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1. Overview

The Check printing feature of QuickBooks does not allow template customization like other
documents that are available in QuickBooks. Similar case is with the Receipts printing feature.
The purpose of QB Docs is to enhance this functionality. QB Docs works as an add-on o
QuickBooks.

QB Docs supports multiple company files. QB Docs always interacts with the QuickBooks
company file that is opened. However, in order for QB Docs to interact with any QuickBooks
company file it has to be first added to QB Docs Database.

Following are a list of the features of QB Docs:

1. Any number of Bank Accounts

2.  Any number of QuickBooks Company Data file Supported

3. Checks & Bill Payment Checks are supported. Checks that are marked with “To be
Prinfed” are updated to QB Docs for printing.

4. Simultaneous multi user is enabled.

5. Payment Voucher Numbering with a Custom Prefix for each bank Account.

6. None check printing Accounts such as Cash in Hand & Petty Cash Accounts are
accommodated.

7. Design, attach and print different Check Templates to bank accounts.

8. Design, attach and print different Payment Voucher Templates to bank accounts.

9. Design, attach and print different Bill Payment Voucher Templates to bank accounts.

10. Design and print customer receipts.

11. All Vouchers can have separate voucher numbering for each bank account.

12. All Vouchers have a field to enter Prepared by, checked by, Approved by.

13. Option to enter Cash Payee in Checks. Sometimes the person who is paid the check
may want another person’s name printed on the Check so that the check can be
cashed over the counter at the bank. For instance if a payment is due to Mr. A, in
QuickBooks Payee Would be Mr. A. However, if Mr. A wants the check to be printed
in the name of Mr. B QB Docs gives that option without having to alter the Pay
information in QuickBooks.

1.1. Data Transfer to and from QuickBooks

Bulk of the data transfer occurs in the direction of QuickBooks to QB Docs. Below table
summarizes the direction of the data associated with the features.

New Company Setup QuickBooks to QB Docs
Synch Current Company  QuickBooks to QB Docs
Updating Checks QuickBooks to QB Docs. All Checks Marketed with “To be

Printed” are updated to QB Docs.

Confirming Printed Check QB Docs to QuickBooks. “To be Printed” is not ficked & Check
Number writing to QuickBooks Data file.

Updating Receipts QuickBooks to QB Docs. Depending on the setftings on the QB
Docs Preferences receipts are updated to QB Docs.
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2. Start QB Docs

1. Use standard Microsoft Windows® procedures to launch QB Docs (from the Start
menu or Desktop). The QB Docs splash screen is displayed as necessary files are
loaded.

QB Docs

YWerzion 1.00

Loading QB Docs...

Copyright & |C5 Maldives Private Limited 2010

2. Once the required files are loaded the QB Docs Main Screen opens. There are three
main menus here. File, Docs & Help.

B QB Docs

File  Docs  Help
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3. File menu

3.1. Create New Company

1. From the file menu select “New Company Setup”. This will open up the New
Company Setup screen.

i QB Docs

Docs

Help

Mew Company Sekup
Current Company Synch
Preferences

Templates

Likilities k

Exik

2. Pres "Create” button to proceed.

i Mew Company Setup [E|

Pleaze enzure that QuickBoaoks Company file iz opened in Single Uszer mode and
wou are logged in az Admin uzer.

Create ] [ ]

3. Before pressing the Create Button make sure QuickBooks is running and the required
QuickBooks data file is opened. If QuickBooks is Not opened an error message will be
displayed indication that.

Erto Code 606: Could not start QuickBooks, (Possible solution: IF QuickBooks is not running you musk specify a CompanyFile. )

4. If QuickBooks running and data file is opened then below screen will popup which
would allow QB Docs to be authenticated by the QuickBooks Company file that is
opened. It is important to note that for each QuickBooks company file this is the first
step in configuring QB Docs to be used with the QuickBooks file.

Important: You have to be logged into QuickBooks data file as Admin user in order to
authenticate QB Docs integratfion with the QuickBooks data file.
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QuickBooks - Application Certificate

&n application is requesting access to the Following QuickBooks
company file;

OBDocs Test OB Pro Data 2
Access may include reading and modifying QuickBooks data as well as
enhancing the QuickBaaoks user inkerface.
The Application Calls Ttself
QB Docs

Certificabe Information
Description:  QBDocs
Developer:  ICS Maldives Private Limited
Developer identity has been verified by
UTM-USERFirst-Obiject

CuickBooks Solutions Marketplace
Search for information about this application at the
Z QuickBooks Solutions Marketplace

