[image: image10.png]GoLpSLIPS &~




GoldSlips for GoldMine

User Documentation

Documentation Revision: 1.00

Friday, March 22, 2002
For Software Version 7.00

( 2002 Vertical Marketing, Inc.

10021 Balls Ford Road, Second Floor

Manassas, VA  20109-2665   USA

(703) 367-9571   (703) 367-9877 Fax

http://www.salesteam.com/
support@vermar.com
Table of Contents
21. Program Objective and Basic Features


22. Requirements and Compatibility


33. Installation


44. Registration


55. Using GoldSlips


55.1 Pre Use Considerations and Setup Work


55.1.1 GoldMine


65.1.2 Timeslips


75.1.3 Slip Creation Rules


75.2 Connecting GoldMine to TimeSlips


95.2.1 Setting Goldmine Paths Automatically (The easy way)


95.2.2 Setting Goldmine Paths Explicitly


105.2.3 Timeslips Link


105.2.4 GoldSlips Link


115.3 Working With The ID Codes Tab


135.4 Transferring Company / Client Data


145.5 Transferring Data From GoldMine To Timeslips


165.6 Check List For Data Transfer


176. License Agreement


18Program Credits




1. Program Objective and Basic Features

The objective of GoldSlips is to link GoldMine™5.x to Timeslips™ 9.1 or 10.5, the world’s leading time & billing system. With GoldSlips in place between GoldMine and Timeslips, you can:
· Reduce needless effort, errors and delays every billing cycle.

· Avoid double entry: record your activities in GoldMine as you normally would and automatically link the information to Timeslips.

· Greatly reduce the monthly billing stress on your staff and yourself. 

· Post billable activities to Timeslips based on the activity or completion codes which you select 

· GoldSlips automatically marks GoldMine History records that have been posted to avoid double billing for the same activity. This avoids a common problem when you enter the data manually. With GoldSlips, you can also: 
· Post the accounting information the sales force needs to know to GoldMine such as unpaid receivables, etc. via your batch file. 

· Multiple billing arrangements allow different hourly rates, fixed fees, retainer fees, etc. 

· Produce invoices and statements on demand including past payments & receivables. This gives you better cash flow, easier collections, fewer hours written off, and the billing process is easier since you can better remember what happened when your prebills come promptly. 

· Since Timeslips links to many accounting systems, GoldSlips can indirectly link GoldMine to those accounting systems. 

Given that Timeslips is ideal for consultants, attorneys, physicians, accountants and others who bill by the hour, the task, the procedure or the project, GoldSlips provides the “missing link” that allows these professional to use the power of GoldMine to schedule and complete their billable time and expenses as GoldMine Activities. Mapping GoldMine Activity and Result Codes to Timeslips Time and Expense Activities makes the link. You can also bill for products by using this same approach. 
2. Requirements and Compatibility

Version 7 of GoldSlips requires GoldMine 5.0, 5.5, 5.7 or GoldMine Sales & Marketing (both the xBase and MS SQL Server back-ends are supported). Timeslips versions 9.1 and 10.5 are supported by GoldSlips Version 7.0.

3. Installation

GoldSlips consists of two files: this documentation file and an InstallShield installation file named GoldSlips. If you obtained the files from the Vertical Marketing web site, another web site or you have been sent the files via e-mail; create a folder in the root directory of your computer named GoldSlips. Copy the documentation and installation file into this folder; this will be the source of your installation. If you received the files via CD-ROM, you can install the program directly from the file on the CD.

To install GoldSlips, double-click on the blue GoldSlips installation file. At the Welcome Screen, click Next to continue. Read and click Yes to accept the License Agreement (it is the same text as Section 6 of this document). Read the Information screen for any last-minute information about the program and click Next to continue. On the Customer Information screen, enter the appropriate information for the User Name and Company Name. Into the Serial Number screen, enter “11111111” (that’s eight “1”’s).

On the Choose Destination Location screen, accept the default location for installation into the C:\Program Files\GoldSlips\ folder and then click Next to continue. On the Setup screen, keep the default selection of Typical installation and click Next to continue. For the Program Folder, accept the default name of GoldSlips and click Next to continue. Finally, on the Start Copying Files screen, click Next to perform the installation.

