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Minimum System Requirements

= Microsoft XP or newer

= Windows 2000 or newer

= QuickBooks 2003 or newer

= LogMeln installation with username and password
Installation

Purchasing Deluxe for QuickBooks (PDQ) software installation is easy. On purchase, we will contact you by telephone to
set up installation of the following components:

LogMeln IT Reach
Purchasing Deluxe for QuickBooks (PDQ)

Training
Once your Purchasing Deluxe for QuickBooks (PDQ) is installed, we will contact you to schedule a training session to go
over the main features of the system.

Before you Begin

Getting Started

Before you begin using PDQ you will need to start the following:

= QuickBooks 2003 or newer
= eQuality PDQ software
= Your printer (for order acknowledgements from your wholesaler)

Opening PDQ
When PDQ is installed to your computer, an
icon for opening the software will be placed
on your desktop for easy access. To open
PDQ, simply double click on the icon. The
following screen will appear and you are now
ready to begin using the system:

Welcome to the Order Wizard!

* If you do not wish to use the Order Wizard

at this time, click Cancel. Please be sure that you have downloaded

your orders from your Web Site and have
placed them in the Inbox indicated balow,
then click MNext!

Il Wi ectory

Clanualivpaeinh o Hrreae

e )

The Menu
The main menu for PDQ looks like this:

eQuality Internet PDO
Fie Ordars Purchasing Reports LEilties Help

The rest of this administration Manual covers features in they system by these link names, and sub links are preceded by
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the » symbol.
Saving orders from website to Computer
Before you can begin to use your software; you must first import orders from your website and save them to your Inbox in
your PDQ system. To import orders for processing:

1) Log in to your online catalog as Administrator, and go to the Orders link at the top of the page.

File Download - Security Warning, ri_(|
2) In the ma|n Wa|t|ng Orders area Do you want to open or gave this file?
click on the View Orders in Excel @ Name: OpenOrdersiiEscel s
Type: Microsoft Excel Worksheet, 882 bytes

link located at the bottom of the

page. When asked if you would like
to open or save the spreadsheet, open | [ 5o | [ Cacel )
select open.

From:  www.martekonline. com

I -"\l ‘While files fram the Internet can be useful, this file type can
" ?/ potentially harm your computer. IF you do not trust the source, do not
— open or save this software. what's the risk?

3) Once the spreadsheet is open, go to the top of the page and click File and select Save As:

& http:ffwww.shopsunbeltoffice.com/OpenOrdersinExcel.asp - Windows Internet Explorer,

(Sia M |E httpe ffvaene  shopsunbeltoffice. comfOpenOrdersinExcel . asp V| *1 || % | | 2|
I SN Edit  Yiew Insert  Format  Tools Data GoTo  Favorites  Help Y_’ = £‘ »»
{3 by ['_r,éhttp:,l',l'www.shopsunbeltoffice.com,l'OpenOrdersinExc... l_l f-}Home = 4 l-_,:_‘*’Page - ‘,- Toals ~ @Help -
Al e #& Order Number
A B © D E F G| H =
1_[Order Mumber]laccount Login Sk Description Quantity |Unit [Cost |Pri)
Shipping Tape whisp If Seal is Broken
2 748740000756 |PCS520 MhiMB047 S Check Contents Befor 1RL | 217] 3
Round Stic Ballpaint Pen Wedium Paint
E] 7e178lrnnnFen lPras1 A RICGSMITRE 1 A Rloe Ink Na 27 1 o1 na
4) This box will appear: Save As RIx
L Savein: |@ Equalityls ﬂ & v @ 5 ~ Tools ~
Save In: save your file in the Inbox Soata
of your PDQ Software. 4 () Frepost
History @.HELP
File Name: For single postings, we g;:gz;“d
recommend using numbers S Douvex
indicating the date. For multiple My Documents
postings, we recommend using a .
numerical/letter series. For example: BQ
042507a, 042707D, etc. Deskiop
Save as type: You will drop this box -
down here and select: Microsoft Favorites
Excel Workbook. Select Save. You g%
== File name: 042607] =2
are now ready to use the system. o [o42e07] [ sawve |
Places Save as bype: |Microsoft Excel Workbook j Cancel
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This is your main link for importing orders into your software. It contains the following links:
= Order Wizard: Used for Importing orders for Processing
= Manual Import Orders from Web Site: Used to manually import orders into PDQ.

= Exit: Exits the PDQ system.

» Order Wizard:

The Order Wizard is used to import orders into your PDQ system. The system is encompasses all elements and abilities

of the PDQ system in several steps.

When you select the order wizard the following will
appear:

To use the order wizard:

1. In the field labeled Inbox Directory, it should
read: C:\EQUALITYIS\INBOX\. We will preset
this information when we install PDQ.

Click the Next button.

The following box will appear:

Click Yes

PON

The following will now appear once import is
complete:

Void Order: To void an order, highlight the order you
wish to void, and then click the void order button.
Voided orders will appear in red.

Print Order: Prints the order you have selected.

Print All Orders: Prints all the orders listed on the
page that have not been voided.

Select/Unselect Order:

Selected orders are in white and will be added to the
purchase orders, while unselected orders are put on
hold and are not generated into purchase orders. If
you wish to remove an order from hold, click on the
order line, and click Unselect. If you want to release
all orders on hold, click the Unselect All button.
Unselected orders will appear in blue.