Do wou want o allow this application to read and modify this company file?
Mo
) Yes, prompt each time
() Yes, whenever this QuickBooks company File is open
r@ Yes, always; allow access even iF QuickBooks is nak running

Login as: u:::uE:[:u:u|:~_:F'.|:|rnir|

] Allaw this application ko access personal daka such as Social Security Murbers and
cuskomer credit card information. Tell me more
N

Zonkinue, ., ] [ Zancel ] [ Help

Select the radio button "Ye, always; allow access even if QuickBooks is not running” and from
the "Login as:” menu select the user who will be assigned to interact with the QuickBooks file.
This could be the Admin or any other user who has the rights fo communicate with the
QuickBooks. It is suggested that another user is created other than the Admin user and assign

the access rights to be used for this purpose. y

\.

5. Press Yes to complete the Authentication process and the below screen would open.

Access Confirmation §|

‘ou have chosen bo grant the application
QB Docs

access ko the QuickBooks companty File
QBDocs Test OB Pro Data

any time, even if QuickBooks is not running.

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

If QuickBooks is not running, the application will log in as:
QBDocsAdmin

Done | [ o Back
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6. Press "Done” to complete the final step of Authentication.

. Mew Company Setup [z|

Pleaze ensure that QuickBooks Company file iz opened in Single Uzer mode and
wou are logged in az Admin uzer.

[ Create l [ k. MHew Company created Successfiulyl

7. On successful completion of the Authentication process the above screen would
show with a message “New Company Created Successfully!”
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3.2. Preferences

Previous & Next Button is used to
move from one company
Preferences to the other. These
Preferences need fo be setup in
order to use QB Docs with any
Company file. Save & Close &
Close button are used fo save
and close the form. Delete Button
is used to delete the current
company Preferences. The text
box at the top-right-corner
indicates how many companies
and the current company that is

\selected for editing.

. Preferences

Previous Save and Close  Close

%

(Compcmy Name &\ (BY defGU”\ [Prepored, Checked\
Path are receipts are & Approved are
populated set fo read used with Payment
automatically — at those  that Vouchers.
the time of “New are created Received is used by
Company Setup”. on the Receipts from
These are saved current dafte. Customers.  Entries
for the purpose of To read a here would be
Transfers from one previous automatically
company to the date that populated to the
other and datfe need to documents  when
identification  of be selected updating from

uhe company. ) here. Quick Books. )

Delete

Compary Information

Company Mame ||]BDcu:s Test B PraData 2 |

Path | C:\Datab@BDocs Y130BDacs Test OB Pro Data OB |

Receipt Reading Settings
(%) Curent Date

) Selected Date I:I

Lazt Woucher Humber, Prefis and Template Settings

Compary 2 of 2

Document §ettings

Frepared: I:I
Checked: I:l
Approved I:I
Received: I:I

Bill Fa... | RV Te... |

Vouchers & Receipfts) is
specific to each Bank.
For any reason if
numbering is needed to
be manually reset it can
be changed under the
column “Last PV No."” for
Payment Vouchers and
“Last RV No.” column for
Receipfts. If this is done
Reset No column would

\be ticked. j

printed before allowing printing of a
Q}ymem Voucher. /

Bank Accounk Prefixz | Reset Mo, | Last PY Mo, | Last RW Mo\ PV Te... | Check Templ...
= Bank o i 1] [Select] 1] [Select] loalact]
i~ Bank of France 455 | BF O 1 FUA4 Template Mame B
LOBOC 111 BOC g Py EOC RF
- Habib Bark HEB [l 0 [Select] ;‘;?83'3 Bank =
- HSBC Rf HSEBC [} 0 (Setect] | oo mpf -
| SBIRF 1020 SBI [ 0 [Select] \_
[Fh- USD = L [Select]  '[ewer B SRR I
[ Cash in Hand Il [i] [i] [Select] Mok Meeded [Select] [Selegt]
- Petty Cash ]} ] ] [Select]  Mak Meeded [Select] [Sel=t]
Cssigning a  Prefix D mere are some type of Boh Gis drop down menus Wh
Serial  Number fo a Accounts that are used in contain the templates that
document  (payment QuickBooks that are not actually are in the template list.

bank accounts such as “Cash in
Hand” & “Petfty Cash”. Checks for
such accounts are not required to
be printed and unless “Not needed”
is selected as the template for these
Bank Accounts here, in Checks
screen system will not allow printing
the Payment Voucher for these
accounts. The system will require a
femplate to be assigned & a Check

There are some templates
which comes with QB Docs
while any design of
templates can be
designed using a system
generated template as
the basis. At present there

are Check, Bill Payment
Voucher, Payment
Voucher & Receipt as

template types supported

Qy QB Docs. j
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/Important: Document Numbering is automated in QBDocs. When Checks are read it will olwoys\
check the last number from the Preferences and based on that document numbers will be
assigned. If any Check remains not printed from previous read the numbering would be
adjusted accordingly. If af any point numbering need to be resetf it can be done at the
Preferences and from that point forward numbering would be based on the manual reset
number.

