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Getting Started

NOTE:  In order to successfully import your customers into RM2000 you must have a default customer setup in our system prior.  This means that there are a few things that need to be setup in RM2000 before the import.  You must have enough information in the system to successfully create a default customer using the New Customer Wizard.  See last page for more detail.  

Now that you are about to begin using RM2000 to store your customer information, you need to transfer that information from Peachtree, QuickBooks, or another accounting package into RM2000.  There are a number of steps to this process, but following these steps will save data entry time, especially if your company has a large customer base.

In order to make sure that your customers’ information is imported correctly and accurately into RM2000, there are various formatting alterations that will need to be made.  

In the sections below, you will be provided with detailed instructions for importing data in the two most common formats – Peachtree, QuickBooks, and a Universal Format that will allow data to be used from any other accounting software package provided the data can be exported into an Excel spreadsheet or a CSV (comma separated values) file format.

The following instructions apply to the use of Microsoft Excel to convert the data into a proper format.  If you use another spreadsheet software program, the data conversion will still be possible, although the final steps may differ slightly.  Because the data will be converted into a CSV file before import, it is not required that Excel be the spreadsheet software used.

1a. QuickBooks - The instructions in this section apply directly to an export from QuickBooks Pro 2005.  Any version of QuickBooks will convert the data; however, the actual process may differ slightly.  The customer information that is to be imported will be coming from the QuickBooks Customer: Job List report.  This report includes most of the information to be imported.

Exporting Customer Data from QuickBooks Into Excel

1. In QuickBooks, select the Reports tab.

2. Select Customers & Receivables.

3. Select Customer Contact List.

4. After the report is brought up, select the Modify Report (or Customize) button.

5. Select all the fields to be included in the report.  The fields that can be imported into RM2000 are listed below under “Formatting the QuickBooks Data for Conversion” (You may opt to select all fields; any fields that are not needed for the import can be deleted in the Excel spreadsheet).

6. After selecting the fields, click the OK button.

7. After the report updates to include all the fields selected, select the Export (or Excel) button at the top of the screen.

8. Select “a comma separated values (.CSV) file” (or “Send report to a new excel spreadsheet”) and click OK (or Export).

9. Save the file if prompted as “custlist” (or Excel may open to a new spreadsheet that includes all the data from your QuickBooks report.).

10. With the new file open - continue to the next section.  

Formatting the QuickBooks Data for Conversion

Now that the data is in the .CSV format (or Excel), it needs to be put into a format that will easily import into RM2000.

1. Delete all columns that contain no information.

2. The following are the fields in QuickBooks that are needed, along with the corresponding changes that need to be made:

	QuickBooks Data Fields
	What to do:

	Active Status
	Change all “active” to “F”.  Change all “Non-active” to “T”.  Change column header from “Active Status” to “Inactive”.

	Customer ID
	Note:  New 6-digit NUMERIC customer account numbers will be assigned during the import.  Any previous account numbers used will NOT be carried over into RM2000.

This column should not be left blank.  If it is blank enter at least one number on each line.

	Balance Total
	Change the column header from “Balance Total” to “Current Balance”.

	Customer Name
	This field should contain the company name, or full name, of your customers.

	Phone
	No changes are necessary.

	Alt. Phone
	No changes are necessary.

	Fax
	No changes are necessary.

	Contact
	No changes are necessary.

	Bill To
	Note:  QuickBooks includes name & entire address in this field.  In order to import properly into RM2000, only the street address can be in this field.  Name, city, state and country information should be removed from this column.

After eliminating excess information, rename column header as “Address 1”.  If the address is longer than 35 characters, it will need to be separated into 2 columns, with the second column being labeled as “Address 2”.

	City
	No changes are necessary.

	State
	No changes are necessary.

	Zip
	ZIP codes must be 5-digits only.  9-digit ZIP codes will not import.

Note: All ZIP codes in this file MUST have been entered and saved into RM2000 in the ZIP Code Setup.

	Ship To
	Note:  See Bill To information regarding how to prepare this section, substituting “Shipping Address” and “Shipping Address 2” as the column headers.

	Ship To City
	No changes are necessary.

	Ship To State
	No changes are necessary.

	Ship To Zip
	See Zip information.

	Resale Num.
	No changes are necessary.

	Credit Limit
	No changes are necessary.


3. In addition, if your report includes any of the following fields, they can be imported into RM2000:

· Purchase Order - Company specific purchase order number

· Since Date - The date the customer started service with you

· Last Invoice Date - The date of the last invoice sent to the customer

· Last Payment Date – The date the last payment was received from this customer

· Last Pay Amount – The amount of the customer’s last payment

· Statement Date – The date a statement was last sent to the customer

· These fields are not default fields in QuickBooks.  This information is not necessary, but can be included in the import.

4. In order for the import to be done successfully, the order that the columns are arranged is extremely important.  The following list indicates the order in which the columns should be arranged:

	COLUMN
	DATA FIELD

	A
	Customer ID

	B
	Customer Name

	C
	Inactive

	D
	Contact

	E
	Address 1

	F
	Address 2

	G
	City

	H
	State

	I
	Zip

	J
	Shipping Name

	K
	Shipping Address

	L
	Shipping Address 2

	M
	Shipping City

	N
	Shipping State

	O
	Shipping Zip

	P
	Phone

	Q
	Alt. Phone

	R
	Fax

	S
	Purchase Order

	T
	Resale Num.