Print Packing List/Print all P- Lists: You are able
to print packing lists for individual or all orders. To
print all, be sure to select the Print them All! option.

tedd | DARNGO0T

Welcome to the Order Wizard!

Please be sure that you have downloaded
your orders from your Web Site and have
placed them in the Inbox indicated below,
then click Mext!

s D ety

Clegualifpeinbud gwae |

Are you ready ko import orders?

[ ves | [ Mo

Order Wizard

Edit Orders and Select Orders to Transmit to Wholesalers

Salechad Ondes | ECIER || Lirssslact | | Bsleciall || Unsgiscl Al | |
Unseleched Onders - d
Oroer & Date Cup & Company Prome  HE Subdoksd Taérd  Tolal Pr o #
SN2 DSOAEDYT E0S VERFOME CLEARWATER 7275624270 14566 000 14558 M
SN BSOAGOOT WO HASAL SRS AMD ALLERG ETE-T- G0 Aod. oo
TS DGOBENDY CODOTAZ  PCSPARTHNERS CORF OFFICTTD.2873310 7138 ooo TI3EM
0007 DGOGO00T OOOOFT1  PCS PARTMERS CORP OFFIC 0417070451 1318 000 1319 M
|CEEl T eI VALAGE FUDGATRY GRUOLE OSEGTIT B gaAAa  do0 gassam |
0123 DSOSE00T A0TDED HFE DYMANSCE CORF FTEENES 254081 0000 254ETM
ST OSANO0N CODOTAS  PCSPARTHERS CORP OFFIC TOE-425- 361 008 000 2880
0T DSORENNT ADA0G2 JOHPMLS TIOMAT 6239 000 BRI

-

I« »

| | View Order | | Wik Cerdar E-urﬂPatkngusll | Frivd &1 P-Lists | L] Prink them AN !

| 1 Presiols | Lma »
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You can edit orders you have imported before you transmit to your wholesaler.

View Order: By
highlighting the desired
order number, you can
view an order in its entirety:

(For further information on
this page, go to the
Edit/View Orders Section of
this manual.)

When you are finished with
editing and/or selecting
orders to transmit to your
wholesaler, Click Next.

The following option will
now appear:

Click Yes to continue.

6. Your screen will now look
like this:

You can add, delete, or edit
lines of product to be sent to
your wholesaler in this area.

| Web Order# Eizan
CUEE | COp0Ta [Change cus e SwesPeraon:
9 compsn| {0 DAy WIS COAP DFLLE Sh'nm {F CBPAFINERS GANEHVALE OEd
E Bodmess |00 SUSER0 A 5 ] ',.i ;‘-'ll IJE" R% =
s RaE
H EWTE 114 'EIIJI'I'E1EI3
IB: BUFORD, GA 30518 | HANEEMLLE 0 30504
]
kem ¥ Crescnption Pu Gy OrdQly Shp  Price EiPrce &
o ERCCSMUER Fitnd Sac Bladpcird. P Wt Puand 10 02 1 1 130 [E]
o WEOSITI Grmke M Go Al Homs In Tee Cifce Bethres ©1 1 1 LEE- -1 13 95000
o MATEEIG Ricyclet TPy Pestorabed Paper Roll Tore 0T 1 1 1588 | 5§80
LY 33 Eued Fubber Bers Size 33 Apgprosimel BY 1 1 148 349000
RS i Fibe Folder s 154y Top Tabe 53 Cul 8K 1 1 £ [ %= ]
1 200 Fuke Mallgnaperes Copry Fupsr 205, 8-13 €1 1 1 Mow | 20 G000
n'ﬂ'\-ﬂ'ﬂ'! Crrrrd Feirh bin | Cra Corer S 100 WY 4 . fusT r|"'|-"‘|'h'|H
<
Ot iled C ot
i - . com | uwsm| "
Delele Line | [ Printed | Becaicuate Order Tl Bubilntal LECT
Tan Arviount o0
Brin Packing List I Seact Prinar I Bt Total 7138 i

\ ? ) Are you ready to generate order?

[ Ves J L Mo J

Order Wizard
Edit Purchase Order before Transmitting to Wholesalers
i) = —s
st (n dhen mmul 107363
Ordar®  Cus# Berm Mumber Pl GyOrd @Ay ExpCosl | Price  CA
BO4B3  |COO07Ti4  |UNEAZéR EA |EFR i 518 G
L B04B3 JCO00TTA  JUNVITAZ0  BDZBAR | 18 1 D72 DTAIE
TOB1E  (COOOTEY  |CPMOLIDTEA Ea |CPR 1 10,32 13.749[F
79616 |COO07E]  |DRASOGA0EA EA |EFR 1 1167 EER
LLTR1E JCOO0TEE  UNVAGIOO D2 [EPR 1 _5.19] Bl
BOET2  |CO0ETad COH1 4803 KT [EPR 1 14.62 IU4A|F
BOET2  |COOOTED  |DRADDIADEA EA |EPR 1 1167 1358|v
B0572  |CO00TAT MRCAHTI CT |BPR 1 704 13980
BOSTY (00Tl LI 000 HL |EPR § 11.50 [EE]
a
|« ¥
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Adding a Line:

This allows you to add items for orders. This is to
add items to be purchased at cost, such as
warehouse or store items.

Deleting a Line:
This allows you to delete specific lines of product

from your order.

