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Introduction

Welcome to BillQuick® from BQE Software, Inc!

Accountants and CPAs all over the world use BillQuick to handle their day-to-day time tracking, project
management and billing tasks. It offers an easy and efficient way to reduce the overhead of your business,
accurately track professional hours, and increase your revenue. Thanks to its open architecture and many
add-on modules, BillQuick adapts to fit your business the way you run it, allowing you to rapidly benefit
from its capabilities. BillQuick is scalable to any organization size. You can store your company data in a
Microsoft Access, Microsoft SQL Desktop Edition (MSDE), SQL Express or Microsoft SQL Server
database.

To make accounting and financial management tasks easier, and eliminate duplicate entry, BillQuick
smoothly integrates with Intuit QuickBooks®, Microsoft® Office Accounting® (and free Microsoft
Accounting Express), Sage Peachtree and MYOB (Australia). Accounting integration is both wide and
deep. You can also easily and quickly convert Timeslips® and Wind2® data to BillQuick for free with our
built-in conversion tools.

This BillQuick Quick Start Tutorial provides an overview of BillQuick’s basic functionality (advanced
features are not covered here). It guides you through data entry, processing an invoice, recording
payments and printing reports from the accountant’s perspective. BillQuick Basics focuses on the basics
of BillQuick- understanding how BillQuick starts, its elements and how to access its features. Master
Information discusses the master profiles and the flow of data through these BillQuick modules. Time &
Billing section explains how to make time entries and effectively bill them. Lastly, Reports section
explains how to utilize the information in BillQuick for effective business management and financial
reporting. Thus, this tutorial enables a new BillQuick user from the accounting industry to quickly
educate himself/herself on how to run and utilize BillQuick effectively and efficiently.

o BillQuick Tutorial is not a complete training solution. It is a guided tour
designed to familiarize you with BillQuick. After completing the tutorial,
we recommend that you explore the BillQuick Help. In particular, check out the
How Do | help items. Based on your preferred learning style and available time,

you can choose Self-Learning or Guided Learning. Guided Learning utilizes
role-based and custom training courses. Check out www.BillQuick.com and click
on the Training tab. You can also purchase the detailed BillQuick Reference Guide.
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BillQuick Basics

This section focuses on the basics of the BillQuick environment. It covers:

e  Starting-up BillQuick
e Logging into BillQuick
e Navigating BillQuick

Start-Up

If you have previously worked with BillQuick on your computer, BillQuick will automatically open the
database that you were in the last time you used the software. You can skip to Log-in below.

When you start BillQuick for the first time, it BillQuick 2009
prompts you with some options. You can:

* open a company database prewously O Open an Existing BillQuick Comparny File

created =
EJ O Create a Mew BillQuick Company File

e create a new company file
pany g[] ® Open a Sample BillQuick Company File

e open a sample company file

Buziness Type: Service -
When creating a new company database, you
can also select the type of database you want standard HEDE =
to use. You can create a new company file in
Help l l Cancel ] l ] l

either a standard database (Microsoft Access), [
MSDE database (Microsoft SQL Desktop
Edition) or SQL database (Microsoft SQL Service). Your options depend on which edition of BillQuick
you purchase: Basic, Pro or Enterprise. If you are working with a trial version of BillQuick, it is BillQuick
Enterprise Edition by default. For evaluation purposes, most users choose the Standard option. After
purchasing BillQuick and when you are ready to ‘go live’, a company file using the Standard database can
be converted to an MSDE or SQL (Microsoft SQL Server) database with only a click.

For now, let’s choose the Standard database.

I. Select ‘Create a New BillQuick Company File’ option and then click OK.

2. Enter a name for your BillQuick database in the dialog box. We suggest using your
company name as the file name. Click the __%=_|button.

3. The BillQuick Start-Up Interview Wizard launches. Step through it and complete the
items to the best of your ability. Click Help to check out the explanation of each option.
Do Not Worry About Your Selections. They can be easily changed later, if desired. Click
Finish and exit.
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4. The BillQuick Initial Setup Checklist Wizard launches. You can walk through a few of the
various wizards to experience how to set up master information, or click Close and
continue with the tutorial. We will cover each major type of master information later in
the tutorial.

0 All of the settings that you choose in the Start-Up Interview can be edited
later.

Once you have successfully created your database, you may be prompted for login.

Log-in

BillQuick Login
When security is turned on, BillQuick requires a User

BOE Professional Services

ID and Password. Your BillQuick supervisor or ® | D:\bae\Sample Arch Eng Database.mdb
administrator will provide you with an ID and - Uses Ip - [GUPERVISOR
password. For now, use these defaults: Fj TET L ] paord | —
__IIIIIII.F-'-T v v )1’)‘] V] Remember
User ID: supervisor === Rl
P . 2= Tunlin @ fé |
Password: supervisor == = Help Cancel K

After logging in, the BillQuick Role Based Navigator appears.

Navigation

After logging in to BillQuick, you can access important sections and functions of the application using any
of the several navigation options provided by BillQuick. There are actually four ways to navigate and use
the application:

e Menu bar
e Toolbar
e Sidebar

e Navigators

Menu Bar

BillQuick organizes
functions and reports
into menus. After the initial setup, you would mostly be using the Time-Expense, Billing and Accounting
menu.

