teesnap
uick Books Export/Import

e Go to reports from admin.teesnap.com
e Goto Reports

e Sales Cash Overview Tab

e Quick Books Journal Entry Export

Instructions for exporting a single day

e Choose you date
e Make sure the Header type is set to Single Day Header

t | Quickbooks Journal Entry Exp.

Quickbooks Journal Entry Export

Property Name.
- Summatrized Journal Entry

TRNS

DateFilter SPL

ENDTRNS
TRNS
SPL

Start Datetime 5
5/22/2018 12:00:00 AM

End Datetime
5/22/2018 11:59:59 PM

e Highlight the report by clicking the green bar and select Download

& Undo | Revert [ Refresh [} Pause *[0] view original 03] Download
Sales & Cash Overview | Transaction Details | Purchase Drill Through ltems | User Out | Quickbooks Journal Entry Exp... /
Highlight report by clicking the green bar and select Download

Property Name
Lt Summarized Journal Entry.

ITRNS TRHSTYPE DATE ACCNT AMOUNT MEMD
Date Filter 15pL TRASTYPE DATE ACCHT AMOUNT MEMD
Today IENDTRS
o Vesterday TRNS GENERALIOLIRRAL 05/22/2018 12000 ar7.52 Undeposited Funds
CurrentMonth sPL GENERALJOURNAL 05/22/2018 12000 -155.87 Undeposited Funds
el 15400 -16.43 Inventory- Golr Shop
JOTETE 60000 -76.13 Food Restaurant
() Custom DateRange
60100 -6.00 Liquar- Restaurant
T — 60200 -4.50 Beverages- Restaurant
e ere L CGOh AW 60300 1122 BeerfWine- Restaurant
3000 -56.00 Greens Fees
AT 3100 -164.00 CartFees
70 OO 63200 -14.01 Range Fees
4000 -187 Merchandise Sales

67000 0.45 €0GS-FoodRestaurant
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e Select Crosstab

e |f Crosstab is not enabled Cancel and click anywhere inside the report and select Download
again

Download

Select your file format

| image ‘

Data

| Craosstab ‘

FDF
Canezl

Select Crosstab
If Crosstab is not enabled Cancel and click anywhere
inside the report and select Download again

e Select Download

Fd AT

Cownload Crosstab

The crosstab has been penerated.

Cancel | | Download |

/

Select Download

e Open the Journal Entry Sheet usually on the bottom left of your computer

Diate Filter I5PL TRASTY

Pragrams Today IENDTRNS
Vesterday TRNS GEMERE
Users Current Manth SPL GEMERY

Previous Month
Current Year
(%) Custom Date Range

Inventory

e pnts Start Datetime
§/22/2018 12.00:00 4M

Channels

End Datetime

Partners B/22/2(HB LLUHHHD P

Draily

Left click once on the fight green sheet
title and then go to ‘Download’ in upper
Reparts Hght and choose ‘Crosstab’

Select the Journal Entry Sheet to open the
download with Excel

7~

B Journal Entry_Shee..csv
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e Adjust the file if needed
e You must edit the Over/Short Cash Account prior to importing

15_!5PL GEMERAL . 6/14/2018 63200  -60.71 Range Fees

16 |SPL GEMERAL . 6/14/2018 64000 -28.87 Merchandise Sales

17 |5PL GEMNERAL . 6/14/2018 68000 16.63 COGS Merchandise Sales

18 |SPL GEMERAL . 6/14/2018 71760  -130.18 Sales Tax Expense

19_ SPL GEMNERAL . 6/14/2018 73100 81.85 Teesnap Software License Fee
20 |SPL GEMERAL 6/14/2018 52000 55.88 Credit Card Fees

21_ SPL GEMERAL . 6/14/2018 AR Members -389.3 Member Dues

22 |SPL GEMERAL . 6/14/2018 Gift Cards -25

23 |5PL GEMERAL . ﬁj’ldfzolslundeﬁned _| 1.54 Over/Short Cash Account

24 |ENDTRNS

Adjust the file if needed. The Over/Short Cash Account is undefined so enter your account

e Sum the file to make sure it balances
o Select cell at the bottom of Column E and click AutoSum and select the Enter Key

