Documentation for HearForm10 QuickBooks Integration

Background

This procedure posts HearForm Patient demographics, Invoices, Modifications and Payments
to QuickBooks. Returns/Cancellations do not transfer and must be manually input into
QuickBooks. This system requires FileMaker 8.5 or higher and QuickBooks Pro 2003 or

higher.

Setting Up QuickBooks Items

QuickBooks Items contains the line items you
have set up for entry on sales, service and repair
forms. The line items include the services and
products you sell as well as special items that
perform calculations (subtotals, discounts, and
sales tax at specific rates). View the Item List
by clicking Lists — Item List in QuickBooks.
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For HearForm to post to QuickBooks some items need to be pre-setup in the Item List

section of QuickBooks.
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Item Set-up Detail (Items must be assigned to an account. Due to the differences in Charts
of Accounts, please seek the advice of your accountant.)

e Hearing Instrument

o Item Type should equal “Non-inventory Part”.
o Item Name/Number must equal “Hearing Instrument”
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o Item Type should equal “Service”.
o Item Name/Number must equal “Service”
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e Accessory - Item Type should equal “Non-inventory Part”.
o Item Name/Number must equal “Hearing Instrument”

e Battery - Item Type should equal “Non-inventory Part.”
0 Item Name/Number must equal “Battery”

e Adjustment - Used for posting positive or negative adjustments made in HearForm.
o Item Type should equal “Other Charge”.
o Item Name/Number must equal “Adjustment”

e Tax - Used for posting Sales Tax amounts generated in HearForm
o0 Item Type must equal “Sales Tax Item”
0 Tax Name must equal “Tax”
= Description may be left blank
= Tax Rate may be left blank, the tax rate selected in HearForm will populate
this value on Invoices.
= A Tax Agency will have to be selected in the Tax Agency field.
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that vou pay to a single tax agency. cancel
Spelling

Sales Tax Mame
[ra:f

Descripkion

|- Item is inackive

ISaIes Tax
Tax Rate (9%) Tax Agency (vendor that vou collect For)
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Other Product/Service Types

Products Table  —  Inaddition to adding the Items mentioned above, a QuickBooks
Item needs to be created for each unique Item type entered into
ost tte mihtain Categary the HearForm Product/Services Table. The easiest way to
earing Instrume determine the unique entries in the Item/Main Category field is
Accessony to navigate to the Product Table (look for Product Set-up under
it _ the Scripts Menu.) Place your cursor in the Item/Main Category
i Hearing Instrument . : . .
Repair field and press ctrl-1 to display the “View Index” window.
Service
Edit... Make a note of each unique Product and service. Add each of

these items to QuickBooks as previously explained.



Class List

In order to send invoices to QuickBooks, you need to allow
for class tracking (in QuickBooks.) To turn on class tracking,
you must open QuickBooks with full Admin rights and be in
“Single User” mode.
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From the QuickBooks Menu, Select Edit — Preferences
Choose the Accounting Area on the Left
Click the Company Preferences tab

ko E

Click the OK button in the upper right corner

Check the Box “Use Class Tracking.” The “Prompt to assign classes” box is optional



Adding to the Class List

Now, you’ll need to add all of your “Assigned Office” codes from HearForm to the
QuickBooks Class List.

1. Select “Lists” from the top menu
2. Right click to add a new Class File Edit Wiew | Lists Company Customers Yendors Empla
3. Close the window when finished o) Chart of Accounts Chri+A
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Note: If you make a mistake, you can Edit the class name or make it inactive, but it appears
that QuickBooks will not let you delete a Class Name.



Setting up Payment transfers in QuickBooks

PobhdE

NG

Select Customers — Receive Payments from the top menu
Select “Pmt. Method” from the drop down list

Select <Add New>

Name the new Payment Method “Credit Card” and Select “Other credit card” as the

Payment Type
Click OK

Add any additional custom Payment Methods used in HearForm’s Invoices
Close the window with the X in the upper right corner
If prompted to Save, do not save changes
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Getting Started Instructions

¥ FileMaker Pro Advanced - [HearForma]

_ _ T—— ,
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to install the FileBooks Plug-In into FileMaker’s ﬁag”’;ﬁe
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y Layaut; ‘ Stephen L
1. Select Installer from the dropdown menu above  |[Cverview » -
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) ( ) L9 W Overview Detail T
3. Click OK f Cwverview Basic Large o
4. Close the window that pops up Record 2:::::3 S:ijﬁmr:g" J
5. Press ctrl-1 to go back to the overview screen f Owerview Audiogram Smal
Total;
6. You will need to close FileMaker Pro/HearForm | 3 DHL
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Windows 7/Vista UAC Instructions

On some Windows 7/Vista machine [ fijapaker pro T |

the User Account Controls (UAC) are .
enabled. These controls are designed .9

“fhlink. fmx” could not be created on this disk. Use a
different name, make mare room on the disk, unlock it ar

to prevent files from being written to == use a different disk.

certain parts of the hard drive.

