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Importing QuickBooks Authors

Summary
This document tells you how to export author (i.e. vendor) information from QuickBooks and import it
into EasyRoyalties.

e Phase 1. Create a custom report in QuickBooks for author and agent contact information
e Phase 2. Export the report into an Excel worksheet
e Phase 3. Import the author records into Easy Royalties

Assumptions
This paper assumes that you are using QuickBooks 2008 or later and that authors or the agents of
authors have a vendor type of “Author”.

QuickBooks Vendor Record:

% Edit Vendor = ||z
Vendor Mame Beth
Current Balance :  0.00 How do [ adjust the current balance?
Address Info Additional Info Account Prefil
Account Mo, Biling Rate Level -
Vendor is
Categorizing and Defaults Custom Fields [ e
Type
Authar v | f—
Terms
-
Credit Limit
Tax ID 123-50-9999
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Phase 1: Create a custom report to export author information

To export author information from QuickBooks you need to generate a vendor contact list that contains
contact information for vendors with a vendor type of “Author”. After you create the report save the
report (i.e. Memorize) so you can generate it again without going through these steps.

To do this go to Reports > Vendor & Payables > Vendor Contact List and select Modify Report.

._@ﬂ Vendor Contact List
[ Modify Report... ]_[ Memarize. .. ][ Print... ][ E-mail = ][ Expart... ]_[ Hide Header ]_[ Refresh ]Snrt By Defz
1247 AW ‘\ Lion Publishing
03/18/09 Vendor Contact Li
March 18, 2009
& Vendor & Account Ho. &
[ Beth Mary Beth 3
Rasputin Samuel L R
Silee Sam S Sillee
P
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Tab: Display

Importing QuickBooks Authors into Easy Royalties €

In the display tab select the author (agent) contact fields that you want to import.

. Modify Report: Vendor Contact List

J Display |

Filters | Header [Footer Fonts & Numbers

Columns

(left margin)
Active Status
< Vendor
Balance
¥ Balance Total
Motes
< Company
+Mr, Mrs
JFirst Name
<ML

— i@ Ascending order

Last Mame

+Phone

Alt, Phone
JFax
+ Contact

+ | Sortby |Default -

-

Sartin

BM M-
.

(7)) Descending order

Put a chedk mark next to each column
- | that you want to appear in the repart.

OK ] [ Cancel

We recommend that you select;

Vendor, Company, First Name, Last Name, Phone, Streetl, Street2, City, State, Zip, County, Email,

Vendor Type, and Tax ID.

You should deselect (left margin). If you don’t you will have to delete the empty left column before
importing the file into EasyRoyalties.

Note that you will map Vendor to the Author code field in EasyRoyalties, as QuickBooks uses the vendor
name field as the vendor number.
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Tab: Filters

Importing QuickBooks Authors into Easy Royalties

In the filters tab add filters to select only Vendors Type “Author” and Active Status “Active.

Maodify Report: Vendor Contact List

s

X

Display |

Choose Filter

Filters

Filter
Active Status -

Vendor r

Mame contains... —

Balance

Balance Total

Motes

Comparny

Mr, Mrs N

Active Status
© Al

@ Active

) Mot-active

| Header [Footer | Fonis & Mumbers

Current Filter Choices

Filter Set to

Active Status Active
Vendor Type Authar

Remaove Selected Filter

QK l [ Cancel

[E hep
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Tab: Header/Footer

In the Header/Footer tab deselect all check boxes.

3 1
Modify Report: Vendor Contact List - ﬁ
| Display | Filters Header/Footer Fonts & Numbers

Show Header Information Page Layout

[] Company Mame  |Lion Publishing Alignment
Standard

[] Report Title Yendor Contack Lisk he

[] subtitle March 17, 2009 Time  Company

B pate Title

Date Prepared 123101 Subtitle
[] Time Prepared

[] Print header on pages after first page

Show Footer Information

[] Page Mumber Page 1

Talal- Salary 51752

|:| Extra Footer Line Extra Line Fage
[] Print footer on first page!
[ QK J [ Cancel ] [ Help ]

Save the report (Memorize) after you have modified it

1 Vendor Contact List
[ Modify Report... ] [ Memaorize... ][ Print... ][ E-mail * ][ Export...
12:65 AM
031809
Streett @ Street? @ City
p 2345 Dakdale Drive Holywood
345 Park Ave Chicago
345 Main Street Orlando
1 [l

i e e i e ket e g e ok it s A, S
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Phase 2: Export the Report

After you have created the report you need to export it to Excel.

While you have your report on the screen select the Export button.

