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Exporting Invoices from Aspect for QuickBooks

PraAdvisor

The process for importing Aspect invoices to QuickBooks is the same as importing sales. You must
first create an export file from Aspect and then import that file with QuickBooks. You can filter the
export file to include any date range or type of invoices you want.

NOTE: Aspect vendors, inventory items, and inventory groups must be properly setup
before you can export invoices to QuickBooks. Call Bullseye Controls for more details.

CROSS-CHECK ASPECT INVOICES AND HARD COPIES
1. Log on to Aspect
Go to Invoice Entry from the navigator (or from top menu Inventory > Edit Invoices)
Use the binoculars to filter the list of invoices for the date range you want, and print the ledger

Get out the actual hard copy for all invoices that came with delivery for the date range
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Compare the filtered invoice ledger in Aspect with the actual invoices and confirm data:

¢ Invoice Date
¢ Invoice Number
¢ Due Date (if applicable)
¢ Invoice Amount
Invoice Ledaer

. 2 = |=]
Use the binoculars to sort Q _|=
the display of the Invoice  FEIHEPRAFEILZI]

ledger to view the invoices

Due

Ise s

you wa nt to ex port Date Mumber Vendor Date Amourt Pait! By Posted
02-08-03 (393153030 Grlando Baking Co 02-08-03 11418 |Outstanding s
02-08-03 1027936 U.s. Food Service 02-08-03 201446 |Outstanding ves
X 02-10-03 20511 Divis Biakery 0241003 3020 |Oulstanding ves
Sort by date and filter by 02-10-03 54393 Instart ¥hip Foods 02-10-03 10060 |Outstanding es
02-10-03 319583 Multti-Flowy Dispensers 02-10-03 26755 Cutstanding Yes
week-to-date or month-to- 02-10-03 041133040 Orlando Baking Co 02-10-03 8108 |Outstanding ves
02-10-03 16277 Restaurant Tea Service 031203 7385 |Oulstanding ves
date. 02-10-03 3428 Stone Oven Bakery 024003 50 |Oulstanding ves
02-11-03 042133039 Orlando Baking Co 02-11-03 9652 Outstancing Yes
02-11-03 1043335 U.s. Food Service 02-11-03 287689 Outstanding Yes
3 . 02-11-03 1043334 Uss. Food Service 02-11-03 6458 |Outstanding ves
Try another sort and filter if 02-11-03 1050367 Us. Food Service 02-11-03 4858 |Outstancing es
, . . 024103 56472 wierina Distributing 024103 0442 |Oulstanding Ves
you can'’t locate an invoice 02-12:03 1819 Dvis Bakery 02-12:03 745 |Outstancing ves
02-12-03 0053521 Stone Oven Bakery 02-12-03 S50 |Outstanding ves
— the date or vendor may 02-12.03 1063028 Us. Food Service 0212.08 426 |Outstancing ves
021303 14287 Phaenix 021303 17780 |Outstanding ves
have been entered wrong 02.13.03 75334 State Fish 02.13.03 32840 |Oulstanding ves
02-13-03 1067555 U.s. Food Service 02-13-03 1,550.02 Outstancling Yes
02-13-03 10575565 Us. Food Service 02-13-03 1873 |Outstanding ves
02-14-03 1820 Davis Bakery 02-14-03 370 |Oulstanding ves
Com pare the actual hard 02-14-03 044193036 Orlando Baking Co 02-14-03 9948 |Oulstanding ves
: . ; 021403 270672 Pierre's lce Cream Co. 021403 18540 |Outstanding ves
copy invoices Wlth the 02-14-03 275104 Pierre's loe Cream Co. 02-14-03 29010 Outstancing Yes
: : : 02-14-03 63514 Stone Oven Bakery 02-14-03 M50 |Outstanding ves
invoices listed before O Bakia Co 1012 [oudamng
: - 021503 se700 wierina Distributing 021503 30084 |Outstanding ves
Creatlng the export flle 02-17-03 1455 Davis Bakery 02-17-03 39.20 Outstanding es
02-17-03 045193034 Crlando Baking Co 02-17-03 58.96 Cutstanding Yes
02-17-03 270673 Fierre's loe Cream Co 02-17-03 18540 |Outstanding ves

6. If the invoice ledger does not match actual invoices, edit Aspect invoices and make any
changes needed.

e You may find you are missing invoices in Aspect that you thought were entered. Try changing
the date range or the vendor filter; you may have entered the wrong date or vendor name

¢ You may be missing hard copies for invoices that were entered in Aspect. Find them!

¢ You should have credit invoices in Aspect to match credits from your vendor; make sure the
numbers match
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CREATE ASPECT EXPORT FILE
7. From the Aspect Invoice Ledger window select Edit > Export to QuickBooks
8. Complete the QuickBooks A/P Export window
9. Click OK to create the export file

Note: You can create one export file that contains several invoices. The Dates, Invoices paid by,
and Posting selections allow you to filter which invoices will be included in the export file. A
policy for how to mark the Invoices paid by selection will help control what goes to QuickBooks

= Name the export file with the ending date of the
invoices. Sep24 in the example File name
|C:\ASPECT\DEMO\INVJMP\SEFM | Browse
= Pick the date range that includes the invoices you want . ) .
ates: Invoices paid by:

. . . . . . Erom W | Cash _| Petty Cash
= Filter the selected invoices by using the Invoice paid [sun. Sep 21,2003 ] | Charge | Outstanding
by check boxes To  [wed, Sep24,2003 [ _| Check | Other

= Use the Mark Invoices as Posted and Include Posted v Include invoices that have already been posted
invoices options to keep track of what invoices are _| Mark invoices as posted after exporting
already in an export file 6L for [Accounts Payable |
Quickbooks Class (Optional) |L§Iure1 |
= The G/L account should be Accounts Payable
I . . . . Ok I Cancel
= Fillin the Class if you are using classes in QuickBooks

TIP: We suggest creating a folder to store invoice export files so you know where to find them.
We use C:\Aspect\InvExp. Limit the name of export files to 5 characters, such as Sep24

If you need to export an invoice that has already been exported you can either:
A. Check the box for “include invoices already posted” and select a date range
B. Open the invoice and uncheck the “posted” box in the lower left corner

NOTE: “Posted” indicates an invoice has been exported, not that it was imported to QuickBooks.

Importing an Aspect Invoice File With QuickBooks

Open QuickBooks for the company being used
Go to File > Utilities > Import

Browse to find the export file that was created in Aspect — Look under file types “All files (*.*)”

o Dnd -

Select the file, and click OPEN to import the file — QuickBooks will give you a confirmation if the file
was imported correctly

5. In QuickBooks, view the vendor detail to confirm the correct data has been imported
For More Information On Using QuickBooks With Aspect Call Bullseye Controls
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