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Introduction

0 You will gain the most from this guide by first reviewing it. Also, be sure
to backup your data.

Data integration between BillQuick® (by BQE Software, Inc.)Reachtree Accountii® (by Sage
Software SB, Ingcan make your time billing, accounting and financial management tasks-edisier.
featured, BillQuick Time and Billing helps you manage your company, whether your time, expense,
billing project managemerand reporting needs are simple or you demaachplex billing, reporting and
management capabilities. Peachtree Accountiagissiness accountisgftware that provides solutions
such as general accountitigiitedtime and billingaccountsreceivableaccountspayableinventory,

online bankingpp costing, reporting and payroll servicegegrated, BillQuick and Peachtree deliver a
virtual application thagnsures data accuracy, eliminatesdmmsuming duplicate manual entry, enhances
flexibility, and increases control over your bottom line.

The goal of thaBillQuick? Peachtree Integration Guide is to help users effectively integrate data
between BillQuickand Peachtree AccountingillQuick controls integration, enabling you to choose
General Ledger accounts, what data flows between the@gins, and more.

How to Use This Guide

Integration means data from one application transfers to another. This sharing offers many benefits. You
control what data transfers to and from BillQuick usiggchronization settiny®ur preferences tell

BilQuick exactly how you want it to interact with Peachtree. BillQuick automatically creates smart
connecton using your settings and btiitt intelligence.

We encourage you to revielow Integration Works . Written for the nontechnical user, it explains
the integration rules built into BillQuick. Understanding what type of data may be shared and the rules
applied during synchronization, will help you visualize what is happening behind the scenes.

Inthe Initial Integration Scenarios section,you can choosthe scenario which best fits your company.
Instructions guide you through initial integragocess according to your situation, whether new or
existing BillQuick/Peachtree user.

After integrationdata is to be checked to make sure everything istsymized accuratelyQuick

Check sectionprovides specific guidanoa this aspectThe section oDay-to-Day Integration
Settings provides suggestions for fitening synchronization settings for normal,-tiaygday processing.
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Software Editions Supported

BillQuick Basic, Pro (Microsoft Access database) and Enterprise (I BQDHEXpress andicrosoft SQL
database) edition@005 or later)integrates with the following Peachtree editioifgersions 200and
later):

Peachtree Complete Accounting®

Peachtee Accounting®

Peachtree Premium Accounting®

Peachtree Premium Accounting for Construction/ Distribution/Manufacturingfofit (2006

or later)

T Peachtree Premium Acco(R0f6orlate Accountantds Edit

1
T
T
T
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How Integration Works

Even if you are rta technical person, it is helpful to understand the basics of BilRQ#ekchtree
Accounting integration. This can help you visualize what is happening behind the scenes as BillQuick
manages transfer of information to and from Peachtree.

You can send Buick activities, expense codes, employees, vendors, clients, projects, time entries,
invoices and payments to Peachtree. You can get activity and expense/charge items, employees, vendors,
customers, jobs, expense and time entries, invoices and payfmamt®eachtree into BillQuick. You

have to send or get the data in the order of the menu. E.g., send Clients prior to sending the Projects.
Each record common to BillQuick and Peachtree share a unique Link ID that identifies them as related.
Thisdoes nommeandata in both records isxacthithe same, only that they share common data. BillQuick
Project records contain data and options that Peachtree Job records do not and vice versa. What is
important for integration ighat the two applications share kewtz.

0 Before integrating data, backup your data in Peachtree Accounting and
BillQuick.

The tablebelow shows the directions in which data gaotentiallyflow between BillQuick and
Peachtree. Whether it flows in one direction or the other depends ar ghoices on the
BillQuick PeachtreeSync Settings screen.

BillQuick Dataflow Peachtree
Table Name Table Name
Activity Code D Inventory Item

(Activity)
Expense Code D Inventory Item
(Charge)
Employee D Employee
Vendor D Vendor
Client D Customer
Project D Job
Time Entry D Time Ticket
Expense Log ! Expense Ticket
Invoice D Invoice
(Sales & Invoicing
Payments D Payments
(Receipts)
Chart of Accounts D Chart of Accounts

o To review detailed, fiekby-field mapping of records between Pead#r
Accounting and BillQuick, see BillQuick Help, BillQuRelachtree
Integration, Table & Field Mapping.
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As you can see above, Bi | | QuomplehessiveNaot ong/gre at i on wi t
invoices sent to Peachtree to post revenue and retdes, the virtual database for the two applications
includes clients, projects/jobs, employees, vendors, activity codes, etc.

Bottom LineThe major benefit ithat you do not have to reenter BillQuick data into Peachtree. BillQuick
manages the processsing your synchronization settings.

Integration Rules

To ensure accuracy and completeness of data transfer, BillRQ#elachtree integration follows a set of
rules. These are:

1. Start Date Rule: Peachtree accepts the mafer of time, expense, invoiead payment
recordsonlyif their dates arafterthe start dateof the Peachtree Company. Thus, when
you are arexisting BillQuidkser integrating with Peachtree for the first tmgou are
new to both BillQuick and Peacharekmanually entering iniees, pagnents, and/or
time and expensesom a prior fiscal yeahe sureo check the start dataf the
Peachtree Company.

2. Synchronization Order Rule: When you send or get data @emand from BillQuick
or Peachtre (via Send, Get or Sync meniojjow the order of the submenusfor
speedier data transfeFor example, you should synchronize Clients before Projects and
Invoices before Payments.

3. PTLinkID Rule: BillQuick automatically creates an internal PTLIinkID and adds it to the
database. Used for inteal processing, the special ID ensures accurate and complete
transfer of data.

4. Bill Rate, Cost Rate Rule: When transferring employee data from Peachtree, BillQuick
inserts 0% Bill Rate arRhyRate. This is because Peachtree supports only hourly billing
with optional Bill Rate and no Cost Rate.

5. Client Contacts Rule: Client contacts in BillQuick transfer to Peachtree automatically
when you synchronizelients.

6. Time Record Rules:

1 After transferring a time record from BillQuick to Peachtree, it can only be
transferredagain as a new entry or record.
1 Negative time entries cannot be transferred to Peachtree from BillQuick.

7. Placeholder Data Rule: Because Peachtree dsnot require the samedatafieldsas
BillQuickandit may not track the same data as BillQuidds not have theagne fields),
Bill Qui ck i ns e(fotexampldd as@ pidehaldehvalueavieed it
encounters these situations. As part of the data checking procedure, you would change
FromPeachtree to whatever value you desire for the fiebd.example, if the First and
Last Name fields on BBlank BilQuickendeds Vendor screen
FromPeachtree into its First and Last Name fields during synchronization.

