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OVERVIEW & REQUIREMENTS

General Overview

The Studio Director can be configured to export daily revenue numbers and enter them into QuickBooks automatically.
Depending on how/when revenue is recognized, The Studio Director can either export high-level payment numbers
(cash accounting method), or high-level charge numbers (accrual accounting method). This is reviewed in more detail
later in the document.

There are two ways that you can perform an export into QuickBooks:

e QuickBooks has been installed on a PC
e You are using the on-line version of QuickBooks

The export into QuickBooks is currently only supported for the US and Canadian version of QuickBooks. If a different
version of QuickBooks is being used, please contact our support team and we will try to make the export work.

Intuit does not provide a way to export to QuickBooks installed on a MAC. If you are using a MAC, you will either need
to manually transfer the numbers to QuickBooks or use the on-line version of QuickBooks.

The purpose of this document is to review the export to QuickBooks process and give some tips on common errors that
can be received during the export process.

NOTE: This document is NOT intended to troubleshoot QuickBooks and/or the Web
Connector. Both QuickBooks and the Web Connector are Intuit products. Please contact
Intuit support for issues with either QuickBooks or the Web Connector.

Document Overview
This document will review:

e What a QuickBooks item is

e The setup of the export to QuickBooks and a review of the two accounting methods
e The steps to enable an export from QuickBooks

e The export to QuickBooks process

e Common errors that can be received and potential fixes for those errors
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Requirements

QuickBooks installed on a PC
The following three things are required in order for The Studio Director to perform an export to QuickBooks installed on
a PC.

1. The Studio Director software
2. US or Canadian version of QuickBooks financial software (installed on a PC)
3. The Web Connector

The Web Connector needs to be installed on the same computer as the QuickBooks financial software. Prior to the 2010
version of QuickBooks, the Web Connector was a separate program that needed to be installed on the computer. After
QuickBooks 2010, the Web Connector is installed as part of the QuickBooks installation so no separate installation is
needed.

On-line Version of QuickBooks
The following two things are required in order for The Studio Director to perform an export to the on-line version of
QuickBooks.

1. The Studio Director software
2. An on-line account with QuickBooks

The Studio Director will need to be authorized to perform the export into the on-line version of QuickBooks. This will
need to be renewed about every 180 days.
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QUICKBOOKS ITEMS

No matter which accounting method is used, a QuickBooks item is required so that The Studio Director knows where to
put the information. A QuickBooks item is anything that is bought, sold, or resold in the course of doing business.
QuickBooks items need to be defined first before any exports can be completed.

An example of creating a QuickBooks item is provided here. The actual method of creating a QuickBooks item may vary
depending on the version of QuickBooks that is being used. If any issues arise while attempting to create a QuickBooks

item, contact Intuit support.

Creating Items in QuickBooks Installed on a PC
There are two ways to create a QuickBooks item.

#1. ] Dancing for Fun and Proft - Ouickocks Pro 200
File Edit View [Lists] Company C Vendors Employees Banking Reports Window Help
Select the Chart of Accounts ctivA B 0] & B o ¢ &
. — st em Center | Help |- Reminders Search Feedback | Semvices Payroll Credit Cards
Lists menu - . =
; e em #2
opt|on and A Home (Explo Price Level List . Y
Sales Tax Code List
then select mem e — Select tP:'e Items &
. er Names =, . .
“Item List” Customer & Vendor Profile Lists ] Services” icon on the
: Templates QuickBooks desktop
Memorized Transaction List Ctrl+T S 7 Screen
Click a
Coach
Icon
toseea
winrkflo
=8 EcH
Name Description Type Account  Price _
R oo 000 =
+Other Service Sales 0.00
+Perform... Service Sales 0.00
+Registra... Service Sales 0,00
:g:::‘;?s Out-of-state ::Irevs‘l.c'gliax :::::T OUL'][‘]!E
Once the item box appears, a new item can
be defined by selecting the “Item” drop-
down box and then selecting “New”.
* | [[] indude inactive
Mew Ctrl+M
Edit Item CtrleE
Delete Item Ctrl+D
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4 New Item [E=N [E= >

Type ok
Use for services you charge for or purchase, like

QuickBooks items used for The Studio Director / Servee ] o tved b corelting o, o profeacind Cance
. fees.
export are usually defined to have a Type of et

Ttem NameMumber || Subitem of

O
7
e
E
F
=3
H

“Service”, but can also be “Non-inventory Part”, Custon el
Speling
”Other Cha rge"' or ”Sales Tax |tem"' The Type can [ This service is used in assemblies or is performed by a subcontractor or partner
. . . . escription 3 ‘ax Code
also be “Inventory” if the option is available. The = |
. . . Account
Studio Director does NOT export items of type -
. Undepus\tEdFunds_ O_t‘rvErCurrentAssEt -
Inventory/Assembly, FixedAsset, Subtotal, Pt s s Feed gt
. Sales Tax Payable Other Current Liability
Discount, Payment, Sales Tax Group, or Group. Spening feence Sauty i i
AV I Soles Income I w
The Account needs to be “Sales” or some type of Ko o
income. el Erpenee
Insurance Expense Expense
Interest Expense Expense
Meals and Entertainment Expense
Office Supplies Expense
Professional Fees Expense <
Rent Expense Expense

After the items have been added, payment methods can be created by going to the Lists menu option and selecting
“Customer & Vendor Profile Lists”. In the pop-up window, select “Payment Method List”. Select the Payment Method
drop-down box to enter in a new payment method.

Creating Items for the On-Line Version of QuickBooks
First, select the gear icon in the upper right corner of the QuickBooks page.