If at any time during the installation you receive a warning message that the file you are installing is “not newer” than the one you already have or that the one already installed is “newer” than the one being installed, choose the appropriate response to keep the existing newer file on your computer.

When the InstallShield Wizard Complete screen appears, the installation of GoldSlips is done; click Finish to close the installation program.

In addition to making the Program Group, the installation program will place a short-cut named GoldSlips on your Windows Desktop.

4. Registration

When you install GoldSlips, you have 30 days to register and officially license your installation with Vertical Marketing. To register your Vertical Marketing add-on product, enter your GoldMine system, select Help | About and look for the Serial Number line. Write down the complete Serial Number. Typically, this will be something like E-0025-11857937, as in this screen shot: 
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Next, send an e-mail message to Vertical Marketing at the address of:

register@vermar.com
that includes the following information in the body of the message:

· Your organization’s full name

· Your full name

· Your telephone number

· Your organization’s complete address

· The complete GoldMine serial number of your system (from above)

You will receive back via e-mail a message with a file attachment named SerialNo.DAT. You simply need to copy this file into the same directory where GoldSlips is installed, overwriting the file with the same name that was placed there during installation. Typically, this will be the C:\Program Files\GoldSlips folder.

Please save and make a backup copy of this file. You will need this same file to register other installations for you organization or in the event that you have to re-install GoldSlips at a later date.

5. Using GoldSlips

5.1 Pre Use Considerations and Setup Work

There is a significant amount of setup required prior to using GoldSlips. Careful consideration to the setup of your GoldMine system and Timeslips system will be rewarded with trouble-free transfer of your data from GoldMine to Timeslips.

5.1.1 GoldMine

A single GoldMine Result Code and all GoldMine Activity Codes must be defined for completed GoldMine activities for which Slips will be created in Timeslips. GoldSlips matches GoldMine Activity Codes with Timeslips Activity Codes to create a linked pair. When the GoldSlips transfer program sees a completed Activity in GoldMine with an Activity Code that matches a linked pair and a Result Code that matches the default billing code, GoldSlips will create a Slip in Timeslips.

The GoldMine Activity types that are candidates for transfer to Timeslips are Calls, Appointments, Next Actions or Other Actions; GoldSlips will not bill Events, To-Dos, Literature Fulfillments, or E-Mail Message activities even if the Result Code matches the default billing code.

Typically, the GoldMine Result Code of “BIL” is used to match with the default billing code of “BIL”. You may wish to use a different Result Code for the billing of expenses, say “BXP.” You will be able to do this, but you will have to change the default billing code in Timeslips and run a second pass of GoldSlips to transfer the data. 

Activities that have Result Codes that do not match the default billing code in Timeslips will not be transferred. Therefore, you can use such codes as “COM” or “CAN” for Activities that are completed or cancelled and they will not be transferred to Timeslips.

Tip: Set up GoldMine activity codes that correspond to the type of activity you are completing. You may have hourly and/or fixed fee codes. Forecasted / Completed Sales are used for billable activities that are not hourly in nature, for instance software, or expenses. You can also use Other Actions for the billing of expenses and enter the amount of the expense into the duration field.

Tip: For ease of use, we recommend that all GoldMine Activity Codes for each type of activity be different. At Vertical Marketing, we have found that using standard two character names and adding C for Call, A for Appointment, etc, works very well. (Example:  BDC = billable design call; BDA = billable design appointment). If you wish to do so, you can match multiple GoldMine Activity codes to a single Timeslips Activity Code.

You can match multiple GoldMine Contact Records to a single Timeslips client record, but you cannot match one GoldMine record to multiple Timeslips client records.

See the on-line Help Manual in GoldSlips for using GoldSlips with multiple databases and/or Result Codes.

5.1.2 Timeslips

Note:  There must be at least ONE Timeslips client, one Timeslips task and one Timeslips expense defined before using GoldSlips or the database that links GoldMine to Timeslips via GoldSlips will not initiate correctly.

