
 

  
 
 
 

  

  
  

 

 

 
 
 
 

 
 
 
 
BQE Software, Inc. 
2601 Airport Drive 
Suite 380 
Torrance CA 90505 
Support: (310) 602- 4030 
Sales: (888) 245-5669 
Fax: (310) 784-8482 
 
 
 

BillQuick 2010 User Guide 



 

Copyrights  
 
©2003-2010 BQE Software, Inc. All rights reserved. No part of this publication may be reproduced, 
transmitted, stored in a retrieval system or translated into any language, in any form and by any means, 
without written permission of BQE Software, Inc. 
 
Microsoft, Microsoft Access, and Microsoft SQL are copyrights of Microsoft Corporation. 
 
 
Trademarks  
 
BillQuick, BillQuick Basic, BillQuick Lite, BillQuick Pro and BillQuick Enterprise are registered 
trademarks of BQE Software, Inc. 
 
Intuit, the Intuit logo, QuickBooks, QuickBooks Pro and Intuit Payroll are registered trademarks and/or 
service marks of Intuit Inc. in the United States and other countries. 
 
Microsoft, Microsoft Office, Microsoft Outlook, Microsoft Excel, Microsoft Word, Microsoft Office Small 
Business Accounting and Microsoft Small Business Accounting are the registered trademarks and/or 
service marks of Microsoft Inc. in the United States and other countries. 
 
Peachtree, the Peachtree logo, Peachtree Complete Accounting are registered trademarks of Sage 
Software SB, Inc. or its affiliated entities. 
 
MYOB and the MYOB logo are registered trademarks of MYOB Technology Pty Ltd. 
 
Crystal Reports and Crystal Decisions are registered trademarks of Crystal Decisions, a Seagate 
Company. 
 
Other partiesõ trademarks or service marks are the property of their respective owners and should be 
treated as such. 
 



 

Contact Info  
 
BQE Software Inc. is a California based ôCõ Corporation, founded in 1995. It first introduced its flagship 
product, BillQuick, in May 1996 and since then BQE has developed a host of applications and solutions 
for your specific needs.  
  
You can contact us for information about the latest products and services, ordering products, training and 
consulting, technical support, report customization or any other business query. 
 
 

Address: BQE Software, Inc. 
2601 Airport Drive 
Suite 380 
Torrance, CA 90505 
USA 

Telephone: 
Toll-Free 

(310) 602-4010 
888-245-5669 (USA and Canada) 

Fax: (310) 784-8482 

Int ernet : 
Blog 
User Forum  

www.bqe.com 
BillQuick Blog 
BillQuick User Forum 

Office Hours: Monday to Friday 
8 am to 5 pm Pacific Standard Time 

Technical Support : 
 
 
Knowledge Base 

(310) 602-4030 
support@bqe.com 
www.bqe.com/Support 
www.bqe.com/BillQuickKB 

Sales: (310) 602-4020 (International) 
sales@bqe.com 
www.bqe.com/order 

Services: 
Training 
Consulting 
Report Customization 

(310) 602-4020 
www.bqe.com/Services 

 
 
BillQuick 2010 is the culmination of 15 years of hard research and continuous improvements based on 
your suggestions and insights. In other words, BillQuick is your solution. 
 

 Your feedback helps us plan and improve BillQuick releases and associated 
documentation. Please email your comments, suggestions and ideas about 
BillQuick and this User Guide to BQ-Ideas@bqe.com.  

 
 
 

http://www.bqe.com/
http://tech.groups.yahoo.com/group/BillQuick/
mailto:support@bqe.com
http://www.bqe.com/Support.asp
http://www.bqe.com/BillQuickKB/kb.aspx
mailto:sales@bqe.com
http://www.bqe.com/order_new.asp
http://www.bqe.com/Services.asp?pageId=Home&link_src=header
mailto:BQ-Ideas@bqe.com


 

1. Introduc tion   
BillQuick Overview 2 

BillQuick Editions 3 
User Guide Conventions 4 

  
2. Executive Summary   

Executive Summary 7 
Architects & Engineers 7 
IT Consultants 8 
Accountants 9 
Attorneys 10 
Project Management 11 
Billing Management 15 
Business Management 20 

  
3. Installation   

Overview 29 
Implementation Checklist 29 

BillQuick Installation 31 
System Requirements 31 

Company Database 39 
License and Registration 42 

  
4. General Features  

BillQuick Basics 49 
BillQuick Log-in 49 
Navigation 51 
Grids 55 
Filters 60 
File Linking 62 

Custom Labels 66 
Memos 70 

Auto Complete 72 
BillQuick Messages 74 

Find 76 
Batch Change 78 
Keyboard Shortcuts 81 

  
5. Master Infor mation Setup   

BillQuick Workflow 84 
Company Setup 85 
Employee and Vendor Setup 90 
Client Setup 103 
Item Codes Setup 109 

Activity Codes Setup 109 
Expense Codes Setup 114 

Project Setup and Maintenance 116 
Budget and Estimate Setup 135 
Fee Schedule Setup 143 

 
Table of 
Contents  

 

 
 
 
 

 
 
 
 
 
 
 

 
 



 

External Data 148 
Data Import 149 
Data Conversion 150 

  
6. Company Management   

Company Overview 156 
Security 157 
Reminders 171 
Groups 173 
Clone Templates 179 
Archive and Restore Data 181 
Backup and Restore 185 
Data Exchange 187 

Data Export 188 
Settings and Preferences 196 
BillQuick Family of Products 226 

Web Suite 227 
BillQuick Agent 228 
BillQuick Outlook Add-In 229 
BillQuick HR 230 
AutoReporter for QuickBooks 231 

  
7. Project Management   

Project Overview 233 
Project Hierarchy 234 
Project ID Structure 235 
Contract Types 236 
Project Groups 240 

Budgets & Estimates 242 
Fee Schedules 245 
Project Assignments 248 

Project Control 248 
Employee Control 252 
File Linking 259 

Project Journals 259 
Project Settings 262 
Project Information 264 

Dashboard 270 
Project Reports 273 

Document Management 274 
  

8. Time Tracking   
Overview 282 
Time Entry 284 

Simple Time Card 285 
Sheet View 288 
Timer 294 
Calendar View 300 

Special Time 307 

 
Table of 
Contents  

 

 
 
 
 

 
 
 
 
 
 
 
 

 
 



 

Overtime and Comp Time 307 
Submit and Approve 311 
Personal Time Off 316 
Time Settings 320 

  
9. Expense Tracking  

Overview 328 
Expense Entry 330 

Simple Expense Log 330 
Expense Log 333 

Submit and Approve 343 
Expense Settings 350 

  
10. Accounting   

Overview 358 
Purchase Orders 358 

Receive Items 369 
Vendor Bills 373 
Chart of Accounts 383 
Data Integration 384 

Integration with QuickBooks 386 
Integration with MS Office Accounting 395 
Integration with MYOB 402 
Integration with Peachtree 410 

  
11. Billing Basics  

Billing Overview 418 
Billing Methods 420 

Fixed/Progressive Billing 420 
Hourly Billing 422 
Percent Complete Billing 424 
Phased Billing 424 
Recurring Billing 426 
Cost Plus Billing 426 

Payment Terms 427 
Invoice Format 428 
Rates 434 
Taxes 441 
Retainage 443 
Currency Manager 444 
Billing Schedule 445 
  

12. Billing  
Overview 450 

Invoice Wizards 450 
Billing Review 451 

Batch Billing 460 
Joint Invoices 464 
Write-Up/Down 467 

 
Table of 
Contents  

 

 
 
 
 

 
 
 
 
 
 
 

 
 



 

Manual Invoices 476 
  

13. Accounts Receivable  
Invoice Review 482 

Draft Invoices 489 
Submit and Approve 490 
Memorized Invoices 496 

Interest and Late Fees 500 
Payments 503 

Credit Card Payments 509 
Credit Memos 514 

Accounts Receivable 515 
  

14. Retainer Management   
Retainers 519 

Retainer Invoices 520 
Retainer Payments 527 

  
15. Report  Management  

Reports 537 
Report Filters 540 
Report Automation 547 

Statements 549 
  

16. Appendix   
Report and Invoice Samples 553 
Glossary 560 
Index 566 

 
 
 

 
Table of 
Contents  

 

 
 
 
 

 
 
 
 
 
 
 

 
 



Introduction  

 
BillQuick User Guide 2010                                                                                                                                                           Page 1 

 

1 
Introduction  

 BillQuick Overview 

 BillQuick Editions 

 User Guide Conventions 

 
 

 
 
 
 
 
 

 
 



Introduction  

 
BillQuick User Guide 2010                                                                                                                                                           Page 2 

BillQuick Overview  
 
Welcome to BillQuick® from BQE Software, Inc. Thank you for making BillQuick your time, billing and 
project management solution. Virtually any company that tracks hours for job costing (and payroll) or bills 
by fixed fee, recurring amount, hourly, cost plus and variations will find strong value in BillQuick. It adapts 
and scales to various types and sizes of professional services firms ð handling a two-person firm as 
efficiently as a large multi-office firm. 
 