Sandbox Company US 1

Settings Lists Tools Your Company
Company Settings All Lists Import Data Your Account
Custom Form Styles I Products and Services I Export Data Manage Users

When the o ? g

window opens Recurring Transactions Reconcile Feedback

I p Attachments Budgeting Refer a Friend
up, se ect Audit Log Privacy
“
Products and/ Order Checks (7
. ” ~
Services”. © Sign Out

On the next page, select “New” from the upper right corner.

wturt

@b guiickbooks

Home
Products and Services Run report |m

< All Lists

Customers

N N
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When the window opens up, select “Services”.

Product/Service information

Select a type:

Inventory

Products you buy and/or sell and that you track quantities of.

Non-inventory

Products you buy and/or sell but don't need to (or can't) track
quantities of, for example, nuts and bolts used in an
installation.

Service
Services that you provide to customers, for example,
landscaping or tax preparation services.

Bundle
A collection of products and/or services that you sell together,
for example, a gift basket of fruit, cheese, and wine.

SOCK

Product/Service information

Service Changetype

Name*

4 O
SKU

Is sub-product/service

Enter in the name of the item sates format
ales information
and save the Changes. + I sell this product/service to my customers.

Sales price/rate Income account

Services

When the items have been created, payment methods can be created by selecting the gear icon, selecting “All ltems”,
and then selecting “Payment Methods”.
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SETUP FOR EXPORTING TO QUICKBOOKS

The QuickBooks export must be enabled within The Studio Director in order for an export to be performed. Contact The
Studio Director support team to modify your studio for the QuickBooks export.

There is a one-time setup that must be done before an export to QuickBooks can be performed. Immediately after
QuickBooks has been enabled, a new QuickBooks section will appear under the Admin tab. The first time the
QuickBooks section is accessed, you will see the following option:

QuickBooks

1. Setup QuickBooks Export

On-line Registration (register.sd and portal.sd)

1. Get On-line Registration Link
2. Upload on-line registration banner image

Once the Setup QuickBooks Export link is selected, the following message appears:

Does your studio use cash basis accounting, or accrual basis accounting?

WARNING, THIS PARAMETER CANNOT BE CHANGED ONCE YOU PICK IT! IF YOU DO NOT
KNOW THE ANSWER, ASK THE STUDIO OWNER OR YOUR ACCOUNTANT. DO NOT GUESS.

1. Cash Basis

Selecting this option will export daily payment numbers from The Studio Director and create Sales Receipts in
QuickBooks. The Sales Receipts will be assigned to QuickBooks Items based on how you later associate Studio
Director paid toward categories with specific QB Items. Each Sales Receipt will also be assigned a specific payment
method (e.g., cash, check, Visa, Mastcard, ...).

2. Accrual Basis

Selecting this option will export daily charge numbers from The Studio Director to create Invoices in QuickBooks. It
will also export daily payment numbers from The Studio Director and then Receive Payments within QuickBooks.
The Invoices will be assigned to QuickBooks Items based on how you later associate Studio Director charge
categories with specific @B Items. Each Receive Payment transaction will be assigned a specific payment method
(e.g., cash, check, Visa, Mastcard, ...).

This defines the type of transactions that are exported into QuickBooks. As noted in the Warning, the parameter cannot
be changed once it is picked. If the wrong method is selected, the configuration for your studio will need to be reset and
cleared by support. Any history in The Studio Director of transactions that were exported with the incorrect method
would be lost.

The Studio Director/On-Vision Solutions QuickBooks Help 9



Accounting Methods

Cash Basis Accounting

Cash Accounting means that revenue is recognized when the payment occurs. For studios that use Cash
Accounting, The Studio Director will export high-level daily payment information (i.e. the information that
shows up in the Payment Summary report). The Paid Toward category is mapped to the QuickBooks item and a
sales receipt is created within QuickBooks. All Paid Toward categories are mapped, including blank Paid Toward
categories. How the payment was allocated is not exported to QuickBooks. Therefore, if the payment needs to
be split by category (i.e. “Tuition”, “Costumes”, etc.), then all payments MUST have a Paid Toward category
filled in when payments are entered. It is the only way for The Studio Director to distinguish payments for

mapping.

Accrual Basis Accounting

Accrual Accounting means that revenue is recognized when a customer is charged. For studios that use Accrual
Accounting, The Studio Director will export the high-level daily charge numbers (i.e. the information that shows
up in the Charges Summary report). The charge categories within The Studio Director are mapped to
QuickBooks items to create an invoice within QuickBooks. Total payments are exported by payment method
(i.e. MasterCard totals, cash totals, check totals, etc.) to Receive Payments within QuickBooks. The Paid Toward
category is not exported to QuickBooks. Setting a Paid Toward category has no impact on the export to
QuickBooks for accrual accounting (but will help with some of The Studio Director reports). Just like cash

accounting, allocation of the payment is not exported.

Once an accounting method has been selected, The Studio Director will ask for verification.

Initialization Process

For QuickBooks Installed on a PC
In order for The Studio Director to perform an export into QuickBooks installed on a PC, The Studio Director needs to be

added to the Web Connector so that an export can be performed.

NOTE: The Studio Director does not need to be added to the Web
Connector each time an export is performed. If for some reason The
Studio Director needs to be added to the Web Connector after
initialization has been performed, it can be done via the Admin tab.

There are potentially 5 steps will need to be done to add The Studio Director to the Web Connector:

vk wNe

Make sure QuickBooks is running and is open to the company’s database.

Click on the link to the .qwc file to download the file and open it up.

Authorize the new web service.

Access to the company file may need to be granted depending on the version of QuickBooks being used
QuickBooks Web Connector will start and there will be an entry for The Studio Director.
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Stepl: Make sure QuickBooks is running and is open to the company’s database.

Making sure QuickBooks is running might be obvious, but QuickBooks needs to be up and running in order to be able to

add anything to the Web Connector.