File Edit View Engagement Time-Expense Biling Reports Settings Utilities Accounting Add-Ons Window Help
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Toolbar

e i LEEFUE L CEOIFR LB RLHS @IQC O,

rIIII

The toolbar allows you to quickly access BillQuick functions. You can set the Standard BillQuick Toolbar,
Add/Remove Buttons or Reset Toolbar to the default setting. You can also customize the commands,
keyboard shortcuts and other options using the Customize option.

Sidebar

On the left side of the BillQuick desktop, you can conveniently access major functions from the Sidebar.
The bar is divided into 4 panels, grouping the common functions together under each.

Sidebar ? Main Billing

pha e Company navigator ¢ Billing navigator

| Company e Management navigator ¢ Billing Review

llk| management e Time & Expense navigator e Manual Invoice

I_%_,‘] Time & Expense e Billing navigator ¢ Invoice Review
e Client e Payments

EL Billing

e Engagement (Project)
1L client e Dashboard

=
== Engagement

Wizards
e Billing Startup Interview

Time & Expenses e Employee

I— pashbosrd e Time & Expense workflow e Client
navigator e Engagement/Project

JC b Main * Time Entry (Sheet View) e Phased Invoice
(@) Time & Expenses e Calendar View e Task (Activity)

e Timer e Expense
EL Billing

e Expense Log e SFS
g Wizards e Simple Expense Log e EFS

» ¢ Invoice

e Timeslips Conversion

Navigators

o Depending on the screen resolution and the size of your monitor, all
panels on the navigator screen may not display. BillQuick 2009 requires a
1024 x 768 or larger resolution display.

BillQuick navigators let you easily understand the workflow and quickly access important features and
modules of the application. BillQuick’s role-based navigator is a customized navigator giving you easy
access to the most often used functions as per your role, such as Time & Expense or Billing. This role is
specified by the supervisor depending on what your most frequent tasks are when using BillQuick.
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Since you have logged in as the
Supervisor, it will display the default
navigator. From there, you can access
any of the four main navigators —
Company, Management, Time
Expense and Billing. You can choose a
navigator from the Sidebar or from

the corresponding menu.

The Time & Expense Workflow
navigator allows you to access time

(" BillQuick

Management

©)

Time Expense

BillQuick Home Page

Support Downloads

BillQuick Addons

BillJuick Consultine

and expense tracking screens such as

Sheet View, Timer,
Expense Log, Billing
Review, etc. The Charts
panel displays various
graphical charts (top ten
employees/task/ billable
and non-billable time,
etc) for the specified
year. The Submit-
Approve panel informs
you about the submittal
and approval of time and
expense entries.

The Billing navigator
allows you to access
billing and invoicing
related screens such as
Budget, Billing Review,
Invoice Review,
Payments, Invoice
Wizard, etc. Reports
panel lists the latest
billing related reports
generated by the logged-
in user. The Charts panel
displays various graphs
(unbilled time, cash flow,
billable and non-billable
time, etc) for the
specified year. The Links
panel provides access to
other modules of
BillQuick such as Fee
Schedules, Currency
Manager, Task Codes,
etc.

- G .
A &) <
. \ "'ZLT,“;'E o BillQuick Training
\ § =
Custom Reports and Invoices
Billing Time Card Expense Log
25 Time & Expense WorkFlow o ES
b oo & ) 177
1 * = G 3 r [
& i o Is4
= =
Employee Consultant Sheet View Expense Log [6‘,_._ Reports
o &
¢ ¢ -
(‘v\ p Billing ﬁ"\
J [T s \a
Task Fee Schedule Simple Time Card Timer el
Charts Submit / Approve
Billable Hours - for Year | EIE] - Submit Time for Approval
1,187.00
133533 Submit Expenses for Approval
830.90
712.20 View Approved Time
593.50
7
g's‘é'?g View Approved Expenses
23740
11870 2
Jiew niejectes ime
000 View Rejected Time
& & - & & e = = o 28 oF View Rejected Expenses
Reports

Emplovee Vacation, Sick, Holiday Hours

This Week

Payroll Report Last Week

Emplovee Time Records By Activity (Cross Tab)

Time Card Last Week This Week

BiWweekly Time Card

Employee Expen:

Expenses By ltem

A-Hour, B-Hour Comparisen by Project

Time and Expense By Client

oo Billing
b
Sl
& —
Estimate Manual Invoice
- - -
e
®) l [ =\
T
Time & Blel Review o Review Invoices
Expense 0 *2
Budget Repurts
Reports Charts
Monthly Cash Flow w forYear | 2000 -
Hork-in-|
Work-in-Progress Report $85.570.00
R T ion P $77.013.00
oocount 1ransaclion Neport
Account Transaction Report $68.456.00
. $59,899.00
Client Retainer Summary
$51.342.00
. $42.785.00
Taxes by Client State
$34.228.00
$25,671.00
Work In Hand by Client (dd
$17.114.00
$8.557.00
Engagement Time Records by Task
5000
s . < -
Bill By Task S A
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N @
—
Retainers Messages
Links
Task Fee Schedule

Expense Fee Schedule
Task

Expense

Task Group

Employee Group

Client Currency Manager

[ Default
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Master Information

Master information is the foundation of any time and billing system. This section covers the basics of
master information maintained in BillQuick. It discusses the following:

e Company

e Employee/ Timekeeper

e Clients
e Engagements

e Task/Services Codes

information.

