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Overview

Amicus Attorney Advanced and Client/Server Edition users can
integrate their data with QuickBooks. This dynamic link saves time and
ensures consistency by not requiring data to be entered more than
once. You can easily exchange File/Client information with
Customer/Job information, File/Job Types, and Vendors. You can map
Amicus Attorney Team Members to QuickBooks Employees, and take
advantage of QuickBooks Class Lists. The link ensures that Amicus
Attorney Activities and Billing Rates are available in QuickBooks. Once
QuickBooks is installed on workstations from which Time Entries will be
posted and the data-sharing feature is set up, those Team Members
may post directly from Amicus Attorney.

Unlike the manual import/export template solution previously available
in Amicus Attorney, this link sends Time Entries to QuickBooks as Time
Entries and not as Invoices or Statements. It is essential that you
follow the steps detailed to ensure a smooth flow of information
between the two programs.

What you need
You will require the following to use the link:

e Amicus Attorney version 5.0.2 with QuickBooks patch or higher
(Advanced Edition or Client/Server Edition only)

e QuickBooks 2002, 2003, or 2004 (U.S. Pro Edition or U.S. Premier
Edition only)

Important: QuickBooks must be installed on the same computer as
Amicus Administrator as well as each Team Member workstation that
wishes to post Time Entries. Those Team Members should possess File
system rights to read and write to the QuickBooks Company file.
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What is Exchanged?

The link handles the dynamic exchange of several record types within
the two programs. Some types of records are exchanged in both
directions, while others are only sent from Amicus Attorney to
QuickBooks. The following table illustrates the types of data
exchanged and the direction of the Exchange:

Amicus Attorney Exchange Direction QuickBooks
Files AND Clients on File ¢ —> Customer:Jobs
File Types < > Job Types
Contacts in the “Vendors” Vendors
Group

Time Entries

v

Time Entries

Billing Rates Service Items

V|V

Activity Codes Service Items

Location OR Timekeeper
OR File Type OR Billing
Category based on
Preference setting

Classes

v

In some instances the above noted records are filtered based on
certain criteria such as their current status (i.e., Active v. Inactive).
The following rules apply:

Files/Jobs:

¢ Only Amicus Attorney Active Files with an associated Client where
the Responsible Lawyer is mapped to a QuickBooks Sales Rep will
be exchanged.

e Only QuickBooks Active Jobs where the Sales Rep is mapped to an
Amicus Attorney Timekeeper will be exchanged.

e Updates will not be sent over from Amicus Attorney where the
Amicus Attorney File is Active and the QuickBooks Job is Inactive.
Therefore, changes must be manually input.

e Updates will be sent over from QuickBooks to Amicus Attorney
where the QuickBooks Job is Active and the Amicus Attorney File is
Closed.

Note: The Amicus Attorney File Status will not change from Closed
to Active.

e Updates to some fields are not supported in QuickBooks. See Field
Mapping for details.
Vendors:

e Only QuickBooks Vendors marked “Active” will be exchanged.
e Only Amicus Attorney Vendors belonging to the “Vendors” Contact

Group will be exchanged.
File Types/Job Types:

e Only QuickBooks Job Types marked “Active” will be exchanged.
e Updates are not supported.
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Activities/Services ltems:

e Activities that do not exist as Service Items in QuickBooks will be
added.

e Any Service Item that matches an Activity will not be updated, as
this function is not supported in QuickBooks. Therefore, changes
must be manually input.

Billing Rates/Service Items

¢ Billing Rates that do not exist as Service Items in QuickBooks will
be added.

e A “parent” Service Item for the Amicus Attorney Timekeeper will be
created in QuickBooks, with “Subitems” created for each Billing
Rate.

e Any Service Item that matches a Billing Rate will not be updated,
as this function is not supported in QuickBooks. Therefore, changes
must be manually input.

Classes:

e Selected record type information (Location or Timekeeper or File
Type or Billing Category) that does not exist in QuickBooks will be
added.

e Updates are not supported.

Time Entries:

e Selected Time Entries are posted from Amicus Attorney to
QuickBooks from the Team Member Workstations.

e Updates to Time Entries already posted to QuickBooks are not
supported. Revisions must be made directly in QuickBooks.

What is Mapped but not Exchanged?

The following record types are mapped through Amicus Attorney
rather than exchanged:

Amicus Attorney QuickBooks

Team Members * Employee List

Responsible Lawyer Rep List

Preference setting Accounts:
Fee Income

Preference setting Company File

* Team Member mapping requires that values already exist in both applications.
Mapping facilitates differences in naming conventions.

Important: All QuickBooks Employees mapped to Amicus Attorney
Team Members must also appear in the Sales Rep List in QuickBooks.
For details, please see the section, Assigning QuickBooks Sales Reps to
Customers, later in this document.
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About Files/Clients and Customers/Jobs

A Customer in QuickBooks is the equivalent of a Client on an Amicus
Attorney File, and a Job in QuickBooks is the equivalent of an Amicus
Attorney File. These records are exchanged in both directions.

New Files opened in Amicus Attorney are created in QuickBooks, and
vice versa. An Exchange also handles updates to Files/Clients already
Exchanged with Customer:Jobs. Note that following Initialization, any
new and changed Files and Client information are always sent first
from Amicus Attorney; then new and changed Customer:Jobs are sent
from QuickBooks.

Not all Files and Customer:Jobs are included in the Exchange. For
details, see the section, What is Exchanged? For details on how fields
are mapped during the Exchange and which fields are updated, see
the section, Field Mapping.

Record deletions are not supported in the link. Deletions must be done
manually in both applications.

Amicus Attorney Files/Clients

During Initialization, your Amicus Attorney Files will be updated to
include a QuickBooks Client Information field in place of the Other field
on the Client & Matter brad. On existing Files, this field will be
automatically populated with the Contact information for the Client
assigned to the File. (If there is more than one Client assigned to the
File, the first Client will be used, but can be changed manually through
the QuickBooks Client Information dialog.) This is the Client data that
will be exchanged with your QuickBooks Customer information. The
actual Amicus Attorney Contact card for this Client is not updated
unless you choose to do so on an individual basis through the
QuickBooks Client Information dialog. Assigning a Client to a new File
created in Amicus Attorney will also cause this field to be populated
with Client information.

Clint & Matter A

Full Client Name:
IAdmlraI Heating
Full Matter Name:
lmiral v. fdrmiral =]
Matter Came To Us Because:

-
Client's Business Type:
[Dtiites |
QuickBaoks Client Information E it Cliert
[Axdmiral Healing -
Clark.
[driral
123 W arming Blvd,
Toulane
WS [

New Files created during the Exchange will assign the QuickBooks Rep
as the Responsible Lawyer, and also assign that Responsible Lawyer’s
default Team Members on new Files in accordance with their own
Preference setting.
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About the QuickBooks Client Information dialog

In the Client Information dialog, Client Information can be entered
manually or may be modified:

e During Initialization for all new and existing Files.

e During an Exchange when new Files are sent over from QuickBooks
or existing Client information is updated.

e When new Files are opened in Amicus Attorney.

The Client information is Exchanged directly with the corresponding
QuickBooks Customer:Job record. The actual Amicus Attorney Contact
card for this Client is not updated unless you choose to do so on an
individual basis through the QuickBooks Client Information dialog. See
the section below, Updating Client/Contact Information.

From the Client Information dialog you may select another Client on
the File to be exchanged with QuickBooks, create a new Amicus
Attorney Client/Contact based on the existing Client information, and
update the existing Amicus Attorney Client/Contact information.

QuickBooks Client Information [ x|

Company Name: W Contact: Im
Mr M /- ] Ak Cortect [
First M ame: lElark— Fhare: IW
M.l [ AL Phone:  [5toosoes |
Last Mame: IAdmiraI— Fax: IW
Address: ’W E-mail: Im

Customer Type: € Individual % Corparation

City: IToulane
State/Province: IW’S
Zip/Postal Code: Ism 25

Country: usa

Select from List | Create Mew Client | Update Contact | ak I Cancel |

» To access the QuickBooks Client Information dialog:
1 From the Amicus Attorney File, select the Client & Matter brad.

2 From the QuickBooks Client Information field, click the Edit Client
button.

The QuickBooks Client Information dialog appears. See the topics
below for information on selecting, creating, or updating a
Client/Contact.

3 Any changes made to the QuickBooks Client Information dialog will be
reflected in the Address Information tab of corresponding QuickBooks
Job record the next time information is Exchanged.