Step 2: Click on the link to the .gwc file to download the file and open it up.

The actual window may look slightly different than the image below, but there should be an ‘Open’ button to select. It is
possible that the OK button will need to be selected after pressing the ‘Open’ button. After pressing ‘Open’, it may take

a few minutes for the next step to appear.

step to appear.

TheStudioDirector.qwe
File Download

Do you want to open or save this file?

From: dev.thestudiodirector.com

2. Click on the following link to download the file, and open it. After you press Open, it may take a minute for the screen for the next

X

@ Mame: TheStudioDirector.qwe
Type: QuickBooks Web Connector Configuration File, 492...

Jlr Cancel |

‘ L Open Jl) Save

Always ask before opening this type of file

save this file. What's the risk?

i e While files from the Intemnet can be useful, some files can potentially
@ harm your computer. If you do not trust the source, do not open or

Step 3: Authorize the new web service.

This may appear in a separate window. Click the OK button to authorize the new web service.

3. Authorize the new web service by clicking OK.

A Authorize New Web Service

A

A web-based apphcation is requesting access to QuickBooks data
theough the QuickBooks Web Connector

Apphcation Information
Name The Studio Director
Service Host: localhost 8413
Descrpbory The Studio Drector

Support URL: hite.//vewe thestudiodirectos com/himi/custiag him

Web Secunty Cestificate Information
Name  Unavailable for anon-SSL AppURL
Expres  Unavadable for a non-SSL AppURL
Issuer.  Unavadable for a non-SSL AppURL

QuickBooks Solubons Matketplace
Search for mfoemation about this apphcabion on the
QuickBooks Sokubons Markelplace

A to QuickBooks may includ: ine and ea Kl itive QuickBooks datad

Be sure that you intended to grant this web application access to QuackBooks and that you
trust the provider.  When the Web Connector fest accesses your QuickBooks Company
file on behalf of this application you wil be prompted for permission agan by QuickBooks
Set permussions catefully, Intuit cannot control the data exchanged wath QuickBooks
beyond the permessions granted in that dialog

Make sure QuickBooks is running and has the comrect compang fie open, then
Chick OK to grant this web service access to QuickBooks, otherwise chck Canced

C o [ D |

The Studio Director/On-Vision Solutions QuickBooks Help
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Step 4: Grant access to the company file, if needed.

Depending on the version of QuickBooks, the following screen may or may not appear. Click “Yes, Always” if you see this

window.

4. Depending on your version of QuickBooks, you may need to allow access to your company file. The screens to grant access may
be slightly different than what is shown below, but The Studio Director application must be granted access to read and modify the

QuickBooks data for the export to operate.

An application is requesting access to the following Quick Books

company file:
OnVision Solutions. Inc.

Access may include reading or writing data as well as enhancing the
QuickBooks user interface.

— The Application Calls itseff -

The Studio Director

Certificate Information

Descipion:

Developer: Intuit, Inc

Developer identity has been verified by:
VeriSign Class 3 Code Signing 2004 CA

QuickBooks Solutions Marketplace
Search for information about this application at the
7 QuickBooks Solutions Mark
r Allow this application to access Social Security Numbers,
customer credit card information, and other personal data.

What does this mean?

Do you want to allow access to this company file?

st

3
§

Step 5: The Web Connector will start with an entry for The Studio Director.

The Web Connector window should look something like this:

5. QuickBooks Web Connector will start and there will be an entry for The Studio Director. It should look something like the following.

G | QuickBooks Web Connector 2.0.0.116

File Help

seleotAl | seleothons | | Updste seected | Viewloa |  Tioweshoot | e |
I Application I Auto-Run [E",_Miﬂ Status [ Password l Remove l
The Studio Director Last run:
The Studio Director Last result: Ended QuickBooks session
- lick for more information
[ For support: ] Click for more information
http: iy thestudiodirector comtmlicustt
ag.htm

Application Progress [ 0%

Total Progress [ 0%

QuickBooks Web Connector 2.0.0.116 has started e A
Thursday, April 10, 2008 at 9:23:48 AM
Hide Eit

When you are finished, return to The Studio Director window and press next.

The “Application Progress” bar should turn green to indicate that The Studio Director was added to the Web Connector.

When complete, return to The Studio Director and select the ‘Next’ button.

12
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Next Steps

After selecting the ‘Next’ button in the previous steps, the Web Connector will need to be updated. The following screen
will appear:

Please, follow these steps:
1. Make sure QuickBooks is running and your company database is open on this same PC.

2. Switch to the QuickBooks Web Connector application. If the QuickBooks Web Connector is not running, you can start it from the Windows Start button, All
Programs, QuickBooks, Web Connector. Some versions of the web connector are also referred to as Exchange Data with Web Services.

3. Make sure you have entered a password. The password is the same as your Studio Director password. Select the checkbox on the left of The Studio
Director. Make sure you have NOT checked Auto-Run. Click Update Selected.

s | QuickBooks Web Connector 2.0.0.116

File Help o emnmaa 0
select Al | setectone ( Undate selected | Viewloa | Tioubleshoot |  Hein |
l Application Auto-Run lEvcry_M'nl Status l Password I Remove I
[The Studio Director Last run:

The Studio Director Last result: Ended QuickBooks session
":, APt 0 Click for more information
w
aqhtn. eave Auto-Run unchecked

Application Progress [ 0%
Total Progress [

0%

A4dd an application |

Hide Enit I

4. When QuickBooks Web Connector has completed the update, return to this Studio Director window and press next.

Next>

Again, make sure that QuickBooks is running and open on the same PC where the export to QuickBooks will be
performed. After switching to the Web Connector:

e Select the box to the left of The Studio Director application.

e Enterin a password. This password is the same password you use to log into The Studio Director. Type in the
password — do not copy from another document or used a saved password.
e Leave “Auto-Run” unchecked.

e After the above three things have occurred, select the ‘Update Selected’ button.

