Thank you for selecting CCRQInvoice. This document provides a quick review of how to install CCRQInvoice. Detailed
instructions can be found in the program manual. While this may seem like a long procedure it really is not that
complicated — there are many options in the program and most likely you will only be using a few, so you can skip
around the parts you don’t need.

OPERATING REQUIREMENTS

CCRAQInvoice requires the following:

e QuickBooks Version: This application works with the US version of QuickBooks Pro and Premier, 2006
edition or later, and the US version of QuickBooks Enterprise 6 or later. Every workstation (computer) that
will run a copy of this application must have the appropriate version of QuickBooks® installed.

e Microsoft Windows: This application has been tested with Microsoft Windows XP Pro and Windows Vista.

e Microsoft .NET Framework 2.0: If you have a 2008 (or later) US version of QuickBooks or are using
Windows Vista this should already be installed on your computer,

e Computer Display Resolution: Your computer should have a display resolution of at least 800 X 600 (if
you are running QuickBooks you have this, or better).

INSTALLATION OVERVIEW

Installing the application involves several steps.

e Application Installation: You must install QuickBooks® on your computer prior to installing this
application. Once you have QB installed run the CCRQInvoice Setup program to install the application on
your computer. Please install the application in a local directory on your workstation.

e  Company Setup: Start QuickBooks® and open your company file as the administrator. Run the application
(found in the CCRSoftware folder of the Windows Program menu). You will be asked for a location to save
a parameter file — choose the location where your data file resides. QuickBooks® will ask you if it is OK

for this application to access your data — say “Yes, whenever this QuickBooks company file is open”.

e Registration: When you first install the application it will run in a trial mode, which will allow you to use
the application at no charge for up to 30 days. You can select “Don’t Register” to start with (you can
register the application later).

e  Program Preferences: There are several preferences that you must set up in this application —an
“installation wizard” will take you through each step.

e QuickBooks® Setup: You will need to modify your order templates to use many of the features of the
application.

APPLICATION INSTALLATION

Prior to installing this application you must install QuickBooks on the computer workstation that you wish to use.

Run the Setup program that you have been provided (either through a download from our web site, or on a CD). The
setup program will lead you through the simple steps necessary. Please note the following:
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e  You should install the application while logged in as the administrative user of your computer system.

o The Microsoft .NET Framework version 2.0 must be installed on your computer. If you are using
Microsoft Vista, or if you have installed a 2008 (or later) US version of QuickBooks then this has already
been taken care of. Otherwise, the installation program will install this for you.

e Please install this application in its own subdirectory — it is best to not install CCRQInvoice to the same
directory as other applications.

e Install the application on your local disk drive — don’t install this to a shared network drive, or a mapped
drive. The application should be run from a local drive to avoid security warnings.

IF YOU ARE UPGRADING FROM A PRIOR VERSION OF CCRQINVOICE we highly recommend that you:
1. Uninstall the prior version prior to installing the new version.

2. Install the new version in the same directory as the prior version (which should be what the installer will
recommend).

COMPANY SETUP

You need to perform a “company setup” procedure for each QuickBooks® company data file that you are going to work
with. QuickBooks® won’t allow an outside application to access your company data without you giving explicit
approval, as a security measure. This is a good thing! Applications cannot get to your information without you knowing
what is going on.

1. Start QuickBooks® and log in to the company file as the Administrative User: You must have QuickBooks®
running, with the company file open, and you must be logged in as the “administrative user”.

2. Start CCRQInvoice: The application can be found in the Windows program menu, usually in the CCRSoftware
folder.

3. Specify a common location: If this is the first time that you have run the application from this computer, the
application will open a “wizard” that will lead you through some necessary steps.

The first question will be to ask you for a place to store some

“common” information. It is important that you select a location
Program Setup

that is accessible to all QuickBooks® users if you are running in a

This is the first time you have run this multi-user environment. The location where your QuickBooks®

program at this location data files are stored is a good choice. The default that is shown is
. . ® '

Please tell us where your QuickBooks datais narmally | WNere your version of QuickBooks® would store the data files on

3};{3;5-'};‘;E;he;gdab;grgg"fgo?;ggngfdﬁgii;gffgﬁ;ﬁ“m your workstation, which isn’t always the best place if you have a

Continue", then select a QuickBooks data file. multi user installation.

Continue | l Cancel l

Note that you will see this one time for each computer workstation that you install this application onto. It is important

that you specify the same location from each workstation. -

4. The application will provide you with the following opening

screen. The first time that you run the application for a | Currently cpen Company |

QuickBooks® company you should already have the company
file open, so you should click the Currently Open Company

[ ]
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button.