 
 
Benefits: BillQuick offers an easy and efficient way to reduce the overhead of your business and increase 
your revenue by accurately tracking professional hours, recording expenses and job costs, managing 
projects, billing your clients and reporting. Companies report saving 10, 25 and more hours monthly 
because of shortcuts, automatic features and simplified tasks in BillQuick. You can reduce your billing 
time from days to hours, accessing BillQuick on the desktop, web and Smartphone. In addition, you get 
to integrate BillQuick data with your accounting package. 
 
It is all about time: Everything in BillQuick is designed with ôtimeõ in mind. For example:  
 

 How to capture hours (time) and expenses with the minimum of effort and time  
 How to bill clients with minimum user involvement 
 How to generate reports easily and quickly 

 
When you buy a software program, you want to know what the application offers, how it benefits you 
and how to use it in the simplest and fastest way possible. This User Guide meets this expectation by 
covering all the features and functionality of BillQuick at the basic level (for the first-time users) as well as 
at the advanced level (for existing users). It explains your most important questions ð ôWhat does it do?õ 
and ôHow do I do it?õ  
 

 For a guided learning of BillQuick, please check our Training and 
Consulting Services at www.bqe.com/Services. 

 
This BillQuick User Guide is organized into chapters ð starting with an executive summary of major 
solutions offered by BillQuick. This is followed by some basic concepts and initial procedures for getting 
BillQuick up and running. There are sections focusing on specific role-based information and procedures. 
Often these role-based functions correspond to a personõs position or title, although different companies 
organize roles and responsibilities in different ways. Typically, a company consists of a Principal/Partner 

http://www.bqe.com/Services.asp?pageId=Home&link_src=header


Introduction  

 
BillQuick User Guide 2010                                                                                                                                                           Page 3 

(owner or official head), Supervisor (company administrator or manager), Timekeepers (employees and 
vendors), Project Manager, Billing Manager, Staff (accountant, admin assistants, support staff, clerks) and 
so on. 
 
Executive Summary briefly presents the major functions and features of BillQuick that are useful for 
managing your projects, billing and overall business. It summarizes the major solutions offered by 
BillQuick from the managerial perspective. In a typical company, a System/IT Administrator installs any 
software. Installation  covers the start-up issues related to installing BillQuick such as system 
requirements, different installation scenarios, setting up a company database, activating the software and 
so on. General Features chapter contains information and procedures related to features commonly used 
by all. After understanding the basics of BillQuick, the first thing you need to do is add data to your 
company database. Setting up master profiles (such as employees, clients, projects, etc) and related 
information (schedules, budgets, etc) is covered in Master Information Setup.  
 
After the setup issues, you will deal with the managerial aspect of BillQuick. Company Management 
covers important issues such as security, templates, database maintenance, company-wide settings and 
preferences. Being project-centric, BillQuick offers a complete Project Management solution. Essentially, 
for project managers, this chapter explains all the features of BillQuick useful for tracking and managing 
projects. Here, you find out about contract types, budgets, fee schedules, journals, project rules, 
dashboard, document management, and so on.  
 
Time Tracking and Expense Tracking revolve around typical timekeepers (employees and vendors) and 
their managers. These explain various time and expense entry options, submission-approval procedures 
and other settings. 
 
Accounting  covers the accounting-related features in BillQuick, focusing on accounts payable. Typically, 
this chapter is for accountants or billing managers and covers issues related to purchase orders, vendor 
bills, data integration with accounting software, etc. Next, you can explore the billing chapters, focusing 
on useful information for billing managers or accountants. Billing Basics includes pre-billing tasks, billing 
methods and invoice settings; Billing explains the billing decisions and processes for creating various 
invoices; Accounts Receivable lays out procedures related to invoices, late fees and payments, followed 
by Retainer Management that covers everything about pre-paid amounts and retainers.  
 
Finally, BillQuick provides a variety of reports for executives, managers and supervisors. Report 
Management talks about the excellent reporting capabilities of BillQuick including report filters, report 
customization and automation, statements and so on. The User Guide concludes with an Appendix 
displaying common report and invoice samples, glossary definitions and a useful index. 
 

 This Guide covers all the features of BillQuick, available in the Enterprise 
edition but may not be in the Basic and Pro editions. 
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BillQuick Editions  
 
BillQuick is available in four editionsñLite, Basic, Pro and Enterprise. Depending upon your 
requirements, you can choose the edition that fits you the best: 
 

Edition  Description  Database Type 

BillQuick Lite Free, limited edition of BillQuick. It is for a 
one-man company that requires only capture 
of time and expenses and basic billing. 

Microsoft Access 
(Standard) 

BillQuick Basic Low-end, paid edition of BillQuick. It is for 
small companies with 2 to 4 users. Offers time 
and expense tracking, invoicing, billing, and 
reporting features.  

Microsoft Access 
(Standard) 

BillQuick Pro Professional edition of BillQuick for companies 
with 5 to 20 users. Offers advanced features 
than Basic but less than the Enterprise. 

Microsoft Access 
(Standard) 
Microsoft SQL Express 

BillQuick Enterprise Top-of-the-line edition for companies with 
more than 20 users or those who need very 
robust features. Offers all the advanced and 
new features. 

Microsoft Access 
(Standard) 
Microsoft SQL Express 
Microsoft SQL Server 

 

 For details, check all the BillQuick Editions at www.bqe.com/BQFlavor.asp 
and Editions Comparison Chart at 
www.bqe.com/_pdf/BQFeatureComparisonChart_2010.pdf.  

 
BillQuick comes in three different versions. Depending upon what suits your company and situation, you 
can use one or more of these options: 
 

 BillQuick ð flagship product, installed and accessed on desktop computers and laptops 
 Web Suite ð web version of BillQuick, accessed from web browsers using Internet/ 

Intranet/ local network 
 
 

http://www.bqe.com/BQFlavor.asp
http://www.bqe.com/_pdf/BQFeatureComparisonChart_2010.pdf
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User Guide Conventions 
 
The BillQuick 2010 User Guide follows standard presentation conventions, making it easier and faster to 
scan and review information. Conventions employed include: 
 

Item  Presentation  

Field Name, Field Group Name Initial capital for each word 

Section Title Initial capital for each word 

Chapter Title  Initial capital for each word 

Minor emphasis No initial capital 

Significant emphasis No initial capital 

Special information or notes 
 within the text 

Help Information 
 within text 

Warnings and caution 
 within text 

Buttons and icons 

,  within the text 

Reference selection from a menu Each menu item is separated with a comma. E.g., 
ôProject menu, Document Managementõ means to 
select the Project menu and then choose Document 
Management from it.  

Keys on the keyboard Key begins with a capital letter. E.g., Shift, Ctrl, Tab. 

Reference to selecting an icon or 
button 

ôClickõ means to mouse over the item and press the 
left mouse button. Click and another action or 
keystroke uses a plus sign. E.g., Ctrl+Click  

Header on the page Name of the chapter you are in. 