Selecting another Client

If another Client is assigned to the same File, you may select that
Client’s information to replace the existing Client Information that is
Exchanged with QuickBooks.
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» To select another Client on the File to be Exchanged with
QuickBooks:

1 From the QuickBooks Client Information dialog, click the Select from
List button.

The following prompt appears:

Amicus Attorney

‘r'ou have chozen to replace the existing QuickBooks Client
Infarmation. The replacement Client Information you select
will cvenarite wour QuickBooks data for the matching

Cuztormer:ab on the next Exchange with QuickBooks. Do
you wizh to continue?

LCancel |

2 Click OK to continue.
The Select a Contact dialog appears.

Select a contact

Fleaze zelect the client for this matter.

Clark. Adriral

Ok I
Ed Mazzone Cancel |
Yickar Hummel
Jake Reading

3 Choose the Client whose name and contact information you wish to
Exchange with QuickBooks, and click OK.

From the QuickBooks Client Information dialog, click OK.

The selected Contact information is assigned to the QuickBooks Client
Information field.

QuickBoaoks Clisrt Infarmation

Admiral Heating

Curt

L

Lozier

175 Roskell Ave.

Toulane

'S

=

The next time you Exchange information through Amicus
Administrator, the Client you have selected will replace the Customer
information in the Address Information tab of the corresponding

QuickBooks Job record. Please note that the QuickBooks parent
Customer record will not be updated.
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Creating a New Amicus Attorney Contact based on the Client
Information

Because the Exchange of Client data only occurs between the Client
Information field and QuickBooks, you may wish to add the Client to
the File, and create a new Amicus Attorney Contact (if required) from
the Client Information dialog.

» To create a new Amicus Attorney Contact and assign the
Contact as a Client on the File based on the information in the
Client Information dialog:

1 Click the Create New Client button.
The following occurs:

e Amicus Attorney runs a check to ensure that a duplicate Contact
does not already exist.

o All Team Members assigned to the File are automatically assigned
to the Contact.

e The Contact is assigned to the “Client” Contact Group.

e The primary Contact card is set according to whether the Client is
an Individual or Corporation (i.e., if the Client is an Individual, the
Home card is set; if the Client is a Corporation, the Office card is
set).

e “Client” is chosen as the File association (i.e., “On this File this
Person is a: Client”), and the Client is specified as an Individual or
Corporation on the File.

2 Click OK in the QuickBooks Client Information dialog.

Updating Client/Contact Information

Any updates made to the Client Information dialog are not
automatically reflected in the matching Amicus Attorney Contact
record.

» To update your Client/Contact information in Amicus Attorney:
1 Click the Update Existing Client button.

2 You are prompted that this Contact exists and asked whether you wish
to update this Contact. Click Yes.

3 Click OK in the QuickBooks Client Information dialog.

QuickBooks Customers/Jobs

Although QuickBooks allows you to enter Matter (Job) information in
your Customer record, the link will not support this configuration. All
Matter information must be separated from your Client (Customer).
For further details, see the section, Moving Jobs out of the Customer
Records.
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The naming convention you have chosen for your Customer:Jobs in
QuickBooks will affect field mapping and should be taken into account
when checking data consistency. You may have chosen to identify your
Customer:Jobs by Client ID and Matter ID, or by Client Name and
Matter Name. For more details, see the following section,
Customer:Job Naming Conventions. It is important that your General
option settings properly reflect your naming convention.

In Amicus Attorney, Clients can be designated as an “Individual” or a
“Corporate” entity on the File. In order to handle this designation in
QuickBooks, these values are added to the Customer Type List during
Initialization.

Note on Customer:Job Addresses: If you experience problems
related to exchanging address information, you will need to open the
QuickBooks Customer:Job record, and ensure that the address
information items (i.e., Address, City, State/Province, Zip/Postal Code)
reside in their proper fields in the Edit Address Information dialog. See
the Troubleshooting section later in this document for details on
verifying your address information in QuickBooks.

Customer:Job Naming Conventions

Field assignments for exchanging Files are dependent on whether you
identify your Customer:Jobs according to Client ID:Matter ID or Client
Name:Matter Name. It is important that your General option settings
properly reflect the naming convention you use in QuickBooks, and
that all records use the same naming convention.

Important: You must ensure that Jobs are separate records and not
part of the Customer parent record. For information, see the section,
Moving Jobs out of the Customer Records.

Using the Client Name:Matter Name Convention

If you choose to identify Customer:Jobs according to Client
Name:Matter Name, the Full Client Name and the Full Matter Name in
the Amicus Attorney Client & Matter brad will be used to identify the
Customer and Job in QuickBooks.

For example, the following illustrates an Amicus Attorney File with
“Clark Admiral” assigned as the Full Client Name and “Widgetco
Purchase” assigned as the Full Matter Name:

\| Client & b atter TL,

Full Client M anme:
IEIark A drmiiral

Full b atter M ame:
Wwidgetco Purchaze ﬂ

[
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Upon Exchange, “Clark Admiral” will be created as the corresponding
QuickBooks Customer and “Widgetco Purchase” will be created as the
corresponding QuickBooks Job:

#, Customer:Job List
M arme

+ Clark, Admiral

+'widaetco Purch

During Initialization, matches will be identified based on the Amicus
Attorney Full Client Name and Full Matter Name compared with the
QuickBooks Customer:Job Name.

Note: If the Full Client Name field is empty in Amicus Attorney, then
the first Contact designated as a Client on the File will be assigned. (If
the Client is a corporation then the Company Name will be assigned; if
the Client is an individual, then the First, Middle, and Last Name wiill
be assigned.) If the Full Matter Name field is empty in Amicus
Attorney, then the Short File Name will be assigned.

Using Client ID:Matter ID Convention

If you choose to identify Customer:Jobs according to Client ID:Matter
ID, the Client ID and Matter ID in the Accounting brad of your Amicus
Attorney File will be used to identify the Customer and Job in
QuickBooks.

For example, the following illustrates an Amicus Attorney File with a
Client ID of “10215” and a Matter ID of “11212”:

\l Accounting ‘I"I/
Cliert 10
[10215

kdatter 10
|11212

Upon Exchange, “10215” will identify the corresponding QuickBooks
Customer and “11212” will identify the corresponding QuickBooks Job:

# Customer:Job List
Mame
I + 10215

About File Types

File Types in Amicus Attorney are exchanged bi-directionally with Job
Types in QuickBooks. File Types can also be used to track Classes.

File Types in Amicus Attorney are created in a simple one-level list,
whereas, QuickBooks supports multiple levels of Job Types.

For example, in QuickBooks you could have a multi-level Job Type of
Real Estate with a subitem of Residential with a further subitem of
Condominium. This would be displayed in QuickBooks lists as follows:
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+Heal Estate
+ Reszidential
¢ Condominium

Upon Initialization or Exchange, this QuickBooks Job Type would be
created in Amicus Attorney with the name “Real Estate:Residential:
Condominium”. It is highly recommended that multi-level File/Job
Types be originated from QuickBooks in order ensure that hierarchical
parent records are properly identified. See the Important Note in the
section, Using QuickBooks Classes, regarding hierarchical records if
File Types are tracked under Classes.

It is important to remember that File Types in Amicus Attorney
determine the custom fields that will be available on the File. Changing
a File Type should be done with caution.

Not all File Types and Job Types are included in the Exchange. For
details, see the section, What is Exchanged? For details on how fields
are mapped during the Exchange and which fields are updated, see
the section, Field Mapping.

Deletions and updates to File Types are not supported in the link.
Changes and deletions must be done manually in both applications.

About Vendors

When you are configuring your Exchange options, you may select an
option that will enable you to bi-directionally exchange QuickBooks
Vendors with Amicus Attorney Contacts who have been assigned to a
Contact Group containing the word “Vendors”. All Contacts who are
designated as Vendors in Amicus Attorney will be exchanged with
Vendors on the QuickBooks Vendor list.

Not all Vendors are included in the Exchange. For details, see the
section, What is Exchanged? For details on how fields are mapped
during the Exchange and which fields are updated, see the following
Field Mapping section.

Record deletions are not supported in the link. Deletions must be done
manually in both applications.

Important: The QuickBooks Vendor name should always match the
QuickBooks Company Name and/or First/Last Name. This will ensure
that duplicates are not created when you Exchange information.