8. Peachtree Invoice Rules: When transferring invoices from Peachtree to BillQuic
several scenarios can arise.

1 Client Invoicbut No Job Recondfhen BillQuick encounters an invoice from
Peachtree that is associated with a client rather than a job/project, it
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automatically creates a project record and uses the Client ID to create th
Project ID. Thids donebecause BillQuick requires projects, and invoices are
associated with projects (scopes or types of work) done for clients.

1 Invoice for One Jalifferent ClieniWhen BillQuick encounters an invoice from
Peachtree that containems for a single project with a cliesther than the
invoice client; it associates the invoice with the specific client of the project.

1 Invoices for Multiple Jobs, Same Olihren BillQuick encounters an invoice from
Peachtree with items for differebs butt he same c | ijegnbt, it creat
invoiced In other words, the invoice items for each job are associated with the
corresponding project in BillQuick. Together, they are reported in BillQuick as a
Joint Invoice.

1 Invoices for Multiple Jobs dpeffit ClientsiVhen BillQuick encounters an invoice
from Peachtree with items for different jolasdthosejobsinvolve more than
one client, BillQuickvill not transfethe invoice. You must revise the invoice in
Peachtree so it only reflects items fobgassociated with a single cliearig
thensynchronize with BillQuick again.

9. BillQuick Invoice Rule: When BillQuick sends an invoice with taxes to Peachtree, there
are two items (Service Amount and Service Tax Amount) appearing as a single line item.
Hence, different accounts cannot be specified for them.

10. Payment Rule: Like invoices, when transferring payments to/from BillQuick, several
scenarios can arise.

1 Payment to Client Invoice, No \Mten BillQuick encounters a payment from
Peachtree for a clientvoice rather than a job/project invoice, it automatically
creates a project record (if it does not exist) and uses the Client ID to create the
Project ID. Thids donebecause BillQuick requires projects, and invoices are
associated with projects (scaper types of work) done for clients.

1 From Peachtree Payments, No Invoice in Bill@bakBillQuick encounters a
payment from Peachtree for which the associated invoice does not exist in
BillQuick, itwill transfethe paymeninto BillQuick. The paymen dn-accodnd
for the client and can be used to pay invoices and/or reduce the net bill amount
of future invoices.

1 NolnvoiceA payment entered in BillQuiReachtredransfers to
PeachtreéBillQuickeven if the associated invoice does not exigiénother
application

BillQuick® Peachtree Integration Guide 2009. 3 Page5



Initial Integration Scenarios

Preferences controlling how BillQuick and Peachtree work together are managed through the Sync
Settings screen. It is accessed from the Accounting, Peachtree Accounting menu. During integration setup
ard synchronization procedures, both BillQuick and Peachtree must be running. Peachtree allows only
on-demand synchronization.

Security Permissions

Before you ask BillQuick to synchronize data with Peachtree, you (the user) must have security
permissionin BillQuick to perform the task. The BillQuickrvisor in youcompanyassignsecurity
permissions to users.

Second, you must tell

. & Peachtree Accounting: Beltwether Garden Supply
Peachtree to allow direCt ‘rie edr Lists Maintain Tasks Anshysis Qe i Reports Services Window Hel

communication with [ Gobal..
H H H Change Sysbem Date. .,

BIIIQUICk' TO dO thlS, Define Inbernet Connection. ..

again you must havbe

Security permiSSion, Maintain Global Options

Onceyou do, you would

set the security level for

X

beconting | Geneal [{Peachtiee Pariners ]  Speling |

BI”QUICk (Ca”ed a Peachiree Paitners Securily Level =
Peachtree Partner) on € Low - Allow ol Peachires Patner appications to un i
P eac h t ree 6 S Medium - Warn before Peachires Paitrier applic stions run [recommended) Help

" High - Do not allow any Peachbree Pariner apphcations to un

Global Options screen.

With Medium security,
for example, each time
you synchronize data,
Peachtree promptyou
to allow BillQuicko
access youPeachtree
databasdone currently
open in Peachtree).
Other options provide
more or less open security access.

Scenario 1: Existing BillQuick -New Peachtree User

BillQuick users who are new to Peachtree Accounting start by transferring information ifiQuidk to
a new PeachtredatabaseAfter creating the Peachtree file and setting synchronization preferences, you
caninitiate synchronization and check the transferred data.

BillQuick® Peachtree Integration Guide 2009. 3 Page6



Please follow the steps below to integrate BillQuick and Peachtree.

1. Peachtree Database

Before integratigwith BillQuick, a new Peachtree user must first create a Peacatbasand assign

the Peachtree Partner security leveééSecurity Permissi@isveor Peachtree Help for more de}ails

1. When PeaChtree Create a New Company - Introduction @
opens, chose
6 Cr e Hdwe Create a New Company
CO m p a Tﬁhﬁ 6 This wizard will walk you through creating a new company. You will be asked about your:
New Company
Wizard IaunCheS. *  Company name and address
*  Business type
2 ) Enter Company #*  Accounting method {cash or accrual)
name, addl’eSS i *  Accounting periods
and other details. * Focalyeer
-
3. Select your
business type
and If yOU WiSh’ | Mext = | Cancel | Help |
let Peachtree
suggest a Chart
of Accounts for & Peachtree Setup Guide | = | ]
our business .
%’ i 2%, Setup Guide
ype' yOU The Setup Guide helps you getstarted with Peachtree. It's best to use this guide before entering any
already have a transactions into Peachtree.
Chart Of We recommend that you followthe order below, butit's OK to skip a step if it doesn't apply to yourbusiness.
aCCOUmS, enter To continue, click on anicon or the name of a section below.
them after
.y o Customers
E).(Itlng the & The people orbusinesses thatyou sell products orservices to.
wizard.
.. Jobs
U The revenues and expenses associated with specific projects you do for customers. For example,
an event planner might set up a &-month job for the Jones' wedding to track revenue and
4. Enter your expenses for it.
preferred Vendors
aCCOUnting & The people ar businesses thatyou buy products or services from.
method, period .
’ I | Ji Inventory and Service Ttems
and other Li-_i Items that you purchase, manufacture (or assemble), and sell to customers, Inventory items can
. . alsoinclude the services that you provide to your customers.
financial data. |
o Employees
5 E h % The peoplewho work far your business.
. nter the
required [==] Chart of Accounts
. q . I:I Thelist of accounts towhich you assign transactions in your business.
information and
exit the wizard. 51  User Security
) Set up usernames and passwords forother Peachtree users.
&
6. Use the G What should I do after Setup Guide?
PeaChtreéetup Common tasks that peopletypically do after completing setup.
Guide to B
[] Don't show this screen at startup. Close

BillQuick® Peachtree Integration Guide 2009. 3
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customize company defaults and create company records.