	U
	Credit Limit

	V
	Since Date

	W
	Last Invoice Date

	X
	Last Payment Date

	Y
	Last Pay Amount

	Z
	Statement Date

	AA
	Current Balance


WARNING:  It is extremely important that the fields are in this order.  Even if you are not including some fields, leave an empty column in its place.  Double check that column is in the correct order.

5. Now that the above fields are in their proper place, we can delete any columns that are not included in the above list.  This would include any user-defined custom fields that are not part of the import as well as any QuickBooks fields that will not be imported.  Also delete any additional titles or headings not a part of the above fields.

6. After deleting the extra fields, double check to make sure that the spreadsheet now contains only the above 27 fields and their data.   

7. Delete the title headers for the columns, so that the first line contains the first customer.  When this is complete, the data is ready to be imported.  Save the file in the RM2000 folder and continue to “Preparing RM2000 for Data Import” below.
NOTE: If the file is in EXCEL format, continue to “Converting the Excel Spreadsheet to CSV file” below.

.
1b. Peachtree - The instructions in this section apply directly to an export from Peachtree.  Any version of Peachtree will convert the data; however, the actual process may differ slightly.  The customer information that is to be imported will be coming from the Peachtree export.

Exporting Customer Data from Peachtree Into Excel

1. In Peachtree, from the ‘File’ menu, choose ‘Select Import/Export…’

2. Select Accounts Receivable and then select Customer List.

3. Next, click the Export button.

4. Select the Options tab

5. Modify the Import/Export File name (i.e.: C:\RM2000\CUSTOMER.CSV)

6. Select the Layout tab.

7. Click the Select All button. (Selecting all the fields in this option ensures that they will be included in the export.  Any fields that are not needed for the import can be deleted in the Excel spreadsheet).

8. After selecting all the fields, click the OK button.

Formatting the Peachtree Data for Conversion

Now open the file just created in Excel, it needs to be put into a format that will easily import into RM2000.

1. In order for the import to be done successfully, the order that the columns are arranged is extremely important.  The following list indicates the order in which the columns should be arranged:

	COLUMN
	DATA FIELD

	A
	Customer ID

	B
	Customer Name

	C
	Inactive

	D
	Contact

	E
	Address 1

	F
	Address 2

	G
	City

	H
	State

	I
	Zip

	J
	Shipping Name

	K
	Shipping Address

	L
	Shipping Address 2

	M
	Shipping City

	N
	Shipping State

	O
	Shipping Zip

	P
	Phone

	Q
	Alt. Phone

	R
	Fax

	S
	Purchase Order

	T
	Resale Num.

	U
	Credit Limit

	V
	Since Date

	W
	Last Invoice Date

	X
	Last Payment Date

	Y
	Last Pay Amount

	Z
	Statement Date

	AA
	Current Balance


WARNING:  It is extremely important that the fields are in this order.  Even if you are not including some fields, leave an empty column in its place.  Double check that column is in the correct order.

2. Now that the above fields are in their proper place, we can delete any columns that are not included in the above list.  This would include any user-defined custom fields that are not part of the import as well as any Peachtree fields that will not be imported.  Also delete any additional titles or headings not a part of the above fields.

3. After deleting the extra fields, double check to make sure that the spreadsheet now contains only the above 27 fields and their data.   

4. Delete the title headers for the columns, so that the first line contains the first customer.  When this is complete, the data is ready to be converted for import.
2. Converting the Excel Spreadsheet to CSV file 

NOTE:  If Column A in the excel file is empty go back and put a numeric value on each line prior to continuing, it does not matter which numbers are placed here because RM2000 will assign the customer a new account number.  If this column is left blank it will result in an un-successful import.

In order to import the data, the excel spreadsheet must be saved as a CSV file.  Follow the steps below to properly convert the spreadsheet.

1. Select File.

2. Choose Save as…

3. Enter a file name and save the document.  

NOTE: The file name cannot contain any spaces.

4. Save as type:  CSV (Comma delimited)

5. Select the RM2000 folder as the save location.

6. Click Save

7. Close the file.  If it asks if you want to save changes made, select Yes.

The file is now ready to be imported into RM2000.

3. Preparing RM2000 for Data Import

RM2000 must have one default customer entered into the system.  The purpose is to set default settings for the customers being imported.  Setting up this customer can be done via the New Customer Setup Wizard.  The various settings applied to this default customer will be the default settings for all the customers imported into RM2000.  After the import is made, this customer can then be deleted.

4. Importing the CSV file

1. In RM2000, select the File menu, and click on Import.

2. From the dropdown menu, select the Universal File Format option.

3. Your file should appear in the list below.

4. Double-click on the file name and select Yes.

5. The files should begin to import.

This completes the RM2000 import.  The number of records imported should reflect the number of customer records contained in the CSV file.