About Team Member Assignments

When Exchanging information with QuickBooks, Team Members are
assigned to the following records in Amicus Attorney:

e New Files
¢ New Contact records for Clients on Files
e New Contact records for Vendors
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How Team Members are assigned to a new Amicus Attorney File
created from an Exchange is dependent on the Responsible Lawyer
assignment for that File: When you create a new Customer:Job in
QuickBooks and Exchange information with Amicus Attorney, the
QuickBooks Rep assigned to the Customer:Job will become the
Responsible Lawyer on the new File created in Amicus Attorney. Those
whom the Responsible Lawyer has chosen to be assigned by default in
his or her Preferences will determine the Team Members assigned to
the new File. For example, if Heather Gavel has pre-assigned Bobby
Donnell and Elaine Wassal to be the default Team Members on new
Files in her Preference settings, they will be automatically assigned to
all new Files created upon an Exchange for which she is the
Rep/Responsible Lawyer.

Customers in QuickBooks are the equivalent of Clients on Amicus
Attorney Files. Therefore, when a File is created in Amicus Attorney
upon Exchanging information, the Customer for the Job in QuickBooks
becomes the Client on the File in Amicus Attorney. Team Members on
a File are automatically assigned to the Contact records for all parties
on the File. For example, if the Team Member Bobby Donnell is
assigned by default to a File that has Matthew Alladin added as a
Client on the File, Bobby Donnell will be also be assigned to Matthew
Alladin’s Contact record.

If you selected the option for exchanging QuickBooks Vendors with
Amicus Attorney Contacts who have been assigned to the “Vendors”
Contact Group when you configured your Exchange options, ALL
Amicus Attorney Team Members will automatically be assigned to
Vendor Contacts created upon an Exchange.

About Time Entries

Time Entries in Amicus Attorney are exchanged with QuickBooks in
one direction - from Amicus Attorney to QuickBooks. Time Entries,
unlike other data exchanged with QuickBooks, are sent through the
Posting function in the Time Sheets module at each individual
workstation and not through the Exchange function in Amicus
Administrator. This model will maintain the law firm workflow within
which lawyers are accustomed to working. It allows the lawyer to be
confident that the Time Entries will not be billed until they are
finalized.

Both Billing Rates and Activities are exchanged in one direction from
Amicus Attorney to QuickBooks Service Items. This ensures that the
proper Rate is applied to Time Entries posted to QuickBooks from
Amicus Attorney under various scenarios:

e The Service Item for the Timekeeper’s Billing Rate specified in the
Time Entry will be applied and the duration is Exchanged.

e Non-billable Time Entries can be sent from Amicus Attorney to
QuickBooks. They will be created in QuickBooks with reference to
the Timekeeper’s Non-Billable Service Item and with the Billable
checkbox unchecked and the duration is Exchanged.
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o If the Timekeeper’s Billing Rate is a Contingency Rate, then a Non-
billable Contingency Service Item is applied in QuickBooks, and the
duration is Exchanged.

o If the Amicus Attorney Time Entry’s Billing Rate is a Flat Rate, then
a search is performed for a corresponding Service Item upon
Exchange. If no corresponding Service Item exists for the Flat
Rate, then a Service Item is created with the name “Flat Rate -
[value]”, and the duration is set at 1 hour.

o If the Amicus Attorney Time Entry’s Billing Rate is an Other Rate,
then a search is performed for a corresponding Service Item upon
Exchange. If no corresponding Service Item exists for the Other
Rate, then a Service Item is created with the name “Other Rate -
[value]”, and the duration is Exchanged.

About Billing Rates and Service Items

Billing Rates in the link are exchanged in one direction only - from
Amicus Attorney to QuickBooks Service Items. This is to ensure that
any Billing Rate used in an Amicus Attorney Time Entry will exist as a
Service Item in QuickBooks. A Service Item parent record will be
created during Initialization or Exchange for each Timekeeper, if one
does not already exist, with Subitems for each Billing Rate, including
Non-billable and Contingency. For example, the Amicus Attorney
Timekeeper, “Heather Gavel”, is matched with the QuickBooks Service
Item (parent item) of the same name*, and the Amicus Attorney
Billing Rates belonging to that Timekeeper for each Billing Category
(i.e., “Normal”, “Discount”, etc.) are matched with the QuickBooks
Subitems of the same names.

The following illustrates how the Timekeeper and Billing Rates appear
as a Service Item and Subitems, respectively, in the QuickBooks Item
List:

#. Item List

¢ Contingency
+ Marmal

+ Premium

+ Mon-Billable

* Please note that the Amicus Attorney Timekeeper is matched with
the QuickBooks Service Item (parent item) according to the Mapped
Name. No rate or description is required for the parent record.

Important: Deletions and modifications to Billing Rates are NOT
supported in the link. All modifications and deletions must be
performed manually in both applications.

About Activities and Service Items

Non-billable Time Entries can be sent from Amicus Attorney to
QuickBooks. This will allow QuickBooks users access to Amicus
Attorney Activities through the QuickBooks database.
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Amicus Attorney Activities can be created on multiple levels, and it is
important to note that QuickBooks only supports up to five (5) levels
of Service Items.

A match will occur only if the Activity Name in Amicus Attorney and
Group Name (or other subitem name, where applicable) matches the
QuickBooks Service Item Name and the “Subitem of” the parent
name(s), where applicable. For example, a new Activity of “Exchange
Voice Mail” under the “Telephone” Activity Group in Amicus Attorney
will be created in QuickBooks, only if the parent level “Telephone”
already exists in QuickBooks.

The best views for comparing your current records is through the
QuickBooks List Window and the Configure > Time Sheets dialog in
Amicus Administrator, or from a printout of the information from each
program.

Deletions and updates to Activities are not supported in the link.
Changes and deletions must be done manually in both applications.

The maximum number of allowable characters for the name of a
QuickBooks Service Item is 31. If the name of an Amicus Attorney
Activity exceeds this number, the Service Item will appear truncated in
QuickBooks upon Initialization or Exchange, and may result in a non-
unique Service Item being sent over. All Service Item Names must be
unique in QuickBooks.

UTBMS Task and Activity Codes are currently not supported.

Using QuickBooks Classes

Those users who take advantage of Classes in QuickBooks for
purposes of tracking different segments of their business and breaking
down income and expenses for each segment, can carry that tracking
ability through to Time Entries that are posted from Amicus Attorney.
This will ensure a more accurate analysis of your business practices.
Classes should only be used for tracking one area.

If you intend to activate the Amicus Attorney option for tracking
Classes when you are configuring your General option settings, Class
tracking must first be enabled in QuickBooks.

You have the choice in your Setup options of tracking one of four
areas:

= Location

= Timekeeper

= File Type

= Billing Category

This option will cause your selected data type to populate the Class
field of all Time Entries sent from Amicus Attorney to QuickBooks. For

example, if you chose Fee Methods, then the Billing Category for the
Time Entry would be included.
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Each of these four types of Amicus Attorney records are created in a
simple one-level list, whereas QuickBooks supports multiple levels of
Classes. Therefore, any new Classes created in QuickBooks through

the link will be added as non-hierarchical records.

The exchange of Class List values will be one-way from Amicus
Attorney to QuickBooks based on your General option settings. For

more details on how fields are mapped, see the Field Mapping section.

Deletions and updates to Classes are not supported in the link.
Changes and deletions must be done manually in both applications.

Important Note if Files Types are Chosen: Files Types are also
exchanged in both directions with QuickBooks Job Types. If your Job
Types are hierarchical, they will be added in Amicus Attorney with
each subitem name separated by a colon (:). This character is not
supported by QuickBooks in Class List Names, and therefore
hierarchical Job Types are not supported if they are also to be used in

Class Lists.

In order for Classes to appear in your Time Entries, you need to
open QuickBooks, select Edit > Preferences, choose Payroll &
Employees, click the Company Preferences tab, and from the “Assign
one Class per” option, activate the Earnings Item radio button.