2. Backup Database

For the firsttime sync, it is important to back up your BillQuitabaseSelect BackUp Database from
the Utilities menu. By default, BillQuick stores the backup copy in the same folder as the company
database (for example, theaadard installation folderWerogram FilégillQuick009 x = drive letter). If
you want the database copy to be saved in another location, &lgzalSettingsMiscfrom the Settings
menu and enter a new location

3. Sync Settings

For BillQuick toknow what data to transfer and other integration preferences, you need to define
integration settings. Later, you can fiome the settings for dap-day integrationgee 5FineTune
Synchronization Settings below

1. In BillQuick,dok at the statudrie at the bottom.It displays the BillQuick database that is
open.If it is not the one you want to integrate with the Peadatamsgeselect File,
Open Company from the menu, choose the correct compamglthen continue to the
next step.

2. From theBillQuick Accounting menu, select |Accounting

Peachtree Accounting, Sync Settings. 7] Microsoft Office Accounting  »
Q;O QuickBooks 4
220, - .
#AY  Peachtree Accounting '[:L Sync Settings ...
MYOB D Send to Peachtree  »
Export Invoices to Ledes 2 Get from Peachtree  »
Chart of Accounts About Peachtree

Purchase Order

=5
@ Receive Items

Receive Items and Create Bill

E Vendor Bills

BillQuick® Peachtree Integration Guide 2009. 3 Page8



3. Clickonthe
General tab.
Select the
Peachtree
Versionthat you
are using. Also,
select the
desired
Peachtree
Companyfrom
the drop-down
listor click
Browseto locate
your Peachtree
file.

Click the
Connect button

to establish a link to the Peachtrdatabaself the Peachtree application is not running, it starts

automatically.

& BillQuick - Peachtree Sync Settings =] & |3
Help Save Close =
General Send Settings Get Settings Accounts
Peachtree Version:
Peachtree Accounting : | Peachiree Accounting 2009 -
Peachtree Companies:
Selected Company file :  F\PROGRA™14\SAGESO™1\PEACHT™1"Company‘abccom| = | Connect
Browse

BillQuick Database
F:\Program Files\BillQuick2009Sample_Datafile2009.mdb

You can se¢he location of theBillQuick Databasthat will integrate with the Pezntree.

Click the Send
Setthgs tab. In
order, select
each Mdule and
assign desired
settings to it.

You need to
decide whether
to send each
type of BillQuick
data to
Peachtree. If you
wish to restrict
what data
records transfer
to Peachtree,
choose or or

@ BillQuick - Peachtree Sync Settings

P S
& &
Help Save Close
General

Send Settings
Do Not Send Time Entries

Get Settings

Module:

Activity Code Owerwrite Rule for Duplicate Records:
Expense Code T @ Always
Employee
Vendor
Client Time Entry Date Fitters:
o'e ) All @ From | 17171980 T
— tries
Invoice
Payment Employee Fitters:
Expenses B
Charts of Accounts @ Al From
Last Sync on: Project Fiters:
Never @ All From

(=] E =

Accounts

lgnore Last Sync Date

To | 1/1/2010 -

To

To

more filters.See BillQuick Help for more information.

BillQuick® Peachtree Integration Guide 2009. 3
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7. Clickonthe

@ BillQuick - Peachtree Sync Settings EI = @

Accounts tab. P

& ®

Hel S Cl _
In Peachtree, S e e z
eaCh |tem iS General Send Settings Get Settings Accounts
aSSOCiated with a Default Azcount for Expenses/Activities Sent to Peachtree
General Ledger GIL Income Account: 1100 - GIL Inventory Account: | 1150 -

(GL) accountA
General Ledger
contains financial
transactions and

GIL Sales Account: 1020 ¥ | G/L Cost of Sales Account: | 1900 b

Default Account for Invoices Sent to Peachtree:

balances in AR Account: 1150 - GIL Account | 1900 -
various accounts

for the Specified Default Account for Payments Sent to Peachtres:

ﬁscal year or Cash Account: | 1010 -

time period. It
represents a
complete
collection of accounts (chart of accounts) of a company, transactionsaéagedgith these
accounts, and account balances for a specified period of time.

To ensure billed activitieexpenses, invoices and payments update the correct GL account in
Peachtree, you must spectfyeir default accountsere. Select thedesiredPeahtree Account ID
or Account Type Description from the dropdown list.

The GL accounthatyou select depends on whethgour companyollowsa Cash Basis

or Accrual Basisf accounting. For cash basis, timeome Accounis where payments

from BillQuick ae posted. TheSales Accouneceivesnvoiced activities or servicesnd

the Inventory Accounteceives invoiced expenses. BillQuick posts costs (time, expenses)
associated with an invoice to tki®st of Saleg\ccount For accrual basis, the same
accouns are used excephat the Income Accounis not needed.

4. Send Data

Accounting

Now you are ready to synchronize daigth | o, . .cc orice accouning >

Peachtree. el
%0 QuickBooks 3

1. From the Accounting menu in Slniexiieoicauion g Sync Settings ..
BillQuick, select Peachtree MY0B v SendtoPeschiree b | ¥ Activity
Accounting, Send to Peachtree. ExportInvoices to Ledes  » T ,%# S

2. Inturn, select each menu item e pooutvesties || Ermlors
starting with Activities. After the Purchase Crder &l | Vender
progress bar indicatebat the Receive Items VI Clients
transfer is complete, open the BB Receive ltems and Create Bill & erojects
corresponding screens in BillQuick B erdor ills S Timetnty
and Peachtree and verify the data i B ivoices

JE» | Payments
st

All
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complete.SeeQuick-Check for more informatiam that

Repeat this step for the next mentam. Below are thaBillQuickmenu items and the
corresponding Peachtree screen.