5. QuickBooks Authorization: QuickBooks Compatible Software applications are able to access QuickBooks
information directly IF you give it permission. The application will ask QuickBooks® for authorization, and you

will have to set the permission level.

QuickBooks - Application Certificate

compary file:
Generic Manufacturing Company

enhancing the QuickBooks user interface.

The Application Calls Itself
CCROInventory

Certificate Information

Description:

Deseloper:  Computer Consulting Resources

Developer identity has been verified by:
Thawte Code Signing C4

QuickBooks Solutions Marketplace
Search for information about this application at the
~ QuickBooks Solutions Marketplace

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

e Bs, prompt each time

Bs, whenever this QuickBooks company file is open

’_ Bs, ahways; allow access even if QuickBooks is not running

This application will NOT access personal data such as Social Security Numbers or
customer credit card information.

An application is requesting access to the following QuickBooks

Access may include reading and modifying QuickBooks data as well as

Tell me

X

(oo | [ oo ] |

Help

When the application first accesses your QuickBooks
company data (as a part of the installation process),
QuickBooks will open an authorization screen similar
to what is shown below. When an Integrated
Application first asks to access your QuickBooks
company file the administrator must give that
application permission to access the data files.

Select Yes, whenever this QuickBooks company file
is open.

This is usually the most appropriate setting. You
must have your QuickBooks company open before
you run the application.

Click on the Continue button. Another window may open, asking you to confirm your selection. Click Done to

continue.

REGISTRATION

When you install this application on a computer for the first time, it will be set up with a “trial period”. You will have
access to all features for a period of 30 days from the time that you install the application. This allows you to evaluate

the application to determine if it fits your needs.

The very first time that you run the application on a computer you will see a Registration screen similar to the

following:
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Enter Registration Information - CCRQBOM

Name

Qrganization

|
Sanal Number lready h
|TRIAL

Begistar I

Don't Begister I

Remind Me Latar |

If you have been provided with a serial number please enter your name, company name, and serial number in the

B This is a Tirial &
T ] C 1 ] &
w'w w W w v
software [ oo |
Info
WARNING: This computer program is protactad by copyright law and international treaties. Unauthorizad
duplication or distribufion of this program, or any portion of it, may result in severs civil ar criminal penalties,
and will be prosecuted to the maximum extant possible under the law. Cancel

By continuing the frial you agree to be bound by the terms of the EULE accompanying this softvare,

Trial Expired | already hawve alicense

APPLICATION PREFERENCES

appropriate locations. Then press the Register key. This will
unlock the application for use on this computer.

If you do not have a serial number you can run the application for
30 days after installation. Select Don’t Register, and a screen
similar to the following will appear:

Click the Try button to continue as a trial application. Each time
that you start the application this screen will appear, until you
enter a serial number.

If you have decided to purchase the application and have been
provided with a serial number, click the Register button on this
screen, and you will be shown the Registration screen.

When you first run CCRQInvoice with a particular QuickBooks company file the application will open the “Installation

Wizard”, to take you through several steps necessary to set up application preferences. If this does not happen

automatically, you can select Install New Company from the Files menu.

You will be presented with the various options — if you want to use one then click the Install button and the application

will ask you for more details. Click Skip if you don’t want to use an option. You can always change your mind later in the

Preferences option of the application.

Note that you might not be able to use all of the features provided. Many of them require the use of a custom field in

the item or customer list, and QuickBooks limits the number of fields available in those lists.

 EXTENDED WEIGHT

This feature will automatically calculate the extended weight for each line
in an invoice, sales order or estimate, as well as a total weight.

The Weight feature requires three custom fields:

e Unit Weight: You will store the unit weight for the item in this
field — it will be a “custom field” in the Item List. The dropdown
list will show you the existing custom fields (if any) that you have
defined for items. If you have already defined one for the unit

X

B} preference Setting

Extended Weight

To calculate weights we need three custom fields: one
to hold the unit weight per itern, one to hold the
extended weight per line, one to hold the total weight
per order. Select the custom fields for each of these
(using existing fields, or enter a new name)

‘vou must edit your form templates 1o include these
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weight for items, select that. If there is room to add another field (the limit in QuickBooks is five custom fields
in the item list) then the application will add the choice “Unit Weight” to the list of fields. If you select this, and
it hasn’t been defined in QuickBooks already, the application will create it.

e  Extended Weight: You won't store information here — we need a place to store the calculated extended
weight. This is added to the item list — select “Ext Weight” if it shows, rather than using one of your existing

fields.

e Total Weight: This is the field to hold the total weight for the order. This is added to the customer list. You can
select an existing field, or “Total Weight”.

. TOTAL QUANTITY
B8 preference Setting

Total Quantity

To calculate total quantity we need one custom field to
hald the total guantity per order, Select the custom fisld
{using existing fields, or enter a new name).