When asked, DO NOT save the password for the Web Connector. This can create issues. The password will need to be

typed in each time an export to QuickBooks is performed. ‘Update Selected’ may need to be selected again after the
message asking to save the password.

When complete, there will be two green bars at the bottom. Both Application Progress and Total Progress bars should
be green with 100% in them. When this occurs, return to The Studio Director and press the ‘Next’ button.
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For the Online Version of QuickBooks

In order for The Studio Director to export into the on-line version of QuickBooks, you will need to authorize The Studio
Director to connect to your QuickBooks account. The Studio Director will display the message below asking for this
authorization. Select the ‘Connect to QuickBooks’ button to connect to QuickBooks and give the authorization.

Please authorize Studio Director to connect to your QuickBooks database.

CONNECT TO
QuickBooks @

The first time you access the on-line version of QuickBooks, you may need to authorize The Studio Director to be able to
download into QuickBooks. This authorization will last 180 days. After that time, you will need to re-authorization The
Studio Director to access your QuickBooks database.

After you select the ‘Connect to QuickBooks button, a window will appear asking you to log into your on-line QuickBooks
account. Once you have successfully logged into your QuickBooks account, a message will appear asking you to
authorize sharing of data between The Studio Director and Intuit.

infurt

qb qu'ckbooks Welcome, Studio (Not you?)

Authorize the Sharing of Your Data Between The Studio Director and
Intuit

@
quickbooks.

Sandbox Company_US_1 The Studio Director

No, s

You must select the ‘Authorize’ button to allow access. /

A message will appear that states “Intuit is now securely transmitting your data to The Studio Director”. This may take a
few second. You are then taken to the Mapping step.
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Mapping

In order to export into QuickBooks, mapping must be performed between The Studio Director and QuickBooks. The way

in which account information is mapped depends on the kind of accounting practice that is being used.

For cash basis accounting, the following must be mapped:

e The Paid Toward category. For case basis accounting, the Paid Toward categories are mapped to the
QuickBooks items. Each Paid Toward category must be mapped — including blank Paid Toward categories.

Remember that this is a strict Paid Toward to item mapping. How the payment is allocated is NOT exported to

QuickBooks.

e The payment methods. Payment methods within The Studio Director are mapped to the payment methods

within QuickBooks.

For accrual basis accounting, the following must be mapped:

e The charge categories. For accrual basis accounting, the charge Category is mapped to the QuickBooks item.

e The payment methods. Payment methods within The Studio Director are mapped to the payment methods
within QuickBooks. While the Paid Toward categories are not exported to QuickBooks, the payment totals for
each type of payment method are. As with cash basis accounting, how the payment is allocated is NOT

exported to QuickBooks.

No matter which accounting method is selected, the various QuickBooks items that are available are visible by selecting

the drop-down arrow in the “QuickBooks Item” column.

The following picture shows an example of mapping the Paid Toward categories to various QuickBooks items that have

been defined.

Tuition

Apparel

Class Card
Costume Balance
Costume Deposit
Event/Recital Fee
Other
Performance Fee

Registration

Select a QuickBooks ltem for each Studio Director paid toward, then press OK at the bottom of this page.

Studio Director Paid Toward QuickBooks ltem

Tuition E
Tuition E
Apparel E

Class Card E
Costume Fees E
Costume Fees E

Performance Fee E
Other E
Performance Fee E
Apparel

Class Card
Costume Fees
Other

Out of State
Performance Fee
Registration Fee

Tuition

Mapping for charge categories to QuickBooks items looks similar except that there are multiple Auto Tuition charges

(one for each class type).

The Studio Director/On-Vision Solutions

QuickBooks Help

15



The following picture shows an example of mapping the payment method to the QuickBooks payment methods.

Select a QuickBooks payment method for each Studio Director payment method.

Studio Director Payment Method QuickBooks Payment Method

-]
Check E

MasterCard E

| OK | American Express
Cash

Check
Debit Card
Discover
Gift Card

MasterCard
Visa

Note the blank Payment Method. This can occur if there is a “Prior Balance” on the family ledger. A “Prior Balance”
entry is created when old family charge/payment information is archived by The Studio Director team. However, this

balance is usually at least 2 years old and would not be exported anyway.

An export to QuickBooks can be performed once mapping is complete.

Mapping Tips

Mapping can also be done after setup by going to the Admin tab and modifying mapping in the QuickBooks section (#2).

Cash basis accounting will change the Studio Director Paid Toward to QuickBooks items mapping. Accrual basis

accounting will change The Studio Director charge Category to QuickBooks item mapping. If the QuickBooks items do

not appear, there is a link at the top of the page that will download the items from QuickBooks.

Select a QuickBooks Item for each Studio Director paid toward, then press OK at the bottom of this page.

If the items in the drop downs do not match your QuickBooks items o download items from QuickBooks.

When mapping, keep the following in mind:

e The mappings determine how the Sales Receipts/payments are created in QuickBooks when you run the “Export

to QuickBooks” process.

e More than one Paid Toward category/charge category can be mapped to the same QuickBooks item. For

example, both “Costume Deposit” and “Costume Balance” can be mapped to a QuickBooks item called
“Costumes”.

More than one payment method in The Studio Director can be mapped to the same QuickBooks payment
method.

If a mapping change occurs, only future exports are modified. Any past exports will use the old mapping.

If a new Paid Toward category is added, the mapping screen automatically is displayed so that it can be mapped
to a QuickBooks item.