BillQuick Peachtree
Send Menu Item Screen
Activities* Inventory Item
(Activity)
Expense Items*  Inventory Item
(Charge)
Employees* Employee
Vendors* Vendor
Clients* Customer
Projects* Jobs
Time Entries Time Ticket
Invoices Invoice
Payments Receipts

Chart of Accounts Chart of Account:
* The screen name may be different based on your profession or industry, or if you customized them using
Bill Qui ckosatuust om Label fe

5. Fine-Tune Synchronization Settings

After you check the data transferred to Peachtree, you may wish to change your integration settings to
ones better suitedor dayto-day synchronizatiofRlease sdeay-to-Day Integration Settingsfor more
information.

Scenario 2: New BillQuick -Existing Peachtree User

Peachtree users who are new to BillQuick start by transferring information from Peachtree to a new
BillQuickdatabaseAfter creating the BillQuickompanyand setting synchronization prefeoas, you
caninitiate synchronization and check the transferred data.

Please follow the steps below to integrate BillQuick and Peachtree.

1. BillQuick Company

Before integratig a new BillQuick user must first create a BillQuioknpanydatabase. Bfpuick
requires security permission to perform this taskdSecurity Permissi@imveor BillQuick Help for more
detail3.

1. In BillQuick, select File, Nefstom the menu Choose the type of database technology
you wish to use. If unsure, choose Standard.

0 The database technology available to you depends on the BillQuick

edition purchased. If you are unsure what edition you licensed, select
About BillQuick from the Help menu. The edition abbreviation displays right
after the version number.

BillQuick® Peachtree Integration Guide 2009. 3 Pagel1l



Edition

Database Technology

BillQuick Basic
BillQuick Pro

BillQuick Enterprise

Microsoft Access (Standarc

Microsoft Access
Microsoft SQL Desktop
Engine

Microsoft Access
Microsoft SQL Desktop
Engine

Microsoft SQL Server

2. On the New BillQuickDatabaselialog, entera name for the new database. Most
commonly, thecompanyname is used for easy identification. Click the Open button.
BillQuick creates the database and opens the BillQuick Startenyiew wizard.

The BillQuick Startp Interview can be closed and gened later. To
do so, selecWizards,BillQuick Interview from the Vieunenu.

3. On the BillQuick StarUp Interview panel, click the Next button.

4. Leave Business Type blank. If you select a type, BillQuick copies irghestifyic activity
(service) andpense codes into your firm database. These codes are not needed
becausetems will transfer from Peachtree into BillQui€lick the Next button.

5. Custom Labels allow you to customize key business terms to your profession and firm
preferred terminologyri BillQuick. Customizing terms eases transition from your old
time & billing solution. Select your preferred terms from the ddmpvn lists. When

done, click the Next button.

6. On the Company
Name panel,
enter your
company name.
Spell it exactly as
it appears on
your License &
Registratioror
the Evaluation Smallest Time Inc
Keydocument First Day of Week
or email.

BillQuick Start-Up Interview

LA A

Company Name

7. Click the Next -
button to accept

the defaults on e e

the remainder of
the panels. You

-

Previous MNext

Company Name

B

@ i

Help Cancel

Your company name prints on invoices, statements and reports. If
you are evaluating BillQuick, please enter the name of your
company.

If you have purchased BillQuick, please enter your company
name exactly as it appears on the email containing the license
and registration keys. Your BillQuick license key is based on your
company name.

Enter your Company Mame:
X2 Consulting Corporation

can update these

BillQuick® Peachtree Integration Guide 2009. 3

Page 12




options later on theslobalSettings and User Preferences screen. On the lastlpelick

the Finish button.

8. The BillQuick
Initial Setup
Checklist wizard
displays. This
wizard enables
the first time
user to create
master
information;
setting up basic
employee, client,
project, etc,
confirming the
actions using the
checklists. When
done, click the
Close button.

9. The Company
screen displays.

BillQuick Initial Setup Checklist

£
') B+
Help Close

BillQuick Initial Setup Checklist

To help you get started with BillQuick, we recommend you to complete the following wizards. To exit, click Close.

&

i3

fre

Sh

Employee

Add Employee to your company file. The wizard walks you through each step and r]ﬂ}akes it easy
to add Employees.

Client

Creates Client profiles. Clientinformation concerning the projects, hours, expenses, billable
amounts, and cost amounts that you've generated for each client.

Prajec

Creates Project profiles. The information recoerded to the project record determines how the
project is billed and managed.

Activity Codes

Creates list of activities or tasks for your company. Activity codes are time-based billable and nan-
billable actions performed by timekeepers.

Expense Codes

Create list of expenses for vour company.

Either complete the fields now and click the Save button when;doraick the Close
button and perform this task later.

. . BillQuick Login
10. From the File menu,gdect Login. For User
. ~y A BOE Professional Services
I D f Supeplleoo(\ﬂlthout quoteS), then - D:\bgeASample Arch Eng Database.mdb
for p assword ! (Wlthqup e 0 UserID : SUPERVISOR

guotes). This gives you full security
permissions in BillQuick to perform

integration tasks.

2. Backup Database

For the firsttime sync, it is important to back up your Peachtde¢abaseSeéct Back Up from the File

xxxxxxxxxx

Password :
WD

2 4 "'] V| Remember
ST T @ f |
= Help Cancel oK

menu. Clickonthe Back Up buttoron the dialog.

3. Sync Settings

For BillQuick to know what data to transfer and your other integration preferences, you need to define

syncsettings. Later, you can fitene thesesettings forday-to-day integrationdee 5. Findune
Synchronization Settings below

1. Look at the status linat the bottom of the BillQuick screen. It displays tbarrently
openBillQuick databaséf it is not the one you want to integrate with the Peachtree

BillQuick® Peachtree Integration Guide 2009. 3
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databaseselect File, Open Company from the menu, choose the correct companly,
then continue to the next step.

From the BillQuick Accounting menu, select |Accounting

Peachtree Accounting, Sync Settings. ¥7]  Microsoft Office Accounting N
Q;G QuickBooks 3

A Peachiree Accounting »tL
MYOB »
Export [nvoices to Ledes »

Chart of Accounts

Sync Settings ...
Send to Peachtree 3
Get from Peachtree »

About Peachtree

Purchase Order

Receive Items

Receive Items and Create Bill

— | Vendor Bills
Clickonthe
& BillQuick - Peachtree Sync Settings (=] & [
General tab. e
Select the @ &
PeaChtree Help Save Close -
Version you are £33 Send Settings Get Settings Accounts
USingand the Peachtree Version:
desired Peachtree Accounting : | Peachiree Accounting 2009 -
Peachtree
Companyfrom
the dl’Op—down Peachtree Companies:
list
Selected Company file:  F\PROGRA~1\SAGESO~1\PEACHT 1" Company‘abccom| « | Connect
Click the
Connect button Brétise
to establish a link | BilGuick Database
to the Peachtree F:\Program Files\BillQuick2009\Sample_Datafile2009.mdb
databaself the
Peachtree

application is not running, it starts automatically.