Preferences [ x|
% AI [ My Preferences I LCompany Preferences ] oK |
et QuickBooks Payroll Dizplay Emplovee List by Cancel |
% Full payroll features ' First Mame " Last Mame
Help
o N Il 4|
¢|i K[ [~ Mark new employees as sales reps
Intexqrated Default |
12 pplications Employee Defaults. ..
Jj _I Fritting Alzo See:
Iv! Print employee address on check voucher.
Jobs & . General
E stimates ¥ Prink compary address on check voucher.
v Frint zick information on check voucher, Tax1099
V¥ Frint vacation infarmation on check woucher.
Employess ¥ Print pay period in check mema.
[ Hide pay rate on Select Employess ko Pay windaw.
EL{;CB}:]ZE?SS v Recall quantity field on paychecks.
Gs [ Print Emplaves List one per page.
y ¥ Repart all payrall tases by Custamerdob, Service Item, and Class.
Reminders - -
LI &z3ign ane class per ¢ Entire paycheck lT\
Field Mapping
Amicus Attorney File/Client and QuickBooks
Customer:Job
Amicus Attorney File QuickBooks Amicus Attorney
Customer:Job Contact (applies only
Fields to new Contact created

via link) *

or

2
Name

Client ID:Matter ID

Client Name:Matter

Customer:Job
Name
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Amicus Attorney File QuickBooks Amicus Attorney
Customer:Job Contact (applies only
Fields to new Contact created
A 1
via link)
Company Name 3 Company Name 4 Company Name
Prefix 3 Salutation * Prefix
First Name > First Name * First Name
Middle Name 3 Middle Initial Middle Name
Last Name 3 Last Name * Last Name
Address 3 Bill To Address Street Address
(Street)
city 3 Bill To Address City
(City)
State/Province > Bill To Address State/Province
(State/Province)
Zip/Postal Code 3 Bill To Address Zip/Postal Code
(Zip/Postal Code)
Phone 3 Phone Home Phone or
Company Phone
Alt. Phone 3 Alt. Phone Home 2 Phone or
Business 2 Phone
Fax 3 Fax Home Fax or
Business Fax
E-mail 3 E-mail Home E-mail or
Business E-mail
Client Role on File © Customer 'gype
Reference
Responsible Lawyer ®* 7 Rep
File Status ° Job Status
File Open Date 6 Job Start Date
File Status: “Active” 6 Active
File Type ° Job Type Reference
1 — This column only applies to new Contacts created in Amicus Attorney during
Initialization or Exchange, and is dependent on the QuickBooks Customer Type. If
the Customer Type is Individual, then Address and Communication items will be
assigned to the Home Card of the Amicus Attorney Contact. If the Customer Type is
Corporate, then Address and Communication items will be assigned to the Office
Card of the Amicus Attorney Contact. If the Customer Type has not been specified,
or if it is neither Individual nor Corporate, then the following rule applies: If the
QuickBooks Company Name field is empty, Address and Communication items will
be assigned to the Home Card of the Amicus Attorney Contact. If a name has been
entered in the QuickBooks Company Name field, Address and Communications items
will be assigned to the Office card. Please note that Amicus Attorney Contact cards
are not updated during an Exchange with QuickBooks. Only the Client Information
on the File is changed.
2 — Dependent on whether QuickBooks Customer:Jobs are set to be identified as Client
ID:Matter ID or Client Name:Matter Name in your General options.
3 — These fields appear in QuickBooks Client Information field on Client & Matter brad of
Amicus Attorney File.
4 — When Exchanging data from Amicus Attorney to QuickBooks, Name information is

Amicus Attorney V: Designed for use with QuickBooks
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5 — Refers to entity designation: Individual or Company.
6 — Not updated on change.

7 — Based on Team Member Mapping. See also: About Team Member Assignments.

Amicus Attorney Contacts assigned to Vendors List and
QuickBooks Vendors

Note: The following table applies if the Setup option has been enabled
for exchanging QuickBooks Vendors with Amicus Attorney Contacts
who have been assigned to the Vendors Contact Group.

and/or
Company Name *

Amicus Attorney QuickBooks
Contact in Vendor Vendor
Group

Last/First/Middle Name Name

Company Name (Office
Card)

Company Name

Prefix Salutation
First Name First Name
Middle Name Middle Initial
Last Name Last Name

Office Address

Vendor Address

Business Phone 1 Phone
Business Phone 2 Alt. Phone
Business Fax Fax
Business E-mail E-mail

* If both the Company Name and First/Last Name fields are empty in QuickBooks, the
Vendor Name is assigned to the Company Name field in Amicus Attorney.

Amicus Attorney Activities and QuickBooks Service Items

Amicus Attorney QuickBooks Service
Activity Item

Activity Name Item Name/Number
Activity Group Name (if Subitem of
applicable)

Activity Rate Attribute Description
Description *

Activity Rate (if Rate

applicable)

Fee Income Account Account

Name

(as per Preference)

* This refers to the type of Rate associated with the Activity.
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Amicus Attorney Billing Rates and QuickBooks Service

Items

Amicus Attorney QuickBooks Service
Billing Rate Item

Billing Rate Name Item Name/Number
Timekeeper Subitem of

Description

Billing Rate Rate

Fee Income Account Account

Name

(as per Preference)

Before You Initialize

It is highly recommended that you take the time to understand the
fundamental ways in which data sharing with QuickBooks works. See
the section, “What is Exchanged”.

Before performing the Initialization, there are some preliminary
procedures you will need to do. The following is a checklist of these
steps, each of which are fully detailed in this document.

1 Ensure data consistency between Amicus Attorney and QuickBooks.

2 In QuickBooks, assign QuickBooks Reps to every Customer whose Job
information will be Exchanged with Amicus Attorney.

In QuickBooks, move Jobs out of Customer records.
4 In Amicus Attorney, select QuickBooks as your Accounting System.

In Amicus Attorney, configure your Setup options in Amicus
Administrator.

6 In QuickBooks, configure your Integrated Application Preferences, if
desired. For information, see the Recommendation in the topic, .

7 Back up your data in QuickBooks. Note: Backing up Amicus Attorney
data is done automatically when you perform the Initialization.

8 In Amicus Attorney, perform the Initialization.

9 Configure individual Team workstations so that Team Members may
access the QuickBooks Company File.

10 From the QuickBooks.txt log file, resolve any inconsistencies listed.

11 Once you have Initialized, you may Post Time Entries from Amicus
Attorney to QuickBooks and Exchange information on a regular basis
to ensure data is kept up-to-date.

Note: If you encounter difficulties while sharing data with QuickBooks,
please consult the topics contained in the “Troubleshooting” section of
this white paper.

Backing up your Data in QuickBooks

Before you set up the link, it is strongly recommended that you back
up your data in QuickBooks before Initialization. For instructions,
consult your QuickBooks documentation.

Note: There is no need to back up your Amicus Attorney data as this
is done automatically when you perform the Initialization.
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Ensuring Data Consistency

It is highly recommended that a data review be carried out prior to
Initialization to ensure that data has been consistently entered in key
fields in both applications. It is equally important that all Team
Members understand the basics of how Amicus Attorney and
QuickBooks match data based on the key fields and how the subitems
within each of the applications affect the match criteria. The most
basic underlying premise of the link is that if a match is not found in
the other application, the record will be added. Therefore, data
consistency is especially important for those types of records that are
exchanged in both directions. Taking the time to check for data
consistencies and making those Team Members who enter data aware
of the link fundamentals, will help in eliminating duplicates from being
created upon Initialization and subsequent Exchanges.

Assigning QuickBooks Reps to Customers

QuickBooks Employees specified as Reps on Customer records are the
equivalent of Amicus Attorney Team Members assigned as Responsible
Lawyers on Files. In order to assign a Rep to a Customer record, you
must first set up the Employee as a Sales Rep.

There must be a Sales Rep who is mapped to an Amicus Attorney
Team Member assigned to every Customer whose Job information is to
be exchanged with Amicus Attorney.

» To add a Rep to a Customer in QuickBooks:
1 From the Customer:Job List, double click on a Customer record to
open it.

#._ CustomerJob List

M ame
+ Clark, Admiral
+widgetco Purchasze

2 From the Edit Customer window, click the Additional Info tab.

% Edit Customer
Customer Name  [Clark Admiral
Current Balance :  2.830.00 How do | adiust the current balance? Ll
Cancel |
Address Info I Additional Info I Payment Infa I
Motes |

Categorizing and Defaultz Frice Level I j Help |

Type .
Custom Fields
[ hd

Customer iz

Inactive
Tems

[ A
Rep
[ M
Prefemed Send Method
INone ﬂ
Define Fields I
Rezale Ma. I

3 Click the Rep drop-down, and select the Employee whom you wish to
add as a Rep to the Customer.
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% Edit Customer

LCustomer Name

Current B alance :

|Clark. Admiral

3,030.00 How do | adjust the curent balance?

0K

Address Info IAddilionaI Inlol Payment Info I

[ A

Richard Dish

Categorizing and Defaults Price Level
IT}'DE j Cusztom Fields
Terms
[ A
Fep

HE =]

< Add New »

BT Billy Thomas Employes

DR Daniel Rochier Employes
Elsine ‘W aszal E mployes

Emploves
Employes

Define Figlds

||
Cancel |

Motes |
Help |

Customer iz
Inactive

4 Click OK to save the Customer record.

If your Employees have not been assigned to the Sales Rep List you
will need to add them.