If a QuickBooks item is deleted that is mapped to a Paid Toward category within The Studio Director, an error
message will appear during the “Export to QuickBooks” process.
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EXPORTING TO QUICKBOOKS

A step-by-step guide to performing an export to QuickBooks can be found by selecting ‘Help’ from the gold tool bar. In
the General section, select “On-line Help”. Click on the blue words “Admin tab” on the left and then select “Manage

QuickBooks”.

The Process

QuickBooks Installed on a PC

In order to perform an export into QuickBooks installed on a PC, both QuickBooks and the Web Connector must be up

and running on the computer. Additionally, The Studio Director must be accessed from the same computer that is

running QuickBooks and the Web Connector.

Here is what happens when an export to QuickBooks installed on a PC is performed:

e The Web Connector connects to The Studio Director and to QuickBooks.

77N

5

studiodirector

Web
Connector

QuickBooks

e The Web Connector downloads the information from The Studio Director (#1 below).

e The Web Connector sends the information to QuickBooks (#2 below).

e QuickBooks responds back to The Web Connector with the status of the export (#3 below).

e The Web Connector sends that response to The Studio Director (#4 below). This is how The Studio Director

knows that the export was successful

e Note that it is the Web Connector that is grabbing the data from The Studio Director and pushing it over to

QuickBooks. It is not The Studio Director initiating the push over to the Web Connector.

o
i < o

studiodirector

Lﬂfl—‘»
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Using the On-line Version of QuickBooks
You may need to log into the on-line version of QuickBooks when you perform an export from The Studio Director. If
needed, QuickBooks will prompt you to authorize The Studio Director to access QuickBooks information.

With the on-line version of QuickBooks, The Studio Director communicates directly with QuickBooks. QuickBooks then
responds directly to The Studio Director with the status of the export.

o U
QuickBooks

studiodirector

What happens now?
Depending on the type of accounting, The Studio Director will either export daily payment numbers (for cash
accounting) or daily charge numbers along with payment totals (for accrual accounting).

Sales Receipts (cash accounting) and payments (accrual accounting) are entered into Undeposited Funds within
QuickBooks. According to QuickBooks support, the Undeposited Funds account is a holding account, similar to holding
money in a drawer until it can be deposited. The funds remain in this account until the payments are deposited into a
bank account. Within QuickBooks, this is done via “Make Deposit” under the banking menu item. Once the deposit is
made, the funds are transferred from the Undeposited Funds account into the bank account. The Undeposited Funds
account allows grouping deposits in QuickBooks to match the deposits to whatever financial institution is being used so
that statements can easily be reconciled with the QuickBooks bank account.

The Studio Director QuickBooks Transaction Report.

The amount that was exported can be found by going to the Reports tab, in the Other Reports section, and running the
QuickBooks Transactions report. This report will show the amount that is in The Studio Director and the amount that
was exported to QuickBooks. Any amounts exported into QuickBooks is displayed in the Amount Exported to
QuickBooks column. If this amount matches the amount that is in the Current Studio Director Amount, and the amount
in the Difference column is $0, then the export was successful. If the Amount Exported to QuickBooks column contains
S0, it means that the export did not occur for some reason. If the amounts in the Current Studio Director Amount and
the Exported to QuickBooks does not equal, then something was not exported to QuickBooks. The Studio Director totals
would need to be looked at to determine why the amounts are different (see tips and Questions below).
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QuickBooks Sales Receipts/Payments

QuickBooks Installed on a PC

Within the PC version of QuickBooks, the exported amount can be viewed in the sales receipts (cash accounting) and
payments (accrual accounting) by clicking on the “Record Deposits” icon on the QuickBooks home page. The exported
amount can also be viewed by going to Customers and then selecting Customer Center or by selecting the Customer
Center menu option icon at the top of the page.

Banking Reports Window Help

¥ 3

Report Center | Help -~ Reminders Search Feedback | Services Payroll Credit Cards

Company

o Hide Coach Tips

El Account Balances

Click a -

Coach O o Name = Balance
Icon ) -

tosesa

witkFlow

Banking

B Learn About Services
! ! Pay your emplovees
s gt &5 eay vour emplovees
@ Accept aedit cards

& Order Checks & Business Cards

¥ Recommended Services

Bl Reminders & Alerts
B Alerts ()

Each amount will be shown by the total that was exported. If the export amount is not visible, make sure that the Date
field is correct.

File Edit Yiew Lists Company Customers Vendors Employces Banking Reports Windew Help

? L & Gl F | & B R ¢« @ & ”

Home Customer Center Vendor Center Employee Center | Report Center | Help . Reminders Search Feedback | Services Payroll Credit Cards

{& New Customer-.. Mew Transactions » & Print % Customer & Job Info Export...

Customers & Jobs Transacti l“ Fiter By |All Sales Receipts = || Date [LastFiscal Year v | 01/01/2014 - 12/31/2014 I
Customer Num Date Pay Meth Amount
ismdm Directar Daily Sales £ TL/26/201% Vastercard - 305,79~ |