Once you are finished adding or deleting lines,
Click Next.

7. You will then be given the following order
options:

Normal Order: Orders are consolidated at the
warehouse and shipped and sorted by the dealer on
arrival.

Wrap and Pack: Orders are sorted by customer
and wrapped and sent to the dealer in a single box
or boxes for delivery by the dealer.

When you are finished making your selection, Click
Next.

8. Before the order is sent to your wholesaler or
wholesalers, you are given a final look at the items
you will be transmitting:

There are a few options available to you in this
area.

Switch Wholesaler: To display the correct
wholesaler to transmit this order to.

View Account Details: This displays your correct
account information that is sent to your wholesaler
when you transmit your order online. You can edit
this information for the displayed wholesaler by
clicking this button. We will set up this information
for you when your software is installed.

(k=22 L]
coooret
1
L ECTEE F]
Posti noles Yelloy

Ea

BN instan wizoa it
O rdeer Cuz @
TAE1  [COnOris Customer Mumber
TaAI COOOTTs
TH0E1  |COOaTIS Onesivityr Orikie
TAET1 COTTs Hem
RODA |Co00T7]
BO00%  |cooarrs fescriphon
TRETR COONTE
T Pu
TAG16 COO0TE1 o "
Cost
|«
 Eravious | | Pt + |

B Ovder Wirad

What kind of Order are you placing?

Wrap

= Mormal Order

and Pack

Order Wizasd -
. Onders it are nol Marked as Prinany Wholesale |
Transmit Order to Wholesaler oy e
SPRichards [L_aml:hwuugr: ll [ | Vi A courd Dalaiks | ]
ApproiTiabe Opssn Ouder Aram 193363 ‘ I ]
| Send cedar o Whalesalet ]
Pumchased hivsosn s
Order# | Cus® M Mumber FU Whl GyOrd GRor EmoCost  RecyCoRl DA
wAOA4T TG0 HEWCHOEAE E& [EPR 1 BT &1 ]
oRaT  |T20700 HEWCATZTAN EA |EPR 1 1707 @
BO94T 2000 PEMSE S804, DI [EPR ! .70 Ll
BORAT [Ta0a0n PEMBIEANC Dz |BFR 1 470 R
Clongar  [mnmy  [Robrae: Tealeer | 1| | wsm| B
GEER P LTHEDR P |SPR 1 TS5 T
poRaE  |P11IM0 |BRTTMESD EA |EFR 1 470 T
BOSSE I3t T30 REANES44 EA |EPR 12 1.74 N
BDRI3  [J00138  |EVEES1SBPIEH P |5PR 1 3039 E
TR ] HEWCSES AN EA |EPR 3 1162 3
RMAS0 Elnn] HEWC A 35240 EA |EPR E; 17 45 P
BORIY  [J00TIE |HEWCOIEANN EA |ZPR 1 1021 =
BOASS ADTO6S ACCTIZED Fi |EPR 3 7 &5 S
L

n

I«
I =
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Wholesaler information in this area is displayed
similarly:

You can also edit your wholesaler information in the
Utilities link under Options.

Send Order to Wholesaler: When you are ready,
click this button and your order is sent to the
wholesaler after the following message appears:

Click Yes

9. If you need to send the remaining items on to
another wholesaler, simply click the Switch
Wholesaler’s button to select a different wholesaler
to send the remaining items to. You do not need to
do anything else, and only items not highlighted will
be sent to your second wholesaler.

= Areas that still are white are items which
have not been sent to the selected
wholesaler.

= Areas highlighted in green are items which
have been sent to the selected wholesaler.

Once you have completed transmitting your order,
Click Next.

BN si itichards Accaunt Indermation

Apcount Humber | 982908473

ECI Shigping Code 0 |1 | DC# O

Ome Caler Pei inmice =]
Shew Cast [=]

Sparco Hem Substitution ||
A Lie Rem Substitiion =]
Ship Partial Lines =

Ship Partia rean =]

Alternats Ausmaic Warehouss [N
| LA
FTP Efo

Account fiptast
Passaond :aagﬂ.w

| e |

\;..L) fire you resdy bo send your Crder?

e JL o |

Order Wirard - i__| |
= Owidens thal 2w not Marked as Painaary Whelesales
Transmit Order to Wholesaler O deiar e e
¥ —ma S —— o
SPRichards || Ewhch Wnpkessars J [ | ‘Wiew Account Deads | J
L
—
A vt Dy e Aanesi 9E1A] | | Pr—— r -l
P clvased Rinouiit 000
Dar#  Cus# Htam Humbar PU Whl GteOd Gy Ry EpCost | RecyCost DA
v CHELREEAGE 1 1 [l 1124
FAGAISTR [ 1 [l 570
oogsr  R220201 HEWC DG, e fePR 1 1 ara ER
BO5&F 1220201 HERCET AN EA |EPR 1 107 3
BO547 220201 PEMEHLL0A 0z JEPR ] 47 =
0047 JI20301 | PEMBKEE0E |pZ JEPR 1 AFH
HngsT  j2z02m ROLET 242 E& J5PR 1 2534 s
BO5&7 220200 URWTSEDE P |EFR 1 114 T
fennes 173130 BRTTHIS0 E& [5PR z F] 108 46 53| T
SADBER  F211230 |I'|'E’IIE|5H |-E-'- §5FR 12 174 [
fopeas J300138 EVEES| S8F25H EED 1 2039 3
Jeoezs  [3nniae HEWCAEEAWH |2 [EFR 1
| {noRsn  fan0iaE  [HEwCsEsEan JEsferm [ 3]
I«
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10. If any product was not shipped via your
transmission, you will be asked to Edit the
remaining items on your order.