Footer on the page Name and page number of the User Guide document.  

Hyperlinks Click hyperlink to jump to the topic.  

Index List of major chapters, sections and topics with page 
numbers. 

 

 Please store the License and Registration Keys for BillQuick and its add-on 
modules in a secure location.  

 

 Your feedback helps us plan and improve BillQuick releases and associated 
documentation. Please email your comments, suggestions and ideas about 
BillQuick and this User Guide to BQ-Ideas@bqe.com. 

mailto:BQ-Ideas@bqe.com


Executive Summary 

 
BillQuick User Guide 2010.1                                                                                                                                                        Page 6 

2 
Executive 
Summary 

 Architects & Engineers 

 IT Consultants 

 Accountants 

 Attorneys 

 Project Management 

 Billing Management 

 Business Management 

 
 

 
 
 



Executive Summary 

 
BillQuick User Guide 2010.1                                                                                                                                                        Page 7 

Executive Summary 
 
Implementation of BillQuick for time tracking, billing and project management is the right step towards 
increasing business productivity and investing in technology that helps you manage your business. This 
executive summary highlights those functions and features of BillQuick that are useful for decision-makers 
and executives in a company. It focuses on important information needed by owners, principals, partners, 
executives, project managers, billing managers, company managers and such other people for effective 
and efficient management of projects, company and business as a whole. In other words, it answers your 
question òWhat does BillQuick do for me?ó  
 
Depending upon your business type, BillQuick adjusts its terminology and activity codes to your industry: 
 

Industry -Specific Terminology 

Architects & 
Engineers 

IT & Computer 
Consultants 

Accountants & 
CPAs 

Attorneys & 
Paralegals 

Employee Employee Employee Employee 

Client Client Client Client 

Project Project Engagement Matter 

Activity Activity Task Activity 

Company Company Company Firm 

Vendor Vendor Vendor/Consultant Consultant 

Budget Budget Budget Estimate 

 
 BillQuick for Architects and Engineers 
 BillQuick for IT/Computer Consultants 
 BillQuick for Accountants/CPAs 
 BillQuick for Attorneys 

 
 

BillQuick for Architects and Engineers  
 
Architects and engineers are project-oriented. And BillQuick is a project-centric software that meets or 
exceeds all their expectations. 
 
Projects typically have budgets, which you need to develop and approve before starting a project. 
 
To manage and complete projects profitably, project managers need timely, complete, and accurate 
information about hours worked and expenses incurred on their projects. Thus, easy capture of time and 
expenses is required, whether you are in an office, at a clientõs location or working from home. The bill 
and cost rates applied to hours worked may be standard or special for employees or groups of employees. 
You can negotiate special rates with the client on a project-by-project basis or your firm may assign 
special rates based on the type of project and other factors. 
 
It is essential that a project manager knows exactly how much budget and, overall, how much of the 
contract amount has been ôburnedõ. While budget totals and contract amounts may be the same in some 
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firms, in others they are different to allow for unknown contingencies.  
 
Throughout the project, a manager may update the percent complete value. Typically, the project fee 
will be a lump sum, hour rate, cost + percentage (profit margin) or cost + fixed fee (management fee). 
During a billing cycle, the net bill amount for a project may be based on: 
 

 Total value of the hours worked (Hourly Billing, Time & Materials Billing) 
 A percentage of the lump sum agreed to (Fixed Fee, Percent Complete Billing)  
 Achieving a milestone in the project (Fixed Fee, Milestone Billing) 
 The cost of work done plus a percent of cost or a portion of fixed fee (Cost Plus Billing) 
 A predefined billing schedule with amount and billing dates (Fixed Fee using a Billing 

Schedule) 
 
Depending on the situation, billing may be straightforward or may involve judgment: 
 

 Project percent complete: how much of the contract has been earned 
 Hourly contracts: quality and justifiability of time and expenses 

 
An invoice must project the desired image of the company. It must represent the professionalism and 
brand of the company, and clearly communicate the work done, amount charged and the total due. Thus, 
firms pay special attention to the look and feel of their invoices, including logos, layout of information and 
the information itself.  
 
Project managers and senior executives focus on satisfying clients and maximizing company profits. 
Scheduled reports and alerts ensure managers have the right information at the right time. If none of the 
150 plus invoice formats and 400 plus reports included with BillQuick meets your requirements, you may 
customize them yourself or outsource the job to BQE Report Services.  
 
 

BillQuick for IT Consultants  
 
Like architects and engineers, IT or computer consultants are also project-oriented. They share many of 
the same characteristics and pain points. Again, BillQuick is a project-centric software that meets or 
exceeds all their expectations. 
 
A unique characteristic among IT companies is prepaid services. They may discount standard bill rates 
because they get payment upfront. This is justified as revenue in-hand, instead of waiting for a client to 
pay an invoice. Thus, bill rates for prepaid services are usually lower than for post-paid services.  
 
Prepaid services involve keeping track of every minute with exact details, because clients will demand 
accounting for their up-front payment. Exact time is required, whether you are in your company office, at 
the clientõs office or traveling. 
 
To improve productivity and profitability, IT consultants often multi-task when providing Help Desk and 
other services. They usually work with two or more clients at the same time through chat logs, online 
sessions or on the phone. 
 
Management must know how much of the prepaid amount or retainer remains so that it can contact the 

http://www.bqe.com/Services.asp?pageId=Reports
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clients to replenish the funds and discuss increasing the total amount because of higher than estimated 
service activity.  
 
These companies share many of the same billing and collections issues as architects, engineers, 
accountants and attorneys. 
 
 

BillQuick for Accountants  
 
Accounting professionals and CPAs (certified public accountants) are engagement-oriented. They refer to 
ôprojectsõ as ôengagementsõ and manage them just like the engineers or IT consultants. Again, BillQuick is 
an engagement-centric software that meets or exceeds all their expectations. 
 
Engagements may involve budgets, fixed fee contracts and milestone billing. Accountants closely monitor 
budget spent and contract burned. Often, they schedule this information for automatic delivery or print it 
on-demand, as needed.  
 
Other engagements are less complex but even then, you should manage them well for profitability. Such 
engagements include: 
 

 Tax preparation (Fixed Fee) 
 Monthly, quarterly and annual accounting services (Recurring) 
 Payroll forms services (compliance) (Hourly) 
 Payroll processing (Fixed Fee) 
 Software consulting services (Hourly) 
 Specialized consulting services (Hourly) 
 Special financial analysis (Hourly) 
 Loan application assistance (Hourly) 

 
Traditional billing arrangements (contract types) with clients are hourly or recurring for accounting and 
consulting services. For tax services, they bill clients on a fixed fee or hourly basis. Some engagements 
contain a maximum fee, resulting in Hourly Not To Exceed contract. In less formal situations, 
accountants communicate a maximum fee verbally or associate a ôshadowõ contract amount with an 
engagement.  
 
Typically, managers review hours worked and expenses incurred before billing. Accounting companies 
refer to this as ôpre-billingõ or ôreviewing the WIP worksheetõ. Depending on the value of the work done, 
client, and formality of billing procedures followed by the partner, this stage could take an hour or days. 
Work-in-progress represents potential revenue to the company (some accounting companies treat WIP 
as revenue). Hence, time and expense entries must be accurate and complete with the right bill rates 
applied to hours. Bill rates may be standard or special, depending upon the type of engagement or person 
doing the work. 
 
A key pain point is asking questions about work done. The distance between the time when you worked 
and when you reviewed it for billing can be a few days or months. The more distant in time or the busier 
an employee has been, the harder it is to remember the details. This ôfuzzinessõ affects billing decisions. 
Thus, companies prefer that timekeepers add notes (memos) to their entries. 
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When reviewing WIP and deciding what to include on an invoice, the billing person must balance various 
factors such as the revenue earned for the work, reaction of the client and the likelihood of timely 
payment.  
 
