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1. Introduction

ActiveBooks is a QuickBooks add-on that monitors your accounting system and
automatically emails you actionable reports that can help your business. This
manual describes how to install and use ActiveBooks.

Find out more about ActiveBooks at its web site:
http://www.activebooks.net

Thank you for choosing ActiveBooks!
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2. Key Features & Benefits

Keep your important QuickBooks data at your fingertips, without
having to log in QuickBooks!

Once configured, you don t have to do anything to receive regular
reports.

Keep track of multiple QuickBooks company files.

Easily see who owes you money (with the Overdue Invoices report);
Keep track of how your company is performing (using the Profit & Loss
reports);

Have your latest customer contact information and balances (with the
Customer Contact List);

Identify and chase late paying clients (with the A/R and Collections
reports);

Find out when a customer makes a payment (via the Payment Received
Alert);

Get a quick snapshot of your financial situation/tasks before arriving at
the office.

But perhaps most important of all, ActiveBooks was designed and
implemented by senior software engineers with over 20 years of real-
world experience developing robust, mission-critical applications. Our
software is of the highest quality, and we stand by it without reservation.
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3. System Requirements

Microsoft Windows XP/2003/Vista/2008/7 PC (x86 and x64 versions).
Windows NT, 2000, 95, 98, or ME are not supported.

QuickBooks Enterprise, Premier or Pro Edition, U.S. Versions 2008-2010
20 MB free hard drive space for installation files.

The ActiveBooks components are designed to be extremely frugal with
machine resources. They almost always consume less than 1% of the CPU,
less than 20 MB of RAM, and don t fall victim to the Memory Growth
characteristic of many applications today.
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4. Preparing To Use ActiveBooks

4.1. Downloading ActiveBooks

The latest version of ActiveBooks can always be downloaded from:
http://www.activebooks.net/download/ActiveBooks Installer.exe.

If your browser displays a security warning, please confirm that the package you
are downloading is digitally signed by Core Technologies Consulting, LLC, the
creators of ActiveBooks.

4.2. Installing ActiveBooks

Installing ActiveBooks is quite unremarkable, with the usual sequence of steps
and screens seen in conventional windows installations.

4.3. Initial Setup

ActiveBooks must be configured before it can access your QuickBooks
accounting and email systems. The process usually takes a few minutes, and
starts with the following self-explanatory screen:
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= ActiveBooks: Initial Setup

¢4 ActiveBooks: Initial Setup
t Setup ActiveBooks ko wark with QuickBooks, your mail server, etc,

Thank you for triying ActiveBooks!

- Allaw ActiveBooks to accessz vour QuickBooks data;
- Speciy your email settings;

- Configure a few ActiveBooks oplions.

procezs shouldn't take longer than 5 minutes.

Click Mext to get started.

[with helpful screenshotz],

To enable ActiveBooks to email pour QuickBooks information, we must perform the following:

Thiz wizard will walk, vau through the confiquration of these items and help vau get zet up, The whole

TIF: Click. hiere to open your web browser to our help page which walks pou through the setup process

-2 =S

| Cancel | | MNewts:
Click Next to start setting up QuickBooks.
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e ActiveBooks: Initial Setup =

QuickBooks
Setup QuickBooks to allow AckiveBooks to acces vour financials.

GuickBooks must be configured to allow ActiveBooks to access your financial infarmation.

Pleaze enzure that QuickBooks iz installed on this computer. Click Hext to continue.

Cancel << Back | | Pt

Click Next to continue setting up QuickBooks.
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e ActiveBooks: Initial Setup =

T "| QuickBooks Company File
| | apecify your QuickBooks Company File,

s ol

[uickBooks keeps all vour company's financial information in a Company File zaved on vour
computer. ActiveBooks needs access to the file to automatically read vour financial information,

Fleaze specify the location of your Compary File:

| Browse.. |

TIF: QuickBooks uzually zaves company files in;
C:ADocuments and SettingsVAll Uzers\DocumentsintuithQuickB ook s\Company Files.

Cancel | << Back | | Pewt

Enter the full path to your QuickBooks Company File, most likely created when
you first installed QuickBooks. It is probably named <Your Company>.QBW,
where <Your Company> is the name of your business.

If your Company File is located on a network drive, please be sure to specify the
exact same path as given to QuickBooks or ActiveBooks will not work properly.
That is, if you have specified a network path with a drive letter to QuickBooks (for
example, Z:\QuickBooks\MyCompany.gbw), you should enter the same path in
ActiveBooks, and not a UNC path like
\\Server\data\QuickBooks\MyCompany.qbw.
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We have specified a sample company file in the next screenshot:

= ActiveBooks: Initial Setup

f';_"'"| QuickBooks Company File
I_‘I_,__a- apecify your QuickBooks Company File,

Fleaze specify the location of your Compary File:

[uickBooks keeps all vour company's financial information in a Company File zaved on vour
computer. ActiveBooks needs access to the file to automatically read vour financial information,

-2 =S

TIF: QuickBooks uzually zaves company files in;

C:ADocuments and SettingsVAll Uzers\DocumentsintuithQuickB ook s\Company Files.

| Browsze. .