You must define your billable activity codes and give each one an Activity Nickname in Timeslips. There are two types of Activity Nicknames: Time and Expense. GoldSlips can move Expense Activities to Timeslips but expense codes in Timeslips must begin with a “$” in order to be transferred with GoldSlips. GoldSlips will present a pick list of GoldMine Activity Codes and Timeslips Activity Nicknames to facilitate the task of linking them together.

You must define a series of User Rate Levels. GoldSlips allows you to define a User Rate Level for each Timeslips activity, or use the default rate you have to set in Timeslips.

GoldSlips uses the GoldMine Username to match the user rate level to each billable activity based on the Activity Code coming from GoldMine.

The Timeslips User Nickname must match EXACTLY the associated GoldMine log-on Username in order to associate a History record in GoldMine with a Slip entry in Timeslips. 

All clients for whom billing will be transferred from GoldMine must be entered in Timeslips. This can now be done on a one-at-a-time basis through GoldSlips, thus avoiding double entry or conflicting data (However, at least one client must already exist in Timeslips before GoldSlips can be used). Each client must have a client nickname. We recommend your nickname correspond to the Company name of the Contact Record entry in GoldMine, but is not required. GoldSlips will present a pick list of GoldMine contacts and Timeslips nicknames to link together.

Never use a single quote/apostrophe [the ‘ character, immediately to the left of the Enter key] when entering Contact, Company, or Nickname data in either GoldMine or Timeslips. For example, “Joe’s Pizza Parlor” should be “Joes Pizza Parlor” in both systems with our apologies to Joe. The use of the single quote / apostrophe will cause GoldSlips to experience errors because GoldSlips interprets the single quote / apostrophe to be the end of the string that defines the name and the match between the GoldMine Company and the Timeslips Nickname will not be successful.

5.1.3 Slip Creation Rules

When configuring your system, the following rules govern the creation of billing slips in Timeslips based upon the values in GoldMine History records:

Timed Activities  (Calls, Appointments, Next Actions or Other Actions):
Timeslips Duration  = GoldMine Duration Field

Timeslips Rate  = Rate defined for that Linked Activity in Timeslips

Sale or Expense Activities Involving GoldMine Sales Activities (Activity Code must begin with a $):

Timeslips Quantity  = GoldMine Units Field

Timeslips Price  = Goldmine Price Field

Expense Activities Involving A Rate (e.g., Mileage $EM); can be entered as an Other Action (the key component is the $ as the first character):

Timeslips Quantity  = GoldMine Duration

Timeslips Price  = Charge or Reimbursement Rate defined in Timeslips

5.2 Connecting GoldMine to TimeSlips

Once you have thought through and implemented the configuration of your GoldMine and Timeslips system, you can run GoldMine and then run Timeslips to continue the process of connecting the two systems. To do this, click on the Settings tab of GoldSlips to continue.

An example screen shot of the Settings tab is shown at the top of the next page.

The path settings to the data files of GoldMine, Timeslips and GoldSlips are made here. To set the paths, click on Settings.
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There are three paths that have to be set to set the link between Timeslips and GoldMine so that data can be retrieved from GoldMine. 

Application Folder:  The full path to the GoldMine license.dbf file.
(Default: C:\Program Files\Goldmine\license.dbf)

Gold Folder: The full path to the GoldMine Cal.dbf if dBase or the BDE Alias name of the GoldMine Database of SQL systems.
(Default: C:\Program Files\Goldmine\GMBase\Cal.dbf)


Common Folder: The full path to Contact1.dbf if dBase or the BDE Alias name of the Default Contact Database of SQL systems.
(Default: C:\Program Files\Goldmine\Common\Contact1.dbf)
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5.2.1 Setting Goldmine Paths Automatically (The easy way)


Most likely you will want to connect to the GoldMine data that you are currently using. To set the GoldMine data paths to the current running GoldMine, start your GoldMine system, then start GoldSlips and click on GetSettings. The path setting of the running Goldmine will be automatically retrieved. Click Done to set to GoldSlips.

5.2.2 Setting Goldmine Paths Explicitly


You can confirm the Path or BDE names of your GoldMine Database and Default Contact Database by selecting within GoldMine the Edit -> Preferences -> Login option before proceeding with this procedure.