You must edit your form templates o include these
fields

(®Enable (O bisable

Total Quantity Total Quantity A

| SORTING

E| This feature is used to calculate the total quantity of certain items in an order.

The Total Quantity feature requires a custom field to hold the calculated
quantity. This will be a “custom field” in the customer list. You can pick an
existing field from the list, or the option “Total Quantity”. This last option will
only show if there is room to add it to the list of custom fields.

This feature is used to sort the order of the details in an order.

You can select the field that you will normally sort on. Note that you can change which field to sort on each time that
you run the application — this is just setting up the default value.

You can sort on any of the following:

e Item ID: The item ID as entered in the detail line.
e Line Description: The description of the detail line.
e Quantity: The quantity of the item in the detail line.

e Service Date: This is an optional column you can use. resirictings in sorting
e Custom Fields: You can sort by any custom field in the @enable Opisable
form. Sort Colurmn Item ID hd

Alpha/Numeric Sort: Normally you will select an “Alpha” sort.
However, if you are sorting on a custom field and you want the ® tscending (O Descending
values to be treated as numbers, select “Numeric”.

Ascending/Descending: Specify the direction that you want the

values to be sorted.

BB Preference Setting g|
Sorting

‘You can sort the item details on ONE field from the list
bielow.

Please review the docurmentation for information on

(O Murmeric
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CALCULATED RATE

This feature allows you to alter the rate that is used in the calculation of the amount in a detail line of an order.

To use this feature click on Multiply. With this feature you can alter the rate by multiplying the original rate by the
value in a custom field. The original rate is the rate that you originally entered when you added the item.

QuickBooks calculates the extended amount in the detail line as rate X
quantity. With this feature we can change that to be custom X rate X
quantity, where custom is a custom field that you have added to the
order form. To make this work we essentially have to replace the rate
field in the calculation with the product of the original rate and the
custom field. The application will save the rate that you started with in
a field that we will call the original rate.

The application needs two custom fields in your item list.

e Multiply By: This is the custom field that you will use in
the calculation.

e Original Rate: The application will store the rate that you
entered originally for the item in this field.

CALCULATED QUANTITY

B8 Preference Setting S|

Calculated Rate

To calculate the rate based on the original rate and
another custom field (such as weight) you must specify
the name of the field to multiply by, and a custom field
to hold the ariginal rate, Select the custom field {using
existing fields, or enter new names)

(@) Multiply O Morrmal
Multiply by Unit Weight v
COriginal Rate | Original A

This feature allows you to modify the quantity field based on one of several different calculations.

As mentioned before, QuickBooks calculates the extended amount in the detail line as rate X quantity. With this

feature we provide you with a way to alter the quantity value:

o Difference: The quantity column will be changed to be
the difference between two custom fields. For
example, if you want the quantity to be the weight of a
load on a truck, you can create two columns, gross for
the total loaded truck weight, tare for the empty truck
weight. The difference of these two values is the
weight of the load.

e Volume: Another way to change the quantity column is
to have it be the product of three custom fields — such
as the height, length and width. Select the three fields
to use in the calculation. In addition, you can specify
some additional parameters:

0 Rounding: The calculated value can be rounded up
or down as you specify. Select a custom field from

BN Preference Setting g|

Calculated Quantity

TO calculate the guantity based on other custam fields
you must specify the type of calculation and the custam
fields to use.

@ (vaolurne (CiNormal
Start Gross b
End Tare b
B Preference Setting B|

Calculated Quantity

TO calculate the quantity based on other custom fields
you must specify the type of calculation and the custom
fields to use.
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the customer record to hold your preferences for each customer. You will need to add this field to
the order form so that the value is added to the form. In this field you will enter a value that will
specify how to round the calculated number. This must be a character followed by an optional

“ u “uxn

“rounding precision”. The character can be a “+” to round up, a “-“ to round down, or a to use
“banker’s rounding”. If you add a single digit after this the application will round to that number of

decimal places. Some examples:

0 + This will round the value up to a whole number. So, for example, a value of 32.54 will be
rounded to 33.

0 =2 This will round the value down to two decimal places. A value of 32.5468 would be rounded
to 32.54.

0 Pref: This is your rounding preference if a value is not specified in a customer record. See the
description above.

O Factor: You can add a conversion factor in the calculation (the calculated value will be divided by this
number). If you don’t want a conversion, enter a value of “1”. For example, if your height, length and
width are in inches, but you want the calculated value to be in cubic feet, enter a value of 1728.

QUICKBOOKS® SETUP

After you have run the installation wizard and have selected the options you will have some features to set up in
QuickBooks® itself. These changes cannot be done by the installation wizard.

