Time Billing and Project Management Software

Built WithYour Industry Knowledge

BillQuick 2009
Quick Start Tutorial

For Architects & Engineers

BQE Software, Inc.
2601 Airport Drive
Suite 380

SOFTUARE Torrance CA 90505

Support: (310) 6024030
Sales: (888) 245669
" | Fax: (310) 788482

©2005-2009BQE Software, Inc. All rights reserved. No part of this publication may be reproduced, transmitted, stored in a retigenabsys
translated into any language in any form by any means withdtérmpermission of BQE Software, Inc.



Infroduction é é é é éééééééééééeéécéeéeéeecéeeeecéeéee.l
BillQuickBasicsé ¢ ¢ ¢ 6 é e éééeceéééeecéeéeecéeeeeee?
Starting W BillQuiclé é é é é é ééééé . .6é6ééééééééé .2
Logging into BillQuick é 6 é 6 é 6 ééé . ééééeéeéeeééééé.s
Navigatng BillQuick .é.é é é é é 6 ééé . éeéééééeéé...... 3
Master Information € é é € 6 é é é e e ééééeé .eeééecééeé 6
Compang € 6 6 ééééécééééeécéeceeeeéeeeceée.6
Employee . . € é é é é&d&é . é&.¢ééée.eééeéeéeeéée7
Clienté é € 6 6 6 € EEEEEEEEEE oo 8
PrOJECE € € o i arrrr 9
Activity Codest € é € 6 € ééééeéécécéééeéeé.éeéé.l
Time &Bilingé é é 6 éééééééécééeéecéeeéeécé eeeéeé. 12
RecordTime Entyé ¢ é é 6 é ééééééééééééé . ééeéée. 12
Procesdnvoices in BilingReviewe ¢ ¢ ¢ ¢ é ¢ ¢ é é ¢é .é.é ..é é é .13
Reviewlnvoiceg ¢ € . é 6 éééééééeéeee.eéeéeéeééééé.1s5
RecordPaymensé é é 6 6 6 6 6 é é .éé . 6é6éééééé ééé.lb
Reportsé ¢ 6 ¢ 6 ééééééééééeéeéeeceeeeeceeee. 17
Reporingg € 6 é é .66 éééééeééeé.ééeéeéeeéeéeéee. 17



Introduction

Welcome to BillQuick® frdARQE Software, Ind

Architects andengineers all over the world use BillQuick to handle theirtdaglay time tracking, project
management and billing tasksoffers an easy and efficient way to reduce the overhead of your business,
accurately track professional hours, and increase your rev&il@uick incorporates flexibl@ndrobust
features thatet you adapt the software to your company. Adapting to your company extends beyond
BillQuick itself, to aden products designed to match your business style and situation. The entire
BillQuick Family is continuously improved, implementing user ideaaspiced features to make your
solution more valuable.

BillQuick has powerful project management features. Not only does it keep project managers informed
about the time and expenses recorded to their project, it also gives them control as to wbhavedalb

work on the project. Reports such as Work in Progress, Staff Performance, Budget Comparison, Work In
Hand and Earned Value Analysis are just a few of the reports designed specifically for project managers in
your industry.

To make financial managent 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\dmepan also easily and
quickly convert Timeslips® and Wind2® data to BillQuick for free with our{ouittonversion tools.

ThisBillQuick Quick Start Tutorial pr ovi des an overview of Bill Qui cKki@
features are not covereldere). It guides you through data entry, processing an invoice, recording

payments and printing reports from the perspective of the architects and engiBédkpsick Basics

focuses on the basics of BillQuickderstandingnow BillQuick starts, itelements andhow to access its
featuresMaster Information discusses the master profiles and tloav of data throughheseBillQuick

modules Time & Billing section explains how to make time entries and effectively bill them. Lastly,

Reports section explainBow to utilize the information in BillQuick for effective business management

and reportingThus, this tutorial enables a new BillQuick user fromaiwhitect and engineeringdustry

to quickly educate himsétierselfon how to run and utilize BillQuiafectively and efficiently.

o BillQuick Tutoriaé 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, chetkie

How Do | help items. Based on your preferred learning style and available time,

you can choos&elfLearning or Guided Learning Guided Learning utilizes

role-based and custom training courses. CheckvautvBillQuick.corand click

on the Training talyou 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 Startingup BillQuick
e Logging into BillQuick
¢ 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 &kig-io below.