You can edit, hold or release an order and print
packing lists from these options.

Once you are finished, Click Next.

11. You now have the option of whether to post your
orders.

Do Not Post Orders: does not post your
transmitted orders to QuickBooks. If you transmit
orders to your wholesaler several times a day and
wish to import all your orders at once into
QuickBooks, you will not wish to post your orders
until the end of the day.

Post Orders: posts your orders to QuickBooks.

Only Post Orders that are NOT on HOLD:
Posts only orders you have not placed on hold to
QuickBooks.

Create QuickBooks Link File: this tells the system
to place your posted orders to QuickBooks. This
option MUST be checked in order to import your
orders to QuickBooks.

You also have the option to print the following
reports:
=  Summary Order Report: summarizes the
order placed with your wholesaler.
= Detail Order Report: details the order
placed with your wholesaler.
= None: does not print a report.

Click the Finished! button to begin importing your
orders to QuickBooks.

The following will appear:

Click Yes to begin moving all your transmitted
orders into QuickBooks.

B Order Wizard

Order Wizard '
-

Edit Orders Again | | Prnt Furchass Order |
L | editorder | | HolRewase | [EontPacking List| | Pantgl Pl |7 Print them All 1
Order #  Dale Cust # Campany Phens | HR Subietsl TaeAm?t  Tolal PL &
g DEAAGDE CEFALLT  JACK METERSCMPAM MEVE 2150721378 1 43T 51 HA3 TR
10z0 DEAGTHET DEFALLT LALREDA BEEOCIATES LLC H 50080855 W BE25 &4 e
103 OEAR0NT DEFALLT DObblA. AMGELOMN 21583008 1880 1.3 N2aM
gl s DEAREIOT CRFALLT JACK MEVERSUMPAM MEVE 215303 310 12285 BED 13145 W
ik DEMEC0T DEFALLT JECH MEYERSOMPAM WEYE 1 55721378 17.80 1.75 TRA5 M
e DEARCIOY CEFALLY  JeCK MEYERSOMERM MEYE 21 507 21 306 23068 1687 a2 M
1025 DEAACHT CEFALLT MULLEN HULLEN LAN OFFEK HE 728. 150 £580 an 4001 M
1026 DEAEg0T CEFALLT JACH MEYERSOMPAM MEYE 2150721378 325TE Fred IR 56 M

I >
=N ) (==

Post Orders and Finish

@ Do Mot Post Orders
@ Post Orders

=/ 0Only Post Orders that are on NOTion HOLDY

0 Create QuickBooks Link File

Repodis

(=} Banmary Crder Report
(2 Delai Order Report
i Mone

1 Previous Finizhl

?.r This process vl movs the ssledied orders into Rishory and ot of Open ordars, Continus?

(= ]
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Next, the following will appear to remind you to be
sure your QuickBooks software is open. You will
not be able to import your orders to QuickBooks
unless it is opened before you click the Next
button in this area.

Click Next once you are certain your QuickBooks is
open.

The following will appear as your importer loads:

12. Your import wizard will now open:
We will preset this are during your setup.

Click Next to continue.

L IBX]

-

Please make sure that QuickBooks
is running and the correct company
is open and backed up before
continuing. Click NEXT to
continue...

Loadisg PO Trassnction bspaar.

:98)

P i e = T

E POE Tramsaction imporfer El

Welcome to the PDO Transaction
Importer Wizard Applicotion

Thes pucram sl guicke pou Shrough the stega recersay o
impecal i chelisdind bed o1 Excal e o D uckBooks & &

eQuality
I nfer nE‘l' E;-;}?E;d ks will e siowedin pous DnickBiocks compiary

Sehrel aled o Excel Me o work, smih

SE I'Vices st Bl Lna X007 crv Bicapa,

“ —_— H Select a field defimiter and new 1ecoed charactes:

Feld [Cooma =| Fecod [CRAF =

Salwet a QuickBosks banzacion le impel b

Transacton Type  [irvvoice =
CuickBosks Impar Wizard
Addvanced Opkions: Dptony |
Vemion 2121
Idie
gt | et |
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The transaction importer will allow you to delete B PO Transaction importer