{1l Vendor Contact List
[ Modify Repart... ]_[ Memarize. .. ][ Print,

... | E-mail = | Export... |

12:55 AM
03M18/09

Streetl
P 345 Dakdale Drive
345 Park Ave
345 Main Street

Ll

Street2 %

City

Holbywood
Chicago
Orlando

A NP gt o mm et

Export Report

X

Basic

]

| Advanced |

Export QuickBooks report to:
(7 @ comma separated values (.csv) file

@ 5 new Excel workbook:

i) an existing Excel workbook
Browse...
use an existing sheet in the workbook

Select a sheet

i@ create a new sheet in the workbook

Indude a new worksheet in the workbook that explains Excel
waorksheet linking

O

Export Help
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When the export screen comes up select a new Excel workbook and press the export button.

After the report appears in Excel, you need to delete the top 3 rows; the rows with your company name,

the report name and the report date.

Al - £ | Lion Publishing '
A B C D E F|l G |(H | ] K L

1 |Lion Publishing ! <4
2 WVendor Contact List ‘———Delete the top 3 ROWS
3 March 18, 2009 ‘———
4 Streetl Street2 City State Zip Country
5 |345 Oakdale Drive Hollywood  CA 94000 beth
6 345 Park Ave Chicago IL 94053 rassy
7 345 Main Street Orlando FL 23444 silee
a8
L Y Y S P R S T S WP ST S PR i P ST Y PRI TR Y

This will leave you with an excel spreadsheet that has a single header row followed by the vendor
records. Each field will be separated by an empty column.

A6 - fe |
A B C D E F|l G |H | ] K L

1 Streetl Street2 City State Zip Country
2 345 Cakdale Drive Hollywood  CA '94000 be
3 345 Park Ave Chicago IL 94053 ra
4 |345 Main Street Orlando FL 23444 sil
5
‘E"-‘IL-“-‘-'-M w—-—nl—-um =il ko, gl oo vt sl il bl e St == o g it e gl .-t s

Save the Excel worksheet in Excel 2003 format.
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Phase 3. Import Author Information into EasyRoyalties
In Phase 3 you will import the excel worksheet containing the author contact information into
EasyRoyalties.

Step 1. Open up EasyRoyalties

EasyRoyalties

Data & functions
I Reporting & analysis

I Options, settings & lists

EXIT »)

Copyright © 2008 Jew de Couleur Ltd

Step 2. Go to File > Imports > Authors

il Ea
Edit Tools Help
Import k " Authors
Export » Author contracts
Mew database... Retailers & distributors
Change database... Titles & properties
Exit Sales entries
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Step 3: Select the source file (i.e. your Excel file) using the browse button

Step 4. Tell the system to create a log file and select “Log errors & warning only”. This will generate a

log of records that could not be imported.

() Add a new author

Create a log file: |C:WUsers\edwin'Desktopitiles_ImpartLog. bt

[¥]iLog errors & warning only

41 Import
— 1. Select source
Import from: C:\Jsers\edwin'Desktop'Sample QuickBooks Author File.xds Browse... |
— 2. Options
When imparting, if an author with the same 'File-as name' exists in That's
Rights! , then:
@ Update the existing author in That's Rights! with the imported author data
(") Ignore the imported author data

Browse...

— 3. Map fields

[ Map fields...
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Step 5. Map Fields

Press the Map fields button. Now you need to map the column headers in your QuickBooks Excel file to
the field names in EasyRoyalties. When you are done press OK.

7! Import X

Fields to import
‘Your column headers: Map to That's Rights! element: i
(leave blank to ignore this field)

Streetl Address1 E| E
F2 o] ®
Street? Address2 E|
F4 =

City City (=]

Fé& (=]

State State El

F8 (=]

Zip Postcode E|

—— 1
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Step 6. Import

Press the Import Now button. This starts the import process. After importing the records a status box
appears that tells you how many author records were added, updated, ignored and if there were any

invalid records.

e Added — New authors added to the author file.

e Updated — Existing author records were updated.

e Ignored — If the author record already exists it was ignored.

e Invalid — The record was not imported. This occurs if the author and company name fields are

blank.
~ 1. Select source - ; =
impert fron CUsers \edwin Deskiop \Sample Quid@ooks Author File. uls || Browse .
| 4 Options
When imparting, if an author with the same ‘Fle-as name’ exists in Thal's -
Rights! , then: 4,
@ Update the existing author in That's Rights! with the imported author data
) Ignare the imported author data
71 Add & new author ’
EasyRoyelties ™5
[¥] Create a log file: _C:WBFW_WM_W_E
] Log errors & warning anly d Authors:
Caneel
—r _ 0 i
= Items updated: 0
Map figids. | Items ignored: 0
S =T
— Preview of data to import
Row | Import status 1
¥
|| 2 Authors: Added

3 Authors: Added
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