When you starBillQuick forthe first time, it BillQuick 2009
prompts you with some option¥ou can:

e 0pen acompanydatabasereviously
created

e create a new company file
e 0pen a sample company file

O Open an Existing BillQuick Comparny File
EJ O Create a Mew BillQuick Company File
g[] ® Open a Sample BillQuick Campany File

Buziness Type: Service -

Whencreating a new compardatabasgeyou

can also select the type of database you wal Sl HEIDIE S
to use.Youcancreate a new company file in
either a standard database (Microsoft Acces [ Izl H Ceime H o l

MSDE databas@Microsoft SQL Desktop
Edition)or SQL database (Microsoft SQL Servid&ur options depend on which edition of BillQuick

you purchase: Basiero or Enterpriself 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 whgno u a r e ga liedagdcgmpdnyfile @ising ttf&tandard database can
be converted to an MSDE or SQL (Microsoft SQL Server) database with only a click.

For n o ehoosethe Stadidard database.

1. SelectiCreate a New BillQuick Company File o pandithemcliclOK.

2. Enter a name for your BillQuiclathbase in the dialog bdkle suggest usingur
company nme as the file nam€lickthe 2= | button.

3. TheBiIllQuickStartUp InterviewWizardlaunchesStep through it and complete the
items tothe best of your ability. Clickelpto check out theexplanatn of each option
Do Not Worry About Your Selecti®hsy can be easily changed later, if desired. Click
Finish and exit.
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4. The BillQuicklnitial Setup Checklist WizatdunchesYou canwalkthrough a few of the
various wizards to experience haw setup master information, or clickloseand
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 tB&artUp Interviewan be edited
later.

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

Log-in

When security is turned on, BillQuick requires a Us€Giiquc togn
ID and Password. Your BillQuiclservisoror ‘ _

.. . . . ® BOE Professional Services
adm|n|strat0“/\/|” prOVIde you W|th an ID and D:\bge\Sample &rch Eng Database.mdb
password. For now, use these defaults: - Uses D - [SUPERVISOR

xxxxxxxxxx

) el e Password:
User ID:supervisor - ﬂ('__T 7] Remember
Passwordsupervisor 1= Tl | @ £ 9

— Help Cancel 0K

After logging in, the BillQuidRole 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 optis provided by BillQuick here ae actually four ways to navigatad use
the application:

e Menu bar
e Toolbar
e Sidebar

¢ Navigators

Menu Bar

BillQuick organizes
functions and reports
into menus.

|Ei|e Edit Wiew Project Time-Expense Billing Reports Settings Utilities Accounting Add-Ons Window Help
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Toolbar

ar BLELEUEL OBOERR LR v ELEHR WO O,

rIIII

The toolbar allows you tquicklyaccess B@Quick functionsYou 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 théillQuick desktop, you can conveniently access major functions frorBidebar
The bar is divided into 4 panels, grouping the common functions together under each.

B Main Billing

[daly « Company navigator * Billing navigator

EI) compsny e Management navigator e Billing Review

[l Monagement e Time & Expense navigator e Manual Invoice

[ Time & Expense e Billing navigato e Invoice Review

B siiing e Client e Payments

1L client e Project

= e Wizards

[ —_— Time & Expenses e Billing Startup Intereiv

e Time & Expensavorkflow e Employee
LAY / navigator e Client
2 s ) e Time Entry (Sheet View) e Project
\ ~ e Calendar View e Phased Invoice

= Mam vvvvv e Timer e Activity

~ e Expense Log e Expense
(&) mime & Expe... e Simple Expense Log e SFS
EE\ Billing e EFS

2 Wizards e Invoice

- e Timeslips Conversio
Navigators

0 Depending on the screen resolution and the size of your monitor, all
panels on the navigator screen may not display. BillQuick 2@@ires a
1024 x 768 or larger resolution display.

BillQuick navigatalet you easily understand the workflow and quickly access important features and
modules of theapplicationNavigators display information vVilaks,charts, workflow, etc.The role

based navagor is a customized navigator giving you easy access to the most often used fasgiens

your role. This role is specified by the supervisor depending on what your most frequent tasks are when
using BillQuick.
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BillQuick Since you have logged in as
the Supensor, it would
BillQuick Home Page dISp|ay the dEfault naVigator.