. Company Information

Basic master information can be set up using BillQuick wizards via the
View menu, Wizards. Blue field labels on the screens indicate required

The Company screen contains a profile of your company. Information on this screen appears on reports
and invoices. It also affects how BillQuick processes your company’s information.

. When you exit the BillQuick
Initial Setup Checklist
wizard, the Company
screen automatically opens
(if it does not, click View,
Company from the menu).

2. Enter your company name,
address, tax information, etc
in the appropriate fields.

3. When finished, click

{;:]

Close

and then

Your company information is now
saved in the database. Let’s look at

the employee’s profile.
The BillQuick screen

o names can be changed
using the Custom Labels
feature or customized to suit

® Company

Add Logo
General

I arne:

Addrezs:

City:

Zip:

Phane:

E- Mail

web:
TaxlD Label:

Custorn 1:

Custom 2

Custom 4:

Message on
Invoices:

Licenses

[E=1{EEH 5
o = e [l
B e&d & @ B
Delete Logo  Help  Print  alidate 3awe Register Close =
Howdol? -
BOE Professional Services . .
Main Service Taw
1200 Maple Bulewvard
aple Bulevan lII o
Buite 308 Main Expenze Tax:
Tanance State: (% lII o
90505- Country: US4
F' Begin D ate:
[310)-555-4000 Fan: [310}-555-4436 01 Jansay [
sales@bge.com FY End Date:
3 December  [E~
i big . com
Closing Date:
#3-0702192 Ernpl 1D: 546546230
Ryt 171430 G
Logo:
Custom 3 —
|
Custom 5 /
Walue iz dizplayed on invoices. v /
/
Ihwoice Meszage entered here for all clients and projects. - .,

the industry /business type from the BillQuick Start up Wizard.

BillQuick Quick Start Tutorial (Accountants) 2009.3
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2. Employee Information

Employee screen represents a profile of a person working in a company on engagements, typically a
timekeeper. This screen lets you add and edit employee-related data. Employee information, especially
his default bill and cost rates, carries to time and expense entry and budgeting, and it prints on reports
and invoices.

To create an employee profile:

|I. Click on the

& Employee (Users = 19) o |[= ][R
Employee = _ . T 4
p Search lterm., 4 @ | — h T 4 @' f o ? - g %
. M- Help  Print  Send To Layout  Filters  Delete Change Clone Filter.. Group  Cancel Mew
icon % from : :
D Last Mame General | Rate  Detail Tax Allowance  Assign HowDol? =
the Company Al Leonard
. AM Marcello Employe= 10: CJ = ] Social Security | 234-24-3243
navigator or B
g AQ Orion First Mame: Ml Last Mame:
access the B williams Mame:  pgr,  « | Cutbis James
) James
screen from the DL Lamant Department: | Drafting - Title: | Draftsman -
. EH Holloway VERErTE - n
ger | WEB «  Submit to: | Project Manager -
View menu. 1 Ouingy .
Fale:  Time and Expense - G5 Status: | Ackive -
[P . JH Hunter
2. If this is your first : _
kF Filmore Security: | Default - k Groups: | - |
employee, the L6 Soforth
MK Kerr oo
cursor will Mp Fits ffress etsle
n Street]l:  BOE Professional Services
ME Collins
default to the e R
natasia Street?: 2601 Aiport Drive, Suite 380
Employee ID sl Lawirence
5q Quin City:  Torance State: €A - Zip: 90505
fleld' If Other WEB Eirch Country:  JSA Email; custorreports@bge.com
employees exist Phere: | (310).602-4010 it
in your company Mobile: | (310)-555-5265 Custom 1
database, click Faxdf:  [310)-784-8482 Custom 2
’
V| BilQuick User ﬂ|_| Tatal Employees 18
« ,
New -
= on the Show &ctive Emplopees Only Hide Memo Kiemo: CJ currently being considered for appraisal i

button panel.
This places the cursor in the Employee ID field and you are ready to create a new
employee profile.

3. Enter the Employee ID. You can use numbers, letters or a combination of both, up to 65
characters. For example, if the name of the employee is John Doe, you might enter |D as
his ID.

4. Complete all relevant and required data fields. Press the Tab key to move from field to
field or click on the next desired field.

5. Now, click on the Rate tab. In the Hourly Rate group, enter the default Bill Rate and Cost
Rate (Pay Rate x Overhead Multiplier) for the employee. For example, enter $100 as the
Bill Rate, $40 as the Pay Rate and 2 as the OM.

&

6. When you finish entering data into the fields, click 52| and then [£°=

o Similarly, you can create a consultant or sub-contractor profile in the

Vendor/Consultant screen. Accountants often require services of other
consultants to complete the engagements. BillQuick has the ability to track your
invoices from your sub-consultants and then bill to the client with agreed
markup.
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3. Client Information

The Client profile contains company name, address, and other client information, plus you can maintain
an unlimited number of contacts per client. You can define custom fields as well as unique processing
options for the client. Also, you can view summary information for hours, expenses, billable amounts,
cost amounts, invoices and payments for a client. Like the Employee screen, you can easily access clients
already in your database by selecting or searching for them in the grid on the left of the screen.