Cancel <4 Back | | Pewt
Click Next to continue.
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= ActiveBooks: Initial Setup

Start QuickBooks
Flease skart QuickBooks,

Mow, please start QuickBooks and log in if neceszan.

Click Mext once QuickBooks haz been started and iz ready.

[f wou uze multiple Comparny Files, be zure to open the file that pou specified earlier

-2 =S

Cancel << Back

M et =

Please start QuickBooks, log in (if necessary) and give it a minute to start up
properly. Also ensure that no modal windows (for example, the Preferences

window) are open in QuickBooKs.

Click Next to continue.
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e ActiveBooks: Initial Setup =

About to Access QuickBooks
ActiveBooks is preparing to access QuickBooks,

Thank vou. Activel ook will now by to access: QuickBooks.

[f &ctiveBooks has never connected ta QuickBookz before, vau will be prompted by QuickBoaoks o
allove access to your company information,

Fleaze select the following option:
Yesz, Alwayz; allow access even if QuickBooks 15 not running

[f wour are running HuickBooks with multiple login users, either zelect the Admin account or uze
another account 2o that ActiveBooks can automatically log in.

TIF: Click. biere to open your web browser bo our help page which walks you through the GQuickB ooks
authorization process in detail [with helpful screenzhiotz],

Cancel << Back | | Pewt

The QuickBooks application features a security layer that restricts access to your
accounting data. The next few screens focus on granting ActiveBooks permission
to go through that layer.

Click Next to continue.
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e ActiveBooks: Initial Setup =

‘*u'" Accessing QuickBooks...
X ActiveBooks is trying bointeract with QuickBooks. .,

ActiveBooks iz attempting to access QuickBooks. Thiz may take a minute or b,

[f &ctiveBooks has never connected ta QuickBookz before, vau will be prompted by QuickBoaoks o
allove access to your company information,

Fleaze select the following option:
Yesz, Alwayz; allow access even if QuickBooks 15 not running

[f wour are running HuickBooks with multiple login users, either zelect the Admin account or uze
another account 2o that ActiveBooks can automatically log in.

TIF: Click. biere to open your web browser bo our help page which walks you through the GQuickB ooks
authorization process in detail [with helpful screenzhiotz],

| nkerrupt

ActiveBooks is trying to talk to QuickBooks. This may take a few seconds, and
you may soon be prompted by QuickBooks to grant ActiveBooks access to your
company file. If this is your first time setting up ActiveBooks with this company
file, QuickBooks should display this Application Certificate window:
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QuickBooks - Application Cettificate (3]

&n application is requesting access to the Following QuickBooks
company file:

Larrys Landscaping & Garden Supply
Access may include reading and modifying QuickBooks data as well as
enhancing the QuickBaoks user inkerface,

The application Calls Tkself
ActiveBooks

Cerkificate Information

Description:  ActiveBooks

Developer:  Caore Technologies Consulting, LLC

Developer identity has been verified by:
IITH-IJSERFirst-Object

QuickBooks Solutions Marketplace
Search For information abouk this application at the
£ OuickBooks Solutions Marketplace

Do wou wank toallow this application to read and modify this cormpany file?
‘Mo
Yes, prompk each time
Yes, whenever this QuickBooks company file is open

= Allowy this application bo access personal data such as Social Security Numbers and
= customer credit card information. Tell me more

| Continue. .. | | Zancel | | Help |

Please select the Yes, always entry to ensure that ActiveBooks can read
your QuickBooks data at any time. If you have a multi-user setup, you may want
to have ActiveBooks run as the Admin user.

Note that ActiveBooks only reads your QuickBooks data and does not modify it in
any way. There is no need to grant access to personal data, etc.

Clicking on the Continue button summons the Access Confirmation window:
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Bccess Confirmation [E5m]

¥ou have chiosen ko grant the application
ActiveBooks

access ko the QuickBooks company file
Lartys Landscaping & Garden Supply

any ktime, even if QuickBooks is nok running,

Access rights:
- Read and modify QuickBooks data
(MOT including personal daka)
- Enhance the QuickBooks user interface

Cone J | Go Back |

Click the Done button to confirm and to complete the interaction with
QuickBooks.

If necessary, switch back to the ActiveBooks Initial Setup window. You will see
that the QuickBooks setup is now complete:
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= ActiveBooks: Initial Setup

QuickBooks Setup Complete!
ActiveBooks accessed QuickBooks,

ActiveBooks was able to acces: QuickBooks successfully,

Compariy Mame: Larps Landzcaping & Garden Supply

Company File: C:ATemph\szample_service-bazed business gbw

Clhck Mext to continue

E uit << Back

-2 =S

| |:. ....... N-Ea;:t->£>--“

ActiveBooks has confirmed access to the Company File you have specified.

Click Next to move on.
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= ActiveBooks: Initial Setup

= Email
Eﬁ Specify vour email settings

Click Mext to continue.

E uit

fest, we will record the information that ActiveBook s will use to zend email.