Unfortunately one of those parts is |T]

where FileMaker Pro is stored.

If you receive this error you will need to change you installation path to ‘desktop’.
This will save two (2) files to your desktop;
Fblin.fmx and troi file plugin.fmx.

These two files will need to be copied to your
FileMaker Pro installation folder.

1.

2.

11.

Click on the Windows (Start) icon in FileMaker Pro 8 Extensions |
the lower left of your computer screen. FileMaker Pro 8.5 Extensions
Double-click the Computer entry from _ FileMaker Pro 2 Extensions i
the pop_up menu. g FileMaker Pro 10 Extensicns
Double-click the C:\ drive to open its M T B
contents. ¥ Desiop

Depending on your Operating system

you may or may not have a folder called Program Files(x86). If this folder is present
then double-click on it to open the folder, otherwise double-click the folder labeled
Program Files.

Double-click the folder labeled FileMaker.

Double-click your FileMaker installation folder. The folder will have a number after
the FileMaker name denoting the version you are using.

Double-click the folder labeled Extensions.

From your desktop drag the two (2) files you saved into your open Extensions folder.
You may be prompted with a confirmation from your Operating system. Click Ok
(Allow).

Start (or Re-start) HearForm.

. Once HearForm is running confirm you have installed the plugins by Selecting the

Edit Menu at the top of the screen then choosing Preferences.
Select the Plug-Ins tab and confirm the two (2) files, Filebooks Link and Troi File
Plug-in are listed and checked.



Transfering your Data to QuickBooks

Reopen your HearForm database system and navigate to any Sales Invoices screen.

Click the Orange QuickBooks Icon button to begin the posting process:

@ Mary L. Smith
J Sales T Service T Repair T Delivery T Return T HCFA 1500 T Commiss. TReceiuahlesT $Tracki/n/T More 1

Referral Source Source Detail Office of Invoice

Date of Inwoice
'y s sD

ﬂ ﬂ 6/10/2007 Ears
. O Propesal Only Aldable(:) " F“O

Invoice Status Payer Type Provider Code HCFA Invoice™ B Invoice #
+] = 3 8 2000 # Exchanged| |
— | ] St
[each) Same as
Gty Product ID Ttern Price ea, Adjustment Extended Tax% Tax Amt [tem Date Inv Date Del
2 |DestinyBTE Starkey - Destiny - BTE $2,999.00 $5.998.00| 0 EA007 [ User Type
+ 8 s
Supplier Invoice
Tame a5 Tax $0.00
PmtAmaunt Pmt. Method Detail Chedk# Cardgt Exp Date QB Inv Date Copy Del
] fi) Total | $5,998.00
| | [ ] [ [« @@
im] g Paid
Tart
Ealangs. E Bal.| $5,008.00 -
= Rsfraah _ Post Batch to QuickBooks

Freviem GoTo

Hide Ear Supplisr  Size Circuit Batteny Serial  WarantyExp L&D Fit Date Rank Copy Del @ ) E Status |:|
[ [ | | [ [e®

8 =
= e

Hote: Only the top 2 ranked instrurments will sppear on the printed inuoice, AL & #a
8 e B B =] QE Mateh # l:l Delste
Tnuoice 1 of 1 for Mary L. Smith

Patient: 2000

Juawwo g

Note: It is possible that your scripts menu has been enabled to Post to QuickBooks. If so, you
may simply select that option from the scripts menu from any screen.

Invoices cannot be posted twice, so only unposted Invoices will be processed.

If there are no unposted Invoices in the selected set of records the posting window will be
empty. (Close the empty window.)



The very first time the HearForm plug-in links to QuickBooks, a dialog box will appear
asking if you wish to grant access from an outside application.

1. Be sure to check the “Allow this application to access personal data such as Social
Security Numbers...” checkbox at the bottom.