When billing, a partner or a billing manager may exclude specific time and expenses (put them back into 
WIP), write-off specific items (the bill value is reduced to zero), make items ôno-chargeõ (include on the 
invoice as a zero-charge item), or adjust the bill value (write-up or down) of individual items or the entire 
invoice. You need to monitor all these decisions to gauge the impact on the company and client 
relationship. 
 
Accounting companies closely watch the ôrealization rateõ metric. This is the average bill rate achieved by 
a person on an engagement (billed) for a specific period. Some companies use this rate to measure the 
effectiveness of staff and managers. Realization rate is often a substitute value for profitability. 
Increasingly, companies look at profitability reports for clients, engagements, employees and task codes. 
 
 

BillQuic k for Attorneys  
 
Law firms are matter-oriented. They share many of the same issues as an accounting company. Again, 
BillQuick is a matter-centric software that meets or exceeds all their expectations. 
 
A ômatterõ is a project typically billed on an hourly basis plus expenses. You may do some type of work on 
a contingency basis (paid when you win a case) plus expenses.  
 
Usually, you review work-in-progress before billing. The fuzzy factor is an issue here as well. Exclusions, 
write-offs, no-charge and write-up/downs are common billing decisions, along with discounts and 
retainers.  
 
Many law firms require a retainer up-front. The retainer may be for any work done for a client or may be 
specific to a matter. You may apply retainers to bills while generating invoice to reduce the amount due, 
or apply as a payment to an outstanding invoice. After a matter is completed, typically you refund any 
retainer balance to the client. Depending on the nature of the matter and the state laws, you may 
combine the retainer with other retainers in a general bank account (co-mingled funds) or may require a 
separate account. In some situations, the separate account may be a special ôtrustõ account, with legal and 
regulatory requirements and liabilities.  
 
Like CPAs, partners and managers in a law firm watch the ôrealization rateõ metric very closely. 
Depending on the firm, you may measure it for WIP, after billing (billed revenue) or after collection (after 
write-off of invoiced amounts). Another metric they watch closely is ôproductionõ or ôbillable timeõ per 
attorney. You may review it as hours or bill value against a goal (hours x bill rate). Typically, you measure 
production against formal or informal goals. Increasingly, you monitor profitability by client, matter, 
manager and staff. Comparison of realization rate, production and profitability among attorneys and law 
firms is common.  
 
As a law firm grows, compensation reporting becomes more important. Compensation (direct, bonus) 
may be based on pre-billed revenues (production), billed revenues (what was invoiced) and/or collections 
(invoice amounts paid by the client). You may compute amounts for one or more of the following:  
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 Client rainmaker (who brought a client into the firm) 
 Matter rainmaker (who brought immediate work into the firm) 
 Attorney(s) performing the work  
 Paralegals and others involved in a matter 

 
Compensation formulas can be highly specific to a firmõs management structure, negotiated partnership 
agreement, and general management style. 
 
Keeping all these concerns as the driving force behind the success and popularity of BillQuick, it provides 
various solutions and features that enhance the overall productivity and profitability of your business 
concernñwhether you are an architectural, engineering, IT, accounting or any other professional 
services firm.   
 
You would agree that there are some critical concerns of executives in any industry. BillQuick addresses 
all those concerns: 
 

 project management  
 billing management 
 overall company and business management 

 
 

How Does BillQuick Manage My Projects? 
 
BillQuick is a project-centric system that supports an unlimited number of projects. After winning a 
project, you need to plan and set up the scope of work to do, which can be as broad or as narrow as you 
wish. BillQuick lets you charge time and expenses to it and accordingly bill your client. All the billable and 
non-billable charges, issues and events occurring over the life of a project affects its budget, job costs, 
billing, profitability and utilization. The quality of project management depends on timely, complete and 
accurate capture and processing of time and expenses, which is why BillQuick is the best solution for 
your project management needs. 
 
BillQuick provides the following solutions and benefits, enabling you to manage your projects in the most 
efficient way. 
 
ID Structures  
 
Descriptive IDs can communicate useful information, especially if you plan their structure well. You can 
sort all grids and dropdown lists by activity, project, client, employee and other IDs, making it easier and 
faster to work. For companies offering a single category of services, BillQuick provides the option to 
auto-create project codes, saving time during initial setup. 
 

 See the Master Information Setup chapter for more information and 
detailed procedures. 
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Project Structure  
 
BillQuick records each project with a unique ID linked to a client, who authorizes and pays for the work. 
A projectõs scope can be broken down into parts called phases, segments and sub-segments. In essence, 
BillQuick supports up to four levels in a project hierarchy. Each project record can have agreed-on 
contract provisions like fee, contract amount and type, manager, budget, estimate, fee schedule, 
employees, activities and expenses assigned to it. 
 
Contract Types  
 
In BillQuick, project contract types trigger business-processing rules. BillQuick provides different contract 
types or billing arrangements to track information for any of these purposes: 
 

 Billing and revenue 
 Marketing 
 Overhead 

 
For instance, revenue-generating projects can be assigned Fixed Fee (lump sum), Hourly (time and 
materials), Hourly Not to Exceed, Recurring or Cost Plus contracts.  
 
For projects that your company is trying to win, you can use ôMarketingõ contract. Tracking of marketing 
time and expense can begin when a new or existing client calls. Conversations, budget and estimate 
preparations, meetings, planning and bid proposals- all affect a projectõs profitability. After winning a 
project, you can carry out your plan through to the final close of the project.  

 
Finally, you can use ôOverheadõ contract to track internal activities and expenses like education, staff 
meetings and research. In any case, time and expenses flow to the project, giving you accurate billing, 
profitability and management information. You can set up one or more research project(s) for the 
company with the objective of improving your services and expanding your professional offerings to 
customers. An overhead project will require you to set up your company as a ôclientõ and then assign the 
overhead project to it.  

 
Project Manager 
 
BillQuick lets you assign a project manager who is responsible for that project. This is essential for proper 
tracking and managing of projects. Project managers can be assigned ômanager levelõ security permissions 
and ôroleõ to handle their projects in BillQuick. You can give them exclusive access to managerial reports 
for tracking and reporting of project issues. 
 
Project  Journals 
 
Having access to right information at the right time is the key to effective management and a successful 
business. BillQuick lets your project managers maintain a centralized record of project issues, events, 
billing decisions, change orders and other qualitative information over its life. These journals link to bills, 
invoices and payments, quite useful for later reference and analysis in the following situations: 
 

 making billing decisions 
 post-project analysis as part of the companyõs continuous improvement and client evaluation 

process 
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 recording collections conversations 
 trying to get in touch with the project manager to get some answers 

 
BillQuick also lets you record unlimited information about projects in a memo. If you prefer, these memos 
can display on invoices and journals. 
 
You can find important project information in various BillQuick screens besides project reports and the 
dashboard. For quick ôat-a-glanceõ information, project managers can see summarized activity and 
account information of an existing project on the Project-Account and Project-History tabs.  
 
Project Rules and Settings 
 
BillQuick lets you specify rules and preferences that affect the management of your projects. These 
settings can be set at the project level or global level to let you control the progress of projects, their 
billing and related aspects. 
 
Budgets and Estimates 
 
As you would already know, budgets are a good way to track the expected revenue or cost of a project 
against the actual. On the other hand, estimates can support later-stage marketing efforts with a bid to 
provide specified services. For many professional services firms ð architects, engineers, IT consultants, 
surveyors, computer consultants, etc ð it is the ôestimateõ that is sent to the clients as part of their bid 
proposal. When accepted, it usually becomes the foundation for the project contract or engagement 
letter. Some companies start with a preliminary budget and then convert it to an estimate, and may go 
through multiple iterations until the client signs off. Once signed off and project begins, project managers 
keep track of the budgeted project.  
 
BillQuick lets you use budgets and estimates for many purposes, including: 
 

 Compare the actual vs. budgeted items on a daily or weekly routine. This helps project 
managers gauge progress of a project and identify issues that need immediate 
management attention.  

