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Introduction

BillQuick Overview

Welcome to BillQuick® froBQE Software, Inc Thank you for making BillQuick your tirtslling and

project management solutioWirtually 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 vall@uicRilt adapts

and scalesotvarious typeand size®f professional services firlddiandlinga two-person firm as

efficienty as a large muloffice firm.
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BenefitsBillQuick offers an easy and efficient way to reduce the overhead of your middacrease
your revenueby accurately tracikg professional hours, recording expenses and job costs, managing
projects billing your clientand reporting Companieseport saving 10, 25 and more hours monthly
because of shortcuts, automatic featurad aimplified taskism BillQuick You can reduce yourilting

time from days to hoursaccesimgBillQuick on the desktop, web arg@martphoneln addition, you get
to integrae BillQuick datavith your accounting package

Itisall about timeEverything n  Bi | | Qui ¢ kt ii menide Roiegampled wi t h 6

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

When you buy a softwangrogram, you wanto know whatthe applicatioroffers, how it benefits you
and how to use it ithe simplest and fastest way possibleis User Guide meets this expectation by
coveringall the featuresind functionality of BillQuickt the basic levdfor the firsttime user$ as well as
atthe advanced levgbr existing useds It explaing/our most important questions @hatdoes it da@?
and &owdo | do it®

Vs )
‘Q Fora guided learning d&illQuick, please check our Training and
Consulting Services www.bge.com/Services

This BillQuick User Guidés organized into chaptefsstarting withan executive summary of major

solutions offered by BillQuick. This is followedsloyre basic concepts and initial procedufesgetting

BillQuickup and runningThere are section®tusing orspecificolebasednformation and procedures

Often theserole-based functionsorrespondtoap er sonds posi t diferentcompanies t | e, a
organiz roles and responsibilities in different wakgpically, a company consist aPrincipalPartner
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Introduction

(owner or official heall Supervisofcompany dministratoror manage), Timekeepes (employeaand
vendors), Project Manager, Billing Manag8taff (accountant, admin assistants, support staff, ckmils)
SO on.

Executive Summatyriefly presents the major functions and features of BillQuick that are émeful
managing your projects, billing and ovdrakinesslt summarizes thenajor solutions offered by
BillQuick from the managerial perspectiliea typical companyg System/ITAdministrator instadl any
software Installationcoversthe startup issues related timstaling BillQuicksuch asystem
requirementsdifferent installation scenariagetting upa companydatabasgeactivating the softwarand
so on General Featureshaptercontains information and procedures relatedeaturescommonly used
by all.After understanding the basics of BillQuicle thist thing you need to do &ld data toyour
company databasé&etting up masteprofiles(such as employees, clienpsojects etc)and related
information (schedulesudgets, etc) is coved inMaster Information Setup

After the setupissuesyou willdeal with themanagerial aspeof BillQuick Company Management
coversimportant issues s as securitftemplates, database maintenancempanywide settingsand
preferencesBeing projectentric, BillQuicloffersa completeProject Managemersolution.Essentially,
for project managerghis ctapterexplainsall the featuresf BillQuickusdul for trackingand managing
projects Here, you find out aboutontracttypes budgetsfee schedulegournals, project rules,
dashboarddocument managemerdnd so on.

Time TrackingandExpense Trackingevolve aroundypicaltimekeepes (employees and vendorahd
their managersTheseexplainvarious time and expense entry optippabmissiorapprovalprocedures
and other settings

Accountingcovers theaccountingrelated featuredn BillQuick focusing on accounts payablgpically,
this chapter is foraccountants or billing managersd coversssues related to purchase orders, vendor
bills,dataintegration with accounting softwaretc. Next, you can explorghe hillingchapters focusing
on useful informatioffor billing manageror accountard. Billing Basicscludespre-billing taskshilling
methodsand invoice settingBillingexplainghe billing decisions and proces$ascreating various
invoices Accounts Receivablays outprocedures related to invoices, late fees andpeants followed

by Retainer Managemettiat coverseverythingaboutpre-paid amounts and retainers

Finally BillQuickprovidesa variety ofeports for executives, managers and supengsBeport
Managementalks abouthe excellentreporting capabilities oBillQuick includingeport filters, report
customizatiorandautomation statementsand so onThe User Guide concludes witn Appendix
digplayingcommonreport and invoicesamples, glossary definiticarsda usefulindex

3 This Guide coverall the features of BillQuiglavailable in the Enterprise
editionbut may not be in the Basic and Pro editions.