specific rows from importing into QuickBooks. _
File Coments Deata iy thes geecd can b echlend bedore: sanding b Dhuck Bocks
.. . Fecoid § | ondng | cusing loge | e desc
Once you are finished, Click Next. A 1718 SHERIFF PHANN  AVEOSTED Lases Labais Ml 11290 3
3 1719 SHERIFF  JOUNGLEY  ACTTNRN Binckr Chps Sl 38w/ 616
3 1149 SHERIFF  BOUNGLEYT  SANEDTSZ L rbsinll Fclei bl P 015 Millas
4 1720 DEFAULT CRRPASEE MMBAIIW2SHMD  Peatd Noles Popllo 3 24
5 1720 DEFAULT CRRPASEE WLIZEI14E Standard D-Ring Birdee 1 Caps
B 1721 DEF&ULT SECSTAFF  SPADSTIT Shandard Ve Bireded 1 Capacd
¥ 1721 DEFSULT SECSTAFF  SPADS74N Standad Vie Bindets 3 Capac
B 1722 DEFAMILT PALOSEY  BOW3ZVI0070 Badletin Bipard Coek 24 x1 B Ot
8 1722 DEFAULT PALOSEY  SPROZ1EA Csdcudsion 10 Crigik Prirk Dimplsy,
10 1722 DEFAULT PALOSEY  SPRO0AID Buiress Cond Page Fefil 11 w8
11| 1722 DEFALLT PALOSKEY — CCS24300 A Cruster Clasnes 312 0z
12 1722 DEFSULT PALOSEY | FELSE?ES O plical Mouse Pad 338 1752
13 1722 DEFAMLT PalOSKY  IC22e02 Telzphire: Stand 'Wiiorage Ar
T 1722 DEFALLT PALOSKY - IC22XR Srandand Soites 4 Comparinen
16 1722 DEFAULT PALOSKY  SHOETOM Ciokor Cootie Labards & 1-14 91 A
16| 1723 SHERIFF  LCARROLL AAGET175006 Coadsrdar Aofill For 17 Siphe Jar
|< ¥
Fe Fol bz Gimld rasmes o fest o [resiets Sdactnd P I
Idie
bhow | [iBeck | tews | Lancel |
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You can map the files in your file to QuickBooks in this
area. We will do this for you when we install your
software.

To continue, Click Next

This screen shows your import fields that will be
imported to QuickBooks.

Click Next to continue.

13. In this area you can designate the following:

Item Type: you can choose to designate your orders as
= Service
= Inventory Part
= Non-Inventory Part
= Other Charge

Account: designate here the account type from the list

Sales tax code: designate whether the orders are
taxable or non-taxable if desired.

Click Finish to import your orders to QuickBooks.

B B0 Transaction Imporier

el o Dk i o i b i Cluasck ook s iekss: Sl S 10w of | e pois s 1o mag and
chones He matching DuckBooks lekd liom the drop-dowey kel Flepest [his Tor o ha lekd: wou sert o
miap o Dusckbook s, Chclang the et bution weves e cument map. ovenviting any susing map.
UELAL TY PO POO TREDINOIEE DT

HuickBosks Felis Impnit File Columng Slalee Value -
Cusiomm Edtire ey
Transaction D teckisl =
Fittiumbel wdkn —
Il Humber porim —_—_—
Tewms R HET T

Clawes

Tempisis Name

To Be Printed I ‘1E 5

Shyp Diate wekdale i —
BT Lined company ]
BiTo Line2 addess] ]
BillTo Lne3 addess? ]
HillTo Lined

BilTa Ciy oy PV
T st E—
HilTo PostslCode o I
OnsckBock s leskds maad inossd ain régueed foadian | e E Lo M |

BP0 Transaction Imporier

Impant file linlds mapped bo QsckBonks helds

Customws | Transaction Dale I-'Ierhhmn-ﬂ PO Mumber Tems | Class Tmpl.llum TaBe
SHERIFF B! g HET 20 ¥
SHERIFF B0y e L ] ¥
SHERIFF  RA200T ibak] HET 30 b
DEFALILT  BAAF2007 1 MET 20 L3
DEFALLT 652007 ra MET 30 X,
DEFALLT 6372007 1721 MET 20 k.
DEFALLT 6372007 1721 HET 30 T
DEFSULT - 642007 722 HET 20 ¥
CEFALLT 62007 722 MET 20 ¥
DEFALLT 672007 1722 MET 20 X
DEFALLT  E972007 172 MET 30 i
DEFALLT  EA72007 1722 HET 20 Y
GEFALLT | E/A2007 1722 MET 20 ¥
DEFALLT  E/3/2007 1722 MET 20 ¥
DEFALLT  Ev2007 1722 MET 20 i
SHERIFF  BAr200? 1723 |MET 20 i

#

Chaa i rex g can b inchioend bedcn seredieg 1o (hackBooks

-:End:|h|,m::r!r J:m|

PO Transaciion Imporier

. OuickBooks bem Seftings
EQU‘]I'*Y Wik comating (uckBook.s Ben. us Be following dam hps
T e [TEE—— r|
I ITIEI" n&i’ Cassln Berrs Liredes th Foliosng DuckBooks Acoounis

* Apcount | Offica Supphes =]
Servlces coes scccwre [ - |
T ———— ircome Account [ - |
: ; & wstaceons [ -
Sees TawCode [ =]

CuickBooks Impord Wirord

W Sove AR Sallngs

bt « Back i | J:m|
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Click OK to continue.

Click OK to continue.

You will now be brought back to the transaction main
page.

Click Cancel and OK to exit the wizard.

You will now bring up your QuickBooks application to
begin invoicing and handling your order.

You have now completed your transmission and import of
your orders. Congratulations!

» Manual Import Orders from Web Site

The manual import feature allows you to import orders
without the wizard into PDQ. The following will appear:

To manually import orders into PDQ, be sure your
download directory is pointed to your PDQ Inbox as
shown, then Click Import Orders.

You can import orders manually several times a day,
then use the Wizard to transmit and post orders to
QuickBooks at the end of the day if you wish.

u:":J Bagn the Irasoios iransher bo CuickBooks?

coct

-
‘;IJ) Irvmces Imporbed bo QuiddBooks

Impert Orders from Web Site

your Web Site to the Inbox directory, click on lmport

Important I!I! Once you have downloaded the files from
Criders.