 Analyze actual-to-budget results to improve operations, employee skill sets, fee 
structures and other aspects of profitable delivery of services to clients.  

 Use the total budget amount as the contract amount. 
 Restrict employees, expenses and activities to the budgeted ones while making time and 

expense entry. 
 Use budgets to assign employees and consultants to a project with specific tasks, hours 

and expenses, then use the ôBudget by Employeeõ report to track whether those 
employees are over or under budget for the assigned task.  

 Track budget line items by percentage done, provided you have assigned a budget to a 
project.  

 Create purchase orders, manual invoices and project controls from a budget.  
 

BillQuick budgets and estimates include separate services and expense portions and can draw bill rates 
from fee schedules. You can use the same budget for several projects and include useful reports that 
compare budgeted hours and amounts to what you spent, how much remains, and whether you are over 
or under budget for a project.  
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Fee Schedules 
 
BillQuick allows project or billing managers to set up service fee schedules and expense fee schedules 
containing special bill and cost rates for projects. With fee schedules, BillQuick eliminates manual entry 
and changing of alternative rates or setting up extra codes for special situations. After assigning a fee 
schedule, you can relax and watch how BillQuick determines automatically whether to apply the default 
or special rates to time or expense entries. 
 
BillQuick also lets you assign a Delayed SFS to projects to handle specific situations in which the bill rate 
changes based on a trigger event (e.g., project retainer balance, recurring amount, unbilled hours or 
unbilled amount). A company can use a Delayed SFS when offering prepaid services that are used up over 
a period. E.g., an IT company can offer a discounted bill rate for purchasing a certain number of hours or 
dollar value of help desk, remote assistance or on-demand consulting services. Employees or vendors 
charge their hours to these prepaid service projects until it exceeds the trigger value. Then onwards, 
BillQuick automatically replaces the regular SFS with the Delayed SFS.  
 
Project and Employee Control  
 
BillQuickõs project control feature lets managers limit who can charge time and expenses to a project. 
The net effect is that drop-down lists are significantly shorter, resulting in faster time and expense entry. 
It also increases data accuracy because there is less chance for error. For example, if you assign three 
employees to work on a construction project, only those employees will see that project in their time 
and expense entry drop-down lists (in BillQuick and in add-on modules). 

 
BillQuick also provides employee control that works with security settings to manage what information 
an employee can view and use throughout BillQuick. It results in faster interaction with BillQuick because 
data is limited to assigned projects, activities and expenses. For example, if you assign John to work on six 
projects, he will see only those projects in all drop-down lists. Employee control ensures that all relevant 
data is available to project managers but confidential data is not accessible to all employees.  
 
Allocati on 
 
BillQuick lets you set expectations for how long it should take to complete tasks (allocated hours) or how 
much expenses to incur (allocated units) on each project. This establishes a self-policing process where 
project managers do not need to micro-manage timekeepers and their tasks. Your staff knows what you 
expect from them.  

 
Project Reports  
 
Many companies conduct a post-project analysis as part of their continuous improvement strategy. 
Project managers need reports for many reasons and situations, including: 
 

 Tracking work-in-progress for projects 
 Determining whether projects are under or over-budget 
 Comparing the budgeted amount to the actual amount spent 
 Tracking the qualitative information about project progress 
 Reviewing time and expense entries against projects 
 Determining due dates of projects 
 Analyzing billing details of projects 
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 Checking staff performance on projects 
 
BillQuick allows project managers and executives to produce project reports on a daily, weekly or 
monthly basis, or simple schedule it for automatic generation and delivery using BillQuick Agent. Using 
these reports combined with qualitative information captured in the project journal and memos, 
managers know what went well and what did not. This helps in making your future clients more satisfied 
and projects more profitable. 
 

 See the Project Management chapter for more information and detailed 
procedures. 

 
 

How Does BillQuick Manage My Billing? 
 
Using BillQuick, you can track billable as well as non-billable hours to measure performance, utilization 
and profitability effectively. Non-billable hours may indicate how much time was lost or given away to 
gain or keep the business. Depending upon your preferences, you can choose the frequency and method 
of capturing time and expenses for accurate billing and reporting.  
BillQuick provides an accurate and flexible billing system for billing managers, though in some cases you 
may delegate these tasks to accountants or project managers. Billing decisions can be made in real-time 
(on-screen) or through a printed billing report (off-screen). When creating invoices, billing decisions can 
range from ôno-decisions-neededõ to application of retainers, adjustments, write-ups/downs, discounts, 
etc. After executing billing decisions, you can review and sign off on draft invoices, generate final invoices, 
send them to clients and receive payments. You may produce billing reports on-demand to keep yourself 
updated on all projects.  
 
BillQuick provides the following solutions and benefits, enabling you to manage your billing: 
 
Time and Expense Tracking  
 
BillQuick allows recording of time and expenses in any screen that suits your timekeepers- Sheet View, 
Simple Time Card, Timer, Expense Log, etc. In addition, several add-on modules (Web Suite, Outlook 
Add-In, etc) allow them to capture hours worked and expenses incurred from any remote location using 
laptops and smart phones. 

 
Many companies outsource tasks to vendors or consultants. Whether paid an hourly rate or a flat project 
fee, it is beneficial to track their hours for reporting and analysis. This information can help improve 
future estimates, budgets and other decisions. That is why BillQuick allows your vendors to record time 
and expenses with appropriate security permissions. 
 
Submit -Approve  
 
BillQuickõs built-in submit and approve feature enables timekeepers to follow company policy and submit 
time and expenses, invoices, vendor bills, etc to a designated reviewer or manager. Once submitted, 
BillQuick notifies these managers to review the entries for approval and billing.  
 
BillQuick allows a chain of reviewers to check time and expense entries before a final reviewer approves 
them. For convenience, you can review both time and expense entries in a single Reviewer screen. 
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BillQuick Agent includes a tracking feature wherein it monitors time cards and sends reminders to 
delinquent timekeepers. It also alerts the designated manager regarding the same. 

 
Automatic Evaluation  
 
BillQuick does not prevent you from accumulating time and expenses above the contract amount. Nor 
are you prevented from billing more than the contract amount for a fixed-type contract. However, 
BillQuick applies a red flag rule to all time and expense entries charged to fixed-type contracts (except 
Percentage) to determine if it goes beyond the contract amount. If it does, BillQuick changes the status of 
the entry to ônon-billableõ, drawing the attention of employees and project managers.  
 
BillQuick is smart enough to recognize that managers are busy and at times may miss things. Rather than 
inadvertently over-bill clients and likely lose them, the red flag prompts you to check the non-billable 
item. 
 

 See the Time Tracking and Expenses Tracking chapters for more 
information and detailed procedures. 

 
Accounting  
 
To provide your company with day-to-day accounting capabilities, BillQuick provides some core 
accounting features that make it easier to keep track of financial information. With these capabilities, you 
can create purchase orders, receive items, create vendor bills and manage your chart of accounts in 
BillQuick.  

 
BillQuick provides flexible options to billing managers by letting them create purchase orders based on 
budgets, vendor bills based on purchase orders and manual invoices based on budgets and estimates. This 
saves a lot of time and effort when you need to work with the same information. 

 
You gain a major advantage of recording vendor bills in BillQuick because of the ôPay When Paidõ feature. 
When your client pays for an invoice, BillQuick includes a link to a vendor bill, prompting you to schedule 
payments to your vendors. In essence, you pay your vendors when your clients pay you. 
 

 See the Accounting chapter for more information and detailed procedures. 
 
Payment Terms 
 
BillQuick lets you specify payment terms to indicate when you expect to receive payments from 
customers. In case of forgetful clients or late payments, you can charge specified interest rates or late 
fees. These user-defined terms are available at the project, client and billing level. 
 