H - o Journal Entry Sheet_crosstab.csv - Excel perry houghton

Insert Page Layout Formulas Data Review View Help QuickBooks Q Search

131
.n.D ;-;, Cut Calibri Jn A s == | BwepTe General 4 B B = gm D s 3 AutoSum -
Pasts E@CDPY ) I e 00 | G dltg‘ | F ‘-)t C‘;I Insert [IJEE\IE't Fi it F‘H'
S FormatPainter | B L U H- DA === E%E HMegesienter = | $ - % 2 | % 8 Fo‘::ﬁ'tt'ﬁ‘”;v i Styl;v it R P
Clipboard [F} Fant 1 Alignment [F} Mumber & Styles Cells Editir
E24 2 Fx
A | 8 | c | D E F | G H A M N 0 o]
i _SPL GENERAL _ 6/14/2018 31000 -151.81 Gratuities
8 |SPL GENERAL. 6/14/2018 60000 -576.17 Food Restaurant
9 |SPL GENERAL. 6/14/2018 60100 -268.5 Liquor - Restaurant
10 |SPL GENERAL . 6/14/2018 60200 -31.25 Beverages - Restaurant
11 |SPL GENERAL . 6/14/2018 60300 -76.66 Beer/Wine - Restaurant
12 |SPL GENERAL. 6/14/2018 62000 -59.9 Membership Revenue
13 |SPL GENERAL. 6/14/2018 63000 -218 Greens Fees
14 |SPL GENERAL . 6/14/2018 63100 -537 Cart Fees
15 |SPL GENERAL . 6/14/2018 63200 -60.71 Range Fees
16 |SPL GENERAL. 6/14/2018 64000 -28.87 Merchandise Sales
17_SPL GENERAL _ 6/14/2018 63000 16.63 COGS Merchandise Sales
18 |SPL GENERAL. 6/14/2018 71760 -130.18 Sales Tax Expense
19 |SPL GENERAL. 6/14/2018 73100 81.85 Teesnap Software License Fee
20 |SPL GENERAL . 6/14/2018 52000 55.88 Credit Card Fees
21VSPL GEMERAL . 6/14/2018 AR Members -389.3 Member Dues
22 |SPL GENERAL. 6/14/2018 Gift Cards -25
23 [SPL GEMERAL . 6/14/2018 Over/Short 1.54 Over/Short Cash Account
i: ENGIES i Sum the file to make sure it balances.

Select cell at the bottom of Column E and click AutoSum and select the enter key

e If the file is balanced remove the Sum prior to saving
e If the file does not balance check against the Sales Cash Overview report
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18]spL
19 |sPL
20 |SPL
21 |sPL
22 |SPL
23 |sPL

24 | ENDTRNS | OI

A

GEMNERAL . 6/14/2018 71760 -130.18 Sales Tax Expense

GENERAL. 6/14/2018 73100 81.85 Teesnap Software License Fee
GENERAL . 6/14/2018 92000 55.88 Credit Card Fees

GEMERAL 6/14/2018 AR Members -389.3 Member Dues

GENERAL . 6/14/2018 Gift Cards 25

GENERAL. 6/14/2018 Over/Short 1.54 Over/Short Cash Account

If the file is balanced remove the Sum prior to saving. If the file does not balance
check againts the Sales Cash Overview report

e Save the file in a dated folder that makes sense, something like QuickBooks Export\May
e Name the file with the date of the download for example (May22)
e Save As a .CSV file (this is an important step as if you just hit Save it will save as a Unicode Text
and the file WILL NOT IMPORT.
Save A Excel Workbook (*.xlsx)

«

Organize Ne| XML Data (*aml)

=]

Pictures Web Page (*.htm;* html)
m Videos Excel Termplate (*xitx)
Excel Macro-Enabled Template (*.xltm)
o OS(CH Excel 97-2003 Template (*.xlt)
. USE Drive (£ Text (Tab delimited) (*.td)

== Quickboaoks (XML Spreadsheet 2003 (*xrnl)
s LISE Drive () SV [(Comma delimited) (*.csv)
=% Metwork Text (Macintosh) (*.bd)