El Estimates Stuio Directar Daly Sales Ed TR e T =

[E Invoices Studio Director Daily Sales 38 12/08/2014 MasterCard 410.00

[E statement Charges Studio Director Daily Sales 39 12/30/2014 MasterCard 889,25

[ Sales Receipts Studio Director Daily Sales @ 12/30/2014 MasterCard 10.00

E Received Payments Studio Directar Daily Sales e 11/26/2014 MasterCard 0575

E CreditMemos Studio Director Daly Sales a2 12092014 Chedk 37521

E Refunds Studio Director Daily Sales 43 12/08/2014 MasterCard 410,00
Studio Director Daily Sales 49 12/30/2014 MasterCard 883,25
Studio Directar Daily Sales ) 13/30/2014 MasterCard 10.00
Studio Director Daily Sales % 11/26/2014 MasterCard 30575
Studio Director Daily Sales a7 12042014 Chedk 375.21
Studio Director Daily Sales 48 12/08/2014 MasterCard 410,00
Studio Directar Daily Sales E 13/30/2014 MasterCard 889,25
Studio Director Daily Sales 5 12/30/2014 MasterCard 10.00
Studio Director Daily Sales 51 01/03/2014 MasterCard 1,000.00
Studio Director Daily Sales 52 02/12/2014 Check 588.60
Studio Director Daily Sales 53 02/20/2014 MasterCard 42.50
Studio Directar Daily Sales 54 02/24/2014 MasterCard 610.00
Studio Director Daily Sales 55 02/27/2014 MasterCard 37.50
Studio Director Dally Sales 56 03/21/2014 MasterCard 181.20
Studio Director Dally Sales 57 03/28/2014 MasterCard 72.50
Studio Directar Daily Sales 5 03/31/2014 Check 10.00
Studio Director Daily Sales 59 05/30/2014 MasterCard 300.00
Studio Director Dally Sales 50 05/30/2014 MasterCard 75.00 L
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To view an individual item, double click on the line item. A table will open up that shows the information about that
individual item.

B Custorner Center: Sales Receipts
o ¢ty Enter Sales Receipts = ||
— & previous P Met 5 Print ~ [ E-mail ~ B ship ~ | #| Find Spelling %Y Histery = ” —| DUES-E
Pa
Customer:Job Template | Print Preview 14 Ma:tﬁ
E & - Custom Sales Recsipt v | |14 Ched
- Date | Sale No. 14 Mastd
sales Receipt ,
14 Mastg
14 Masty
El cr 14 Chedl
F Re 14 Masty
Fﬁmrm 14 Mastg
MasterCard - 14 Mastd
Item Description Tax Qty Rate Amount. I he Mastd
Tuition Non 305.75 305.75 =~ 14 Ched
‘ ‘ - 14 Mastg
Customer = Tax [Out of State « |(0.0%) 0.00 14 Masts
Hessage 14 Masty
Total 305,75 14 Masty
Tobeprinted [ | Tobee-maled Customer TaxCode |pon  w | Memo 4 Ched
14 Mastg
["] Process credit card payment when saving 14 Maste
[ savemdose | [ savemMew | [ Revert | |1 Mastd
14 Mastg
| | Studio Director Daily Sales 58 03/31/2014 Ched

On-line Version of QuickBooks

Within the on-line version of
QuickBooks, the exported amount
can be viewed by first selecting

anfurt

b quickbooks

Home
“Customers” from the menu on Customers
the left side of the window. Nll e
Unbilled Last 3565 Days Unpaid Last
Vendors
Employees

Transactions

Then, select the customer Studio Reports T ‘ Batch actions Q

Director Daily Sales. \
%’

CUSTOMER « /  COMPANY

Studio Director Daily Sales [~7]
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To view an individual item, select the item from the list on the next page.

/

Studio Director Daily Sales =

Add notes

Transaction List Customgr Details

I Batch actions » Filter =

DATE TYPE /

12/07/2...  Sales Receipt

12/07/2...  Sales Receipt

12/07/2...  Sales Receipt

SOURCE  DUE DATE *

Edit

TOTAL STATUS

$50.00 Paid

$80.00 Paid

$75.00 Paid

New transaction v
$-1,227.98
OPEN

$490.58

OVERDUE

ACTION

Print w
Print w

Print
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Exporting Tips

Negative numbers are not exported to QuickBooks. This means that things like discounts, tuition adjustments,

or refunds are not exported. Negative numbers must be manually entered into QuickBooks.
Exporting twice for the same period or overlapping periods of time does NOT remove the original entry. Instead
duplicate entries within QuickBooks are entered. If corrections are made within The Studio Director that need
to be transferred to QuickBooks, there are two options:
o Delete the export/entries that are in QuickBooks and perform the export again.
o Manually correct the QuickBooks entries to reflect the changes that were made within The Studio
Director.
Tax charges export to a sales tax item category.
o For cash basis accounting, the tax will only be exported to QuickBooks if the payment has specifically
been split with the tax category selected in the Paid Toward field.
o Foraccrual basis accounting, tax will have a unique charge category that will be exported.
If an export is performed for transactions that have already been exported (i.e. same dates are selected), The
Studio Director will give a warning message indicating that the transactions have already been exported. If
needed/wanted, a duplicate export can be performed at that time.
We recommend that individual family accounts are managed within The Studio Director. QuickBooks should
only be used for the high-level revenue numbers.
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ERRORS

This section contains a list of some of the more common errors that may occur with the export to QuickBooks process,
but is not a complete list of errors that may be encountered.

Password Error

This is the most common reason for an export to QuickBooks failure. The password must be the same password that
you are using to log into The Studio Director. Usually this is the password for the admin login, but not always. The
password must match exactly including capital letters and numbers.

Once the password error has occurred, the export to QuickBooks must be re-started within The Studio Director. The
password cannot just be re-entered into the Web Connector. The export process must be re-started by going to the
Admin tab, in the QuickBooks section, and selecting #1 Export to QuickBooks. Follow the steps again and then switch to
the Web Connector when prompted.

If this doesn’t work, log out of the Web Connector, log out of QuickBooks, and log out of The Studio Director. Then,
close the browser window that was being used for The Studio Director. When everything is logged out of and closed
down, re-open everything. The password must be typed in. DO NOT use any password that is in memory. DO NOT use
a password that has been copied/pasted from somewhere else.

If this does not work, the next step is to get a log by doing the following:

1. Run one test and one test only. Do NOT run multiple tests and do not click ‘Update Selected’ within the Web
Connector multiple times even if the error message is that there is an invalid password.

2. Loginto The Studio Director and write down the login name and password that is being used. Again, do not
copy/paste the password. It must be typed in.