Invoice Format s 
 
An invoice is a marketing document that nurtures client relationships. It must communicate positive 
images to both new and long-term clients: Quality, Capability, Professionalism and Confidence. BillQuick 
offers more than 150 invoice formats for you to choose. These templates support detail or summary 
information, time and expense descriptions, retainers, memos, employee titles, value-added taxes (e.g. 
GST) and so on. BillQuick can even customize these templates for you.  
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All invoices associated with a specific contract type have their own default invoice format. However, for 
demanding clients, you can assign an invoice template per project. For example, most of your clients may 
like a particular invoice template because it displays detailed memos for each time and expense entry. 
Nevertheless, a certain client wants his invoices to display time entries by activity and without memos. 
BillQuick accommodates all such preferences.  

 
Invoice Numbers  
 
When setting up BillQuick for the first time, managers need to consider whether to start with a new 
invoice format or use the last invoice number from an old time and billing system. BillQuick lets you 
define invoice numbering on a global level or customize it at the project level. You even have the 
flexibility to structure the invoice number so that it has a static and variable portion (automatically 
incremented). For example, you can include the fiscal year in the invoice number as static information 
while the variable will be the incremental part in curly brackets.  

 
Retainage 
 
With BillQuick, you can set a retainage percentage and a maximum retainage amount that a client can 
hold back while making payments on invoices. This is most common in the construction industry, but you 
can find it in any project-centric company. The client pays the accumulated retainage amount later ñ 
when the project is over or until the client verifies the quality and completeness of a project. 

 
Rates 
 
One of the best features in BillQuick is the ability to assign an unlimited number of bill and cost rates to 
employees, activities and projects. It supports default bill rates (employee rates), special bill rates (fee 
schedule rates) and activity rates. After negotiating with clients, project manager or billing manager 
decides which rate to charge. By defining the rates up front, you eliminate non-billable administrative 
hours otherwise spent checking and correcting rate information. In addition, you can allow your 
timekeepers to record their time without any knowledge of the rates.  
 
BillQuick lets you determine the ideal bill rate for producing the target profit per hour, the utilization rate 
of your employees and day rates. Such information is extremely useful in making business decisions. 
 
Taxes 
 
BillQuick handles most of the tax rules in various countries ð taxes on time and expense line items, taxes 
on invoiced labor and expense, and taxes on taxes. BillQuick supports taxes at two levels. At the first 
level, there are three item taxes, summed and applied to the pre-tax bill amount. You can modify these 
tax rates during time and expense entry.  
 
At the second level, there are two main taxes on the total invoiced services and invoiced expenses. A 
common example is GST in Canada and VAT or MST in other countries. Item taxes are in addition to 
these main taxes and both taxes carry to the invoice.  
 
Currency Manager 
 
Your business may be located in United States with clients in Canada, Mexico, China, and so on. With 
different countries and foreign currencies, billing can get confusing. However, BillQuick lets you convert 
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bill and expense amounts of your home currency to the local currency of the client (or project) when 
generating an invoice. The only time you will see a foreign currency is on the invoices and when 
recording payments. BillQuick reports will always appear in your home currency.  
 
Billing Schedules 
 
BillQuick lets you set up billing schedules to bill clients on a scheduled date for a scheduled amount. 
Depending on your needs, you can define billing records for the entire life of a project or only for the 
initial period of work. While you can define a billing schedule for any contract type, you would most likely 
use it for fixed-type contracts.  

 

 See the Billing Basics chapter for more information and detailed 
procedures. 

 
Billing 
 
BillQuick offers multiple and flexible options for billing managers. For initial billing or if in a hurry, you 
may use the wizards; for detailed or advanced billing, Billing Review is the best screen to use; Manual 
Invoice allows you to create quick invoices, with or without time and expense entries.  BillQuick lets you 
determine the net bill amount based on project contract types, billing schedules, write-ups, discounts, 
retainers, fixed fees, retainage, taxes, etc.  

 
You can opt for batch billing when you want to bill records as-is. Since they require no billing decisionsñ
no adjustments, no exclusions, no editingñbatch billing is the fastest way to create invoices. You can 
process and print invoices in one simple step. 

 
BillQuick lets you generate percent complete invoice using the ô% Completeõ value of the project. You 
can calculate this value based on the contract amount used or spent and bill the client accordingly. 
Percent complete billing supports both single project per invoice and joint invoicing. 
 
Writing Up -Down 
 
When billing a client, a billing manager may recognize that the company was more efficient than normal 
because of investment in new technology and staff training. Conversely, you may recognize that an 
employee or a team was less efficient because of some issues. Alternatively, you may look at the service 
delivered and decide its value is greater for the client than the calculated bill amount. Whatever the 
reason, you can adjust the bill amount of the invoices by writing up or writing down the value of time 
entries.  

 
Manual Invoices 
 
BillQuick provides options as to where and how billing managers want to generate invoices. While you 
create most invoices using Billing Review, there are situations when Manual Invoice is a better option. For 
example, when you want to: 

 
 Create a quick invoice from an estimate, budget, billing schedule or % Done value for 

activity/expense items 
 Resell software, hardware or other products having no significant services associated 
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with them 
 Enter invoices (summary or detail) manually from a previous time and billing system, 

including your old invoice numbers 
 Create an invoice with no time or expenses charged to a project. 

 
Whatever the reason or situation, you can make use of any billing screen in BillQuick and do your billing 
in no time! You can also memorize your manual invoices for future billing. 

 
Billing Reports  
 
BillQuick has a huge collection of useful billing reports. Some billing managers use pre-billing reports to 
speed-up the billing process. Others record billing decisions on the report and hand it off to the 
administrative staff to complete billing. You can use the post-billing reports for analysis and decision-
making. 

 

 See the Billing chapter for more information and detailed procedures. 
 

Invoices 
 
BillQuick lets you create, print, email, reverse, edit and finalize invoices in a single Invoice Review screen. 
You can even generate your invoices as PDFs, edit their memos and apply late fees to them. It contains 
everything you need to manage current, historical and draft invoices. 

 
At times, clients request another copy of an invoice or ask for more or less detail in a different format. 
Using BillQuick, your billing staff can easily reprint or resend invoices directly from Invoice Review, 
without reversing them or changing their settings. You can specify default settings for emailing invoices to 
clients, at the client as well as project level.  

 
Interest and Late Fees 
 
BillQuick lets you define and calculate late fees or finance charges on outstanding invoices based on a 
preferred date. You can define these settings at various levels. If you want a common interest rate for all 
your clients, that can be specified at the global level. For selective interest rates, you can set them up at 
the client or project level. BillQuick generates late fee invoices separately and can transfer them to your 
accounting package such as QuickBooks. 
 
You can record late fee payments in the Payment screen and view them on several reports, such as 
Account Transaction and Cash Receipts Journal. 
 
Payments 
 
Tracking invoices to full payment is a critical task, well handled by BillQuick. Prompt receipt and 
recording of payment results in the most up-to-date information, drives cash flow and other management 
decisions as well as affects future billing decisions. BillQuick lets you record payments in many ways, to 
one invoice or multiple invoices, manually or automatically.  
 
To top this, BillQuick allows secure processing of credit card payments from within the program. You 
can transfer credit card payments into BillQuick or embed an email link into invoices that lets your clients 
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make online payments. When you email such invoices to clients, they can simply click on the link and 
make a payment. This saves time and is very convenient. 
 
Credit Memos  
 
You may want to inform your clients that you have reduced their outstanding balance. For such 
situations, BillQuick supports recording of credit memos against client invoices.  
 
Accounts Receivable 
 
To ensure proper cash flow and to lower the risk of reduced profits, it is important to manage 
receivables and track individual invoices for timely collections. To help you, BillQuick displays significant 
aging information on the dashboard and includes various accounts receivable and aging reports for 
managers.  
 
The aging reports have client sections that list aged project invoices along with client contact details and 
project managers. In addition, you can identify payment deficiencies and other issues from reports such as 
Monthly Billing, Cash Receipts, Statements, Collections, etc.  
 

 See the Accounts Receivable chapter for more information and detailed 
procedures. 