Each of the features (other than “sorting”) require that you use custom fields. The program has created the custom
fields for you (or you selected existing fields) when used the installation wizard or set preferences. The custom fields
must be added to the template of the form that you are using — at least to the “screen” version (you don’t need to add
it to both the screen and print version). Note that the calculations will usually only work if you have created the order
using the modified template — going back to existing orders and changing the template might not set the custom fields
up properly.

We won’t go into a full description of how custom fields work in this document — we’ll just show you how to use them
in your forms. When you work with a form like an invoice you can divide the form into two sections, the header and
the columns. When you add a custom field to the customer list, it becomes available to be added to the header of the
form. When you add a custom field to the item list, it becomes available to be added to the columns of the form.

If you enter information in the custom field in a customer or item record then that data will show as the default value
in the field when you create an invoice. If you don’t want to add a default value then leave the fields in the
customer/item records empty.

For example, if you are working with the extended weight feature, you have a field for unit and extended weight in the
item list. You would enter the weight of a single unit in the unit weight custom field in each item record, you would
leave the extended weight blank. You will have a field for total weight in the customer record, and you would leave
that empty as well. Add the unit and extended weight fields as columns in the invoice, add the total weight as a field in
the header.

The following table shows which fields you would use for each feature, and which portion of the template they would
be added to. Remember that you can only have five custom fields in the item list (columns) and seven custom fields in
the customer list (header).
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Feature

Columns (Item List)

Header (Customer List)

Extended Weight

Unit Weight, Extended Weight

Total Weight

Total Quantity

Total Quantity

Calculated Rate

Multiply By, Original Rate

Calculated Quantity (Difference)

Start, End

Calculated Quantity (Volume)

Height, Length, Width

Rounding

EDITING A TEMPLATE

This sample is based on Premier 2008, working with invoices.

To edit a template go to the form that you want to work with and click the customize button in the upper right.

B Create Invoices - Accounts Receivable

Customer: job Class
v w
Invoice

Wprevios Pt & - @ - B - T o Spaing TyHstory [ Jounal

Arcount
1200 * Accounts Rec... |w

Click the Additional Customization button at the bottom of the screen.

Basic Customization

salected Template Preview

i

e e ] Invelee

Logo & Fonts Vo Eattill

[Juse oga

Select Color Schedne

Please Select.. | Apply Color Scheme

[ I I ]

Change Font For ! I= | 1 I

e ] Change Fen

Cormpany Name i

Company Address

Labelz

Data

Subintals Label

Total Label
Company & Transaction Information

Ficomorytare. Eleraturt o

Fapmenn Ean

[v] company address  [] E-mail Address Taisses n

[ P huserber [ wob Sito Address YN W
[] Print Status Stamp

Thits conirols whosher the stats stamp & printed.

.. PAID, PENDING, RECEIVED efc,

Hilp I | Additenal Custameaten. . ][ Lyt Dadigra., | | o | [ Cancal I
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For those fields that should show once on the form (such as the Total

Selected Templats Quantity or Total Weight), look at the bottom of the list of fields in the
i 1 n .
et Cirerpise » Header tab. Place a check mark by the ones that you want to include, and
acer (ichuies | froecob } oo LB give them a label. The fields marked here are all custom fields.
P.0. No. M [ PO bumber
2.0, Mo, |_| D .00 Na
Terme E Iz‘l Terms
Do Dt O [0 |owepa=
REP 0 O [eee In this example we are marking the Total Weight and Total Quantity fields.
Accourit Murber O Acount
Ship Date Fl O Ship
Ship Via | O Wia
Foa O 0O [Foe
Progect/ioh [0 Projpect
Otfwr Y o
Tomlweght [ [] | TotlWeght
CustomerDsco, .. D D
TowlQuntty & A Total Gty
1 O 0O e
Acct B [ st
i O O M= i
Avhen chogl] | chedk Soreen or Frink? Salected Template
CCROInvaiceMiax ] Template is nactve
[ o
Hesder | Coluears | FrogCoks | Footer Prinit
Sereen Print  Order  Tite
The fields that you want to show as columns will be found at Seveelate [ [ |7 Serviced
the bottom of the field list in the Columns tab. 188 1 item Code
Dwerser iption = O & Dwteription
In this example we are marking the Unit Weight and Extended Suay ] 2 (Quantity
Weight fields. Note that we only have the Extended Weight field threitessss O O i
Rate [
showing on the screen — we need it there for calculation < : e
Amount =) Armount
purposes, but we don’t have to print it on the form we give to Ol O 0 =
the customer. Other 1 B E Other 1
Other 2 D D Other 2
original it | [crigal
Linit Weight 3 Uinit Waight
Ext Weight B B s Ext Wight
Tarn D El Tare
e should | check Soreen or Print?
i
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