3. Go to the Admin tab, in the QuickBooks section, #1 Export to QuickBooks.

4. Make sure QuickBooks is running. Then, start the Web Connector.

5. Type in the password and write down the password that is being used. Then click ‘Update Selected’. Only click
‘Update Selected’ one time, regardless of what it says.

6. If the export is not successful, do NOT go back to The Studio Director and click the ‘Next’ button. Instead, send
the following information to support personnel at The Studio Director:

a. Thelogin

b. Both passwords —the one that is being used for the Web Connector and the one that is being used for
The Studio Director.

c. The error message that the Web Connector displays.
The view log output file. Full text is needed — not just a screenshot. This can be found by selecting the
“View Log” button on the Web Connector. Copy all text in the log when sending in a copy.

e. If available, also send the gbsdklog.txt file (use search so it can be found).
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Administrative Error

Basically, this error means that whoever is doing the export is not considered an “administrator” by the Web Connector.
If this error occurs, start the Web Connector by right clicking and then selecting “Run as Administrator”. Remove any
instances of The Studio Director by clicking in the box next to the name and then selecting the ‘Remove’ button. Add
The Studio Director back to the Web Connector by going to the Admin tab, in the QuickBooks Administration section, #4
Add The Studio Director to QuickBooks Web Connector. If the error occurs again, please send the gbsdklog.txt file to
The Studio Director support team. Also, please send in the answers to the following questions:
e What is the history of QuickBooks on the PC that you are working on? What versions of QuickBooks and
Windows are you working with and when was it installed?
e Were there any previous QuickBooks installed on from this computer?
o Did QuickBooks work before? Has it ever worked on this PC?
e Have you tried to bring up QuickBooks and The Studio Director on another computer? If so, did everything work
on that computer?

Mapping Error

This isn’t so much of an error, as a need to map the QuickBooks items to The Studio Director Paid Toward or Charge
Category fields again. For example, if a new charge category or Paid Toward category is being used that was not
previously mapped, The Studio Director will request that mapping be performed before the export process. Once the
mapping has been done, the export can be performed.

QBW(1039: There was a problem adding the application. Check QWCLog.txt for details

Unique OwnerlID/FilelD pair value required.

This error can be corrected by first deleting The Studio Director application from the Web Connector. This can be done
by clicking in the box next to The Studio Director and then selecting the ‘Remove’ button. Then, add The Studio Director
back into the Web Connector by going to the Admin tab, in the QuickBooks section, and selecting to add The Studio
Director to the QuickBooks Web Connector.

There is an invalid reference to QuickBooks...
A QuickBooks error message can start out with the words “There is an invalid reference to QuickBooks”. Two potential
error messages are given below. The solution to both error messages is the same and given after the second “There is
an invalid reference to QuickBooks” error message below.

There is an invalid reference to QuickBooks Sales Tax Code “NON” in the Customers. QuickBooks error
message: Invalid argument. The specified record does not exist in the list.
OR

There is an invalid reference to QuickBooks Customer “Studio Director Daily Sales” in the SalesReceipt.
QuickBooks error message: Invalid argument. The specified record does not exist in the list.

For some QuickBooks installations, one of the two above error messages can be received. When The Studio Director
does an export into QuickBooks, it will create a customer called “Studio Director Daily Sales”. If there is a problem
creating this customer, one of the above error messages will appear. You can check for the “Studio Director Sales Tax”
customer by selecting “Customers” in the QuickBooks toolbar and then selecting “Customer Center”. On the left side of
the screen, you should see a customer called “Studio Director Daily Sales”. If you do not see this customer, contact The
Studio Director support team.
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QB3140 - There is an invalid reference to QuickBooks

This error will be displayed in The Studio Director after an export has been performed and the ‘Next’ button selected. If
there are transactions that did not export, you will see this error message along with a message that states “The
following transactions were not exported successfully. For each transaction, you have three options...”

For each item that did not export successfully, determine if the item has a Type of “Sales Tax” by looking in QuickBooks.
First, bring up the item by selecting Lists from the QuickBooks tool bar and then selecting “Item List”. Double click on
the item name. If the Type of the item is “Sales Tax”, then this will cause issues if the QuickBooks company database is
also set to taxable. Item Types of Service, Non-inventory, Part, Inventory Part, and Other should work properly.

To determine if the Company database is set to taxable:

1. Select Edit from

. 1 & QuickBooks
the tool bar within o @ o
. il iew Lists Company Customers Vet
QuickBooks. 8 indo g B
Ho Revert ter Employe
— Cut Ctrl+X
al Copy Ctrl+C
] Paste Ctrl+V
g
E Use Regist Ctrl+R
2. Select the S ’
Use Calculat
“Preferences..” & O Colculator
menu item. e seatch..
Fimh Ctrl+F
> I Preferences... I
3. When the
. Preferences *
Preferences window - =
appears, select 55 Accountng [ x|
“ _é Bills Do you charge sales tax? ® O o Cancel Th I t th
Sales TaX from the 2 Checking Set Up Sales Tax Item en’ selec e
. ; #30 Desktop View Add a sales tax item for each , district, parish, etc. wh mpan
st on the left side of 7t eerver A ks oo o e cuty,ditrct e, . here Yoo ~“— Company
the page = Ba General ‘Your most common sales tax item —— Prefe rences ta b_
dd sal item... ~ . .
‘.‘g'i Integrated Applications LS A Out of State Also See: Th e f| rst q u est on
g fems Snventory _ General asks if you want to
| Jobs &Estimates Assign Sales Tax Codes
q Payroll & Employees Sales tax codes determine if the items you sell are taxable or non-taxable. Ch a rge Sa Ies taX.
@ Reminders Taxable item code | T3x « | Mon-taxable item code | pgn ~ If thlS iS set to
Wl Reports 8 Graphs Identify taxable amounts as "I~ for "Taxable™ when printing ”Yes” the n you r
1 Sales & Customers 4
When do you owe sales tax? When do you pay sales tax? QU|CkBOO kS
Senc! Forms ) (® s of invoice date (Accrual Basis) @ Monthly data base iS Set tO
- Service Connection (O Upon receipt of payment (Cash Basis) O Quarterly b t bl
E Spelling QO annually e taxabple.
[2%] Tax: 1099
%] Time & Expenses