» To add QuickBooks Employees to the Sales Rep List:

1 From the Lists menu, choose Customer & Vendor Profile Lists, and

then choose Sales Rep List.

| Gavel & Gown - QuickBooks Pro 2002

=] E3

File Edit Wiew

Compary Custorers Vendois Employses Barking Reports Window Help

? [ x]
Estimate Total

ﬂ Eﬁ' Chart of dccounts Chrl+a, =7 |a:| [’3 Q &) _',]”
Irwoice  Cust Item List Feg Accnt Rmnd  Find  Support Backup
— Price Level List
- Pagrall [tem List
Havinstots Thoallis Balance Motes | Job Slatus
el i
G Customers | Distomendoh List Chike) 2000
E Vendors Wendor List 5050.00
Emplaoyee List F80.00
o Employees  pyc ames Lis 1.030.00
Banking dor Profile Lists
% Business 51 Templates Custamer Type List
Wendor Type List In progress
[, Repotts 4y oioed Transaction Lt CiT Tt
Help & SuppoIT TG Job Type List
»Mark Finlayson Temns List
«Finlayson v. Weir Customer Message List In progress

Open Windows

Company Navigator

+Molly Lancaster
Lukkor Enterprises
+Nadine Grossman

Payment Method List
Ship Via List

Reminders
Item List
Emplopee List

Sales Rep List
Job Type List

New Features

Sales by Rep Summany

Sales by Rep Summany

«Renny Estate

CustomerJob ” Activities ~| Reports ~ ||_ Show Al
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2 Click the Sales Rep button and select New.

" Gavel & Gown - QuickBooks Pro 2002 M= &3
File  Edit View Lists Company Customers Vendors Emplogees Banking Heports  ‘Window Help
= B ( i z &
H B B B B 4 & & B & a 2 o
Invoice  Cust Item  MemTx  Wend Check Bill Feg Accnt Rmnd  Find  Support Backup
# Sales Hep List x|
et Sales Fep Tupe
T Company BT | Bily Thomss Ernployes
DR Daaniel Rochier Emplopee
U8 Customers Ew Elaine Wassal Erployes
& vendors HiE Heather Gavel Emplayee
L .Jane Woo Emplayee
g% Employees RD Richard Dish Employes
Banking
2} Business Services
@ Reports
Help & Support
Open Windows
s | T T
Customer:Job List Eat T
Company Mavigator Deete =
Fieminders
Itern List Make Inactive
Employee List Show &l Sales Reps
Sales by Rep Summary Lise CulsU
deb Type List Find in Transactions
Sales by Rep Summarny
Mew Features Prirt List Chil+P
.Sales Rep Ti| Repos ¥ |7 Show 4l

3 From the Sales Rep Name field, click the drop-down, select an
Employee name, and click Next.

Mew Sales Rep
Sales Rep Hame: oK |

|Billy Thomas
= Cahcel |
Sales Rep Initials:
|eT
Sales Rep Type: Edit Mame...
II':"“F"':“’BE Sales Repis
inactive

4 After selecting the last Employee to be added as a Sales Rep, click OK.

All QuickBooks Employees added to the Sales Rep List may now be
added to Customer records.

Moving Customer Jobs out of Customer Records

Jobs in QuickBooks cannot reside at the Customer record level, as
QuickBooks does not support the addition of new Jobs to this type of

Customer. All Jobs must appear listed beneath the Customer record in
the Customer:Job List.

Before you Initialize the link, it is important that you manually
separate Jobs from their respective Customer records in QuickBooks.
If the link has already been Initialized, ensure that any newly added
Jobs that reside at the Customer record level are separated before you
exchange information.
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» To manually separate a Job from the Customer level and place

it into the Jobs category:

1 From the Customer:Job List in QuickBooks, highlight the Customer
record in which Job information exists at the Customer level.

#_ CustomerJob List

+ John Doe
+ Clark Adriral

+Widgetco Purchaze

2 Select Customer:Job > Add Job.

# Customer:Job List

&+

&

&

John Dioe
Clark &driral
+'Widgetco Purchaze
Come Lear
« Lear E state
Com Cantor

+Eleanor Munszter

+Henmy Micholz
Hew Chrl+M
Edit Cl+E
Delete Chrl+D

E
Make Inactive
Show All Customers

v Hierarchical Wiew
Flat Wigw

Uze
Find in Tranzactions...
Motepad

Chrl+L1

Print List...
Fe-zork List

Chil+F

Acthivities =

I CustomerJob ~:

The following prompt appears:

Moving Exizting Job Information E2 |

Job-related information exizts for thiz customer.

(uickBooksz will azsign the name "Job 1" to the existing job,

but pou zan change the name by zelecting and editing the name.
Click OF. to accept the name and set up another job.

Click Cancel if you don't want to create any new jobs for thiz customer.

Cancel |

3 Click OK.

4 A New Job window appears. Click Cancel.
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5 The Job information now appears in the Customer:Job List category

below the Customer record displaying the default title, “Job 1”. Note:
If you open the Customer record, you will see that there is no Job Info
tab.

To edit the name of the Job record, double-click on the record to open
it.

#_ CustomerJob List
M arne

¢ John Doe

«'Widgetco Purchaze

From the Edit Job window, enter an appropriate name of the Job in the
Job Name field.

B Edit Job B
Job Mame

Current Balance :  0.00 How do | adjust the curent balance? LS

Cancel

e

Address Info I Additional Info l Payment Infa l Job Info I

Motes
Custamer IJohn Doe j Contact IJohn Doe Help |
Campany MameDoe Erterprises Phone  [912:345-3020 —
™ Job iz inactive
Mr./Ms. A I FAX IS‘I 2-345-3022
First Mame IJohn M.I.I Al Ph. I
Last Mame |Doe Al Eontactl
E-mail I
Addreszes
Eill To Ship To

Doe Enterprizes
John Dioe

120 Reading Rd. 3> Copy x> |

Toulane, W5 90210 0201
LISA

Address Detailz | Addrezs Detailz |

8 Click OK to save your Job information.

The proper Job name appears listed under the Customer record in the
Customer:Job List.

#_ CustomerJob List
RENIE

+John Doe

+ Clark Adrniral
+%Widgetco Purchaze
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Selecting QuickBooks as your Accounting System and
Configuring Setup Options

Important: Before you select QuickBooks as your accounting system,

Import/Export  Database Users Beportz  Window Help

Lalendar...
Contacts...

Files...

Dailies. ..

Backup Options...
Admin Optiong...
Other...

Outlook. ..

Save to File...

Configure Time Sheets Lists

please ensure that QuickBooks is running.
To select QuickBooks as your accounting system:

From Amicus Administrator, select Configure > Time Sheets.

[ WM 4

From the Time Sheets dialog, click the Accounting System tab.

From the drop-down, select QuickBooks Link.

RQuickBooks Link Setup

General | Exchangs | Team Member Mapping |

To configure your setup options:
Click the Team Settings button to configure your settings.

The QuickBooks link setup dialog appears. It consists of three tabs:
General, Exchange, and Team Member Mapping.

The QuickBooks link setup dialog opens to the General tab.

—dentifying Fil
Customer:Jobs are identified 2= follows in QuickBooks:
¢ {Client ID:Matter ID}

€ Client Name:Matter Name

[ Cla

& | da not use QuickBooks Classes

| use QuickBooks to track:
% Separate Office Location O Type of Law
= Timzkespers  Fee Methods

~ Accoun

Fee Income Fee Income

o]

Cancel | Hep |

From the General tab you will need to specify the following options:

e Whether you wish to identify Customer:Jobs in QuickBooks as
Client ID:Matter ID or Client Name:Matter Name. This is dependent
on whether you use numbers or names for Customer:Jobs in
QuickBooks. For information, see the section, Customer:Job

Naming Conventions.

¢ Whether you use QuickBooks Classes to track Separate Office
Locations, Timekeepers, Types of Law, or Fee Methods.
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Note: If you wish to use QuickBooks Classes for tracking purposes,
please ensure that Class Tracking has been enabled in QuickBooks.

e What Account Name you use for Fee Income.