At the bottom, it displays the Ication ofthe BillQuick Dathasethat will integrate with

the Peachtree data.

BillQuick® Peachtree Integration Guide 2009. 3

Page 14




5. Click the Get

Settings tab. In & BillQuick - Peachtree Sync Settings =] & |3
. P .
order, select & ®
eachModule and | = “=F = o= :
aSS|gn des'red General Send Settings Get Settings Accounts
i i Module: [7] Do Met Get Clients
Settlngs toit. Activity Code Overwrite Rule for Duplicate Records:
Expense Code -
In most cases, Employee A= ® Aways
you only need to || Vendor E—

-
decide whether Project

to get each type | |Time Entries
Expenses

of Peachtree Invoice

data. If you wish || Payment

. Charts of Accounts
to restrict what

@ All ™) From To

data records Last Sync on:
transfer from Never
Peachtree,

choose one or
more filters.See BillQuick Help for more information.

4. Get Data
Now you are ready to synchronize data from Peachtree to BillQuick.

1. From the Accounting menu in Accounting|

BillQuick, select Peachtree 2| Microsoft Office Accounting  »
Accounting, Get from Peachtree. @0 QuickBooks v
;;E Peachtree Accounting 4 Sync Settings ...
2. Inturn, select each menu item, - ,
. . . Send to Peachtree 3
starting with Service Iltems. After the Cortimoies o Ledes 5
progress bar indicatdbat the GetfromPeachies |y Semiceltems
transfer |S Complete’ Open the Chart of Accounts About Peachtree i?}?_f Charge Items
corresponding screens in BillQuick Purchase Order & Employees
and Peachtree and verifiye data is Receive ltems =] Vendor
CompleteSeQUICk_CheCkseCtlon ol Receive [tems and Create Bill :___| Clients
for more information.
— | VendorBills i Jobs
S Expense Log
\Y@ Time Entry

Invoices

{f' “| Payments

All

o Bill Rate and Cost Rate in employee records must be updated before
synchronizing time recordSpecial bill ratésost rates associated with

work done by employees on a project stlbe defined in a Service Fee

Schedule and assigned to the projeetore synchronizing time records.
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Repeat this step for the next menu item. Below areBlilEQuickmenu items and the
correspondingBillQuick screen

BillQuick BillQuick
Get Menu Item Screen
Service Iltems Activity Codes*
Charge Items Expense Codes

Employees Employees*
Vendors Vendors*
Clients Clients*
Projects Projects*
Time Entries Time Entry
(Sheet View)
Invoices Invoice Review
Payments Payments
Chart of Account: Chart of
Accounts
* The screen name may be different based on your profession or industry, or if you customized
them using Bill Quickds Custom Label feature

5. Fine-Tune Synchronization Settings

After you check the data transferred to BillQuick, you may wisthiange your integration settings to
ones better suited to dato-day synchronizatiofRlease sdeay-to-Day Integration Settingsfor more
information.

Scenario 3: New BillQuick -New Peachtree User

If you are new to both BillQuick and Peachtree Accaugtiyou need to satp companydatabases in
both applications, enter and/or import master information in BillQuick (or Peachtree), then synchronize
the datawith the other applicationThe instructions below cover these tasks.

To gain the most completend useful practice management information from the start and reduagset
time, we recommend that you add or import all master information and other time & billing data into
your BillQuick firm database, then synchronize it with Peachtree.

o Bi | | Qmport/Bx@od function (Utilities menu) reads data in

Comma Separated Value (comma delimited) or Tab Delimited files. In
this utility, you can associate each data field with the corresponding one in
BillQuick. If your old application exports data to a comroatab - delimited
file format, or to Microsoft Excel (which can save data in these file formats), you
can reduce setup time.

1. BillQuick Company Database

Before setting up integration, a new BillQuick user must first create a new BillGugianydatabase.
BillQuick requires security permission to perform this tageSecurity Permissi@xoveor BillQuick
Help for more detajls
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1. In BillQuick, select File, Nefstom the menu Choose the type of database technology
you wish to use. If unsure, chem Standard.

o The database technology available to you depends on the BillQuick

Edition purchased. If you are unsure what edition you licensed, select
About BillQuick from the Help menu. The edition abbreviation displays right
after the version number.

Edition Database Technology
BillQuick Basic Microsoft Access (Standard
BillQuick Pro Microsoft Access
Microsoft SQL Desktop
Engine

BillQuick Enterprise Microsoft Access
Microsoft SQL Desktop
Engine
Microsoft SQL Server

2. Onthe New BillQuickDatabasalialog, enter a name for the new database. Most
commonly, thecompanyname is used for easy identification. Click the Open button.
BillQuick creates the database and opens the BillQuick Startenyiew wizard.

0 The BillQuick Startp Interview can be cked and reopened later. To
do so, selecWizards,BillQuick Interview from the View menu.

3. On the BillQuick StarUp Interview panel, click the Next button.

4. For the Business Type, you would select a type if you want BillQuick to copy default
industryspecific activity (service) and expense codes into your firm database. If you wish
to use your own set of codes, leave the field blank and click the Next button.

5. Labels allow you to customize key business terms to your profession angréifenred
terminology in BillQuick. Customizing terms eases transition from your old time & billing
solution. If you selected a business type on the previous panel, common terms or custom
labels display for your profession. If you left business type blank, these fidbgshhatik
too. To select a BillQuick label, click the drdpwn. When done, click the Next button.

BillQuick® Peachtree Integration Guide 2009. 3 Page 17



6. On the Company
Name panel,
enter your
company name.
Spell it exactly as
it appears on
your License &
Registratioror
the Evaluation
Keydocumern
or email.

BillQuick Start-Up Interview

~ @

Mext
CDmpany Name

@ i

Help Cancel Previcus Finish

Your company name prints on invoices, statements and reports. If
you are evaluating BillQuick, please enter the name of your
company.

If you have purchased BillQuick, please enter your company
name exactly as it appears on the email containing the license
and registration keys. Your BillQuick license key is based on your
company name.