 
Retainers 
 
In BillQuick, you can have two types of retainersñclient retainers and project retainers. Retainer History 
maintains a complete history of all retainer activity, including retainer invoices, receipts and application to 
invoices. This information is also available in-context throughout BillQuick from client, project, billing and 
payment records, and reports. You can also memorize your retainer invoices for future billing. 

 

 See the Retainer Management chapter for more information and detailed 
procedures. 

 
 

How Does BillQuick Manage My Business? 
  
It is recommended that everyone in your company who draws a paycheck (including principals and 
executives) should enter time in BillQuick so that you have an accurate accounting of the hours (and thus, 
dollars) invested in your business. This way, BillQuick will be able to send accurate time and other data to 
the appropriate general ledger account in your accounting software.   
 
BillQuick provides the following solutions and benefits, enabling you to manage your overall company and 
business: 
 
Industry Codes 
 
BillQuick lets you select a standard list of activities or tasks based on your industry or business type, 
saving you a lot of effort and time. For examples, if you select ôArchitectõ, you will have all the 
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architecture related activity codes pre-filled in your company database. 
 
DCAA Compliance  
 
You can set up and operate BillQuick to allow contractors and government agencies to comply with the 
Defense Contract Audit Agency (DCAA) audit requirements. Feature such as password security, audit 
trail, task assignment and monitoring, time tracking, submittal and multi-level approval, reporting, etc 
meet the DCAA compliance requirements. See www.bqe.com/_pdf/DCAA_Quick_Facts.pdf or 
www.bqe.com/_pdf/BillQuick_DCAA_Compliance.pdf for more information. 
 
BillQuick Messages 
 
Using BillQuick, you can send contextual messages to other users based on trigger events. For example, 
project managers can send time card rejection messages to timekeepers when they log in or open a time 
entry screen. Similarly, you can send billing-related messages to billing managers when they open the 
Billing Review screen. This improves communication by notifying, reminding or advising others within the 
context of a task.  
 
Customization  
 
It is a good management practice to determine what information you want on your screens, especially 
when making billing decisions. BillQuick lets you customize the fields displayed in the gridsñkeep the 
fields you want to view and hide those you do not deal with. For example, do you collect taxes on labor 
or expenses? If yes, turn on the tax fields. Do you want the client ID, project name and activity 
description in the grid as reference information? If no, turn off those fields in the grid. 

 
File Linking 
 
You can link scanned documents and graphics to BillQuick records like employees, clients, projects, time, 
expenses, purchase orders, vendor bills, etc. For instance, you may want to attach letters, employee 
performance reports, contracts, receipts, consultant invoices,  bills or anything that is digital to records 
for quick reference. Files can be located anywhere on your computer or your company network. The 
benefit is that project managers, principals and others do not have to waste time in looking at different 
places to find important documents related to your current task or project. 
 
Memos 
 
BillQuick lets you record important qualitative or quantitative information about clients, projects, time, 
invoices, payments and so on. For example, a descriptive memo for a time entry can eliminate non-
billable time spent by a billing manager asking or waiting for clarification about an item. That time memo, 
when included on an invoice, would reduce a clientõs need to ask for more details. If your company or 
client prefers, you may add memos to invoices that explain the scope of the work and change orders. As 
the invoices change hands in your clientõs company, the memos reduce questions by providing useful 
insight into the projectõs progress and billing decisions. 
 
Filters 
 
Data analysis and reporting are important aspects of business management. Executives and managers 
have to view many reports to keep themselves updated about their company affairs. They can use filter 

http://www.bqe.com/_pdf/DCAA_Quick_Facts.pdf
http://www.bqe.com/_pdf/BillQuick_DCAA_Compliance.pdf
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options in BillQuick to perform this task easily and efficiently. 
 
BillQuick lets you limit the number of records displayed in the grids, drop-down lists and reports using 
filters. Filters are very useful data management tools that lessen the task of managing a large BillQuick 
database. You can use advanced filters to view and analyze selective data as per the criteria specified. 
 
For example, your project manager who is responsible for 20 projects out of 700 active ones would 
prefer not to waste time scrolling and scanning hundreds of items in a list. Similarly, you may like to view 
clients with IDs that range from A through N, or only the employees belonging to the Marketing 
department. 
 
Finding Information  
 
At times, you need to find records that contain important information, say, a conversation with an 
important client recorded within an invoice memo. You remember typing it into Billing Review memo as 
you talked to a client, but cannot remember the exact date or which client it was. All you do remember 
is a reference to ôextensionõ. In BillQuick, searching for information is easy and fast because of the global 
find and quick find features. 
 
Global Find searches all fields for a keyword and displays a list of records that match your criteria, 
whether simple or advanced. Quick Find simply searches records as you type initials or letters in the 
search box. 
 

 See the General Features chapter for more information and detailed 
procedures. 

 
Security 
 
In BillQuick, you can control who should accesses its features, functions and reports. When you turn on 
security, only authorized employees and vendors, having full or selective access, can log into BillQuick 
and its add-on modules. For example, you may grant your staff permission to enter time while managers 
receive more extensive security permissions. This prevents any unauthorized access to your company 
database. 
 
To avoid any hassle and save time, you can use the standard security templates shipped with BillQuick, 
such as Billing Only, Manager Level Access, Time Entry Only and so on. You can customize these built-in 
security templates to your preference. 
 
To top all these advantages, you can assign security permissions for BillQuick modules and features as 
well as for individual reports. Security is simply built into our BillQuick design!  

 
Roles 
 
BillQuick lets you select organizational roles for your staff members. Based on that, a special role-based 
navigator displays when they log in. This provides easy and authorized access to the frequent tasks 
associated with a role. For example, you may assign a ôBillingõ role to a billing manager while a ôTime & 
Expenseõ role to a timekeeper.  
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Action Log  
 
BillQuick lets you track all key actions taken by others in the program. Using the Log Viewer, you can 
view actions, know who performed them and when they performed them. You can even read log 
records with a text editor or word processor. BillQuick maintains separate audit log files for each month 
in the same folder as your company database. This feature monitors and encourages user accountability 
by tracking actions over time. 

 
Reminders 
 
BillQuick displays system-generated and user-defined messages on the Reminders screen. It informs your 
employees about the actions to take, such as print invoices, approve time entries, process recurring 
invoices, and so on. You can set reminders on Employee and Vendor screens for specific dates. As an 
example, it can remind a manager or supervisor few days prior to an employeeõs birthday or annual 
performance review. Alternatively, it can remind you about arranging for your next out-of-town meeting 
and so on. 
 
Groups 
 
BillQuick lets you group employees, vendors, clients, codes and projects based on shared or common 
attributes. This is useful in filtering records included in the grid lists and reports. In addition, groups save 
time and effort when setting up fee schedules, controls and budgets. Some of the common groupings you 
could use include: 
 

 Employees: hired date, department, title, annual review, skills, etc 
 Vendors: skills, location, ability to travel, etc 
 Clients: Architects/Engineers ð commercial, residential and government 

Accounting Firms ð 1040 tax, consulting, litigation support 
Law Firms ð contracts, bankruptcy, divorces, real estate 
Computer Consulting ð networks, remote maintenance services, solutions 

 Activity Codes: tax services, administrative, marketing, technical, etc 
 Expense Codes: overheads, taxes, costs, reimbursable, administrative, etc 
 Projects: type, industry, location, etc 

 
Archive and Restore Data  
 
Many companies adopt archiving policies. For example, you might archive inactive clients and projects 
every 36 months because its management information value decreases. Reasons companies archive 
clients and projects include: 
 

 To reduce database size by archiving data to another location 
 To speed up database retrieval in Microsoft Access 
 To have faster information for management  
 To manage and report more recent information 

 
BillQuick lets you archive (and restore) client and project data, and run reports on the archive database.  
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Backup, Restore and Repair 
 
In this age of information technology, where right information is the most important tool for any business, 
you would not want to lose it at any cost. BillQuick provides a built-in backup utility for Standard/Access 
databases. This is required to safeguard your data against a damaged company database (e.g. after a 
power loss or computer failure) or before making significant changes to your data. Backup copies allow 
you to restore data in case you change your mind about the changes or if your data is lost or damaged.  
 