6 Click the Exchange tab.

QuickBooks Link Setup

General Exchangs | Team Member Mapp\ngl

Itis recommended that the application with the most up-to-date information ovenite the other
during the Initialization process. Select which data you wish ta take priarity:

& Amicus Attorney
€ QuickBooks

Note: During subsequent Exchanges, Amicus Attomey data will always ovenwite matching
QuickBooks data.

r~ Company Fil

Full Path Name of QuickBooks Company Fils:

IC.:\Program FileshntuithGuickB ook 3| Brovse

~Wendor

Do you wish lo exchange QuickBooks Vendors with Amicus ttoiey Cantacts belanging
to the Venders Contact Group?

& Yes
Mo

ok | cancel | Hep |

From the Exchange tab you will need to specify the following:

e Which application you wish to have overwrite the other during
Initialization: Amicus Attorney or QuickBooks. It is recommended

that you select the application with the most up-to-date
information.

Note: After Initialization, Amicus Attorney will always overwrite
the matching data in QuickBooks.

e The full path name of the QuickBooks Company File (e.g.,
C:\Program Files\Intuit\QuickBooks\Amicus Attorney.qbw)

e Whether you wish to exchange QuickBooks Vendors with Amicus
Attorney Contacts belonging to a Contact Group containing the
word “Vendors”.

7 Click the Team Member Mapping tab. This tab will dynamically list all
Team Members in Amicus Attorney and all Employees in QuickBooks.

QuickBooks Link Setup
General | Exchange Team Member Mapping |
Select a Team Member name in the left column, then perform ahe of the following:
Option 1: Highlight a QuickBooks name, then click the Map button.

Option 2: Click the Auto-Map button to automatically map unmapped Team Members
where a match occurs

Team members Mapped names | QuickBooks Employees

Eilly Thomas

Danisl Rochier
Elaine Wwassal
Dariiel Rachier Heather Gavel
Jane Woo Jare Won
Richard Dish Richard Dish

Elaine “Wassal —

Unmap

i

Auto-bap Clear Mapping |

1] I Cancel Help
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8 The first time you access QuickBooks, you will receive the QuickBooks
- Application Certificate dialog, allowing you to access the Company
File by clicking “Yes, This Time” or “Yes, Always”. (For details on
accessing the QuickBooks Company File, see the following section.)

QuickB ooks - Application Certificate

An application iz requesting access to the following QuickB ooks

COmpany:

Gavel & Gown

— Application Name and Developer
Mame: Amicug Attorney
Developer:  Gavel & Gown Software Ine.

r Certificate Information
Developer identity has been verified by:
WeriSign Commercial Software Publishers CA

r QuickBooks Solutions Marketplace
Search for information about thiz application at the

7 QuickBooks Solutions Marketplace

Do wou want to let thiz application share data with vour QuickBooks company file?

ez, Always | Mo | Help |

9 Map your Amicus Attorney Team Members to your QuickBooks
Employees from the Team Member Mapping tab.

The Team Member Mapping tab in the QuickBooks link setup dialog
contains two columns: one that lists your Amicus Attorney Team
Members and one listing your QuickBooks Employees. You may map
your Team Members/Employees in two ways:

e By selecting a Team Member name in the left column, selecting the
corresponding name in the QuickBooks Employees column, and
clicking Map.

e By clicking Auto-Map to automatically map Team Members to
matching Employees.

If not all Timekeepers are mapped to a corresponding Employee, and
you click OK in the QuickBooks link setup dialog, the following warning
will appear: “One or more Amicus Attorney Timekeepers has not been
mapped to a QuickBooks Employee.”

Important: All Team Members mapped as QuickBooks Employees
must also be set up as Sales Reps in QuickBooks. See the section,
Assigning QuickBooks Reps to Customers.

10 Once you have finished configuring your General and Exchange
options and setting your Team Member Mapping, click OK.

11 You will be reminded to perform a backup of your Amicus Attorney and
QuickBooks systems before Initialization. Click OK.

QuickBooks now appears as a separate menu item in the Amicus
Administrator window. There are two menu options available: Initialize
and Exchange.

Before Initializing, you must first configure your settings.
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Accessing the QuickBooks Company File

The QuickBooks - Application Certificate dialog will appear in the
following instances:

e By default when you are configuring your Setup options for the
first time (specifically, the Team Member Mapping).

o If the “Yes, This Time” option is chosen, AND you click the Team
Member Mapping tab, are posting a Time Entry, or are Exchanging
Information.

o If the QuickBooks Administrator has specified for the prompt to
appear through the Integrated Applications area of the QuickBooks
Preferences, AND you click the Team Member Mapping tab, are
posting a Time Entry, or Exchanging Information.

You are presented with two options for allowing access to the
QuickBooks Company File:

e You may click “Yes, This Time” to allow access to the QuickBooks
Company File in the present instance and to be prompted each
time the Company File is accessed through the link (i.e., when
clicking the Team Member Mapping tab or posting a Time Entry).

e You may click “Yes, Always” to allow direct access to the
QuickBooks Company File in every instance without the user being
prompted. Note: This is the recommended setting.

If you select the “Yes, Always” option, you are asked whether you are
sure you want to allow access to the QuickBooks Company File without
asking the user. You are also informed in this prompt that if you
choose to continue, this setting may be changed back through the
Integrated Applications area of your QuickBooks Preferences.

Recommendation: The Integrated Applications area of the
QuickBooks Preferences contains a setting for controlling access to
QuickBooks from another application. It is recommended that the
QuickBooks Administrator activate this setting to allow Amicus
Attorney to access the QuickBooks Company File when QuickBooks is
not running. (This is the recommended configuration for Initialization.)
It may be set so that the QuickBooks - Application Certificate dialog
will appear every time a Team Member tries to access the QuickBooks
Company File, or it may be set so that access will be provided
automatically.

The QuickBooks Administrator may also de-activate this setting to
disable the link, resulting in Timekeepers being unable to post Time
Entries and Exchange data through Amicus Administrator. See your
QuickBooks documentation for further information on the Integrated
Applications area of your QuickBooks Preferences.

Configuring Team Workstations

All Time Entries posted by Team Members are sent directly to the
QuickBooks Company File. Before Team Members may post Time
Entries, they need to specify the location of this file from their
individual workstations.
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Note: The location of the QuickBooks Company File also needs to be

entered at the Amicus Administrator level in the QuickBooks link setup

dialog when you set your Exchange options. However, this setting is
made specifically for the purposes of Initialization and Exchanging

data, and not for posting Time Entries.

To enter the location of the QuickBooks Company File from a Team

Member workstation:

1 From Amicus Attorney, select File > Setup.

= Dffice
JEY Edit Amicus Toolk OFFICE  Stickies Help

Hew

Close
Close Al

Print Setup..

Beports 3

Preferences. !

Master Documents

Exit

2

Contacls Calendar

[_[Ofx]

Dailies

2 From the Setup dialog, click the Billing tab.
3 Click the Accounting Link tab.

Setup
My Profile  Billing IDUcumenlI Tools | Automatic LUginI F'hunel Statistics Selupl

Biling Rates  Accounting Link |

[BuickBooks link

Posting Location

Specify the location of the GuickBooks Company File to which your Time will

be posted
Browise |

CHPROGRAM FILESAWAMICUSE0NT imeposts

Cancel |

4 Click the Browse button to locate the QuickBooks Company File.

Ensure that the same QuickBooks Company File is chosen as that
which was selected during the setup in Amicus Administrator.
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Browse HE
Laak jr: I 23 Timepost j gl
File name: Open I
Files of type: ({8 Company File [* gbuw) Cancel

6 Click OK in the Setup dialog.

You are now ready to initialize the link.

Initialization

Once you have configured your settings in Amicus Administrator, you
are ready to initialize the link. Initialization ensures that both
programs are synchronized with each other and duplications of
Files/Clients and Customers/Jobs are avoided.

The Team Administrator has the option of selecting which application
data will be used in the event that records exist on both sides of the
link. It is recommended that you select the program in which the data
is the most up-to-date.

On Exchanges done subsequent to Initialization, Amicus Attorney data
will overwrite matching data in QuickBooks.

The Initialization routine will perform the following:

e Employ all of the preferences you have indicated in the QuickBooks
link setup dialog, and ensure that all Team Members/Employees
have been mapped.

e Create new Matter/Client and Customer/Job records in Amicus
Attorney and QuickBooks where necessary.

e Align and link existing Matter/Client and Customer/Job records
where a match occurs.

e If the Team Administrator indicates by preference to Exchange
QuickBooks Vendors with Amicus Attorney Contacts belonging to
the Vendors Contacts Group:

o New Vendor records will be created on both sides of the link.

o Existing Vendor records will be aligned on both sides of the link
where a match occurs.

e Align Amicus Attorney File Types with QuickBooks Job Types.

e Add Amicus Attorney Activities to QuickBooks as Service Items, if
required.

e Add Amicus Attorney Billing Rates to QuickBooks as Service Items,
if required, with a Service Item parent record created for each
Timekeeper.

e Align Class Lists in QuickBooks according to your General Option
Settings in Amicus Attorney.
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Tip for first-time installs: If you are installing Amicus Attorney for
the first time and have installed Amicus Administrator, but have not
yet installed your Team Members, it is recommended that you add
your Team Members through Amicus Administrator and Initialize the
link prior to installing Amicus Attorney Team Member Offices. Running
the Initialization prior to installing your Team Members will ensure that
all new records are added. This will alleviate the processing of each
individual transaction upon the Team Member opening their Office.