2. Click the “Yes, whenever this QuickBooks company file is open” radio button

3. Select Continue... when you have performed steps 1 & 2 above.

QuickBooks - Application with Mo Certificate El

&n application without a certificate is requesting access to the
Following QuickBooks comparny File:

Larry's Landscaping & Garden Supply

Arccess may include reading and modifying QuickBoaoks data as well as
enhancing the QuickBooks user inkterface,

— The Application Calls Itself
FileBooks Link

— Certificate Information

This application does not have a certificate. QuickBooks
cannot verify the developer's identity.

— QuickBooks Solutions Marketplace

Search For information abouk this application at the
< QuickBooks Solutions Marketplace

Do o wank to allow this application ko read and modify this company file?
£ Mo

"~ ¥es, prompt each time

¥ ves, whenever this QuickEooks company il is apen

™ ves, always; alow access even if QuickBooks is not running

v fﬁ.llu:uw this application ta access personal data such as Social Security Numbers and |
rustomer credit card information, i Tellme more

Continue. .. Cancel Help




A subsequent dialog box will appear explaining certificate. Click the Yes button.

Confirm to Proceed

9P This application is not signed with a digital certificate, IF vou allow unsigned applications to
5___4-/ access your file, a different application could use the same application name and possibly
misuse your daka, For suggestions about enhancing the safety of wour company's data, click
Help.

¥ou have chosen to allow this unsigned application to access employees Social Security
Mumbers, customer credit card information, and other personal data in wvour QuickBooks
company File withouk asking the user again,

Tao help prokect vour company's daka, Intuit suggests:

- Always use signed applications

- Find out what data this application accesses

- Matify your employveess that cerkain daka may be accessed

- Inform the application developer that you prefer o use anly signed applications

Are wou sure you want ko allow this access?

i Help

You will receive an Access Confirmation Dialog Box. Click Done.

Access Confirmation El

¥ou have chosen ko grant the application
FileBooks Link

access to the QuickBooks company file
Larry's Landscaping & Garden Supply

whenever this QuickBooks File is open.

Arcess rights:
- Read and modify QuickBooks data
fincluding personal data)
- Enhance the QuickBooks user interface

Go Back |




The very first time you try to send data to QuickBooks, you might see a dialog box explaining
that the company file name in HearForm does not match with the Company File Currently
opened in QuickBooks. (This should only happen the first time.) Click OK

Different Quickbooks Company Dpen...

The currently opened QuickBooks file with a company name of
Larry's Landscaping & Garden Supply does not match the company:
name stared in preferences, Please open the correct QuickBooks
file or change the name stored in preferences.,

Click the Query Company Name Button. Then Click Done. Your company name is now
entered into HearForm’s QuickBooks preferences. (Example: “Advanced Hearing”) You do
not need to adjust the AR Account field.

B QuickBooks Preferences =10 x|
4]
AR Account | |

If wour company name uses multiple AR accounts, specify the ane you
want invoices to postto. Othenwise leawe it blank.

Company Mame ELEI’W'S Landscaping & Garden @mvﬁnmpam‘ﬂa@
Click the Query Company Mame to store the Company Hame of the

currently opened QuickBooks file. By storing the Company Mame,
HearForm will only post to that company.

-10] x|
=]
\'1‘@ AR Accourt |

If ywour company name uses multiple AR accounts, specify the ane wou
mant invoices to post to. Othenvise leave it blank.

Company Mame | Advanced Hearing and | @uﬂy‘t‘nmmm'ﬂan'@

Click the Query Company Mame to stare the Company Mame of the
currently openad QuickBooks file. By storing the Company Mame,
HearForm will only post to that company.

. e
00| ool el 7] Browse «| 4]

a2




h QuickBooks Posting...

( Postto QuickBooks )

(clear an) (Mark an)

. ADD: Invoice # 2000 (64052007 for $5995.00 far: Mary L. Smith Feady far Posting

ADD: Invoice ¥ 2001 (650022007 for $2549.00 far: Robett Hammaond Resady far Pasting

. ADD: Payment on Invoice # 2000 (6M Q20077 for $1399.33 Credit Card by: Mary L. Smith Reacdy for Posting

ADD: Payment an Invoice & 2001 (6052007 for $349 67 Check by: Raobett Hammond Ready far Pasting

100| Jull 5| Browse | 4]

The screen shown above will display.

This posting screen provides the following options...

Clear All - Clears the x from all invoices, Mods and Payments
Mark All — Marks all the Boxes

Prefs — Not needed for most users

Home — Close this screen and navigate to the overview screen
Close — Close this screen and go back to your previous screen
Post to QuickBooks (The most common choice to make)

Click the Post to QuickBooks button.

n QuickBooks Posting...