If your GoldMine is dBase, select DBASE at the Gold Folder and Common Folder pull-down lists, respectively, click Change and select the location of the Cal.dbf and Contact1.dbf from the file dialog that is presented.

If your GoldMine is SQL, select SQL, click Change and you will prompted by the Window as seen in the screen shot, below, to enter the BDE name of the GoldMine Database and the Default Contact Database; click OK when done.
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5.2.3 Timeslips Link

The link to Timeslips can be established by setting the full path to Timeslips Main.DB.
(Default: C:\Program Files\Timeslips\Data01\Main.db)

5.2.4 GoldSlips Link

GoldSlips maintains its own databases to store Activity links and GoldMine Contact to -Timeslips Client relationships. The link to the GoldSlips can be established by setting the full path to Goldslips5D.mdb 
(Default: GoldSlips Application Folder\Goldslips5D.mdb). However you can connect to any valid GoldSlips data file with any name. You can also create a new GoldSlips data file.

5.3 Working With The ID Codes Tab

On the ID Codes tab, set the links between the Goldmine and Timeslips Activity Codes.  Highlight an Activity code on each side and select Link.  Multiple Goldmine Activity Codes can be linked to a single Timeslips Activity Code.  The links are shown in the bottom box.
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Setting the Default Rate Level
You may set a Default Rate Level for any Timeslips Linked pair.  This rate level will override the Rate Level set in Timeslips for the Timeslips Activity Code.
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Setting the Result Code

During the first use, enter a billable Result code by clicking the Set Result Code button.  (You may change the result code for multiple passes during a single billing session.)
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5.4 Transferring Company / Client Data

To transfer client data from GoldMine to Timeslips, select the Contacts tab.   Highlight any contact on the GoldMine side.  Enter the first couple of letters of the client you are looking for to move the highlight bar, or use the slide bar on the right side. Highlight the GoldMine contact, and highlight the corresponding Timeslips client. Select link. The clients will link as an entry on the bottom of the screen and the Timeslips client will display a carat (<). Multiple GoldMine contacts can be linked to a single Timeslips client.

You can sort the Goldmine records in the order of column of the list by just clicking on the column header. Also, you can search a Goldmine Contact or Company by selecting company/contact and typing in the desired name in the search text. The closest matching record is selected automatically. 
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If the client you wish to link appears in the GoldMine Contacts list, but not in the Timeslips Clients list click the Move Contact button to bring up the following screen. Fill in the appropriate fields to assign a nickname and reference in Timeslips. The rate fields at the bottom can be left blank to use the defaults set in Timeslips, or can be filled in to override the defaults.
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5.5 Transferring Data From GoldMine To Timeslips

To transfer data from GoldMine to Timeslips, select the Transfer tab of GoldSlips. The relationships are shown in the top portion of the screen. You will create slips for the selected date range of dates noting that you must select ONE DAY BEFORE the date range you are selecting. For example, if you want November 1 forward, enter the date October 31. Select to link a single highlighted client or all clients.

GoldSlips will move the marked slips appropriate for the date range selected into Timeslips. When all slips are moved you will hear a bell (ding!!)  And see a message signaling the completion of the task. Do not return to GoldSlips prior to the completion of the task, as you will interrupt the process. 
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When all slips are completed, there may be linked pairs or activities that do not match the requirements. These will be entered into an Exception Log. GoldSlips will ask if you wish to print the log and it is suggested you do so.  When you correct the errors, you may select to move the activities of just those linked clients for whom you have done a correction.

Note: History records form GoldMine that are transferred to Timeslips by GoldSlips are marked with a “@@” sign at the beginning of the reference field. If you want to repost the entry, you should delete it first from Timeslips, remove the “@@” from the GoldMine History record and make your correction.

GoldSlips can also move account information from Timeslips to the Details tab in GoldMine. For this GoldMine MUST be running (opened) along with GoldSlips.
Click the “Retrieve from Timeslips” button to move account information from Timeslips to Goldmine.