To create a client profile:

I. Click u onthe [

o [ = )[R
= = = = NP E= 1
Company Search tem.. 4 \g) | — b . b 4 e @v ﬁ 4 g
navigator- or Help  Print  Send To Auto Fit  Filters  Clone  Delete  Change  Filter., Contacts Group  Cancel =
select the screen pio] Company last Mame  |FirskMame | General Detail Account  Histary HowDo|? «
. = Abby Abby Abbern Abbernathy  Allen
from the Vlew ) Mame Manager Client Clierit ID: Abby B Copy Fram:
menu. Aoy | Ablay Abem BV #iby Company Abby Abbemelhy °
Lhby  Abby Admini o B Abby
[ A H +  Code;
2. If thIS |S )’OUI" flr‘St jin] Campary Last Mame First Mame flanacey
H #- ADK ADK Industri | Kiddling Alice Client Since: 02/15/2003 - Phase:
CIIent' the Cursor - ASEC Aperture Scie M Lain Gladis - Auta Add Mew Praiect
iS automatica”)' #- Bakerlon | Baker,Jon & | Baker Jon Sl Active e
. +- BEE Bayer Baldwi | Baldwin Bayer FediD Label — Giroups | =
placed N the +- BoatAnch BoatAnchor | Salvage Jasan .
+- BQEProf BQEOwerhea Hunter lonas Ak
H 1 81056 Whites Egan
Cllent ID f|e|d. #- Bravo-Zul = Bravo-Zulu M| Movember | Mike el g
Othe ise CIiCk #- City of Ma| City of Malib | Modoff Bob aabbemathyi@abbyabemath.net
rw ’ #- Cornersto Cornerstone | Sandor Teresa City: Van Nuys State | CA -
% Delenian | Delenian&ge Zimbalist Delene
#- Hyde Hyde &way | Hayes Tammy Country: USA Zip: 80211
New to create a + Interior&r Interiorartist| Jekyel Randall E-mail allen@abby.com Teb (-
+- 1.Dowood )0 Wood & Wiood Jay :
new Cllent, +- Monterey | Monterey Re | House Aaron feb: Mebile: (-
#- Pacific | PacificSoluti | Gibkens Naricy Custom 1: Far [ -
3, Select easy to + PerTek | PenTekltd. | Linus Andy L o
b Prizm isi | Prizm Visions Robhs lackie
-
remember +‘ ‘OTRFMP' OTE Enteeris Rranno: Eill ‘ v M _ Client aguired through good friend of JH. Initial projects include design of
Ietters or BME: e cafateria and general raom
Show Active Clients Only Hide temo
numbers as the

ID for the client. E.g., BQE for BQE Software, Inc.

o Many users make the Client ID similar to the Company name. Rather

than numbers or a cryptic abbreviation, they use more of the 65 available
characters for the ID. For example, rather than APM or 4519 for the Client ID,
the ID would be Acme Performance Management.

4. Press the Tab key to move from field to field or click on a desired field.
s a

5. When done, click |52 | and then [£°:
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4. Engagement Information

Using the Engagement (Project) screen, you can create and maintain profiles for each engagement that
you work on. An Accountant might divide a large engagement into phases such as Audit, Tax,
Bookkeeping etc. BillQuick engagement phases give you the power to track and report for each phase
separately as well as a consolidated report for all phases of an engagement.

Engagement information affects how data is processed and flows to various reports and invoices. For
example, engagement information defines the billing arrangement for an engagement and hence affects its
billing. You can select an engagement from the grid list on the left. If you have a large number of
engagements, you can use the Find option or Filter to fine-tune and shorten the list.

To create an engagement:

a2y
I. Click = on the [ & engsgemen: =
— s = e w
= . s B e B ® Y
Company Search tem.. a @ B @ 3 e m ¥ o ks
. Help Print Send To Auto Fit  Filters Merge Clone Delete Change Filter.. Group Cancel =
navigator or -
D Mame Manager | € . | Gemeral | Billing Detail Account History  Assign HowDal? ~
SeleCt It fl"Om D5-OVERHEAD Company Overhead MK B[]
+- 05-Main: Housing & UrbanDevelo | JA H Engagement ID: 05-0VERHEAD | Create Phase |
the Engagement 05-LBH-REC: Long BeachHarbor - Rec | WB Iy
. . Mame: Company Overhead
(Pro-ect) menu +- 05-HILLARD: Hilliard Mew Residence a H
I * 05-563:TECH Party Planners, Inc. Techn | WB H Client: BQES | & Manager: | MK -
ic1 05-455:R2 Housing and Urban Deve | WE H
2. |If thisis your . "
Y 05-455:R Housing and Urban Deve | JA H Contract Type: | Qverhead v St | Active M
fi r‘st 05-455:0W Housing and Urban Deve | JA H
05-455:MY Housing and Urban Deve | JA H Contract Details
engagement, the 05-455:MC Housing and Urban Deve W8 | Contract Amt: $3,000.00 Start Date: | 04/13/2009 -
. 05-455:A Housing & UrbanDevelo | JA H Cervice Amt £2.000.00 Due Dt
£ 000 : -
cursor is 05-399-MOTS: | Municipal Offices Technic JA N riiee Am ve b
aUtomatica" 05-399-MOF: | Municipal Offices Feasibil| JA I Exp Amt: £0.00 % Complete: 0.00
y 05-398-MOD: | Municipal Offices Develo | JA M
placed in the 05-361:842 Long Beach Harbor Termi| 1A I
05-065-5YS.EV | Crystal Blue Waters Mew | WEB M Address Details
Code ﬁeld . 05-065-CBW.S | Crystal Blue Waters Ongo| WEB 9 Street abe street Use Client Address
. . 05-065-CBW.N | Crystal Blue Waters New | WB M 2
OtherWlse, click 05-063-CHD: | CityHealth Departmert | IA c e
05-056-GTSS: | GreenThumb Starter Syst| JA G City: tomance State:| ca - POZ 9
% 05-025-WWN | Weed Wackers New Syst | WB W
- Country: USA Groups =
New th 04-proforg: Professional Organization| JA B
— at e tOP 04-BQES: BQES General Office Rec | MK 8 Custom 1:
H 04-563-PPS: Party Planners, Inc. Syste | WB H i 2
Of thls screen to 04-377-DWP: | Dept. of Water & Power | JA o]
create a hew 04-361-LBH: Long BeachHarbor 1A N Custom 3: Custom 4:
04-361:861 Long Beach Harbor Termi| JA N ﬂl ﬁ
engagement_ 04-242.RBL. | Redondo Beachlibrary | BD C AN % i
04-206-FFU: FunFoods 20Upgrade | WB FliEg u 5 -
3_ Enter a code for . I » =M This is a project memo.
the engagement ¥] Show Active Engagements Crnly Hide Memo i
N Hide Memo
such as 2009-