3 GHIN-PC CSV (Macintosh) (*.csv)

» Hide Falders Tools I Save | Cancel

Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (* xlsh)

Y Excel §7-2003 Workbook (*.xls)

CSV UTF-8 (Comma delimited] (*.csv)

Single File Web Page (*.mht;*.mhtrml)

Unicode Text (*.b)

Microsoft Excel 5.0/95 Workbook (*xls)

Formatted Text (Space delimited) (*.prn)
Text (M3-DOS5) (" tt)

CSY (M5-D0S) (*.csv)

DIF (Data Interchange Format) (*.dif)
File name: |YLK (Symbolic Link) (*.slk)

Excel Add-in (*xlam)

Save as type: |Excel 97-2003 Add-in (*xla)

PDF (*.pdf)

Authors: | XpS Document ("xps)

Strict Open XML Spreadsheet (*.xdsx)
OpenDocument Spreadsheet (%, ods)

Save the file in a dated folder like May. Name the file with the date of the download, for example
May22. Save as type CSV (Comma Delimited) (*.csv)

Close the file as you can’t import with the file open



teesnap

Instructions for exporting multiple days

Choose you date range
Make sure the Header type is set to Multiple Day Header

Quickbooks Journal Entry Export

Froperty Name .
— = Summarized Journal Entry
TRNS = TRNSTYPE £ amount MEMO
DareFilter Pl iy
Tocay - =
Yesterday

ustom DateRange

Start Datetime
5/22/2018 12:00:00 AM

de tabie then go to _— - BaTE
load"and Ct b* & e

Highlight the report by clicking the green bar and select Download

€ Undo Re [¢ Revert (A Refresh [ Pause *[1] View Original 03 Download
Sales & Cash Overview  Transaction Details | Purchase Drill Through Items | User Out | Quickbooks Journal Entry Exp...
Highlight report by clicking the green bar and select Download

P iy N
Lt summarized Journal Entry

ITRNS TRNSTYPE DATE ACCNT AMOUNT MEMD
Date Filter 15PL TRASTYRE DATE ACCHT AMOUNT MEMD
Today IENDTRNS
#) Vesterday TRNS GENERALIOLIRNAL 05/22/2018 12000 377.52 Undeposited Funds
CurrentMarth spPL GENERALJOURNAL 085/22/2018 12000 15587 Undeposited Funds
AL L 15400 1643 Inventory- Golf Shop
Current ¥
S 0000 -7613 Food Restaurant
() €ustom Date Range
0100 -6.00 Liquor - Restaurant
Start Datetime 60200 -4.50 Beverages- Restaurant
£/22/2018 12-00-00 AM 60300 -11.22 EEEI’fWIr\E'REStaUr’ar\t
63000 -56.00 Greens Fees
R 63100 -164.00 CartFees
S OlE OO0 63200 -14.01 RangeFees
64000 -1.87 WMerchandise Sales

£7000 0.45 €065 -Food Restaurant
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e Select Crosstab
e |f Crosstab is not enabled Cancel and click anywhere inside the report and select Download

again

Dovwnlaad
Select your file format
Image

Data

Crosstab

Select Crosstab
If Crosstab is not enabled Cancel and click anywhere
inside the report and select Download again

PRt nln

Download Crosstab

The crosstab has been generated.

Canecsl | I Liownload |

/

Select Download

e Open the Journal Entry Sheet usually on the bottom left of your computer

Diate Filter I5PL TRASTY

Frograms Today IENDTRNS
Vesterday TRNS GEMERE
Current Month SPL GEMERY

Previous Month
wentory Current Year
i (%) Custom Date Range
e pnts Start Datetime
Br22s2008 1200000 AW
Channels

End Datetime

Partners B/22/2(HB LLUHHHD P

Left click once on the fight green sheet
title and then go to ‘Download’ in upper
Reparts Hght and choose ‘Crosstab’

Select the Journal Entry Sheet to open the
download with Excel

7~

B Journal_Entry_Shee..csv
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o When Multiple days are used another Column appears in the export
e Sort_Num
e  You must right-click and delete the Column as it will NOT IMPORT with this column in the file.