Enter your Company Mame:

Al

7. CI|Ck the NeXt X¥Z Consulting Corporation
button to accept
the defaults on
the remainder of g
the panels. You
can update these
options later on theslobalSettings and User Preferences screen. On the last panel, click
the Finish button.
BillQuick Initial Setup Checklist
8. The BilQuick i
Initial Set — B
nitia € up Help Close s
hedlist wizar
C. edlist .a d BillQuick Initial Setup Checklist
displays. This
. To help you get started with BillQuick, we recommend you to complete the following wizards. To exit, click Close.
wizard enables
the first time B Emiovee
user to create Add Employee to your company file. The wizard walks you through each step and r]ﬂ}akes it easy
master to add Employees.
information; e
. . Creates Client profiles. Clientinformation concerning the projects, hours, expenses, billable
Settmg Up baS|C amounts, and cost amounts that you've generated for each client.
employee, client, = Proet
prOjeCt, etC, h Creates Project profiles. The information recorded to the project record determines how the
Confirming the projectis billed and managed.
actions using the . Actiity Codes
H Creates list of activities or tasks for your company. Activity codes are time-based billable and non-
CheCkIISFS' When billable actions performed by timekeepers.
done, click the w
#b8  Expense Codes
Close button. T
Create list of expenses for your company.
9. The Company screen displaygh&r enter datanow and click the Save button when
done, or click the Close button and perform this task later.
10. From the File menu,edect Login. For User ID, | *"% e ean

t vy msugendsod(without guotes), then for
p a s s wo rsdiperviso§(watieout quotes).
This gives you full security permissions in
BillQuick to perform integration tasks.

BQE Professional Services
D:\bgehSample Arch Eng D atabase.mdb

UserID : SUPERVISOR

Password :
WD)

— q V| Remember
2= il - () o |
- Help Cancel 0K
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2. Peachtree Database

A new Peachtree user must first create a Peachti@abasend assign the Peachtree Partner security
level eeSecurity Permissi@ioveor Peachie Help for more details

1. When PeaChtree Create a Mew Company - Introduction =]
opens,choose
6Create a
C 0 mp arheyNew
Company Setup *  Company name and address
wizard launches. *  Business type

Create a New Company

This wizard will walk you through creating a new company. ‘You will be asked about your:

®  Accounting method (cash or accrual)

2. Enter Company . *  Accounting periods
name, address and i
other details. o

*  Fiscal year

3. Select your business
type and if you wish,
Iet PeaChtI‘ee | MNext = | Cancel | Help |
suggest a Chart of
Accounts &r your business type. If you already have a chart of accounts, enter them after
exiting the wizard.

4. Enter your "} Peachtree Setup Guide EI = @
preferred _
accounting N, Setup Guide
method’ periOd ;l::;::ﬂ.lizriuiindtzh;;g:h)t?:fet started with Peachtree. It's best to use this guide before entering any
and other

We recommend that you follow the order below, butit's OK to skip a stepif itdoesn't apply to your business.

financial data.

To continue, click on an icon or the name of a section below.

Customers

5. Enter the
relevant
information and
exit from the
wizard.

Bo

The people orbusinesses that you sell products or services to.

Jobs

The revenues and expenses associated with specific projects you do for customers, Forexample,
an event planner might set up a 6-month job for the Jones' wedding to track revenue and
expenses forit.

[

Vendors

B

The people or businesses thatyou buy products orservices from.

6. Use the Setup

GUide o [ Ji Inventory and Service Items

i Items that you purchase, manufacture (or assemble), and sell to customers. Inventory items can
customize also include the services that you provideto your customers.
company Employees

The peoplewho wark for your business.

defaults and
create company
records.

Chart of Accounts

The list of accounts to which you assign transactions in your business.

f o B

[% User Security

Set up usernames and passwords for other Peachtree users.

G What should I do after Setup Guide?
Commontasks that people typically do after completing setup.

[ Den't show this screen at startup. Close
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3. Setup Data

Setting up data may be a manual process, utilize imported data, or a combination of both. The sequence
for efficient setup is:

BillQuick BillQuick
Setup Sequence Screen
Emplojees Employees
Clients Clients
Activity Codes Activity Codes
Expense Codes Expense Codés

Vendors Vendorg
Projects Projects*
Time Entries Time Entry*
(Sheet View)
Expense Entries Expensd.og
Invoices Invoice Review
Payments Payments
Chart of Accounts Chart of
Accounts
* The screen name may be different based on your profession or industry, or if you customized them using
Bill Quick6s Custom Label feature.

1. Master information should be sep or imported first. In BillQuick, this data includes
(View menu) Employee, Clients, Activity Codes, and Expense Codes. If you have
subcontractors or consultants for whom you record time or expenses, alagpset
Vendors. Other types of master information can be added later.

When setting up new records, yaumly need to enter data into a few required fiel&H.
required fiekhaveBLUHield labelsOther data can be entered now or later.

2. The tpmjectdmay be changed in BillQuick to Engagetn®atter, Job, Work
Order or any otherterm you prefer. Phsesand segmentare subprojects or detailed
breakdowns of work being done for a client.

Projects represent the scope of work or type of service performed for a client. Each

project record contains contract, billing arrangement, budget, special bétegnd

other elements that control how BillQuick adapts to your firm and processes data. When

billing, BillQuick automatically organizes information by project (with the option to

create one invoice per projeds)makingitone i nvoice
easier and faster to bill clients. Also, practice management information is more detailed

and readily available by project.

An accountant, for instance, may deliver tax, wtifg payroll and consulting services to

a client, each billedfierently (fixed fee, recurring monthly fee, hourly), and possibly, at
different bill rates for the same employees doing the work. An attorney may handle
contract, litigation, real estate, and other mattéysa client, and again elements of the
relationdips may vary. Architects and engineers often break down projects into phases,
assigning a portion of the contract amount and/or budget to the phase of work.
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Add Project records, and as needed, project phasessegments

3. Determine what time records (g. timesheets, daily diaries, time entries in your old time
& billing application) and expenses (e.g. expense reportsinbiked Manually enter or
import these records into BillQuick.

0 Before entering time recomdsjew each employee record in Billgk to
make sure the Bill Rate and Cost Riateorrect. Also, if special bill rates

(and special cost rates) apply to work done by employees project, be sure

to define an appropriate Service Fee Schedule and assign it to related projects

before enteing time records. BillQuick uses these rates to calculate the bill

amount and cost amount of time records.