0100. When you save the engagement, BillQuick automatically combines the Engagement
Code and Phase fields into a single Engagement ID.

o An expanding best practice is to utilize the 65-character length of the
Engagement ID field to make it easier and faster for users to recognize
what the engagement is for and for whom it is being done. The best practice is
to repeat the Client ID as part of the Engagement Code. For example, Acme
Performance-09 Payroll or AcmePerformance-NewHQ-Phasel .

4. Move from field to field by pressing the Tab key or clicking on the desired field. Be sure
to enter the required fields: ID, Name, Client, Manager, Status, and Contract Type.

BillQuick Quick Start Tutorial (Accountants) 2009.3 Page 9



5. Under Contract Type, select the type of contract used in this engagement (hourly, fixed,
cost plus, etc.). If a lump sum contract type is selected, be sure to fill in the Contract

Amount.

and then [£°=

m
o

1=
n

6. Once you have finished, click

0 Service Fee Schedules are used in BillQuick to create unique fee

structures for engagements that override Employee and Service Bill Rate
and Cost Rate. SFS is commonly used for hourly-based, rather than lump sum
billing. Multiple bill rates can be assigned to one or many employees based on
the activities performed.

5. Task Codes

On the Task (Activity/ Service) Codes screen, you can create and maintain a list of standard activities or
tasks offered. A task is simply a type of work or activity performed by employees (or consultants and sub-
consultants) on engagements. Depending on your industry and company preferences, you may refer to
activity codes as task codes, service codes or work codes. Task codes are required to record time entries
to an engagement; task information flows to the invoices and reports.

As you work through the BillQuick Start-Up Interview wizard, you chose a standard list of task codes for
your industry. If you skip this step, please select Utilities menu, Add Industry Codes and select a standard
list. This list can be edited and expanded as needed.

To create task codes:

I. Click \"‘i on the Company navigator or select it from the View menu.

2. BillQuick automatically adds GEN: HOL, GEN: SICK and GEN: VAC task codes to every
Task Codes table. Task Codes for these special items can be customized in Global
Settings screen.

3. Pressthe Tab & Task Codes =8 o8t
key or click on a = _— R = - s
o o= B .= % ¢ B © &3
leld to move to Help Print  Send To Layout Select Filters Delete  Change Group New Close -
a desired field. = 4 Find How Do 17 +
As you edit (=) Memo
tasks, make This is a task memo.

certain that each
billable task has a

Check in the ‘-@ Code Sub Description Billable Cost Rate Bill Rate|
Billable column P | 1040 Prepare Individual Income Tax Return v $0.00 so.ooéD

1040 Prepare Amended Individual Tax Retum Vv S0.00 5000

and non—billable 1041 Prepare Estates & Trust Income Tax Ret v $0.00 S0.00

items are Ieft 1065 Prepare Partnership Income Tax Return v S0.00 50.00

1099 Prepare Form 1089s v 50.00 50.00

unCheCked- 1120 Prepare Corporate Income Tax Retum v 50.00 $0.00

4. TO add a new 1120% Prepare Amended Corporate Tax Retum v 50.00 5000
990 Prepare Federal Form 930 v $0.00 000 7

% | Show Active Actvities Only

task, click | 2=
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Type in the desired Code and, optionally, sub-code in the grid. Enter other data as
desired.

5. To save a task record, click on another row or press the Tab key through the end of the
row.

i,
6. To delete a task, select the row and click L2=*®=], More than one row can be deleted at a
time by holding the Shift or Ctrl key when selecting rows.

¥;
o If you do not charge taxes for your tasks, use the Field Chooser ()
option at the top left of the grid to hide the Tax 1/2/3 fields by unmarking
the checkboxes.