Receipts are read in a similar fashion. However, since there are no marks to identify if the receipt

is printed or not like the “to be printfed” mark in checks all receipts would be read for the

Qelecfed date.

3.3. Current Company Synch

1. Current Company Synch process is needed when a new Bank Account is created or
when you make a change to the Bank Accounts in the QuickBooks file. You simple
have to open the required Company file in QuickBooks and select “Current
Company Synch” from the File menu of QB Docs.

-8 [Docs Help
MNew Company Setup

Current Company Svnch

Preferences
Templates

Lkilities b

Exit

2. Press "Sync” Button from the below screen

B Synchronize Current Company

The Synchorinization proceszs could take few minutes. IF you wizh to update
anly the documents please uze the update feature availble on the document.

Sync H ()4

3. Once synchronization is completed the below screen.

B Synchronize Current Company

The Synchorinization process could take few minutes. If vou wizh to update
anly the docurments please use the update feature availble on the dacurent.

Sync ] [ ] Synch Completed!
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3.4. Templates

At present QB Docs Supports the following Document Types:
| Document Name/Template  Purpose |
Bill Payment Voucher Used to print Checks that are used to pay Bills.
Check Used to Print all types of Checks.
Payment Voucher Used to print Checks that are used to make purchases or
pay for services without receiving a bill against it.
Receipfts Used to print Receipts issued to Customers against Invoices.

1. The below Template list can be access from selecting Template List from the File
Menu.

FIE Docs Help

Mew Company Setup
Current Company Svnch

Preferences
Templates

Utilities

Exit

2. There are three options in Template List.

e Copy Selected Template - If you need to create a new template for any
of the documents a new template need to be copied from an existing
template and then the new template can be edited.

o Edit Selected Template — The selected template can be edited in QB Docs
Designer

o Delete Selected Template — Only user created templates can be deleted.
ICS Templates cannot be deleted.

. Template List

Type

Bill Payment Youcher

BOC BF Copy Selected Template heck
SEI Edit Selected Template Check

PYaS Delete Selected Template Pavment Woucher
Receipk AS Size Receipk
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3. When you select “Edit Selected Template” a powerful document designer will open.
A screen shot is shown below. It is basically drag and drop. However, in order to get
familiar with the Designer, you would be required to play with the features.

Bl QBDocs Designer, - BPY A5

= | | || || Times New Roman | (975 & B T U | A% - | =E =
. - s - . 8 1 e Field List =133
# || [FH O] GBDacs Payment Yaucher
B 1 B!z Header Data
A . {12] Amount
A : Approved
=l -{2h] Bank
k] Cash Checks
=) PAYMENT VOUCHER | N P
e 1 Date: [Date - [] Checked
. @] Cheque Date
B No.: | [Doc Number -{Z5] Cheaue No
E . Cheque No.: [Che Ck NO] ] ||$ Report Explarer "L-E Field List )
=0 1 [B P-roperty Grid @E‘E‘ I
_ BillPayment¥oucher Report
1 Appearance
\mount Background Colo [ Transparent [=]
Border Color I ControlText
3 Border Width 1
v Borders Maone
. Bill Amount of [ £ [Amount e e
. v
= i >
|xﬂ Designer| | E Preview | EillPaymentyoucher { Paperkind:AS || Zoom Factor; 150% |

1L

Note: ICS Demo Videos would soon be available on how to use the QB Docs Designer.
Please keep looking into hitp://www.ics.com.mv/QB Docs

4. When you select “Delete Selected Template” user created templates can be
deleted. ICS created templates cannot be deleted.
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3.5. Utilities

1. Af present only Utility that is available is Rebuild Data. This is a very simple process
which will correct any issues with the Data file. It is a good practice to run this tool
from time to fime if you feel that QB Docs performance slows down.

12

i QB Docs

§EM Docs  Help

Mew Company Setup
Current Company Svnch

Preferences
Templates

Lltilities Rebuild Data

2. When you select Rebuild Data from the File Menu as shown above, below form will
appear.

B Rebuild Data

Thiz process iz intended for compacting the Access database file that iz used by
QB0 ocs. If you feel that QBDocs iz runnng slow or an unespoted emor occured
while uzing ary of the DBDocs features thiz process will help to restare the
database status.