Download Birectany
CUEQUALITYPOOAINEDR,

| Impart Orders

— 3
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Your main link for your Orders. The following links appear:
= Edit/ View Orders- to view/edit current orders
= Post Orders to history-move orders from your Inbox into History
= Retry Transferring Orders to QuickBooks- retries to transfer orders to QuickBooks
Reverse Posting- reverses your posting.

» Edit/View Orders:
The Edit/View Orders link displays the following screen:

#® Phoenix Ascent Web Orders

| Ordar &  Date Cust # Company Phone H/R Subtotal TaotAmt  Total Pr
1: g Cln:lerj;;atall :??3?1 O5022007 240142 GRAVOGRAPH MEW HERWE! 7T0-623-0331 114 14 M
77360 OS022007 6050354 EMNCEL FEDERAL CREDIT UNE770-441-3235 22344 o.0o 22344 N
———— ({770 |oso2no07 sos0n EXCEL FEDERAL CREDIT UK 770-441-9235 0.00 0.00 1
HoldiRelease Order | f77ae8 05020007 COM388 GECRGLA COLONCORP OFF{404292-0353 20702 000 20702 M
—||[7738 050202007 CO0M383 | GEORGIA COLONCORP OFFI404282-0383 000 0.00 N
Delete Ordsr | fr9san  [pSO2E007 240142 GRAVOGRAPH NEW HERME|770-623-0331 BE.27T 530 9157 M
, 7733 DSO22007 24042 GRAVOERAPH NEW HERME 7T0-623-0331 5.30 530N
Erint Order 77305 OSO2R007 410067 DIXIE HOME CRAFTERS COR 615-242-1973 21685 000 21695 N
Baich Print Orders ||
e
Fal Ty
2
Generate F.O
| L
i ¥, ] L4 ¥
e T e T
- - it
Orders on Hold Ex
.
View Order Detail: 8 Order 4 1237
When an item number is highlighted, the following Date | garzziaoar Wab Order & 1237
screen appears and contains the following: CUS# pErALL Changs Gus# | SalesPerson
COMPANY | aRe CATA CORP BRIpIe | ARC DATA CORP
Date: Date order was placed. PR P pr——— | T PP
Cus #: Customer number. ALRIORA OH 43213 [GolDEN, co ano1d
i Rern # Dlescnglion Pu Gy Cedlly Shp Pmce  EdPrce &
Change Cus #: To change the displayed customer SPRDATI Copy Puear 52 Eg J0LE B2 11 500 | 1 T 1060 | 1060000
number. WLME 3 Fing Bnders 1 Capacy &4 Sheet Soe' B8, ] g 1680 B3 45000
Web Order #: The order number from the web site.
Salesperson: The sales representative’s il ’
name/number that handles the account. pE
Coed 5015
Order Comment: Insert any comments you would like Ciedete Lina ClPrinted Brecaiculate Crder HLIE 53
displayed for this order here. Tk vt 0.9
| Erird Qnder l | Ewlacl Printer l | Exil | | Tosal 93105 |

Delete Line: To delete a line from the order, highlight Select Printer: Use this to select or change the current printer
the item number, and select the Delete Line button. the order is on.

Print Order: To print the order for a packing list, select Recalculate Order: After adjusting a price/quantity for a
this option. particular item, you can recalculate the order total.

EXxit: exits this screen.
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Simply highlight the order
you wish to work with to do
the following:

Hold/Release Order: You
can hold or release specific
orders from being
transmitted.

Delete Order:
You can delete orders from
being transmitted.

Print Order: prints the
selected order.

Batch Print orders: Prints
this batch of orders.

Generate P.O.: Generates
your purchase order.

» Post Orders

Posting of orders moves
orders from the purchasing
software into your
QuickBooks. You will do this
once you are finished with
this program and are ready

to begin generating invoices.

ﬂ Phoenix Ascent Weh Orders

Pr

— 1 Order# Date Cust # Company Phone  H/R Subtotal TaxAmt  Total
ViewOrder Detail | [1242 04272007 DEFALLT  ABCDATA 1 Z3-456-7890 590,54 000 59054 M

1244 0402772007 #2545 YOUNG CONSULTING B04-851-3900 1798 000 1798|N

Hold/Rislease Order

DEFALLT

11868 355 122.24|N

1260 04272007 DEFALLT ABC DATA CORP 3555112 5357 1.61
Erint Order 1261 042702007 'DEFALLT  PRODATA IMC BOO3ES-6475 H 1878 059 2037'H
1262 D427 2007 DEFALLY
Batch Print Orders | |5 7

DEFALT  ABCDATA 0.62| 054 N

5518 N

(ABC DATA, CORP 3035551212 359.98 1080 27068/ M

000N
000N

= 0
¥
!  This process will generate an b 1
| order to send to Wholesalers -
: from the orders downloaded n
h from your website. If you run
] this process in error, use the =
i regenerate process and then f
- run this process again. 25
o | [
:: Orders on Hold will not Generate!
4 L. A

L Generate Exit

Post Orders 1o History
r

[1 Only Post Orders that are on MOTon HOLD!
Create QuickBooks Link File
. o
Reports
(=) Bummary Order Report
{1 Detail Order Report
I Mane
- ™y
Post Orders Exit
M A
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| 4 Retry TranSferring OrderS to EN Ratry Transferring Orders in to QuickBooks
QuickBooks

Please make sure that QuickBooks
is Running on this machine, and
that the comrect Company is open
and the data has been backed upl

If your order does not transfer to QuickBooks, you can
retry transferring your orders to QuickBooks.

