Quick Start Manual for using "Bill to Other"” button in qCLIPxe

This function is intended to give the user the ability to place multiple properties on one invoice in
QuickBooks.

A typical scenario would be a commercial account with multiple properties that are being maintained.
These properties need to be billed on one invoice. The customer does not want a break out of each
property but rather one invoice that has all of the information on it.

In gCLIPxe the user wishes to maintain the properties separate for job costing, routing and other
reasons.

Setting up a "Master Customer"
The process starts by creating a customer in qCLIPxe that will be the "Master Customer"

The user does this by creating a record in qCLIPxe and checking off the check box for Master Customer.
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Property Name | TANG, SHA
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Setting up the "Slaves”
Once you have set up at least one master customer, you can start to assign the "Slaves" to it.

You do this by either creating a new customer or just using one that you have in your system.

Click on the "Bill To Other" button to begin this process.
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Now you will see a pull down with all of the Master Customers for you to choose from.
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Pick the one you want this to bill to and click on the "CHOOSE" button.

On the customer screen you will now see that qCLIPxe knows that this customer should be billed to
another one.
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That is all you need to do to make this system work.



Transferring the invoices to QuickBooks

Customizing your Invoice in QuickBooks

When it is time to transfer the invoices to QuickBooks you should modify the Invoice so that it will show

the information that qCLIPxe is pushing into it.

Modify your invoice by opening an invoice in QuickBooks and clicking on the "CUSTOMIZE" button:
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This will bring you to the Basic Customization screen:
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Click on "Additional Customization"
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Customizing your Invoice in QuickBooks (Continued)

Click on the "Columns" tab:

Additional Customization

Selected Template Preview
Larry's Service Invoice |:| Template is inactive
Larry's Landscaping & .
Header I Columns T Prog Cols | Footer | Print Garda Supply Invoice
|_CE Man 31&:’." CLP4=
Bayshore, CA S4G265
15 smeazaT =
DATE: 1025/2008
Screen Print Order  Title _BILLm
EA I
Service Date 2 SERVICED SR s
Item B |3 ITEM
Description 4 DESCRIPTION
uanti
Q ty I:l D a ary [— DEGCAIFTON
Class m B |5 CLASS e Sl teere
Lawn Mairpenance:
Other 1 & 1 Property Name e
e - —
Rate e el kel o
D Lawn Mairpenance: 0.0
Leaf Ciean U 1050
Amount B ]
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Color |}
Material |}
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When should I check Screen or Print?
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Add the "OTHER 1" in both Screen and Print.
Also, add the "SERVICE DATE" for both Screen and Print.
If you follow the guide in the above picture you will
A7 Print Preview - Page 1 of 1
have an invoice that looks like the one below: o | reew | weow | o [ v | owe
Lot Invoice
Bayshore Ch o426 cupe |
Change the column header to read "Property Name" oy st DATE. 101282000
[ BILLTO
. . . i Sha Tang
When you are done modifying the invoice, you can Germanton MD 20675
save it and you are finished with QuickBooks.
Property Name SERVICED DESCRIPTION AMOUNT
Jenay Tang 9232008 Lawn Maintenance 2250
10722008 Lawn Maintenance 2250
10102008 Lawn Maintenance 2250
10162008 Lawn Maintenance 2250
10232008 Lawn Maintenance 2250
103012008 Lawn Maintenance 2250
1172008 Lawn Maintenance 2250
Jean Mazmeella 101812008 Lawn Maintenance 000
1011512008 Lawn Maintenance 0.00
10212008 Lawn Maintenance 0.00
1012112008 Leaf Clean Up 1080
10232008 Fall Fertilizer 19.00
1142008 Lawn Maintenance 0.00
1171212008 Leaf Clean Up 1725
Subtotal $204.55
s Sales Tax (6.5%) $0.00
1172022008 Total $204.55
Balance Due $204.55




Transferring the data

The transfer process is the same as with any other situation. Use qCLIPxe to transfer your invoices to
QuickBooks. Once the invoices are transferred, the customers that are listed as "Slaves" will appear on
the invoice as follows:

& | Print Preview -- Page 1 of 1

Print ‘ Fiev page Mext page | Zoom In || Help H Close |

Larry's Landscaping &

Garden Supply I nvo i ce

1045 Main Street
Bayshore, CA 94326 CLP2429

(415) 5554567
| DATE: 10/28/2008 \

| BILLTO

Sha Tang
12106 Star Drift Drive
Germantown, MD 20876

Property Name SERVICED DESCRIPTION AMOUNT

Tenny Tang 912512008 Lawn Maintenance 2250
1022008 Lawn Maintenance 22.50

10102008 Lawn Maintenance 22,50

101612008 Lawn Maintenance 22.50

102312008 Lawn Maintenance 22.50

1013012008 Lawn Maintenance 22.50

11/72008 Lawn Maintenance 2250

Tean Mazmella 10182008 Lawn Maintenance 0.00
10152008 Lawn Maintenance 0.00

10212008 Lawn Maintenance 0.00

10221/2008 Leaf Clean Up 10.80

102312008 Fall Fertilizer 19.00

11/412008 Lawn Maintenance 0.00

111122008 Leaf Clean Up 17.25

Subtotal $204 55

Sales Tax (6.5%) $0.00

TERMS DUE DATE

1112012008 Total $204.55

Balance Due $204.55

Notice that each property name is in the Property Name column and the properties are separated by a
blank line.

Everything else remains the same.