In addition, BillQuick provides built-in tools that attempt to repair a damaged database (MS Access and 
SQL) and protect the information stored in it. To guard against time delays resulting from database 
corruption, Repair Database utilities are valuable.  
 
Settings and Preferences 
 
To optimize BillQuick based on your company size, business goals, management styles and policies, you 
can choose various global settings, business rules and user preferences. For instance, you can specify your 
preferences regarding time and expense tracking, billing and invoices, taxes, emailing, UI and so on. Thus, 
you can control how BillQuick works for your company and employees.  
 
Data Exchange 
 
BillQuick lets you enter, import or convert data into your company database using its import-export, data 
conversion and data integration utilities. You can also export data to other supported programs. 

 
In BillQuick, you can export documents such as invoices, reports and statements to Microsoft Excel, 
Microsoft Word, PDF and other formats. You can also exchange data with another program using 
Import-Export utility. For instance, you may want to export time data to an external payroll service or 
program. Additionally, if you work with two different BillQuick companies, you can export the client list 
from one company and import it into the other.  

 
BillQuick includes built-in data conversion utilities that convert important data from your old system 
(Wind2/Deltek FMS and Timeslips) into BillQuick company database. This allows you to get up and 
running in no time if you have shifted from an old time billing or accounting system to BillQuick. If you 
need to convert or transfer data from another application to BillQuick but do not have the time or 
technical expertise to do so, you can use our exclusive and customized Data Conversion Services.  

 
If you have not been using any accounting package nor have any electronic data to convert into BillQuick 
data, you can manually enter and set up historical invoices, payments and opening balances using Manual 
Invoice feature.  
 
BillQuick Family of Products and Add -Ons 
 
BQE Software offers other stand-alone products and add-on modules that can help you manage your 
company better by expanding BillQuickõs core capabilities. According to your requirements and 
situations, you can decide to use these smart tools and modules, increasing your productivity and overall 
profitability. 

 
 Web Suite is a browser-based version of BillQuick ideal for companies with satellite offices or 

staff, managers and consultants working remotely. Some companies deploy Web Suite inside 

http://www.bqe.com/Services.asp?pageId=Convert
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their company to cut the total cost of ownership.  
 

 If you and your employees are using Microsoft Outlook and tend to keep very busy, you can 
deploy BillQuick Outlook Add-In in your company. These smart programs convert your Outlook 
appointments, emails and tasks to time entries in BillQuick with as little as a few mouse clicks.  

 
 You can utilize BillQuick Agent for scheduling BillQuick reports for automatic generation and 

delivery to anyone inside or outside your company via email or onscreen. Besides this major 
advantage, Agent is useful for monitoring time cards and generating business alerts. It 
automatically tracks the changes in the database that signal a special situation or an event that 
requires your immediate attention and sends relevant alerts.  

 
 Human resources are the most important resource in any organization and hence need special 

attention. Our BillQuick HR product enables you to manage your employees and fulfill the 
associated human and legal obligations. 

 If you are using QuickBooks and want a reporting tool that automates tasks, then AutoReporter 
is just right for you. With it, you can generate QuickBooks reports, memorize filters and formats 
to standard reports and schedule them for automatic processing. 
 

 To learn more about other BQE products, please visit 
www.BQE.com/Products.asp . 30-day trial versions of add-on modules and 
stand-alone applications are available here. To purchase, contact Sales at (310) 
602-4020. 

 

 See the Company Management chapter for more information and detailed 
procedures. 

 
Document Management  
 
BillQuick provides a desktop solution to managing and storing your entire client and project-related 
documents, such as contracts, engagement letters, spreadsheets, tax returns, financial statements, CAD 
files, etc. Using Document Management feature, your company can handle client and project documents, 
folders and emails within BillQuick. It lets you define any desired folder structure that makes sense to 
everyone in your company.  

 
Email 
 
BillQuickõs Document Management screen lists your client emails. In addition, you can link email folders 
from Microsoft Outlook (2000 or later) or Outlook Express (6.0 or later) to a client or project and then 
view them directly from BillQuick. This is a time saving feature as it lets you work in one smart system. 

 
BillQuick also lets you send purchase orders, vendor bills and invoices via email directly from BillQuick. 
You can customize the default message as well as other email settings according to your preferences in 
the Global Settings and User Preferences screens. 
 

 

http://www.bqe.com/Products.asp
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Dashboard 
 
The Dashboard is the most valuable and useful feature in BillQuick for decision-makers and executives. 
Rather than run through menu commands, set filters, run reports and then read them one after another 
to find exceptions and visualize trends, the dashboard lets you view important business metrics at-a-
glance. 

 
Using the dashboard, you can: 
 

 view rankings of top performers ð clients, projects, employees, etc 
 view account balances, aging, money owed, aged receivables and other summary 

information for your projects 
 view oddities in annual trends, presented as simple bar charts 
 use funnel filters to specify conditions and display selective data 
 use advanced Boolean conditions through the custom funnel filters to fine-tune the lists 

to exactly what you need and want to view 
 drill-down to reports that support the summary information in charts or lists 

 

 See the Project Management chapter for more information and detailed 
procedures. 

 
Accounting Integration  
 
You may be using a software application for accounting and other financial functions such as general 
ledger, accounts payable, banking and financial reports. However, BillQuick provides you with excellent 
project and business management solutions such as time and expense tracking; management of projects, 
job costs and receivables; generation of invoices and reports; and so on. To offer you the best of both 
worlds, BillQuick lets you integrate your BillQuick data with a supported accounting package such as 
Microsoft Office Accounting, QuickBooks, Peachtree Accounting and MYOB. 
 
With this feature, your day-to-day accounting and financial management tasks become easier. Integrating 
the two applications provides benefits such as elimination of duplicate data entry, transfer of QuickBooks 
classes into BillQuick prior to synchronization, assignment of G/L accounts to BillQuick items, etc. 
 

 See the Accounting chapter for more information and detailed procedures. 
 
Reports 
 
Reports contain information that is important and useful to a company, especially its executives and 
decision-makers. Typically, managers follow a standard pattern when it comes to reviewing information. 
Contract spent and budget comparisons may be daily or weekly reports. Job costs, work-in-progress and 
unpaid invoices may be biweekly. After monthly billing, managers may check profitability, work-in-hand 
and analysis reports.  

 
BillQuick offers more than 400 standard reports that can be printed, previewed, emailed and exported. 
There are reports corresponding to the charts and graphs that display on the navigators and the 
Dashboard, besides the statements and collection letters. For your convenience, BillQuick lets you access 
in-context reports from almost all screens.  
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You can use report filters to limit the number of records or data displayed on the reports. For example, if 
you make activities or expenses billable to a project, the Project Time and Expense Report initially shows 
unbilled costs for all projects and for all dates. This is too much information if all you want to see is last 
yearõs unbilled costs to one of the projects. You can use the Date and Projects Filters to print last yearõs 
Project Time and Expense report for a particular project.  

 
You can memorize any regularly viewed or printed report to save time and effort. For example, you may 
memorize a profit or a staff utilization report that shows the previous monthõs information. Better than 
that, BillQuick Agent can be used to schedule BillQuick reports (or others created with Crystal Reports) to 
be generated and delivered on any frequency to any email or postal address. 

 
You can customize our editable collection letters (Word templates) to your company preference. 
BillQuick also allows limited report customization such as sorting data, suppressing items, changing font 
and style of the report. It lets you customize or create BillQuick reports using Crystal Reports 9.0 or 
later. Alternatively, you can have them customized by our Custom Reports Team.  

 

 See the Report Management chapter for more information and detailed 
procedures. 

 

 Was this information helpful? Please email your comments, suggestions and 
ideas about BillQuick and this User Guide to BQ-Ideas@bqe.com. 

http://www.bqe.com/Services.asp?pageId=Reports
mailto:BQ-Ideas@bqe.com
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