Similar to Task Codes, you can create expenses in the Expense Codes
screen.
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Time & Billing

This section focuses on time entry and billing capabilities of BillQuick. It helps users to understand the
basics of how to enter, edit and review time entries and how to bill it effectively. This section covers the
following:

e Time Entry
e Billing Review
e Invoice Review

e Payments

6. Time Entry

Hours worked performing activities charged to an engagement are recorded on a time entry screen.
There are four time entry options in BillQuick:

e Sheet View
e Simple Time Card
e Calendar View

e Timer

All time entries are saved in the same database. You can edit and review entries on the Sheet View,
Simple Time Card and Calendar View screens.

To make time entries using the Simple Time Card:

==E
I. Click =] on the
. @ Simple Tirne Card El@
navigator or _ . . A
& @2 = oM %. .8 &8 L ¥u el <~F
SeIeCt It from the Help Print  Layout |Auto | Hide Select  View Submit Approve Spell  Save Refresh Close Prev Next
Time-Expense
View By: Employee Peried Including:
menu. Employee v | AM v |12/30/2008 -
2' The Slmple Tlme \ﬁ Engagement It Task ID Description SL“‘ Mm:‘ Tue‘ Weé Thl:“ Fri‘ Sa‘t Total =
C d I t (28) (29) (30} (31) (1 2 (3)
.ar e S you 04-110-5PC: GEN:PD Preliminary Design 25 25
view time entry 04-110-5PC: GEN:PD Preliminary Design 25 25
MF o 04-110-5PC: GEMN:LIA Liason/Coordination 2 ﬂ 2
by Employee or 04-110-5PC: GEMN:LIA Liason/Coordination 2 2
Consultant 04-110-5PC: GENTC  Telephane Call/Co.. E 2
. 04-110-5PC: GENTC Telephone Call/Co... 2 2
(Sheet V|eW Iets 04-206-FFU: GENTC Telephone Call/Co... 0.25 025 7
You view entries [=] Memo
This is a time entry memao. Memao on Journal
by Engagement V| Memo on Invoices
also). LN}
3. In the Employee ‘Assigned Hours =0, Used =7
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field, select the desired employee from the drop-down list.

4. Next, select the period (week) for which you want to record or review hours. If any
time was recorded in that week, it displays automatically.

5. Point to the Engagement ID field in an empty row and select an engagement from the
drop-down list. (BillQuick also supports selecting engagements by name.)

6. Press the Tab key to move to the Task ID field. Select a task item from the drop-down
list. The Description automatically displays.

Whether or not a time entry is billable depends on the default value that
you assign to the task earlier in the Task Codes screen (see Task Codes
above).

7. Press Tab or click the hour field under the desired day of the week. Enter the amount of
time spent on the engagement for this date. Use decimals if needed.

8. To add a memo, press Ctrl+M to open the Memo box or click [t/ to open it. Enter as
much text as you wish; then press Ctrl+M again to return to the grid. You can spell-
check, edit or date-time stamp your time memo if desired.

Depending on the invoice format chosen, a time entry memo can appear
on your invoices. Memos also print on various reports.

9. After entering all your hours, select the entries and then submit them by clicking the
Submit button. Employees can submit their time and expense data to their supervisors,
project managers, client managers or to any other person in the firm. BillQuick also
supports a multiple level approval process. See BillQuick Help for the full Submit-Approve
process.

&
10. When done, click 1322 ] and then [£°:¢] (moving to the next row will automatically save the
time entry).

o In a similar way, you can record expense entries in the Expense Log or
Simple Expense Log screen.

7. Billing Review

BillQuick lets you quickly generate invoices by client, engagement, manager, contract type and by
whatever billing period you wish. On the Billing Review screen, you can define the unbilled and approved
time and expense entries you want to review, execute your billing decisions, and process invoices
individually or in batch mode. You can then display as much or as little detail as you wish on your invoices
when you print and mail and/or email them to your clients.

To generate invoices:

o
I. On the Billing navigator, click B or select it from the Billing menu.
2. Using the View By drop-down, select Client. You can also select other options.
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Using the ‘Client | 2 siling Review e ]
’ = i b = e < e ud
From’ and & = . 8 %.4 BR.E =218 e ¥ il &
‘Cllent To’ fle|dS, Help Print  Layout Options  Select  BillSel  Defails  Write-Up Memc  Add Change Spell  Process  Refresh o
SeleCt relevant Last Inv # 1118 lin Amount: $0.00 Invoice Review  Create Phased Invoice  Create Retainer Invoice HowDol?
clients from the et Client From To - b 0
. Client ¥ | All Over - | BLD DEPT AN b
drop-down lists.
In the Per|od \@ J Inv# |EngagementID Hrs E Billable E| Experse X Disc| Ret NetBillE| B | % Complete
111% | 04-088-AC: 9 595250 50.00 50.00 50.00 595250 ¥ 0.00
From/To ﬁelds’ 1120 | 04-110-5PC: 245 57000 50.00 50.00 50.00 57000 & 10.00
select your " 05 517.50 SD00 500D 5000 517.50 0.00
oIl . 05-025-WWNS: ) 1 517,215.00 50.00 50.00 50.00 517,215.00 0.00
bllllng perIOd' If 05-056-GTSS: 715 §5,768.75 59847 50.00 50.00 $2,09847 0.00
you bill b)’ 05-063-CHD: £39.35 55354750 58714 50.00 50,00 55363464 0.00
05-065-CBW.SUPT: 7425 §5,685.00 50.00 50.00 50.00 §5,685.00 0.00
month’ seIeCt a 05-361:B42 18 5142875 §289.01 50.00 50.00 $1,71776 0.00
range of a 05-389-MOD: 87 $6,847.50 §159.50 5000 550000 519,659.50 0.00
05-399-MOTS: 345 §2950.00 50.00 5000 $0.00 $2,950.00 0.00
month. You can 054554 31 5248500 s000 5000 $000 5248500 000
also caII UP 05-455:MC 05 $17.50 30.00 5000 $0.00 $17.50 0.00
. . 05-455:MY 73.25 §4,995.00 50.00 5000 50.00 §4,995.00 000
information b)’ 05-455:QwW 329 52393500 S000 5000 SO00 52393500 0.00 e
week, day or any
other time period you wish.
&
After setting the filters, click [2=™=" | BillQuick displays all billing records that meet your
criteria. The information displayed can be customized by turning on/off various fields in
N : ;
the grid using the Field Chooser .
Review all entries before continuing. To drill down to individual time and expense entries
for a billing record, select the row and click L22_|. From the list, select Time Details or
Expense Details as needed.
The amount in the Net Bill column is the amount to be billed on the invoice. Depending
on the contract type you chose for the engagement (see Engagement above), the Net
Bill amount may be the total of time and expenses charged to the engagement, a fixed
fee amount, a scheduled bill amount, a recurring amount or a percent complete
computation. Also, you can adjust the Net Bill amount by applying a discount, retainer on
account, or writing up or down individual time entries. Or if desired, you can simply
adjust the Net Bill amount itself to any value you wish by clicking in the field and changing
the value. This generates a Write-up/Down in invoices.
To process a billing record into an invoice, first check the B (bill) box in the row. If
desired, you can ‘batch bill’ multiple billing records at one time. Highlight the rows to bill
v
i
by pressing Ctrl-Click; then click (2"
Finally, click L"*=** | and select ‘Process Final’. If you want to produce a draft invoice,
click the ‘Process as Draft’ option from the dropdown. The selected billing records
disappear and move to the Invoice Review screen.
10. Click [£2=]to close the Billing Review screen.
0 If your client prefers a single invoice for all his active engagements rather
than multiple invoices, BillQuick has the ability to create a single
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consolidated Joint Invoice with details about each engagement separated neatly.

Now you are ready to review and print your invoices before sending them to your clients.

8. Invoice Review

From the Invoice Review screen, you can view new and past invoices; print, email, reverse or make them
void and print statements. Invoices created using the Billing Review or Manual Invoice screens display in
the Invoice Review grid.

To review and print your invoices:

* Invoice Review [=]
I §-||I|Ck \? on the =
illing Navigator = Wi e Th oW = =
g Navig o2 = . B % . N AP & X &8 2 B
or Se|eCt It from Help Print  Layout Send To Select Email PDF Memo Edit PrintStat Post Reverse  Preview Refresh =
the B|"|ng menu. Trvoice Review | Mare Billing Review  Record Payments How Do [? -
2. The top panel of ==
h p P . Invoice #: Engagement: Client: Sz 3/ 52003 (i
the screen is a I }| 7 ‘[)4,11[:._5;3(;; 7 |AIIOver | }| Save Calculated Late Fee
fllter Section, o Calculate On Balance Amount
Iett"‘]g You V|ew Open Closed Printed Unprinted Draft Invoice | e |
Se|eCtive @ Irne# Date Engagement ID Engagement Mame Met Amount X Paid X Balance X
Invoices You can b 1088 04-098-AC: All Over 20 Upgrade 54345 50,00
° 1042 04-098-A0: All Over 20 Upgrade 5481773
select a subset of 1036 04-165-5C; Staples Center $62860
. . b 1033 04-088-A0: All Over 20 Upgrade 51,950.00
invoices Y 1027 (04-165-5C: Staples Center 56,34047 50.00
choosing onhe or 1025 040 All Cver 20 Upgrade 56,263.75 50,00
1020 0d-1 : Staples Center £34433 50.00
more ﬁlters, 1017 04-098-A0: All Over 20 Upgrade $4191.25 50,00
. . 1015 JOINT IMNY Staples Center §7,523.75 50.00
then CIICkIng §32.27160 §32,109.33 §162.27
&

Beresh | For now,
let’s just look at all invoices of an engagement.

3. Click to the left of the invoice you want to select (if you created a draft invoice, check
the Draft checkbox and click Refresh).

fun

4. Click 2"t ] to produce a hard copy of the invoice. You can also preview the invoice before

you print it. To do so, highlight an invoice and click LPre=*
= |
5. Select the invoices you want to distribute, then click [ | or LE2=1|. When you select more

than one invoice, BillQuick batch prints or batch emails them.

6. When done, click [£°=] to exit.
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9. Payment

On the Payment screen, you can record amounts received from clients. These payments can be applied
to invoices or recorded as retainers (funds on account). When recording payments, you can distribute the
amount over multiple invoices. In addition, the Payment screen allows you to apply available retainer,
debit and credit memos to invoices.