Al y: b= Sort_Mum

When doing the multiple days the export will have a Sort._ Num Column.
Right Click and delete this column before saving as a .csv file

& . A B R 2 S N S = (S S S SR R
1 |sort Num _AITRNS  TRNSTYPE DATE ACCNT  AMOUNT MEMO
2 201805222 |1SPL TRASTYPE DATE ACCNT AMOUNT MEMO
3 201805223 'ENDTRNS
4 201805224 TRNS GEMERAL _ 5/22/2018 12000 377.52 Undeposited Funds
5 201805225|SPL GEMNERAL 5/22/2018 undefinec 86.24 Over/Short Cash Account
6 201805225 |SPL GEMNERAL . 5/22/2018 undefinec -20.36 undefined
7 2!‘.]18(15'225 SPL GEMERAL . 5/22/2018 92000 7.78 Credit Card Fees
g 201805225 |SPL GEMNERAL . 5/22/2018 73100 81.85 Teesnap Software License Fee
g 2!‘.]18(15'225 SPL GEMERAL . 5/22/2018 71760 -23.43 Sales Tax Expense
10 201805225|5PL GEMERAL 5/22/2018 BEOOO 16.43 COGS Merchandise Sales
1" 2!‘.]18(15'225 SPL GEMERAL . 5/22/2018 67000 0.45 COGS - Food Restaurant
13 amnensIIRIicDl =ERCR A s/ fnia RANNN -1 @7 bMarrhandica Calac

e Adjust the file if needed
e You must edit the Over/Short Cash Account prior to importing

15 ;SPL GEMNERAL . 6/14/2018 63200 -60.71 Range Fees

16 |SPL GEMERAL . 6/14/2018 64000 -28.87 Merchandise Sales

17 ;SPL GEMNERAL . 6/14/2018 6E000 16.63 COGS Merchandise Sales

18 fSPL GEMERAL . 6/14/2018 71760  -130.18 Sales Tax Expense

149 ESPL GEMERAL . 6/14/2018 73100 81.85 Teesnap Software License Fee
20 |SPL GEMERAL . 6/14/2018 92000 55.88 Credit Card Fees

21 ;SPL GEMERAL . 6,/14/2018 AR Members -389.3 Member Dues

22 |5PL GEMNERAL . 6/14/2018 Gift Cards -25

23 |SPL GEMERAL . E}'l—ij'zﬂlslundeﬁned _l 1.54 Over/Short Cash Account

24 |ENDTRNS

Adjust the file if needed. The Over/Short Cash Account is undefined so enter your account
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Sum the file to make sure it balances
Select cell at the bottom of Column E and click AutoSum and select the Enter Key

H - = - e perry houghton

M st Pegelsyout  Fomules  Dats  Review  View  Help

= % Cut Calibri =1 #- 8 WapTet Genesal [E] 7] j' _;’5& 3 Autosum -
P, B2 B I U » =B o2 | Coare ot C‘ell Insert Dﬁne o | L
TR ol P U -] Oy == ElMegereCentes - § - % * | 5848 oty Teble Skt 5 2 # Clegl~
Clipboard 0 Font . Allgnment I Number 0 styles cells Editin
€24 x £
| & 8 c D 3 3 G H | J K L a
7 |sPL GENERAL 6/14/2018 31000 -151.81 Gratuities
8 [spL GENERAL.  6/14/2018 80000 -576.17 Food Restaurant
9 |SPL GENERAL.  6/14/2018 60100  -268.5 Liguor- Restaurant
10|spL GENERAL.  6/14/2018 60200  -31.25 Beverages - Restaurant
11 |spL GENERAL.  6/14/2018 60300  -75.65 Beer/Wine - Restaurant
12 [seL GENERAL.  6/14/2018 62000 -59.9 Membership Revenue
13 |SPL GENERAL.  6/14/2018 63000 -218 Greens Fees
14 |seL GENERAL 6/14/2018 63100 -537 Cart Feas
15 [spL GENERAL.  6/14/2018 63200 -60.71 Range Fees
16 |SPL GENERAL.  6/14/2018 54000 -28.87 Merchandise Sales
17 [spL GENERAL.  6/14/2018 68000 1663 COGS Marchandise Sales
18 [spL GENERAL.  6/14/2018 71760 -130.18 Sales Tax Expense
19 [spL GENERAL.  6/14/2018 73100 BLES Teesnap Software License Fee
20 [spL GENERAL.  6/14/2018 52000 55.88 Credit Card Fees
21 [spL GENERAL.  6/14/2018 AR Members -389.3 Member Dues
22 |sPL GENERAL.  6/14/2018 Gift Cards -25
23 [spL GENERAL.  6/14/2018 Over/Short 1.54 Over/Short Cash Account
2‘; ENDTRNS - Sum the file to make sure it balances.