The QuickBooks Customer Association Screen Appears.
This Association screen provides the following options...

Associate this HearForm Patient to an Existing QuickBooks Customer
Automatically Create a New Customer

Skip

Continue

Cancel

If HearForm finds a close match in QuickBooks, that customer’s name will appear in the
dropdown list. You can Show All QB Customers (this may take a while, depending upon the
number of customers in QB.) You can also try to find a close match by clicking the

Show Name Match text.

B Hearform Patient ko QuickBooks Customer Association o ]

Flease wait 3 moment while HearForm queries QuickBooks, Selact the Customer from the "drop down"
list, if awailable. Ifyou do notsee the name on the list, click the Show All QB Customers link botton to
show all customers and pidk the name from that list. Othenpvise select 3 different chedk box and click the
"Continue button" when ready. Onece an association has been made you wan't be prompted again for
this patient.

Selected Patient: Mary L. Smith

Associste this HearForm Shom @&ll 2B Customers  Show Hame hatch 26 Customers
Patiert to an Existing
GwickBooks Customer

123, Tester-1200 -
Adam's Candy Shop
(continue) ( cancel ) Andres, Cristina
Balak, Mike
Balak, Mike: 3530 Main St
Balak, Mike: Residential —]
. Blackwel, Edweard
Ski !
D a Chapman, Matalie
Chekniz, Benjamin

D Automatically Create a Hew {

Typically, if a match is not found by HearForm, you will check the Green Box Marked
“Automatically Create a New Customer.”
fCurrtinue’ E Cancel ’

Automatically Create a Hew Customer

O skip

Continue with the association process until all
customers are associated, created or skipped.

Note: Once a patient in HearForm is associated with

a customer in QuickBooks, you will not need to re-

associate them each time a new invoice is created. If you accidentally associate a patient
incorrectly, please call tech support for help. www.hearform.com




Once all the Patient / Customers have been processed, the following screen will appear. Close
this window when you are finished. If there are any errors, please refer to the error list at the
end of this document / section.

ﬁ QuickBooks Posting...

Please close this window when yvou have finizshed posting.

If yvou see errors below, try to resolve those errors before posting again.
If yvou need help, please call §8§-453-5806.

( Clear A  Mark an ( print or E-mail ) ( Prefs )

ADD: Invoice # 2000 (6M 072007 for $59958.00 for: Mary L. Smith Posted

ADD: Invaice # 2001 (6052007 for $2843.00 for: Raobert Hammond Pasted

ADD: Paymert on Imvoice # 2000 (64 052007 for $4939.33 Credit Card by: Mary L. Smith Posted

ADD: Payment on Invaice # 2001 (6052007 for $943.67 Check by: Rabert Hammond Pasted

>
100] ull | Browse | 1] ol .
The HearForm invoices have now been re-created in your QuickBooks company file.

B Create Invoices Ask a help question | Ask il ¥ How Do 1?
@ rrevious B Mext £ Print + B E-mal - B ship - | #) Find speling %y History £ TimefCosts...
Customer: Job Class Template Customize |

, Dionald-1050, j I j |Landscaping Invoice j

INVOICE 03/01j2003  E@| |168

Daonald Fagen

Eoston Rag Ave
Schenectady, NY 12345
LS4

- |0301jz003 @&

DESCRIPTION AMOLUNT
Accessary Earmold Musicians 4 103,00 432,00 =~
Adjustment Adjustment 4 -3.00 -32.00
Tax T Tax 28.00 28.00
=
Custamer -
Message
Takal 428.00
- —
[" Tobeprinted | Tobe e-mailed Balance Due 428,00
MMlemng |1|314 Save & Close Save & New Revert

Get help Fast, Premier Support Plans provide guaranteed response times during normal business hours,




About Error Testing

Three types of error appear on the report: Pre Posting, QuickBooks and FileBooks Link
errors. QuickBooks errors are identifiable by the “$” symbol and a positive error number.
FileBooks Link generated errors are identified by the “$” symbol and a negative error
number.

Pre Posting Errors
The following conditions will be tested before an Invoice posting is attempted:

Invoice Number already exists in QuickBooks
No Client Selected on Invoice

Total Amount is Greater than Zero

No Line Item Amount

Product Type on Line Item

The following conditions will be tested before a Payment posting is attempted:

e Total Amount is Greater than Zero
e No Client Selected on Payment