Currant Order File Name:

wequalibpdaElsi0Runa 2007 5y

Ralry Transfar

» Reverse Posting: M Reverse Posting
This feature allows you to reverse your latest posting.

o B,
'Mﬁmhmwuw pasting that
uﬁmmﬁmﬁﬁ 01 wWas done at
the wroing time. It is best to use e diately
after the Talled posting. ;

Beverse the Pasling Exit
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Your main link for Purchasing. The following links appear:
= Place an Order for wholesaler
= Regenerate order for wholesaler
= View Purchasing History

» Place an Order for SETYL R ISH!
Order®  Cug# it Hurmbes P Wil dpOrd O Ry B Cost Price 1A
WhOIesaler EPRithads 1T |DEFAULT  |CCE24300 ENEET 1 i 48] EXE)
1742 |DEFAULT  |FELSBTES ENER 1 1 556] 159
1720 |DEFAULT  [MMMRIZIWWZEVRD [P (SPR 2 1 nET e
You can transmit orders to 1722 [oEFAULT  [olcazan EA [5FR [ i 16,12 1844
172 |DEFAULT  [O1CI7802 EA |5FR 1 1 1171 1564
your wholesaler manually e P B jePn , - - S
from this area. 1772 [DEFALLT  |SPRO0TG0O P [BPR 1 1 1 58] FEE|
1742 |DEFAULT  |SPROZTEY ENER 1 1 L 1188
i7#_ |DEFAULT  [SPROSTIA Ea JSFR 15 15 Fr i
Hnawit ) 1721 |DEFAULT |gPRO5TAL EA |oFR 15 18 515 a7y
1720 |DEFALILT  [WLI38314B EA |SFR 10 10 182 [
1723 EHERIFF AAGET1TS00E EA IEFR 5 1 ”Ii. 1.78
1748 SHERIFF AGCTIN0 DE fEBFR F Fl 038 Eﬁ|
1718 |EHERIFF_ |AVEDATED x |EFR F] 2 BT 33 58]
. 1719 [E-ERIFF_ |SAMA0I52 |ea TsPr 12 13 [EE] 0eg|
I: a |
| p—— | | Nt Prian WHL  fpg odmiie
_ [| At L | AN L | Already Puithased  open Ovder Amaun 331,32

» Regenerate Order ERiolhach 1o e ordercan b regenerated
for Wholesaler D comncoll st e J

arder fils 50 thot the arder can
be regenerated.

This allows you to reset the
order file so that the order
can be regenerated.

Emm D o007

This date is the crder date of the day
you want to regensrate for,

L - )

H. Purchasing History

» View Purchasing

Histo ry 146 Piunipe Pischase History Procedsl el
You can view and print your Winlinv# v Dats | B.0. N Qiy Revd | ReceCost Ewp Cost Winl
purchasing history using the A Lo AR 210
foll . iteria: OBOBZ00T |0B0S200T 13420
ollowing criteria: DEAE2007 |0GMEI00T |AVEDS45 2000 2900 PR
DGE2007 |DREI00T |HEWEE10A Z000]  113.980 5FR
= Invoice Number AR 007 |DEAEI007 | MMMET (341 705 10000 3070 PR
. ltem Numb DENE2007 |DEAEI00T |FIL35334 12000 1.250 SPR
em Number DEAGE7007 [0BREII00T |CHMMBCIIERE TAoa] _ vi 080 EPR
i [ OENIAG T BRI | |EHMAG B J_oxdmnl  cBerel _jHER
You can also Search for OEMEZ00T |DEMEIMT |CHMBCIEN 1.000 10.040 5PR
ific it by it TIEAE 2007 |DRMEH0NT | CHMBEIET toma] 10040 BFR
SPECITC 1tems Dy Item DEAB2007 |DGAIEI007 |WWMI01E 2000 4810 BFR
number and date. OEAEZ007 |IBDB2007 |WEVGOFID 1,000 B 940 5PR
EAEZ 007 |DEAEI00T |ACCTZ010 12000 0360 BFR o
F e T
Qﬁ_ﬁ*ﬂwﬁ DM“““

Erilaer Tt AInieer

k!
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You have several selections
in the reports link that you
can print out. With each of
the following selections, this
window or similar will
appear:

» History by
Customer

» History by
Customer &
Department

» History by
Customer & P.O.
Number

» History by month

Simply type your beginning
and end date for the report
you wish to print and select
Print or Print to Screen.

You can also print reports of
the following and this
window or similar will
appear:

» Customer Usage
Report

» Item Summary
Report

» Sales Report
MTD
(Month to Date)

» Reprint Orders
from History

Simply type the account
number of the customer
whom you would like to
print, and select Print, and
Print to Screen.

- BX

@ Web Order Reports - History by Customer

%) Detall
Primt Report by O Surmmary

Geoinning Date | 0062007

Ending Date _nﬁmrrmn?

B b

—
T

You may choose between printing a detail or summary report with this feature.