Select cell at the bottom of Column E and click AutoSum and select the enter key

If the file is balanced remove the Sum prior to saving
If the file does not balance check against the Sales Cash Overview report

1$_—J|SPL GENERAL. 6/14/2018 71760 -130.18 Sales Tax Expense

15 !SPL GEMNERAL . 6/14/2018 73100 81.85 Teesnap Software License Fee
20 [SPL GEMERAL . 6/14/2018 92000 55.88 Credit Card Fees

21 !SPL GEMNERAL . 6/14/2018 AR Members -389.3 Member Dues

22 |SPL GENERAL. 6/14/2018 Gift Cards -25

23 _!SPL GEMERAL _ 6/14/2018 Over/Short 1.54 Over/Short Cash Account

24 |ENDTRNS | 0_|

If the file is balanced remove the Sum prior to saving. If the file does not balance
check againts the Sales Cash Overview report
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e Save the file in a dated folder that makes sense, something like QuickBooks Export\May

e Name the file with the date of the download for example (May22)

e Save As a .CSV file (this is an important step as if you just hit Save it will save as a Unicode Text
and the file WILL NOT IMPORT.

Excel Workbook (*.xdsx)
St Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (* xlsh)
€ © T excel 97-2003 Workbook (*.ds)
CSV UTF-8 (Comma delimited] (*.csv)
Organize » Ne| XML Data (*aml)
p Single File Web Page (*.mht;*.mhtrml)
[=] Pictures Web Page (*.htm;* html)

m Videos Excel Termplate (*xitx)
Excel Macro-Enabled Template (*.xltm)
o OS(CH Excel 97-2003 Template (*.xlt)

. | Text (Tab delimited) (*.td)

o USB Drive ()i ode Text (*:04)

== Quickboaoks (XML Spreadsheet 2003 (*xrnl)
Microsoft Excel 5.0/95 Workbook (*xls)
TRl vl C5V (Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.prn)
o Metwork Text (Macintosh) (*.bd)

& Text (M3-DOS5) (" tt)

3 GHIN-PC CSV (Macintosh) (*.csv)

CSY (M5-D0S) (*.csv)

DIF (Data Interchange Format) (*.dif)
File name: | SYLK (Symbelic Link) (*.slk)

- Excel Add-in (*xlarm)

Save as type: |Excel 97-2003 Add-in (*xla)

PDF (*.pdf)

Authors: | XpS Document ("xps)

Strict Open XML Spreadsheet (*.xdsx)
OpenDocument Spreadsheet (%, ods)

» Hide Falders Tools I Save | Cancel

Save the file in a dated folder like May. Name the file with the date of the download, for example
May22. Save as type CSV (Comma Delimited) (*.csv)

e C(Close the file as you can’t import with the file open
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Directions for Quick Books prior to 2019

e Open Quick Books

e Goto File

e Then Utilities

e Import then chose IIF Files

mgqn Wiew Lists Favorites Company Customers Vendors Employees Banking Reports Window Help

Iew Company...

Dpen or Restore Company...
ORSHERYIaUS.Clrapsny . Go to File the Utilities then Import and select IIF Files
Back Up Company 3
Create Comy

Close Company

Swritch to Multi-user Mode
Utilities Import
Export

Send Company File

Send Forms...

f Host Multi-LUserAccess..
Shipping

Warify Data
Rebuild Data

Condense Data...