» To perform Initialization:

Note: Before Initializing, ensure that all Team Members are logged out
of Amicus Attorney and are running online by selecting Users > User
Management > Status from Amicus Administrator.

For performance reasons, it is recommended that you DO NOT have
QuickBooks running during Initialization, as this will result in slower
processing of the data. However, in order to run Initialization in this
configuration, you must first grant access to the Company File through
your QuickBooks Integrated Applications Company Preferences.

You must be running QuickBooks in Single-User mode to change your
Integrated Applications Company Preferences (see your QuickBooks
documentation for details).

This also applies if you wish to have QuickBooks running during
Initialization. If you prefer to have QuickBooks open during
Initialization, you should be running QuickBooks in Single-User mode.

1 From the Amicus Administrator QuickBooks menu, select Initialize.

micus Administrator

LConfigure  Import/Export  Database Users  Beports R

Exchange

[ NoM[ 4

A prompt appears informing you that the Initialization process will
automatically back up your Amicus Attorney data, and that it is highly
recommended that you first back up your data in QuickBooks prior to
proceeding with the Initialization.

2 If you have already backed up your data in QuickBooks, click OK to
proceed with the Initialization. If you have not, click Cancel, back up
your data in QuickBooks, and return to Step 1 of these instructions.

The Initialization process begins.

A message appears informing you that the Initialization process is
complete, and that any discrepancies that may have been encountered
during Initialization have been logged in the QuickBooks.txt log file.
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encountered during the process have been logged in the

The Initislization Proceszs iz now completel Ay discrepancies
& [uickB ook tat log file which will nest appear in Motepad.

3 Click OK to access the QuickBooks.txt log file, and resolve any
inconsistencies listed. For information, see the Troubleshooting section
later in this document for resolving inconsistencies using the
QuickBooks.txt Log file.

B quickbooks.txt - Notepad M=l B
Fil= Edit Search Help

File "Woo Enterprises" was ignored. It does not have Client ID/Hatter ID or Client Hame/ =]
Matter Hame specified.
Unable to create new File for QuickBooks Customer "Cory Cantor"™ because there is no Job
Description.
Unable to create new File for QuickBooks Customer "Eleanor Munster' because there is no Job
Description.
Unable to create the File identified as: “Bobby Donnell - Donnell v. Gavin™ due to
incomplete data. There is no Sales Rep specified inm QuickBooks.
Unable to create the File identified as: "HMollj Lancaster - Lukkor Enterprisés™ due to
incomplete data. There is no Sales Rep specified inm QuickBooks.
Unable to create the File identified as: "Madine Grossman - Renny Estate” due to
incomplete data. There is no Sales Rep specified inm QuickBooks.
Unable to create the Contact identified as: “Bobby Donnell" due to incomplete data. There
is no Sales Rep specified in QuickBooks.

4|

If you experience problems related to exchanging address information,
you will need to verify your address information in QuickBooks. See
the Troubleshooting section later in this document for details.

Note: If you want to reference the QuickBooks.txt file at a later time,
you may access it from the following location on the server: [drive
letter]:\Program Files\Team50\Localdb folder. Please note that the
QuickBooks.txt log file will be overwritten on subsequent Exchanges.

Once the Initialization process is complete, the Exchange menu option
will become active and you may begin Exchanging data.

Amicugs Administrator

File Configure Import/Export  Database Users Heports Window Help

[ WoM[

Warning: Once you initialize the link for the first time, subsequent
selections of the QuickBooks > Initialize menu option will result in a
dialog warning you that you have already initialized the link and that
selecting this option again will reset the link. Re-Initialization is done
when Amicus Attorney and QuickBooks records become out-of-sync, or
after the database has been restored.
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Exchanging Data

The QuickBooks Exchange menu option is enabled after you have
Initialized the link. The Team Administrator performs the process of
Exchanging data between Amicus Attorney and QuickBooks on a
regular basis, ensuring that information is kept up-to-date on both
sides of the link.

Records that are locked as a result of a Team Member accessing a
record will not be included in the Exchange.

Note: It is not necessary for Team Members to be logged out of
Amicus during an Exchange—if any relevant Files or People are locked
(in use), those particular records will be skipped at this time and dealt
with on a subsequent Exchange. For recommendations on user access
to QuickBooks during an Exchange, please consult your QuickBooks
documentation.

» To exchange data between Amicus Attorney and QuickBooks:

1 From Amicus Administrator, select QuickBooks > Exchange.

Amicus Administrator

File Configure  Import/Expart  Database Users Beports Window Help

Initialize

[ MNOM[ 4

2 If the QuickBooks - Application Certificate dialog appears, allow access
to the file by clicking “Yes, This Time” or “Yes, Always”. (For details,
see the section, Accessing the QuickBooks Company File, earlier in this
document.)

QuickB ooks - Application Certificate

An application is requesting access to the following QuickE ooks
company:

Gavel & Gown

— Application Name and Developer
MName: Amicus Attorney

Developer:  Gavel & Gown Software Inc.

r Certificate Information
Developer identity has been verified by:
WeriSign Commercial Software Publizhers CA

r QuickBooks Solutions Mark etplace
Search for information about this application at the
# QuickBooks Solutions M arketplace

Do pou want to let this application share data with your QuickBooks company file?

Ve, Always | Mo I Help |

The Exchange of data begins.

If you experience problems related to exchanging address information,
you will need to verify your address information in QuickBooks. See
the Troubleshooting section later in this document for details.

You may receive a message informing you that discrepancies or locked
records were encountered during the Exchange, and that you will need
to refer to the QuickBooks.txt log file to resolve them.
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3 Click OK to access the QuickBooks.txt log file and resolve any
inconsistencies listed. For information, see the Troubleshooting section
later in this document for resolving inconsistencies using the
QuickBooks.txt Log file.

If you want to reference the QuickBooks.txt file at a later time, you
may close it and access it from the [drive letter]:\Program Files\
Team50\Localdb folder on the server. Please note that the
QuickBooks.txt log file is overwritten each time you Exchange
information.

The latest changes are now reflected in both databases.

Posting Time Entries

Team Members may post Time Entries to QuickBooks from their
Amicus Attorney Office through the Time Sheets module, provided:

e The Team Administrator has set up the link.

e They have QuickBooks Pro or Premier Edition installed on their
workstations.

e They have specified the location of the QuickBooks Company File in
their Team Member Settings.

e The QuickBooks Administrator has provided access to the
QuickBooks Company File in the Integrated Applications area of the
QuickBooks Preferences.

Direct posting from the Team Member workstation, as it is commonly
referred, has some restrictions:

o Posting will fail if a user attempts to post on a File that has been
created in Amicus Attorney but not yet created in QuickBooks
because the Team Administrator has not yet done an Exchange.
The user may post at some later time, when the File has been
created in QuickBooks after an Exchange from Amicus
Administrator.

e Users cannot post when offline.

Non-Timekeepers cannot post Time Entries from their own Office.
However, any Team Member with the correct password may open a
Timekeeper’s Office in Amicus Attorney and create or post a Time
Entry for that Timekeeper.
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» To post Time Entries from Amicus Attorney to QuickBooks:

1 Open the Amicus Attorney Time Sheets module.

£ Heather Gavel's Time Sheets =] EX
Eile Edit Amicus Tools TIME SHEETS Shickies Help
Unposted Monthly Search Statistic:
[Today |
Duration | File | Description
1.00 Clark Admiral - Widgetco Purchase Comrespondence with
0.40 Widgetco Consultation with

0.20 Woo Enterprises Discussion with

Curt Lozier

Neqgoliahions

2.40 Billable Sorted by time of entry Post | New
0.00 Non-billable

2.40 Total Hours

|

2 If you only wish to post selected Time Entries, highlight only those
Time Entries prior to clicking Post, otherwise, click Post.