Rebuld | [ ok

3. Press Rebuild to continue the Rebuild process and if it goes successfully below screen
will be shown. Process OK to continue using QB Docs.

B Rebuild Data X

Thiz process is intended for compacting the Access databasze file that iz uzed by
[BDocs. If you feel that OBDocs i runnng slow or an unexpoted error occured
while Lzing any of the QBDocs features this process will help to restare the
database status.

| Rebuid || oK Fiebuild Complete!
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4. Docs

L[

@)

This is the main functionality menu of QB Docs. Here you have Check, Payment Receipt &
Transfers. Transfer functionality is targeted to a future version. Transfer is used to transfer funds
from one company file to the other company without having to enter data in each

company file.

The check option lefs you
print Checks and Payment
Vouchers associated with Bill
Payment Checks and
normal Checks.

. J

4.1. Check Screen

. QB Docs

Payment Receipt
helps you update
receipts into the QB

Docs.

Transfer Funds

ﬂPrevious” and “Next” button can be used\
fo move back and forward to view the
checks that had been last read from
QuickBooks. “Print Check” button is used
to print Checks and "“Print Vouchers”

(These fields are an exact match to all the fields that are \
present on the Check screen of QuickBooks except for
Voucher No. and Voucher Date. Voucher No. field is
populated automatically based on the Document
Number settings of Preferences screen.

button is used to print Bill Payment
Vouchers and normal Payment Vouchers.
“"Read"” button is used to read Checks that
are marked as “to be printed”. “Close”
\bu’r’ron is used to close the form. )

J

P ecks & Vo

Mext  Print Check  Print Voucher  Update  Close

Bark Account: RF

Voucher No. _BRFAT0A
Check No.
Woucher Date _ 0B-4ug10

Pay to the Drder of Test

Prepared, Checked & Approved
fields can be pre

1of 4

Check Date _ 014ua10

Cash Checks Payee

5,000.00

Prepared

ﬂosh Check Payee —field is \

used to enter the name to be

Checked

Approved

Check to be Printed [#] Voucher ta be Printed|

printed on the check. This
could be the person who goes
fo the bank fo withdraw the
cash.

Bill Date

20.Jul-10

Wendaor Ref No

I

Bill Amount Amount Dug

£0.000.00

Amaunt Paid

Prepared - field is used to enter
the name of the person who

Amount Memo Customer Bilable?

4 44400
e

prepared the document.
Checked - field is used to enter
the person who checked the

Class

556.00
77.00

Bank. Service Chages
Computer and Intemet

oo

document.

Approved - field is used to
enter the name of the person
who approve the document.
Prepared, Checked &
Approved fields can be pre

Save & Close

(Cosh Check Payee - field is used to enter the name to \
be printed on the check. This could be the person who
goes to the bank to withdraw the cash.

Prepared - field is used to enter the name of the person
who prepared the document.

Checked - field is used to enter the person who

checked the document.

Approved - field is used to enter the name of the

J

fCosh Check Payee - field is used to entfer the
name to be printed on the check. This could
be the person who goes to the bank to
withdraw the cash.

Prepared - field is used to enter the name of
the person who prepared the document.
Checked - field is used to enter the person
who checked the document.

kperson who approve the document.

J

kApproved - field is used to enter the name of )
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a. Print Check

1. To print a Check press “Print Check” button. The below screen will open if the
following conditions are met.

a. If atemplateis selected in the Preference for the Bank Account of the check.

b. The Check s not printed once before. If the check is printed the mark “Check
to be printed” would be un-ticked.

c. If “Not Needed" is selected as the template a message would pop up to
indicate Check printing is not needed for the selected Bank.

I Print Preview

|7 @ 0o P & & [0 [] & dose

02-Aug-10

resheed

Fotty Oty ##

Fage 1of 1 | | Zoom Factor: 100%

2. Once you have printed it successfully, press close and the following screen would
pop up to confirm if the check was printed properly.

Check Print Confirmation

Did the Check Print Cormmectly?

If the Check. printed corectly please enter the check number below.

Enter Check Mo, | |

[ fes ] [ Mo ]

3. If the Check was printed correctly enter the Check Number and press “Yes”. If the
check was not printed properly press “No”. The following table details the effects of
the option the user choose.

