewing and Editing Exported Data

Caterease will provide a log of “exported transactions” which you may export to your favorite spreadsheet, text, or HTML
editor. You have full use of the Caterease grid features, such as the “Group By BoxX' and “Field Chooser” which can assist
you in locating exported transactions.

& Quickbooks Exports From 2/1/2004

:,- Delete Exported Event 475 Settings - DI‘ F_='|' _-[ﬂ )J
Eventﬂ Iiflate tl.iént .:'-‘-.cct .Ecu;h.a .-’-'-.-mu:uunt “D.;ascr.i.l:.ut.iun .E-:-:pcurt.D-ate A
i=l Client ; 4B Retirees Senior Club =
= Type: Sales
EOO3EE (1211042003 AR Retirees Senior Club 111100 317483 AR 2/5/2004
EOOIEE (1211042003 AR Retirees Senior Club | 30701 [2.993.00) Sales 2/5/2004
EQ03ES _12;’1 042003 _.-'-‘-.E Retirees Senior Club | 22300 _ ] 81.83]_Ta:-:es _2;’5;’2004
EOOD3ES (1211042003 AR Retirees Senior Club | 22901 [181.83] Taxes 2/5/2004
EQO3ES (121042003 AR Retirees Senior Club | 22300 181.83 Sales 2/5/2004
oo
; 0,00
I= Client ; Alexian Health Systems
= T__I,Ipe: Sales
EOQ0Z3  [12/5/2003 Alewian Health Syztemne 11100 B,068.75 AR 2/5/2004
EO0Z3  [12/5/2003 Alerian Health Syztems | 30101 [2.745.00) Sales 2/5/2004
EQ023 _12;’5!2["]3 Alexian Health Syztens _3EI1 nz _ [1.788.75) Sales 2/5/2004
EOQ0Z3 [12/5/2003 | Alewian Health Systems | 30109 [625.00] Sales 2/5/2004
' 0.00
0.00
.!____: Client ; American wWelding Society
[= Type: Sales
EOQ0Z72 (121242003 American Welding Society | 11100 2,240,440 AR 2/5/2004 v

Export Entry Deletion

In rare occurrences the export file may become lost or damaged. In these scenarios it may be necessary to export the data
from Caterease twice. The “ Delete Exported Event” button located in the top left section will allow you to delete event data
that has already been exported. Take extreme caution when performing this operation. When in doubt, contact
Caterease technical support.

Caterease adjustment transactions

When you export event data, you are still able to modify the event in Caterease. Suppose that there was afinancial
adjustment, perhaps an overpayment or underpayment on the event. Simply modify the event data as you normally would and
run the export again. Caterease will export the changed information only as an adjustment transaction to QuickBooks or

Peachtree.
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Overriding Default Account Codes

If you wish to override the default account codes on a specific menu item, you may use the “ Account Code” column in the
food service lineitem in your Event Manager. Click on “Field Chooser” as depicted below —
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e Climndl ImForm stion
! Conlat Marage
¥ Clhent Crons Weddivg Reception [} 306T.50 [
B Enplsslréo A 13310 B Théave N A
% Guealinome Managar e AT FEXE
Telaphone: |612] 241-3400 33.7E9.00
i EviFogiam Fan [ 2t
 fomrersl | Sub-Euant |
[ Event Calerdar i SubrEuents: (1) i !__lb. |_|. | & @ =
L Alocms Graph Dlescripion Dizke ‘Sta:l End Seiwirg EuFm Hﬁ?ﬂ Setp Sipe
||| RN /2004 [Thal  DGOOPM 12004M ORCOPM 140 EsndGun e
ﬂ Cunenl Events { - =
B Aecounts Feca sabla: | Typa  Meriiliam Mame Prica Oy Total <1
|
@ CuaniFams L W Fionm Cherge £330 q aom| 4
A |Dance Floo ww'psiup Eastn ] 1 oo 8
M Wedding Pachage $179E 2m I5000] -
M Cirrerin Balicom 1520 2 3mono
M Purch with Frounksin doieg Socisl 050 20 10000} So
M Chempegre o Hesd Tabis I m som|
M wire on Gueses Tables f200 200 4o 3
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M (Cake Cutting and Serdng 050 20 10000
H 12% 12 Diance Flom 5000 2 0.0 E
[#] HaTaw HaSew Chg T B .
Food/Service | Gaffirg ' Ennmzl:t_s-i 2' s
il rovicring = il
: | At o remrreraes = |,
i e o e I B A e i

” " || Event Manage:
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When the ‘ Customization’ box appears, drag the column * Acct Code’ to your menu items column header

T Account Manager & [vgni Manager: Crow Wedding Recoption # 100019

E Eveni Hamager
Client Infosmation Finamcialy
P Contat Wanage
‘_- Clent Crons e ddirg Reception B Subiolal 06T R [
&) Emphnes i Ao 13310 BThAve N Saiv Chg $E
i Gl lioome Managar Arvkorage. Ak TEE Tak =147
Telephore |612] 241-3400 Tolal 3.E8.0
E E_ﬁ:F'mnllm Fan e I Cogt Pei Guest Flﬂ.ﬁ
et Toni X i ererd | || sub-Euent |
[ Event Codendar Sub-Euenest (1) | Ij. o | | &4 @ )
‘ RAooms Graph ] : 5::1.,:9”.&-_. |
ES CunenlEverds - :
e decounts Feca pable: Typa  Meru lam Mame . Fiina Oty Takal Lilj
| el Cods
Cinant Famindess: | oal 1) 10000
A [Dance Floo ww'ssip 3T5m 1 . -F
| K wedding Pachage $ITE 200 S0 -
LA e [
| K Punch with Faurksin dhivg Seeisl 050 | Coumns | B
| H  Champeore bor Hesd Table TN ek Code o
H  Wire on Guest: Tables 200 : ) 71 =]
| H Fdinos and Carclss on Tablss | 025 o o F
- K Cake Cuing and Serdng il -
M 124 12DanceFlon el .'E
[#] MaTak [#] HaSew Chy Hide: = | RS
FundfSendce | Stafirg | Commens llen Code =
T el Profil
ﬁ 'F E%Gu To = _{ i HaSC l"}‘; -
HoTas
Frepiea
Talel Cozt

B —_Illi..|rl e 1| —
?-:E‘F [ # |[ ” Evert Manage l

Note the new column * Acct Code’ — use thisto send your Quickbooks/Peachtree chart of accounts number for each menu
item. Y ou may also place these Account Codes into your Caterease Quickpicks for easy access.
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addendum - Quickbooks/Peachtree Interface

Setup of Caterease Account codesin Quickpicks—

Click File— Setup — Quickpicks. Click the plus sign next to Menu Items, then choose Account Code.
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addendum - Quickbooks/Peachtree Interface

Export File Format

The QuickBooksO and PeachtreeQ Export function will export the file “receipts.csv’ or “ quickbks.iif” to the folder of your
selection with the file format(s) specified in your QuickBooksO and PeachtreeQ Users Guide. Y ou may review thefile
contents using your favorite text editor or spreadsheet editor. Please do not alter the contents of these files without consulting
your appropriate user’s guide. Horizon Business Services will not provide support if the content of these files have been

altered in any way.

WARNING!
Backup all data in QuickBooks/Peachtree following the manufacturer’s instructions before attempting

tointerface Caterease to your accounting software. Caterease cannot be held responsible for any data
loss or duplicate entriesin your accounting software.
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