To apply payments:
(&>

. Click == on

th Billi L) Payment

€ billing — = P 5

N e =i = | ') il I e
navigator or v B .= 5 b i & &
. Help Print  Send To Layout Meme Delete Cancel Save Refresh Close -

seIeCt it from the View by Client ID Engagement ID HowDol? +

illing menu. Cliert -~ | Al Over - | 04-098-A0: -
Billing

. Show Active Only Show Active Only

2' SeIeCt the VIeW Engagement Name All Over 2.0 Upgrade

by Client option — —
Date: Pay Method: Apply as Retainer Amount: | Auto Apply
and choose the 3/ 52008 [+ | Check ~| [s30000
IdDeSIred Cllent Reference: Memo: I—IF'rooess Credit Card Previous Payments:
3. Select the S Client Retainer Available: Engagement Retainer Available:
ow Void

desired Payments [53.525.00 | [s0o0 |
Engagement ID 1 Hide Paid ﬁ;';gce: | |U1n355_83d Payment |

Invoices $0. $137.7
and Date.

4. Select the Pay Vg Apply |EngagementID Inv # Date et Bill Paid Bal Amt Appl
Method to be MF v 04-058-A0: 1042 02/21/2009 54,980.00 54,817.73 50.00 5162.27
used for
recording
payments.

5. Enter the total
amount of payment in the Amount field. This payment may be applied to more than one invoice.
6. Now decide which invoices should receive the payment. To Auto-Apply the amount (oldest to
newest invoice), check the Auto Apply box. To apply the payment to individual rows, check the
Apply box to the left of each invoice row in the grid.
7. BillQuick automatically updates the balance due for the listed invoices as you apply the payment.
=
After checking that the payment, click 52 |. BillQuick asks if you want to save any unapplied
amount remaining at the end of a session as a ‘retainer’.

8. Close the Payment screen by clicking [£°=
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Reports

BillQuick understands how important it is for you to have all kinds of reports to manage your business,
evaluate staff performance and identify bottle-necks in your business processes. Reports contain
information to help you understand what exists in your company database, what is due to you, the status
of work being performed, utilization of resources, unbilled and billed work, and much more. BillQuick
ships with over 350 reports and 95 invoice templates. All of them are fully customizable.

BQE Software develops all reports using Crystal Reports Writer, the most widely used report writer
software. Also, all your reports and invoice formats can be customized by BQE Reports Team.

o BillQuick Agent is a workflow automation tool that uses any BillQuick

report (standard or custom) and produces it on demand and/or schedule
to automatically generate and be delivered to computer screens, printers or
through email as an attachment. For details, check
www.bge.com/ProductOverview

10. BillQuick Reports

Reports can be produced by selecting one from the Reports menu, All Reports screen or any BillQuick
module (in-context reports). You can filter any of the pre-defined reports in BillQuick according to your
needs in the Report Filters and All Reports screen.

To view or print a report:

Reports
I. Click on the Reports menu and 2 Aging >
select a report from the list, say By siling )
Employee Master File.
ik Client v

2. On the Report Filters screen, =
filters allow you to restrict data | Company >

included in the report. _ b Employee Employes Master File (detail) 5
@ == Engagement Employee Time Card Summary
After applying filters, click L*== : S . _
= LE2, y mployee Time Card Summary (Weekly)
or = to View it. Il Analysis Employee Time Card Summary (Bi-Weekly)
Next, open the Reports menu 2 Task Employee Time Card Summary (Monthiy)
again and choose All Reports. B AllReports.. BiWWeskly Compact Time Card
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5. In the category
list on the left,

click = to open

the list of
reports. Select a
report.

6. If desired, apply
Date and Other
Filters by
selecting from
the drop-down
lists.

it

1= "

or

7. Click

Preview

as per

your
requirement.

Close

8. Click to exit.

Reports
Activity Cade List ]

Reports w
Accouniting
Accounting Integration
Accounts Receivable
Analysis
Billing

Budgets and Estimates
Company Licenses
Custom

T B ] (- B R

Envelopes &Labels
MasterInformation Lists

Activity Code List

Activity Code Listby Group
Activity Listwith Chart Accounts
Auto Complete List

Billing Schedule by Projedt
Chart of Accounts List
ClientAddress & Phone List
Client Address &Phone List by
Client Contact List

Client List

Client List by Group u

Legacy View Erowse

Memarized Reparts
Load =

=

Sawe

2B

Sawe As

I,

Delete Hevr

@ =

Help  Print

Date Filters:

AND OR

@

@

Other Filters:

&ND OR

@

G}

G}

5

& R O

Clear Preview Close

Field

Field

Custom Query Sting:

@ AND

oR

From:

| | Al Dates | 0140141930
7 | Al Dates - | 0170171990

From:

T

~ 010172099

~ 010172099

HowDol?

Datapass Option

Use &ichive Database

/] Append to E] Query

BillQuick comes with several sample databases. Select one from the File
menu, Open Sample Company. Use it to preview reports to better
understand the information within each.

Congratulations! You now have an understanding of the basics of BillQuick. To learn more about this
software, check the BillQuick 2009 Help or purchase the detailed BillQuick Reference Guide.

BillQuick smoothly integrates with Intuit QuickBooks®, Microsoft® Office Accounting® (and free
Microsoft Accounting Express), Sage Peachtree and MYOB (Australia). You can also easily and quickly
convert Timeslips® and Wind2® data to BillQuick for free with our built-in conversion tools.

For more information, visit us at www.bge.com.If you have any trouble in using BillQuick, please contact
BillQuick Support at (310) 602-4030 or Support@bge.com. For other questions, please call us at (888)
245-5669 (US and Canada) or (310) 602-4020; or email Sales@bge.com.
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