-2 =S

<< Back

M et =

Click Next to start entering your email settings.
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e ActiveBooks: Initial Setup =

. Email
[ @ Specify the settings that ActiveBooks will use ko send email.

| General | Customization/Branding |

Fleaze enter the detailz of wour SMTF mail zerver:

Puart; 25 +| [Defaultiz 25, or 465 for S5L)

[ Thiz server requires an encrypted connection [S5L]

[¥] This server requires authentication;

Method: | AUTH-LOGIN -

Logirne  phili@my-company. com

Paszword o esees

Fleaze provide the email address and name that vau would like to appear ik the "From® field:

ﬁ“‘v Addrezz:  phil@my-compaty. com

Nan_'ua: ActiveBooks
[optional)
TIF: Click bere ta wigit our web zite for help zetting up email, Send a test meszage. .,
Exit | <4 Back | | Pewt

As presented on the General tab, ActiveBooks needs the following information to
send email:

Name/IP: Enter the name (or IP address) of your mail server. The server must be
able to accept and route standard SMTP traffic. Please consult a system
administrator if in doubt.

Port: The numeric port on which the mail server is available. Note that the
default is 25 for regular SMTP servers and 465 for servers using SSL please
specify one if these if in doubt.
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This server requires an encrypted connection (SSL): Check if the mail server
uses SSL.

This server requires authentication: Check if the server requires
authentication, and select the authentication method. The choices are CRAM-
MD5, AUTH-LOGIN, AUTH-PLAIN, and AUTH-NTLM. A login and a password
will be required for all but AUTH-NTLM.

Login: The user name/login for the mail server.
Password: The password for the mail server.

Address: The email address that will be displayed in the From field of the emall
messages sent by ActiveBooks.

Name: The name that will be displayed in the From field of the email messages
sent by ActiveBooks. This value is optional.

Send atest message: Click this button to send an email message using the
settings you have specified. You will be asked to specify the target email address
and the sequence should unfold like this:

¥ Send Test Ermail (5|

Please enter the email address:

&, zhort email meszage will be sent uging the setiingz you have
entered on the previous soreen

Cancel | Send >
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¥ Send Test Ernail

= - -

ActiveBooks iz zending a ezt email mezsage to
"activebooks. netiEgmail. com'...

¥ Send Test Ernail

P
@ The email was sent succeszsfully.

Daone

Switch to the Customization/Branding tab to change the appearance of the
emails sent by ActiveBooks:
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e ActiveBooks: Initial Setup =

. Email
@ Specify the settings that ActiveBooks will use ko send email.

| General| Customization/Branding |
[¥] &dd & suffis to each email's subject (max. 40 characters)

[Awtomatic report]

[if not zpecified, "[ActiveBooks]" iz used]

[¥] Dizplay this imagedlogo at the top of each email

http:d Awana mp-company. comdmagesAlogo. gif

[¥] Include this text at the top of each email [max. 1000 characters);

Hi Phil, here iz the report as requested) ’

[T This text is HTHL l_

Prewview in vour browser. .

|L| | <¢ Back | | Meut 3> |

Add a suffix to each email s subject: Enter some short text that will be added
to the subject of each email that ActiveBooks will send.

Display this image/logo at the top of each email: Enter the complete URL
(http://...) to a GIF/JPEG/PNG file that you would like to place at the top of each
report. We recommend using an image smaller than 150x150. Your company s
logo may be appropriate.

Include this text at the top of each email: Enter some text that will be delivered
in the email. Be sure to check the This text is HTML box if you specify HTML.

Copyright ' 2009-2010, Core Technologies Consulting, LL C Page 20 of 44



ActiveBooks User s Manual Version 3.5

Preview in your browser: Click this button to open your web browser with a
sample report showing your customizations.

Click Next to record your email settings and move on to the next screen.

= ActiveBooks: Initial Setup =
¢ o ActiveBooks
@ Setup ActiveBooks

Thank: o,
Mest, we will record a few settings for ActiveBooks:
These zettings are haot mandatary, but they are warth a laok, anwaan,

Click Mext to continue.

Exit << Back | | Pewt

Click Next to start entering miscellaneous ActiveBooks settings.
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e ActiveBooks: Initial Setup =

ActiveBooks
¥ ActiveBooks will use these settings to generate reports, etc,

[V] Run ActiveBooks even when no one iz logged on tao this computer

ActiveBooks needs to operate as a uzer that runs QuickBooks:

User name:  [eReee | |

KERXAERERK

Paszward:

MOTE: This user should be an Administrator on this computer

Exit << Back | | Pewt

In order to access QuickBooks when no user is logged on, you should specify a
Windows account that ActiveBooks can use to start QuickBooks. Please enter
the User name and Password of a user that can run QuickBooks normally. The
user should be an administrator on the computer. Perhaps the account you are
logged in to right now?

If you choose not to provide an account, ActiveBooks may not be able to send
you reports when no one has logged on to your computer.
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For the geeks reading — note that ActiveBooks will automatically grant the user
the Log on as a Service privilege if necessary (as managed in the Control
Panel/Administrative Tools/Local Security Policy application).

Click Next to record your settings and move on to the final screen.

Congratulations — ActiveBooks setup is now complete! Go get that chocolate!

Click Finish to start using ActiveBooks.
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