If the item that failed to export is set to Type “Sales Tax” and the Company database is set to taxable, then you have

three options:

e OPTION #1: Set the company to non-taxable by modifying it on the Company Preferences tab.

e OPTION #2: Create a new item that is of type Service, Non-Inventory, Part, Inventory Part, or Other. Name the
item something like “Studio Director Sales Tax” or “Costume Sales Tax” (for costumes) or “Tuition Sales Tax” (for
tuition), etc. Then, map the tax within The Studio Director to this new item and perform the export again.
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e OPTION #3: Create a new item that is of Type “Sales Tax” and set the tax rate for that item to 0%. (NOTE: You
must create a new item. This process will not work for the default sales tax item.) Again, you can hame the item
something like “Studio Director Sales Tax” or “Costume Sales Tax”. The tax agency for the new item can be set
to the same tax agency as listed for the default sales tax item so that everything will be combined in the sales

tax reports.

Other Errors
Any other error that is received will need to be handled by Intuit support.
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QUESTIONS

What does high-level mean?

This means that the total amount between the dates selected will be exported to QuickBooks. The Studio Director will
not export individual family tuition amounts. The Studio Director recommends that individual families be managed
within The Studio Director.

For cash accounting, this means that The Studio Director will total up all the payments that have “Tuition” as the Paid
Toward and export that amount. The Studio Director will not export the tuition payment for the Smith family, the
tuition payment for the Jones family, etc.

For accrual accounting, this means that The Studio Director will total up all the tuition charges that were placed onto
the family accounts and export that amount. The Studio Director will not export the tuition charge for the Adams family,
the tuition charge for the Baker family, etc.

Can I export individual class information?
The answer to this depends on the type of accounting that is being used.

For cash accounting, payments will always be exported to QuickBooks grouped as “Tuition” or “Registration”,

etc. If a further breakdown is needed, it will need to be done manually within QuickBooks.

For accrual accounting, The Studio Director will export the tuition totals by class type (e.g. there would be an
exported amount for “Auto Tuition/Ballet” and “Auto Tuition/Jazz”, etc.) If a further breakdown is needed (like
if specific classes need to be broken out), it will need to be done manually within QuickBooks. Payments will be

exported grouped on the type of payment that was used. If a further breakdown is needed, it will need to be
done manually within QuickBooks.

The Studio Director is telling me I've already downloaded transactions for the dates I've

chosen, can I download these transactions again?

Usually, the answer is no. If another export to QuickBooks is performed using the same dates, then there will be
duplicate entries within QuickBooks. The exceptions to the rule are if the items got deleted out of QuickBooks after the
first export or if the first export was unsuccessful.

If I change something in The Studio Director, will another export to QuickBooks correct the

amount in QuickBooks?

Another export will not correct the amount in QuickBooks. Performing another export to QuickBooks will export all the
numbers for that time frame again. This means that all amounts would be doubled within QuickBooks. The best thing
to do is to run the QuickBooks Transaction report within The Studio Director to determine the actual amount that was
exported. The amount will then need to be manually fixed within QuickBooks.

How often should I perform an export to QuickBooks?

Once a week should be often enough to export to QuickBooks, but many studios only export once a month. Making sure
the month is closed out (and the ledger locked) is a good time to go ahead and export. Daily exports can be too often —
especially at the beginning of the season when students are switching classes. Since negative numbers are not
exported, any negative changes to the student accounts will need to be manually transferred to QuickBooks. Daily
exports sometimes do not allow enough time for the ledgers to “settle down”.
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Why are the QuickBooks numbers higher than The Studio Director numbers?
Usually, numbers in QuickBooks can be higher than the numbers that appear in The Studio Director for one of two
reasons:

e An export to QuickBooks has been performed more than one time for the same period of time.

e Charges or payments may have been deleted within The Studio Director after the export to QuickBooks has
been performed.

e The Studio Director may contain credits or negative transactions that have not been manually entered into
QuickBooks.

I show 60 (or some other number) in the Every_Min field of the Web Connector. What does
this mean?

A number appears in the Every_Min column when there is a check mark in the Auto-Run box. Once the check mark has
been removed from Auto Run, the time reference will go away.

How can I export sales tax payments into QuickBooks?
Cash Basis Accounting: When a Paid Toward category is selected that is taxable, The Studio Director will
automatically use that payment to pay off both the original charge and the tax. For example, when “Tuition” is
selected as the Paid Toward category, The Studio Director will use the payment to pay off the original tuition charge
plus any sales tax that has been applied. If the sales tax needs to be specifically split out for the export to
QuickBooks, then the payment will need to be split within The Studio Director with the sales tax specifically being
selected as a Paid Toward category.

Accrual Basis Accounting: Sales tax charges will automatically be selected as part of the export since they are listed
as a separate charge category when they post within The Studio Director. All payments are still grouped by payment
method and are not split up by the Paid Toward category selected.

How can I export Cost of Goods Sold to QuickBooks?
You should use the Inventory Transaction History report within The Studio Director to show the cost of goods sold.

Other
If there are more specific questions about QuickBooks, contact Intuit support.

If there are more specific accounting questions (like “What type of accounting do | use?”), contact your accountant.
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