' @) From this navigator you can
Support Downloads .
access any of the fouanain

-~
<+
<

T

oy S Time Expense  EllQuick Addons navigator® Company,
Management, Time Expense
e ) BilQuick Constiting and BillingYou can choose a
&’7\\ s wr o navigator from the Sidebar or
=" - from the corresponding
Billing T s Custom Reports and Invoices menu.
-5 Company ) Utilities o [

Security Backup
Company - —

8

Restore Tutorial

. 8 £ = g: &
b Y2

Project Vendor Invoices

Charts ® WorkFlow
Load an Startup Monthly Aging - for Year | 2008 . Submitted Time .& Expenze:

$61,167.65 [] Wiew by Project
$55.050.89 =} Submitted Time
::gg?:;g Marcus Kerr
$SB:?DD 59 =k Submitted Expenses
$30.583.83 [#-Issac Quinoy
$24,467 .06
$18.350.30
$12.23353

$6.116.77

40,00

Recent Reports Spotlight
Employee UnApproved Time and Espense - 2/6/2009 1:.05:48 P Expense Codes List Biluick Home Page
Project List Employes List Online Krowledge Base
A-Hour B-Hour Comparison Click Here For More Reports . [T Defaul Signup for Free Training
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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 Employees
e Clients

e Projects

e Activity Codes

o Basicmasterinformation can be set up usiBglQuick wzards via the
View menu, WizardsBluefield labels on the screens indicate required
information.

1. Company Information

The Company screen contains a profile of your company. Informatidghis screen appears on reports

and invoices. Italss f ect s how Bill Qui ck processes your
1. Whelrl you eXIththeill'”QUI'Ck . © Cormpany SRR
= o = -
Initial Setup Checklist wizard, = i O2 B & 2 B
the Company screen Add Logo  Delete Logo  Help  Print  Walidate  Sawve  Register  Close =
automatically openif it does || ceneral| Licenses Howdol? ~
not, click View, Company o
from the menl)_ Mame: rareszional aemvices Main Service Tax
Address: 1200 M aple Bulevard lII 5

2. Enter your company name,

Suite 308 .
address, and all other relevan T“'e Main Expense Tax
. . . City: orance State: o8 .
contact information in the [0 ]«
appropriate fields. 2 505 Courty: {158 FY Begh Date:
h'i Phane: (310)-555-4000 Fa (310)-555- 4495 0 Januay [+
3. Whenfinished, clicl>®]and RIS salesfBboo.con fiEndbats
@ Wwieb: wv. boe. com 31 December [~
s Clozing Date:
thenlgese TaulD Labet | 83-0702192 Employer ID: | 546546230 1:8;1919;; m-
Custom 1: Logo:
Your company information is now Bl 2 B —
savedn the databasd. et 6 s | ¢ ..« Custom & /
the employee prof”e_ Walue is displayed on invoices. II,/ /
Meszage on  Invoice Meszage entered here for all chents and projects. - N

Invoices:

0 The BillQuick screen -
names can be changed

using the Custom Labels feature

or customized to suit the industry /business type from the BillQuick Start up Wizard
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2. Employee Information

Employeescreenrepresents a profile ad personworking in a compangn projeds. Thisscreen lets you
add and ediemployeerelateddata. Employe@enformationprints on reports and invoices. Also, each
employee has a defadill rate and cost rate that may be used when recordimg entries orpreparing
budgets.

To createanemployee profile:

1. CIicer; from

6 Ernployee (Users = 19) =1 |l >
the Compan = = : @™ T £
- p y Search lterm., 4 \g) [ — k B 4 @' { e ? . < %
naVIgatOFOI’ Help  Print  Send To Layout  Filters  Delete  Change Clone Filter., Group  Cancel  Mew  _
access the D Last Mame General | Rate  Detail  Tax  Allowance  Assign HowDol? -
AL Leanard
screen from the A Marcella Employes 1D: Ll E] Social Secuity | 234-24-3243
View menu 40 orion Fist Name: ME LastName
L. . By wiilliams Mame: | pgr,  +  Curtis James
2. Ifthisis your first| @ James _
DL Lamont Department:  Drafting - Tile: | Draftsman -
employee’ the EH Hollowzy tanager  WEB «  Submit to: | Project Manager -
H 0 Quinoy
Cursor WI” IH Hurter Fole:  Time and Expense - SQ Status: | Active -
dEfaU|t to the KF Filmare Securty:  Default - 8 Groups: [ =]
E I ID [R¢} Gofarth
mployee
. p y :E E:;r Address Details:
iitts
fleld |f0ther hE Callins Street]l:  BOE Professional Services
employees exist | ke Anatasia Stieel2: 2801 Aiport Diive, Suite 380
. sl Lawirence
18] your Company sq Quin City: Tarance State: (A - Zip: 90505
databasecllck WB Eirch Country:  JSA Email; custorreports@bge.com
E% Phaore:  [310)-602-4010 Ext:
Mobile:  (310)-555-6265 Custom 1
New
on the . Faxdt: (310)-784-8482 Custom 2
button bar Th$ 7] BillQuick User ﬂl_| Total Employess 18
4 »
places the cursor| ‘"
H Merno: - " .
in the Employee Show &ctive Employees Only Hide Memo M CJ cumently being cansidered far appraisal i

ID field and you
are ready to create a new employee prafile

3. Enter the Employedl. You can use numbers, lettaws a combination of bothup to 65
charactersFor example, if the name of the employee is John Doe, yghtranter JCas
his ID.

4. Complete all relevarand requireddata fieldsPressthe Tabkeyto move from field to
fieldor click on the next desired field

5. Enter the security setting for the employee depending upon his role and task in the
company. E.g.pf a timekeeper, you can assigime Entry Only or &éted. aul t 0

o In an achitecturalor engineering firm, the principals and managers may

need higher levedf access to BillQuickyhile a typical employee may
need access to time and expense sceeenly. With easy to apply relmsed
Security, you can setecuritypermissiongor each employee

6. Now, click on the Rate tab. In the Hourly Rgi®up,enter thedefaultBill Rate and Cost

Rate(Pay Rate x Overhead Multiplier) for tamployee For exanple, enter $100 as the
Bill Rate, $40 as the Pay Rate and 2 as the OM
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7. When you finish entering data into the fieldlgk[=2= | and henl£e=],

Similarly, you can create vendor/suintractor profile in the Vendor
O screenArchitects and engineerdten requie services of other
consultants to complete thegrojects. BillQuick has the ability to track your
invoices from your sulsonsultants and then bill to the client with agreed
markup.

3. Client Information

The Clientprofile contains company hame, addresy] otherclientinformation, plus you can maintain

an unlimited number of contacts per clieMbu can define custom fields as well as unique processing
options for the client. Also, you can view summary informatioméorrs, expenses, billable amounts,

cost amounts, invoices and paymentsdalient.Like theEmployee screen, you can easily access clients
already in your database bglecting or searching for theimthe grid on the left of the screen.

To createaclient profile:

e
1. Clle\;‘ onthe [wcim = [EE=
= = = = E=] e 4 -
Compary . 4 O3 B & ¢ @ @l © Y (R
nav'gatoror Help  Print  Send To AutoFit  Filters  Clone  Delete  Change  Filter., Contacts Group  Cancel =
H hin Company Last Name First Mame General | Detail  Account  History HowDol? »
select the option 2
. p =~ &Abby Abby Abbern Abbernathy | Allen
from the VIeW i} Name Manager Client Clent ID: Abby = Copy Fror:
menu Abby: | Abby &bbern By Abby Company Abby &bbemathy -
Lhby  Abby Admini o B Abby
.. . Cod
2. If th|s IS your f|rst hin} Company Last Mame  |First Mame Llenaced ! s o
H #- ADK ADK Industri | Kiddling Alice Client Since: 02/15/2003 - Phase:
client, the CUrsor | . wec  aperesce wetan o .
. . ” e ToE] T TTITE ST J Status:  Active - Auto Add Mew Project
#- BakerJon | Baker,Jon aker on
IS automatica y *- BBE BayerBaldwi | Baldwin | Bayer FodlD Label — Giroups | =
BoatAnch BoatAnch Sal i
placed N the +- Boaténch BoatAnchor | Salvage asah s DT
. . +- BQEProf BQEOwerhea Hunter lonas Street §1056 Whites Egan
Cllent ID fleld #- Bravo-Zul = Bravo-Zulu M| Movember | Mike et g
h . I k #- City of Ma| City of Malib | Modoff Bob aabbemathpi@abbyabemath.net
Ot erWISGl C IC #- Cornersto Cornerstone | Sandor Teresa City: Van Nuys State | CA -
Delenian | DelenianAge Zimbalist Delene
+- Hyde Hyde Away | Hayes Tammy Country: US4, Zip: 80211
New +- Interior&r InteriorArtist Jekyel Randall E-mail: alleniEabby.com Tel [} -
to create a ¥ 1D Wood JD.Wood & | Wood Jay " —
new Cllent + Morﬂ?erey Morﬂfzerey Ré H.ouse Aaron web: Mabile: -
#- Pacific Pacific Soluti | Gibbens Manacy Custom 1: Faw [ )-_ -
3 Select easy to # PenTek | PenTekltd. | Linus Andy L B
Prizm Wisi = Prizm Visions Robbs Jackie
.
remember : ‘OTRFMP' QTR Prdertiis Branooe Eil ‘ y Client aquired through good friend of JH. Initial projects include design of
I Meme: o cafstenia and general room
etters or Show Active Clients Only Hide Memo

numbers as the
ID for the client.Eg.,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 examplather than APM or 4519 for theliént ID,

the ID would be Acme Performance Management.

4. Presgshe Tabkeyto move from field toitld or click on a desired field.
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Click on Contacts button to creat@nlimited client contacts per client. Associating that

client contact to a project will then allow yéo send invoices and statements to the

contact.

When donecglick

4. Project Information

and hen

4

Close

Using theProjectscreen, yowcancreate and maintaiprofiles for eaclprojectthat you work on Large
projects are often done in phases sashSchenatic Design, Design Development, Construction

Documents and Construction Administration. BillQuickject phases give you the power to track and
report for each phase separately as well a consolidated report for all pifasemject

Projectinformatbn affectshow data is processed and flows to various reports and invoices. For example,

projectinformationdefines the billing arrangemeuita projectand hence affects its billingoucan
select gorojectfrom the grid list on the left. If you havdasige number oprojects, you can use theind
option or Filter to finetune and shorten the list.

To createproject profiles

1. CIickE on the
Company
navigatoror
select it from the
Project menu

If this is your first
project, the
cursor is
automaticdy
placed in the
Code field.
Otherwise, click

i

New

at the top
of this screen to
create a new
project

Enter a code for
the project, such
as2009-0100.
When you save

E Project

Search Item..,

jin]
Abby
AbbyOffice
ADEK:Shop
ASLTC20
ASLTC21
BakerJon Avril:
BBB:Boat House
Boat AnchorCaf
Boat AnchariGen
BQE COwerhead:

#- Brawo-£ulu:

City of Malibu:Br
Cornerstone:
Hyde:

Interior Art:Offic
J.DWood
Monterey Rec:
PacificRemod
PenTek:

+ QTE Ent:
Rushe:Shipping
Staples Center

+- Staples CenterR
Torr Lib:
Umbrella:Dorms
Williams, Marcos

il

#Hn @ &
Help  Print

hame

Abby Abhbern
Abby SAdminis
ADKIndustrie
Aperture Scie
Aperture Scie
Baker, Jon &
Bayer Baldwin
Boat Anchar-
Boat Anchor-
BQE Owerhes
Brawo-Zulu M
City of Malibu
Cornerstone
Hyde Suway
Interior &rtist
1D Wood &
hMonterey Rec
Pacific Solutio
PenTek Ltd,
QTE Enterpris
Rushe Shippi
Staples Cente
Staples Cente
Torrance Publ
Umbrella Ho
Art Center

Manager
B
B
0
JH
JH
Q
B
Q
Q
IH
IH
B
Q
JH
JH
B
JH
Q
B
JH
Q
IH
IH
B
JH
JH

<

V| Show &ctive Projects Only

b

Send To

Clien
Abby
Abby
ADE
ASEC
ASEC
Bakerlo
BEE
Boat &nt
Boat &n¢
BQE Pror
Bravo-Zu
City of
Cornerst
Hyde
Interiors
1.0 Woc
Montere
Facific
PenTek
QTEEntt
Rushes
Staples €
Staples €
Torr Libr
Urnbrell:
Williams