Copyright 2010 ICS Maldives Private Limited, Male, Maldives
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e v, (1)

SR I o The correctly printed Check No. need to be entered before U
you could press “Yes” button. This process will updated the

Check Number on the QuickBooks Check and mark it as

printed (or the fick mark on the "“to be printed” filed of the

Check would be removed) and the Memo Field of the

Check would be updated with the Voucher Number of

QBDocs. This way User would be later able to cross

reference the Payment Voucher.

Pressed “No” Button The process will be cancelled without any change.

b. Print Bill Payment Voucher

QBDocs will automatically pick the assigned template in the Preferences if it is a Bill
Payment Voucher. The difference between a Bill Payment Voucher & a Normal Voucher
is that Bill Payment Vouchers are associated with making a payment against a Bill while
Normal Payment Vouchers are associated with Cash Purchases.

1. Press "Print Voucher” to access the below screen.

oy P& & || [00% (v @ dose |-

PAYMENT VOUCHER!
Date:  8/2/2010 12:00
Ha: 41

45747874457
o Chequetlo: &5
Bl

Details Amouni

Payment against your Bill No -, dated 02-08-2010, with Bill Amount of 40400

lPage 1of1 |

2. Once you have printed Voucher successfully, press close and the following screen
would pop up to confirm if the check was printed properly.

VYoucher, Print Confirmation B

Did the Youcher Print Comrectly?

If the Youcher printed conectly please press Yes.

ez ] [ Mo
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3. If Voucher was printed correctly press “Yes”. If the check was not printed properly
press “No”. The following table details the effects of the option the user choose.

c. Print Payment Voucher

1. Press "Print Voucher” to access the below screen.

B Print Preview
e Ry S & closs |-
{ICs PAYMENT VOUCHER
Tel:, Fax
Emal:, Website
Payment To: mohamed ahmed 03-Aug 10
Check No -, Check Date: [02-Aug-10 3
it
Details Amount
5200
Fifty Two Omly ###++ 5200
Received
Prepared Checked Approved
mobiamed shimed
andl hasindra
0
| Pagetoft | | Zoom Factor: 100%

2. Once you have printed Voucher successfully, press close and the following screen
would pop up fo confirm if the check was printed properly.

Youcher Print Confirmation E@

Did the Youcher Print Comrectly?

|f the Woucher printed comectly pleaze press Yes.

es ] [ Mo

3. If Voucher was printed correctly press “Yes”. If the check was not printed properly
press “No”. The following table details the effects of the option the user choose.

G
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4.2. Payment Receipt

QBDocs also has the capability of prinfing payment receipt which is very simple and easy to
understand. You can receive a payment in Quick Books and update it to the QBDocs and
simply print the Payment Receipt. When creating a payment receipt in Quick Books you will
have to set the default deposit account as a bank account. The “Undeposited Funds”
Account will not work with QBDocs. You can set to allow selecting a Bank Account by setting

the Payment Preference in QuickBooks.

1. To access the Payment Receipt select “"Payment Receipts” from the Docs menu.

B i BEE
Mext  Print Receipt  Update  Close 1 of 3

Deposit to Bank ‘ Fieceipt Number

Received From |a\shalh rasheed ‘ Date  |8/3/2010
Amount 2500.00| (Twa Thousand Five Hundred Orly ) Prit. Method
Reeceived by :I

|5 To be Printed
Orig Doc Date Orig Dac Ref Orig Amaount Ammaunt Amount Due Papment
[ N "] T
Save & Close

2. Press Print Receipt to Proceed.

. Print Preview

EEF IR

] &, close |+

Ics

Tel:, Fax
Email:, Website:

Received from: 2ishath rasheed
Details

OFFCIAL RECEIPT
Reosipt Ho.: 2
Date: 03-02-10

Amount

Receive with thanks for our invoice rumber: 1, dated 03-00-10

2,500.00

Total : (Two Thousand Five Hundred Only

2500

Prt. Method: Check

-

< [ [

]

Page 1ofz |

Zoam Factor: 100%

3. When Close is pressed a Print Confirmation Box will open. If Yes is selected then the
Receipt Number will be updated to the Memo field of the QuickBooks Payment

Receipt transaction.
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5. Help

QBDocs Help menu consists of three options QBDocs User Manual, Register and About.

a) QB Docs User Manual

This document is the QBDocs User Manual & it can be accessed from the menu item
shown below.

File  Docs

b) Register

This process is covered in the Document name “QBDocs Setup & Licensing Guide.pdf”
You can get this document from www.ics.com.mv/gbdocs

c) About

About Screen shows information related to QBDocs Development Team and License
Information.
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