To manually enter time records, select Sheet Viewionple Time Cardrom the Time
Expense menu. Eatime record for an employee requires a dagepject to be charged,
activity code, and hours. A memo or extended note is optional.

0 BillQuick supports Control Hours. To activate the feature, check the
option on the Sheet View screen. Control Hours warn you if the hours
entered during a sessi@ame different from thespecified hours

To manually enter expense records into BillQuick, Select ExpenserQigple

Expense Lofrom the TimeExpense menu. Ea@xpenseaecord for an employee
requires a date, project to be charged, expense code, unilsaameeded, cost and
markup (when a default is not part of the expense code). A memo or extended note is
optional.

4. When recording old invoices in BillQuick, you have several options:

1 @rojectdetailed invoices previous project invoices sent to clisnlyou can
enter only outstanding (unpaid) invoices, or invoices going back as long as you
want practice management information availaBke=A below

1 &lientbdetail invoice® previous invoices semo a client for all work done that
isnot broken out ly project.SeeB below

1 Balance forward invoicgssummary amount by client for all outstanding
invoicesSee C below

A. To enter detailed invoices by project. . .
 Select Manual Invoice from the Billing menu.
1 Select the ID of the project to which thevisice applies.

1 Inthe Description field, enter a brief description or explanation for the services
billed in your old system and the total for the services from the old invoice. On
the next line, do the same for expenses and check the Exp box.

1 Verify thatAmount Due at the bottom of the screen matches the old invoice.
Click the Process button.
1 Repeat for each detailed project invoice.

==
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B. To enter detailed invoices by client. . .

1
1
1

=

f
f
f

Select Create/Review Projects from the Project menu.
Click the New button.

Enter a unique ®ject ID that identifies the project record as existing only for
detailed client invoices. Fill in the required fields and click the Save button.

Click the Clone button, select the ID of the project you just defined from the
drop-down lig, check the Clone for Selected Clients box, and select the clients
for whom you want to add detailed client invoices. Click the OK button. Close
the Project screen.

Select Manual Invoice from the Billing menu.
Sel ect t he clienDinvoideSprojéce f i r st 0

In the Description field, enter a brief description or explanation for the services
and the total amount for all services from the old invoice. On the next line, do
the same for expenses and check the Exp box.

Verify thatthe Amount Due at the bttom of the screen matches the old invoice.
Click the Process button.
Repeat for each detailed client invoice.

C. To enter balance forward invoices by client. . .

f
f
f

==

f
f

Select Create/Review Projects from the Project menu.
Click the New button.

Enter a uniqudXoject ID that identifies the project as existing only for balance
forward amounts. Fill in the other required fields and click the Save button.

Click the Clone button, select the ID of the project you just defined from the

drop-down list, check thé&Clone for Selected Clienfbox, and select the clients

for whom you want to add balance forward amounts. Click the OK button.

Close the Project screen.

Select Manual Invoice from the Billing menu.

Sel ect t he bdabce forfvardrhject. f i r st 0

In theDescription field, e r a br i ef d BaanoceFopvardforn such as
Client AB@and the total services amount for all outstanding invoices. On the

next line, do the same for expenses and check the Exp box.

Verify that Amount Due at the bottom of ¢hscreen matches the summary
balance.

Click the Process button.
Repeat the steps above for each balance forward invoice.

5. If you entered any paid invoices, you need to record the associated pajoasimt
recei pt) paabstatus in BidQuic $eledt Bayndents from the Billing menu and
record cash receipts, credit memos, and other items for each invoice. Retainer amounts
and amounts on account can also be recorded on the Payment screen, either to the
client or to a specific project.

If you ertered only outstanding invoices or balance forward amounts, you can move to
the next step.
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4. Sync Settings

Now that you have data sefp in BillQuick, you need to transfer it to Peachtree Accountinfatboth
applications begin processing from thesgoint. For BillQuick to know what data to transfer and your
other integration preferences, you need to define integration settings. Later, you cauminthe

settings for dayo-day integrationgee 5. Findune Synchronization Settings below

1. Look at the status linat the bottomof the BillQuick screen. It displays tharrently
openBillQuick databaséf it is not the one you want to integrate with the Peachtree
databasgeselect File, Open Company from the menu, choose the correct company, then
continue to the next step.

Accounting | _

2. From the BillQuick Accounting menu, select %3] | Microsoft Office Accounting  »

Peachtree Accounting, Sync Settings.

q}a QuickBooks ’

Lo : i

A0 Peachtree Accounting .[:L Sync Settings ...
MYOB 4 Send to Peachtree  »
Export Invoices to Ledes 4 Get from Peachtree  »
Chart of Accounts About Peachtree

Purchase Order

@ Receive Items

Receive Iltems and Create Bill

E Vendr Bills

3. gllck thlet b %l BillQuick - Peachtree Sync Settings ==
eneral tap.
P =
Selectthe & &
PeaChtree Help Save Close _
Versionthat you Seocrs) Send Settings Get Settings Accounts
are usin@_ndthe Peachtree Version:
deSired Peachtree Accounting : | Peachtree Accounting 2003
Peachtree
Companyfrom
the drOp—dOWn Peachtree Companies:
list.
Selected Company file :  FAPROGRA™T\SAGESO~1WPEACHT1"\Company‘abccom| | | Connect
4. Click the .
Connect button Browse

to estabﬁsh a ||nk BillGuick Database

to the Peachtree F:\Program Files\BillQuick200%Sample_Datafile2003 mdb
databaself the
Peachtree
application is not running, it starts automatically.
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At the bottom, it displays the location of thgillQuick Database that will integrate with

Peachtree
S. C“Cl.( theSend & BillQuick - Peachtree Sync Settings (=] @ |
Settings tab. In @ B
order, select o
Help Save Close =
each nodule and _ : Z
aSS|gn des'red General Send Settings Get Settings Accounts
H H Module: Do Mot Send Time Entries lgnore Last Sync Date
Settlngs to It. _ Overwrite Rule for Duplicate Records:
Activity Code
Expense Code Meve Hiwan
You only need to | ||Employee ' e
decide whether | |Vender Time Entry Date Fiters:
to send each Al @ From | 1/1/1080 * «| To 1172010 ‘e
i i ime
type of BillQuick e
data to Payment Employee Filters:
Expenses .
P.eaChtree' If you Charts of Accounts @ Al i To
wish to restrict
what data Last Sync on: Project Filters:
records transfer Never ® Al i =

to Peachtree,
choose one or
more filters. See BillQuick Help for more information.