" Equality Internet Services Customer Lisape Report

B

Custormer

]

Beginning Date: | §§
(& Dapartrant -

) Dapartrment & tem Ending Date; | 7 r

[‘ Select Printer ] ‘F‘ﬂnnnﬁureen ‘ \ Print ‘
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» Options: Equality PDQ Options
This is where the basic information displayed Company | |mpExport || SPR (| US || OH || EMC PRl GuickBooks
in your PDQ software is placed, and contains

the following tabs:
Company Hame awl Address:

Company Info: This is your basic company Equality Interniel Senices
information. 0686 Lansing Ciive

Cormmarce City, CO 80022

Import/Export: This contains the path the
PDQ takes when importing or exporting your
orders. When we set your PDQ software, we Phone: | Phona: B00-730-5065

will ensure the correct information is here. In Fak: |Fax.  O03-268-8053 eQuality Internet PDQ
addition, you can also see the last order '
number and date of import. You can also
change the number of invoices printed here.

Wholesaler tabs: these tabs contain account
information and preferences for your aesl | Ak | £t
wholesaler(s). You can also make necessary
changes to this information here.

QuickBooks: this contains the pathing
information to import into QuickBooks.

M Reindex Utility

» Reindex Ulility:

This is used to reindex the data tables used in
this system. This is used to repair files that
could become damaged during a computer
failure. Do not use this feature unless

instructed by eQuality Internet Services staff to
do so.
[ History Files
[1Purchase Order Files
| Eeindex Files -
» Purge History Purge History EEE
You can purge your history in PDQ.
Erdor the oarliest date you want 1o
, ) saave, Everytling before hat date will
Simply type the date that you wish, and b PERBMANENTLY removed,
everything before that date will be permanently
removed from your history. L rep—
Warning: this procedure is PERMANENT
and we cannot retrieve files deleted once
this action is taken. | —
I , "I
Exit :
i =
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» Purge Purchase History BN purchase History Purge
You can purge your purchase history in PDQ.

Simply type the date that you wish, and
everything before that date will be permanently
removed from your purchase history.

Warning: this procedure is PERMANENT and
we cannot retrieve files deleted once this
action is taken.

Date: |pzmazoor |

[ |
This may take soms time, depending
on the size of your purchase history

files...

Other Utilities:

» Empty Inbox: Empties the contents of your Inbox.
» Empty Outbox: Empties the contents of your Outbox
» Empty Imported Orders: Removes all imported orders from the system.

» Empty Xcel Files Folder: Removes all xcel file folders from the system. Do not use this feature unless instructed
by eQuality Internet Services staff to do so.

» Dot Prompt & Command Prompt: These utilities are features used by eQuality Internet Services staff to attend
to your system. Do not use this feature unless instructed to by eQuality Internet Services staff.
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Help contains the following links:

» About PDQ: Displays system information about
PDQ

» Contact Us: Contact Information for eQuality
Internet Services

» Help: Links to a printable form of the PDQ Manual

Quick Wizard Guide (Expert Users ONLY)
This tool is only for transfers to wholesalers and QuickBooks that do not require editing. This is to allow to quickly
maneuver through PDQ. Please do not use this guide unless you feel comfortable with all of your orders and PDQ
settings.

1) Open your QuickBooks (be sure your company is open), PDQ Software, and turn on your printer.

2) Save your PDQ spreadsheet to your Inbox of PDQ.

3) Click Yes to import.

4) Click Next to begin generating an order, and click Yes to confirm.

5) In the Edit Purchase order Page (before transmit) click Next.

6) Select Normal Order and click Next

7) Inthe Transmit Order to Wholesaler page, confirm yes you do want to send your order to Wholesaler. When
you are finished click Next.

8) Click Next on the Edit Orders Again screen.
9) Inthe Post Orders page, select: Post Orders and check the Post Orders that are not on Hold and Create

Quickbooks Link File box. Select any reports you wish printed now. When you are finished, click the Finish
button to begin importing your orders into QuickBooks.

10) Click Yes to confirm start of QuickBooks importation. Be sure your QuickBooks is running, and click the next
button.

11) When the import wizard opens, click Next in the following pages: Welcome, Transaction importer, and the QB
mapping area until you come to the page labeled QuickBooks Item Settings.

12) In the QuickBooks Item Settings page, be sure these setting are appropriate and click Finish.

13) Click OK to begin the invoice transfer. When you are finished, click OK to confirm. You will now be redirected to
the importer main page. Click Cancel and OK to exit the import feature. You may now begin to work with your
orders that are now in QuickBooks.
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eQuality Internet Services
9686 Lansing Circle
Commerce City, CO 80022

Toll-free: (800) 239-5965

Mon - Fri. 9am-6pm EST
The easiest way to get in touch with us is by email.
Drop us a line and we will reply within 1 working day.

Customer Service & Administration: Customer Service & Training:
Gilbert Walter Virginia (Ginger) Hollenbeck

Owner Operations Manager

Email: service@equalityis.com For Service: service@equalityis.com
Fax: (303) 289-9053 For Training: training@equalityis.com

Toll Free: (800) 798-5612
Fax: (303) 289-9053

Accounts Payable & Receivable:

For Information about eQuality

Wendy Walter websites:
Owner
Janee Balaskovitz
Email: accounts@equalityis.com Vice President of Sales and Marketing
Toll Free: (800)-798-5614
Fax: (303) 289-9053 Email: sales@equalityis.com

Toll Free: (800) 798-5613
Fax: (303) 289-9053
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