5.6 Check List For Data Transfer

· Print a billing report in GoldMine that identifies the records in GoldMine that you are intending to transfer to Timeslips via GoldSlips. Review and correct any errors or omissions that you note. Repeat until you are satisfied with the billing report.

· If you have created any new Activity Codes since the last billing run that you want to transfer, use the ID Codes tab to create the necessary link item for GoldSlips to transfer the data from GoldMine to Timeslips.

· If you have added any new clients since the last billing run, use the Contacts tab of GoldSlips to transfer the data from GoldMine to Timeslips.

· Set the default billing code for this pass.

· Use the Transfer Data option of GoldSlips to transfer the data.

· Review the Exception Report, correct entries and repeat.

· Perform a second pass, if required, for a different default billing code

6. License Agreement

Important:

By using this software you accept the following terms of this License Agreement.  If you do not agree with these terms do not use the software and promptly return it for a refund.

Ownership:

Vertical Marketing, Inc. (VMI) retains the ownership of this copy of the enclosed package.  It is licensed to you for use under the following conditions:

You May:

You may use this software license with one (1) single master GoldMine license and any undocked or site licenses that are included in the total user count of the one (1) single master GoldMine license.

You may transfer this software to another party if the other party agrees to the terms and conditions of the agreement and completes and returns a registration card to VMI.  The registration card is available by writing to VMI.  If you transfer the software you must simultaneously transfer all documentation and related media.

You May NOT:

You may not copy the documentation or software except as described in the installation section of this manual.  You may not distribute, rent, sub-license or lease the software or documentation, including translating, decompiling, or creating derivative works.  You may not reverse-engineer any part of this software.  You may not make telecommunication transmittal of this software.

Termination:

This license and your right to use this software automatically 
terminates if you fail to comply with any provision of this license agreement.

Rights:

VMI retains all rights not expressly granted.  Nothing in this license agreement constitutes a waiver of VMI’s rights under the US Copyright laws or any other Federal or State Law.

Limited Warranty:

If you discover physical defects in the media or printed documentation, VMI will replace the media or documentation at no charge to you, provided you return the item to be replaced with proof of payment to VMI during the 60-day period after having taken delivery of the software.

License Agreement:

VMI excludes any of the implied warranties, including warranties of merchantability and fitness for a particular purpose and limits your remedy to return the software and documentation to VMI for replacement.

Although VMI has tested the software and reviewed the documentation, VMI MAKES NO WARRANTY OF REPRESENTATION, EITHER EXPRESSED OR IMPLIED, WITH RESPECT TO THIS SOFTWARE OR DOCUMENTATION, ITS QUALITY, PERFORMANCE, MERCHANTABIL-ITY, OR FITNESS FOR A PARTICULAR PURPOSE.  AS A RESULT, THIS SOFTWARE AND DOCUMETATION ARE LICENSED “AS IS” AND YOU, THE LICENSEE, ARE ASSUMING THE ENTIRE RISK AS TO ITS QUALITY AND PERFORMANCE.

IN NO EVENT WILL VMI BE LIABLE FOR DIRECT, INDIRECT, SPECIAL, INCIDENTAL OR CONSEQUENTIAL DAMAGES ARISING OUT OF THE USE OR INABILITY TO USE THE SOFTWARE OR DOCUMENTATION, even if advised of the possibility of such damages.  In particular, VMI shall have no liability for any data stored or processed using this software including the costs of recovering such data.

THE WARRANTY AND REMEDIES SET FORTH ABOVE ARE EXCLUSIVE AND IN LIEU OF ALL OTHERS, ORAL OR WRITTEN, EXPRESSED OR IMPLIED.  No reseller of GoldMine or VMI products, agent, or employee is authorized to make any modifications or additions to this agreement.

Information in this document is subject to change without notice and does not represent a commitment on the part of VMI.  The software described in this document is furnished under this license agreement.  The software may be used or copied only in accordance with the terms of the agreement.  It is against the law to copy the software on any medium except as specifically allowed in the license agreement.  No part of this software or guide may be reproduced or transmitted in any form or by any means, electronic or mechanical, including photocopying and recording, for any purpose without express written consent from VMI.
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