3 If the QuickBooks - Application Certificate dialog appears, allow access
to the file by clicking “Yes, This Time” or “Yes, Always”. (For details,
see the section, Accessing the QuickBooks Company File.)

4  You will be prompted whether you wish to post specific Time Entries or
all Time Entries at once.

Amicus Attorney

Paszt all tirme ettries for Wed D ecember 5, 2002 to
@ accounting, or anly those selectad?

Selected | LCancel |

e If you wish to post all your Time Entries for that day, click All.

e If you wish to post only the Time Entries you have selected, click
Selected.

If the posting of Time Entries is successful, a prompt appears asking
you if you would like to obtain a printout of the Time Entries you have
posted.

If the posting is unsuccessful, a message will appear indicating that
not all your Time Entries were posted. Any unposted Time Entries will
remain in your Time Sheets module.

If system problems occur during a post routine, you may receive a
message the next time you start Amicus Attorney.
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Troubleshooting

The following topics present information that will help you resolve any
difficulties that you may encounter when using the QuickBooks link.

Re-Initialization

A Re-Initialization utility is available in Amicus Administrator. This
utility should only be used in the event that records become out of
synch, perhaps due to some major change that has occurred in either
database. This may occur after restoring a backup, recovering the
database, or performing an archive or de-archive of records in Amicus
Attorney. The Re-lInitialization utility will first strip out all QuickBooks
List identifiers stored in Amicus Attorney records, and then run the
Initialization routines. Note that this process may be lengthy
depending on the size of the databases and the number of Team
Members.

Important Note: It is highly recommended that you DO NOT re-
initialize the link without the assistance of an Amicus Attorney Certified
Consultant or a Gavel & Gown Technical Support Representative.

To re-initialize the link:
1 From Amicus Administrator, select QuickBooks > Initialize.

The following dialog appears:

WAEMNIMNG! The QuickBooks link has already been
Initialized. Selecting this aption will RESET the link. Itis
highly recommended that the Link only be re-initialized under
the zupervizion of an Amicus Attormey Certified Consultant or
Gavel & Gown Software Inc. Technical Support
[1-800-472-2289).

Do you wizh to continue?

LCancel |

2 Click Continue.

3 A second dialog appears that reads:

WwWIBRMING! You are about to re-initialize the QuickBooks
livik. This utility zhould only be uzed under circumstances

@ irvolving database recoven.

Ape pou gure you wish bo proceed? For further information,
pleaze contact Gavel & Gown Software Inc. Technical
Support at 1-800-472-2283,

LCancel |

4 Click Continue to proceed.

Note: After re-initializing the link, you may need to resolve
inconsistencies using the QuickBooks.txt log file. See the following
section, Resolving Inconsistencies using the QuickBooks.txt Log File.
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Resolving Inconsistencies using the QuickBooks.txt Log
File

After you have performed an Initialization of the link or an Exchange
of data, you may receive a message stating that discrepancies
encountered during the Initialization/Exchange process have been
logged in the QuickBooks.txt log file. When you click OK to this
message, the QuickBooks.txt log file appears.

a quickbooks_txt - Notepad [_ Ol ]
File Edit Search Help
File "Woo Enterprises” was ignored. It does not have Client ID/Hatter ID or Client Hame/ =]
Hatter Hame specified.
Unable to create new File for QuickBooks Customer “Cory Cantor™ because there is no .Job
Description.
Unable to create new File for QuickBooks Customer “Eleanor Munster™ because there is no .Job
Description.
Unable to create the File identified as: “Bobby Donnell - Donnell v. Gavin™ due to
incomplete data. There is no Sales Rep specified in QuickBooks.
Unable to create the File identified as: ™Mollp Lancaster - Lukkor Enterprisés™ due to
incomplete data. There is no Sales Rep specified in QuickBooks.
Unable to create the File identified as: "HNadine Grossman - Renny Estate™ due to
incomplete data. There is no Sales Rep specified in QuickBooks.
Unable to create the Contact identified as: “Bobby Donnell” due to incomplete data. There
is no Sales Rep specified in QuickBooks.

El

The QuickBooks.txt log file is saved by default to the following folder
on the server:

[drive letter]:\Program Files\Team50\Localdb

Note: Each time you Exchange information, the QuickBooks.txt log file
is overwritten.

» To resolve any inconsistencies that occurred during the
Initialization of the link or Exchange of data:

1 With the QuickBooks.txt log file open in Notepad, select File > Print.

In the QuickBooks.txt log file you will find a list of records containing
various discrepancies that need to be addressed on both sides of the
link. For example, an Amicus Attorney File may contain incomplete
data and cannot be created as a Job in QuickBooks, or an Amicus
Attorney File cannot be created from a QuickBooks Customer because
no Job information for that Customer exists.

Please also note that some information may refer to items that were
altered upon Initializing/Exchanging information. For example, if the
name of an Amicus Attorney Activity exceeds the maximum number of
allowable characters (31) for the name of a Service Item in
QuickBooks, the Service Item name will be truncated in QuickBooks.

2 Take the necessary steps to resolve the record inconsistencies listed so
that all data is aligned. This will require you to manually modify the
discrepant information in Amicus Attorney and/or QuickBooks.

Once you have resolved the inconsistencies, you may Exchange
information to ensure that all data is properly aligned and up-to-date.
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Verifying Address Information

QuickBooks automatically assigns First, Middle, Last, and Company
Names to the Street Address fields (line 1 and line 2, respectively) for
purposes of creating a full Bill To Customer Address. To ensure
consistency, the link will also automatically assign Name fields to the
Street Address. It is important to note that changes or new address
information brought over from QuickBooks to Amicus Attorney will
result in an assignment of all data in the Street Address field, including
names.

The following example shows the Bill To Address format for a
Customer who has both Company and First/Last Name information:

e First Name, Middle Initial, and Last Name (if applicable)
¢ Company Name (if applicable)

e Street Address

e City, State/Province, Zip/Postal Code

e Country

If you are experiencing problems when exchanging address
information, open the Edit Address Information dialog in the
QuickBooks Customer:Job record, and ensure that the address
information items (i.e., Address, City, State/Province, Zip/Postal Code,
Country) reside in their proper fields.

Tip: If a new Client/Contact or Vendor/Contact is created in Amicus
Attorney, or if you update the Amicus Attorney Contact card from your
Amicus Attorney QuickBooks Client Information field, you may want to
edit the Street Address in the Primary Contact card to remove any
names, as they may affect Document Assembly output. For
information on updating your Client Information, please see the
section, About the QuickBooks Client Information dialog. For
information on changing Contact card information, consult the section,
Changing Contact Details, in your Amicus Attorney Team Member
online Help.

Error messages

Cannot add to QuickBooks due to same name used in
another list

When Exchanging information, you may receive an error message
stating that the name is already being used in another QuickBooks list.
Such an error message will resemble the following:

“File [File name] has been ignored. It is assigned to Customer
[Customer name], which cannot be added to QuickBooks because the
same name is already used in the QuickBooks Entity Lists.”

The following scenarios will cause such an error message to appear
upon Exchanging information:

¢ If an Amicus Attorney Contact assigned as a Client on a File is also
a Timekeeper.

e If an Amicus Attorney Contact assigned as a Client on a File also
belongs to the Vendors Group.
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e If a Timekeeper is also an Amicus Attorney Contact belonging to
the Vendors Group.

Although Amicus Attorney allows for the above scenarios, QuickBooks
does not permit you to share names between the Employee,
Customer, and Vendor Lists. For example, if you have entered a nhame
in the QuickBooks Employee List, you cannot enter a duplicate name in
the Customer List or Vendor List. It is recommended that the name be
changed in some manner to differentiate it from the other (e.g., John
R. Doe instead of John Doe).

One or more Time Entries not posted to QuickBooks

If you attempt to post a Time Entry from Amicus Attorney, and
someone is currently editing a Time Entry for the same Customer:Job
in QuickBooks, the following error message appears:

“One or more Time Entries were not posted into QuickBooks. There is
an error when saving a Time Tracking. QuickBooks error message:
Records need to be locked before they can be modified.”

Foreign characters not supported

Please note that the Exchange of foreign characters (e.g., a, &, A, 6, Q,
y, B) in text fields is not supported in the link.

For further information, contact

Amicus

ATTORNE Y]

Gavel & Gown Software Inc.
365 Bay Street, Suite 700
Toronto, Ontario M5H 2V1

Telephone: 1 (800) 472-2289
1 (416) 977-6633
Fax: 1 (416) 977-2563

www.amicusattorney.com

info@amicusattorney.com
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