0 The Get Settings tab is not used because we are sending data from
BillQuick to populate a new Peachtree database.

6. Clickonthe

4 BillQuick - Peachtree Syne Settings (=] & [
Accounts tab.

In Peachtree, Help save Close >
eac h |$§ | t General Send Settings Get Settings Accounts

aSSOCiated Wlth a Default Accourt for Expenses/Activities Sent to Peachtree -

General Ledger G/L Income Account: 1100 - G/L Inventory Account: | 1150 -
(GIL) accountA
General Ledger
contains financial
transactions and

GI/L Sales Account: 1020 | GIL Cost of Sales Account: | 1900 -

Default Account for Inweices Sent to Peachtree:

balances in AR Account: | 1150 - GIL Account | 1900 .
various accounts
for the Speciﬁed Default Account for Payments Sent to Peachtree:

fiscal year or
time period. It
represents a
complete
collection of accounts (chart of accounts) of a company, transactions associated seith the
accounts, and account balances for a specified period of time.

Cash Account: 1010 -

To ensure billed activitieexpenses, invoices and payments update the corrdcaGecount in
Peachtree, you must specify them here. Select the Peachtree Account ID or Account Type
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Desaiption from the dropdown listWhich GL account you select depends on whether the
companyfollowsa Cash Basisf accounting or Accrual Basi$ accounting.

For cash basis, tHacome Accounts where payments from BillQuick are posted. The
Sales Accat receives invoiced activities or services, andtiventory Accounteceives
invoiced expenses. BillQuick posts costs (time, expenses) associated with an invoice to
the Cost of Sales Accourfor accrual basis, the same accounts are used except the

income account is not needed.

5. Send Data

Now you are ready to transfer data from BillQuick to Peachtree Accounting.

1. From the Accounting menu in
BillQuick, select Peachtree
Accounting, Send to Peachtree.

2. From the menu, select each menu
item in turn, sarting with Activiy.

Accounting
c}y_'l Micrescft Office Accounting

0 QuickBooks

).;{I‘.‘ Peachtree Accounting

MYOB

Sync Settings ...

Send to Peachtree  » ‘," Activity

After the progress bar indicatésat ExportInvoices to Ledes Getfrom Peachtres  »| S8 | Expense ltems
the transfer of data from BillQUICK t0 |E% ¢ ot accouns RO E,‘_ e
Peachtree is complete, open the orchace O -
corresponding screen in Peachtree | = =
and verifythatthe data is complete. & "= It e

[ Receive Ttems and Create il = Projects
Repeat this step for the next menu  |E2 vensorsiis &= TimeEnty
item. Below arehe BillQuickSend B | trvoices
menu items and the corresponding 55| Payments
Peachtree screen. - .

BillQuick Peachtree
Send Menu ltem Screen
Activity Inventory Item
(Activity)
Expense Items Inventory Item
(Charge)
Employees Employee
Vendor Vendor
Clients Customer
Projects Jdos
Time Entry Time Ticket
Invoices Invoice
Payments Receipts

Chart of AccountsChart of Account
* The screen name may be different based on your profession or industry, or if you customized them using
Bill Quickd6s Custom Label feature.
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6. Fine-Tune Synchronization Settings

After you check the data transferred to Peachtree, you may wish to change your integration settings to
ones better suited to dajo-day synchronizatiorRlease sd@ay-to-Day Integration Settingsfor more
information.
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Quick Check

A standard procedure after initial synchronization of data between BillQuick and Peachtree Accounting is
to check data. This ensures transferred data is accurate and complete.

0 BillQuick contains multiple processes to ensure accurate and complete
transfer of data. However, you may find that a setting in Peachtree may

haverestricted transfer of data. Oyou may have inadvertently checked a filter

on the Sync Settings screen. Checking data before you begin normal processing

ensures no surprises later.

After synchronizing, go to the section below for the type of data and follow the suggested steps.
1. Check Activity and Expense Codes
Detailed Checking -

) ) &-! 1. Company
1. In Peachtree, select Inventory Items from the Maintain c

menu [ 2. Employees Ctrl+5hift+E
2. In BillQuick, select Activity Coddrom the View menu. ¥t 3 dlients Curl+78
3. Switch between the applications, selecting the same .| 4. Activity Codes Crl+F5
activity/item in both and checking that the data is the sar & s ¢,pense codes -
4. Repeat this for Expense Codes. In BillQuick, select P _
. e 6. Service Fee Schedule Ctrl+Fb
Expense Codes from the View menu. Compare the
records to Inventorjtems in Peachtree. Lo | st EHeiEs
=1 8 Vendor Ctrl+Shift=D
9. Client Contact

Summary Checking

1. In Peachtree, select Reports, Report Groups. From the Select a Report dialog, select
Inventory in the left column. Doubldick Item List in the right column. The report
displays o the screen fidesired, you caprint the report).

2. In BillQuick, select ActiwitCodesfrom the View menu. Click the Print button. From the
in-context report list, select Activity Code Master File Detailed List and click the Preview
button. The report displays on your scre@hdesired you can print the report)Else
access the desired report from thports menu.
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Reports
% Aging 3
EL Billing 4
6| Client v
[s! Company 3
& Employee 3
| Project 3
-.iir Payments L
M Analysis 3
i Activity >[L Activity Master File
All Reports ... Expense Code Master File
Memorized Reports 2 Activity Analysis by Project
£ | Report List Activity Analysis Summary by Project
Design /Edit Reports, Invoices Grouped Activity Codes Master File
Activity Summary
Expense Summary

3. Compare the two lists to ensure all the activitgs transferred.
4. Repeatteps2 and 3 for Expense Codes.

2. Check Employees
Repeat theaboveprocessfor employee dataUse the Detailed Checking or Summary Checking nmaktho

For Summary Checking, in Peachtree select Reports, Report Groups, Payroll, thendlickble
Employee List. In BillQuick, select Employees from the View menu, click the Print button, select
Employee Master File Detailed List, and click Previeise access the desired report from tReports
menu.

o Befoe entering time records, or transferring time records from Peachtree,

review each employee record in BillQuick to make sure the Bill Rate and
Cost Rate are correct. Also, if special bill rates (and special cost rates) apply to
work done by employeesn a poject, be sure to define an appropriate Service
Fee Schedule and assign it to related projects before entering or transferring
time records. BillQuick uses these rates to calculate the bill amount and cost
amount of time records.

3. Check Vendors

Repeathe aboveprocessfor vendor dataUse the Detailed Checking or Summary Checking method.
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