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BUDGET IMPORT TO QUICKBOOKS / INSTRUCTIONS
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Introduction / Intended Result
Once the company budget has received final approval, the Budget is imported into Quickbooks. Importing removes the possibility of input error, and creates reliable reports. There is never a reason to question the numbers when using the import feature.

The original budget is converted from Excel to a Quickbooks format acceptable for imports of not only budgets, but vendors, customers and other data.
 
Prepare the import file.

1. Open the original, approved budget.
2. Select all cells to copy – “Control A.”

3. Copy all cells – “Control C.”

4. From the file menu, use the pull-down table to select New Workbook.
A. Select New Blank Document – a new worksheet will appear.
5. From the menu, select Edit, then Paste Special, Values Only.
A. The budget will now be in the new worksheet, with numbers only (no formulas).
6. Delete all total lines from the original budget, leaving only lines for accounts.
7. Delete the far-right column, which is a total column from the budget.
8. Delete all account numbers.
A. Quickbooks does not refer to account numbers for import.
9. Delete any vertical columns that contain no information.
10. Format the numbers. Highlight all numbers, and using the Font tool:
A. Add 2 decimal places to all numbers.
B. Remove all commas (,) from the numbers.
C. Remove dollar signs ($) from the numbers.
11. Verify all account names in the import file are EXACTLY as they appear in Quickbooks.
A. Since the original budget is an export of the Chart of Accounts from Quickbooks, all account names should match. However, it is possible someone added a new account without notifying the accounting department. 

B. The file will not import if there are any discrepancies in account names.
12. For sub-accounts in Quickbooks, the sub-account header must be in front of the account name, separated by a colon. 

A. Example: The chart of accounts has a major category with sub-accounts, such as:

Building Materials

   - Lumber
   - Nails/Screws
The account names in the export file would be: 

Building Materials: Lumber

Building Materials: Nails/Screws

B. If a sub-account major category is left off the account name, the file will not import.
13. Create a blank column at the far left of the worksheet (Column A), to the left of the account names.
14. Create a blank row at the top of the worksheet (Row 1).
15. In the top left corner, enter the word !BUD.
16. Along the left blank column and under the top left corner (see above), enter the word BUD (no exclamation point).
17. In the top row cell above the account names, enter ACCT.
18. Above each month’s budgeted numbers in the blank top row, enter the word AMOUNT.
19. Save the worksheet as a Text-Tab Delimited file.
20. Name the saved file with extension on the Save-As name of .IIF. For example: Acme Company Budget.IFF.
The file is now ready for import into Quickbooks.
21. Within Quickbooks, open the company that will receive the import.
22. From the File menu, select Utilities, then select the import file.
23. The budget file will import directly in the Quickbook accounts.
24. Income accounts in Quickbooks are imported with as credit accounts, with a leading negative sign (-). Remove this negative sign from the income accounts.
25. In Quickbooks, select the icon button Set-Up Budgets.

26. The budget will open up in Quickbooks, reflecting all accounts and their budgeted numbers.

27. Manually remove the negative signs from the income accounts.
Quickbooks is now ready to run financial reports that will contain budget numbers.
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