Update Web Services
Exit Alt+F 4

Restore Backup For Earlier QuickBooks Version

e Navigate to where you saved your .csv file
e Select the Files of type drop down and select All Files
e You then will see your saved file and double click the file to import

Synchronize Contacts Weh Connect Files
Cirl+P Corwert b TimerActivities
S Copy Company File for QuickBooks Mac General Journal Entries ..
Frint Earms ¥ Copy Company File for QuickBooks Gnline...
Frinter Setup... Repair File and Metwork Problems..

g Make sure to hit the Files of type drop down and choose All Files (*.%)
Then double click on your saved .csv file
This PC
< >
g File name: “lIF v | Open |
Metwork |
Files of type: IIF Files (" IIF) v | Cancdl |
IIF Files {*.11 i
(L — | B
e Select OK

QuickBooks Deskiop Information

@ four data has been imparted.
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Directions for Quick Books 2019

e Open Quick Books
e Goto File
e Then Utilities
e Import then chose IIF Files
e Anew screen appears Do Not Select Import IIF as Quick Books currently has issues with this
new import utility
e Select Import without review (not recommended)
o Import it for me. I'll fix it later

Import IIF file

@ Import your IIF file
8 + Import both lists and transactions

~/ ‘See asummary of your import
~ View the failed transactions in an IIF file
+ Fix the errors and re-import

Find out more

| importiF T| Cancel

Import without review (not recommended)
Import it for me. Il fix 1t later

e Select the Import IIF Blue Box

Warning

we don't recommend this method for importing OF files. Some of
the info might not be correct or complete for your books,

" import IF | Cancel

i
\
Select import IIF

Backup now
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e Navigate to where you saved your .csv file
e Select the Files of type drop down and select All Files
e You then will see your saved file and double click the file to import

h Make sure to hit the Files of type drop down and choose All Files [*.%)
s Then double click on your saved .csv file
This PC
; <
~—l File name: |'.IIF V| | Open
Metwork .
Files of type: IIF Files (" 1IF) b . Cancel
|IF Files {*.11 i e
| Heb
e Select OK

CluickBooks Desktop Information

'@' Your data has been imported.
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e Check to make sure the file imported
e Go to Company then Make General Journal Entries

File Edit Miew Lists Favarites

Customers ‘endors Employees

Bankinc

My Shortcuts

2,

Home

&® Wy company

Income Tracker
S BilTracker
i calendar

@& snapshots

a Customers

@ My Shortcuts
B view Balances
M Run Favorite Reports

B Open Windows

Check to make sure the file imported, go to Company then Make General Journal Entries

Haome Page
Company Snapshot
Calendar
Ciacuments

Lead Center

My Campany

Set Up Users and Passwords
Customer Credit Card Protection...
Set Cloasing Date

Bulk Enter Business Details...

Planning & Budgeting
To Do List
Reminders

Alerts Manager

Chart of Accounts

Manage Currency
Entervehicle Mileage...

Prepare Letters with Envelopes
Export Caompany File to QuickBaoks Cnline

Clrl+a

e You may have to arrow back to get to the date you just imported
e Confirm the import and you can make edits in this file

e Save & Close

s

Main Reporis i
@ P a E % a Create a Copy @ E @‘
Find New Save Delete Qmamgnze Reverse Print Aﬂ_ach
/You may havéto arrow back to the date you J'ustFilﬁmor‘ted
DATE i‘ ENTRY NO e ]
ACCOUNT DEBIT CREDIT MAEMD NAME EILLABL..
12000 37752 Undeposited Funds
12000 89.63 Undeposited Funds
15400 16.43 Inventory - Golf Shop
60000 T6.13 Food Restaurant
o100 6.00 Liguor - Restaurant
G0200 4.50 Beverages - Restaurant
60200 11.22 Beemine - Restaurant
63000 46.00 Greens Fees
63100 164.00 CartFees
63200 14.01 Range Fees
64000 1.87 Merchandise Sales
Ga000 16.43 COGS Merchandise Sales
Save & Close Revert