»

3 =
R

Auto Fit  Filters

General | Billing

Project 1D:

Mame:

Clignt:

Contract Type:
Contract Details

Contract Amt:

Service Amb:

Exp &mt:

Address Details

Strest:

City:

Country:

Custom 1:
Custom 2:

Custom 3:

LN

Hide Mema

o || B &R
- —  rz “
=] - [ £
R e il © Y & i
bderge  Clone Delete  Change  Filter., Group  Cancel =
Detail  Account  History  Assign HowDaol? «
Abby: Dffice | Create Phase |
Abby Administrative Dffice
Abby v & Manager BW ~
Marketing - % Status: | Ackive -
$0.00 Start Date: | 03/10/2008 -
$0.00 Due Date: hd
$0.00 % Complate: 0.00
81056 Wwhites Egan Use Client Address
Zip: | 90211
Wan Huys State:| cq - FO#:
usa, Graups IF=
Custom 4:

E

a"

Total Projects 45

Mema: Conbact Iniliated on project start date above, but details still being worked =

the project, BillQuick automatically combines tReojectCode and Phase fields into a

singleProjectID.

Large projects are often done in phases. An Architect might divide a large project into

phases: Schematic Design, Design Development, Construction Documents and

Construction Administration.
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An expanding best practice is to utilize thedarater length of the
0 ProjectID field to make it easier and faster for users to recognize what
the projectis for and for whom therojectis being done. The best practice is
to repeat the Client ID as part of tHerojectCode. For example, Acme
Performance09 Payroll or AcmePerformangddewHQ-Phasel.

5. Move from field to field by pressitige Tabkey or clicking on the desired fieBe sure
to enter the required fields: IlName, Client, Manage&tatus, and Contract Type.
6. Enter address detailgere as wellArchitects andengineerausuallyhave projects that can
be at a different location than the client.
7. Under Contract Type select the type of contract used in this project (hourly, fixedt
plus,etc.). If a lump sum contract type is selected, be suffdltim theContractAmount
= @

8. Once you have finished, cliz®= | and hen(£e:=

0 Service Fee Schedules are used in BillQoickeate unique fee

structures forprojectsthat overrideEmployeeandActivity Bill Rateand
Cost Rate. SF3s commonly used for holyrbased, rather than lump sum billing.
Multiple bill ratesan be assigngd one or manyemployeedased on the
activitiesperformed.

5. Activity Code s

On the Activity Codes screen, yaancreate and maintaialist of standard activities. An activigy
simply a type of worlor taskperformed by employeeo( vendorsandsulrconsultants) on projects.
Depending on your industry and company preferences, you refer to activiég @sdtask codes, service
codesor work codes.Activity codes are required tiecord time entries to a projecctivity information
flows to theinvoices and eports.

As you workthrough the BillQuick Statt)p Interviewwizard, you chose a standard list of activity codes
for your industry If you skipthis step, please selectiliiesmenuy Add IndustryCodes and select a
standard listThis list can be edited and expanded as needed.

To create activity codes:

1. CIick\é on the Company avigatoror select it from the View menu

2. BillQuick automatically adds GEN: HOL, GEN: SICK@GRH#: VAC activity codes to
every Activity Codetable. Activity Codes for these special items can be customized in
Global Settingscreen
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3. Pressthe Tab
key or click on a
field to move to
a desired field.
As you edit
activities, make
certain that each
billable activity
has a check in
the Billable
columnand non
billable items are
left unchecked.

4. To add new
activities, click
!
bew | Typein
the desired Code anaptionally,sub-code in the gridEnter other dataas desired.
5. To save mactivityrecord, click o another row or press the Tab key through the end of
the row.

il
6. To delete an activity, select the row and cl2==|. More than one row can be deleted
at a time by holding the Shift or Ctrl key when selecting rows.

If you do not charge taxes for yoactiviies use the Field Choos)
option at the top left of the grid tbide the Tax 12/3 fields by unmarking
the checkboxes.

Similar to Activity Codegjou can create expensasthe ExpenseCodes
screen.
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