BillQuick User Guide 2010 Page3



Introduction

BillQuick Editions

BillQuickis available in fowaditiongi Lite, Basic, Pro and Enterprid@epending upon your
requirements, you can choose the edition that fits you the best:

Edition Description Database Type
BillQuick Lite Free, limited edition of BillQuickt is for a Microsoft Access
one-man company that requires only captur (Standard)
of time and expenses and basic billing.
BillQuick Basic Low-end, paid edition of BillQuick. Itfer Microsoft Access
small companies with 2 to 4 use@ffers time (Standard)
and expense trackin@voicing, billing, and
reporting features.
BillQuick Pro Professional edition of BillQuick for compan Microsoft Access

with 5 to 20 usersOffers advanced features
than Basic but less than the Enterprise.

(Standard)
Microsoft SQL Express

BillQuick Enterprise

Top-of-the-line edition for companies with
more than 20 users dhose whoneed very
robust featuresOffers all the advanced and
new features.

Microsoft Access
(Standard)

Microsoft SQL Express
Microsoft SQL Server

@

@ For details checkallthe BillQuick Editionat www.bge.com/BQFlavor.asp
and Edition€Comparison Chart at
www.bge.com/_pdf/BQFeatureComparisonCha2010pdf.

BillQuick comes in three different versiof®epending upon whatuits your company and situatippou
can use one or more of these tgns:

¢ BillQuickd flagship product, installed and accessed on desktop computers and laptops
¢ Web Suited web version of BillQuick, accessed from web browsesig Internet/
Intranet/ Iacal network

BillQuick User Guide 2010
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User Guide Conventions

The BillQuick2010User Guidefollows standard presentatiaonventionsmakingit easier and faster to
scan and reviewnformation.Conventions employed include:

ltem 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 Q
27 within text

Warningsandcaution .
within text

Buttons and icons =
addiew "] \ithin the text

Reference selection from a mentEach menu item is separateith a @mma. E.g.
&rojectmeny Document Managemefit me a n <

select theProject menuandthenchooseDocument
Management fronit.

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

Reference to selecting an icon ol &lickimeango mouse over the item and press the
button left mouse buttonClick andanother action or
keystrokeusesa plus sigri.g.,Ctrl+Click

Headeron the page Name of the chapter you are in.

Footeron the pag Nameand page number of thdser Guide document

Hyperlinks Click hyperlinkto jump to the topic.

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

¥ please store the License and Registration Keys for BillQuick and-iis add
modukes in a secure location.

@

7 Your feedback helps us plan d@mproveBillQuick releases arabssociated
documentationPlease email your comments, suggestions and ideas about
BillQuickand this User Guidto BQ-ldeas@bgecom.
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Executive Summary

Executive Summary

Implementation of BillQuick for time trackingllingand project managemert the right step towards
increasing business productivity and investing in technology that helps you manage your Dhisiness.
executive summarkighlightshosefunctions and features of BillQuick that are useful for deeisiakers

and executivein a companylt focuses orimportantinformation needed by owners, principgtartners,
executives, project managers, billing managers, company maaadessch other people for effective

and efficient management of projects, company and business as a whole. In other words, it answers your
g u e s Wha dees BillQuick do for nde?

Depending upon youbusiness typeBillQuickadjustdts terminology andctivity codego your industry

Industry -Specific Terminology

Architects & IT & Computer |Accountants & Attorneys &
Engineers Consultants CPAs 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

e BillQuick for Attorneys

BillQuick for Architects and Engineers

Architects andengineers argrojectorientedAnd BillQuik is a projecicentric software that meets or
exceeds all their expectations.

Projects typically havaudgetswhichyouneed to develop and approve befatartinga project.

To manageind complete mjectsprofitably, project managemeed timely, completeand accurate
information abouhoursworked and expensemcurred ontheir projects. Thus, easy capturetohe and
expenses is required, whethgou arein anoffice, atec | | Baatio® & waking from home. The bill
and cost rates applied to hours worked may be standard or specetinfoloyeesr groups of employees.
You can negotiatepgcial rates with the client on a projday-project basis oyour firmmay assign
special rates based one type of project and other factors.

It is essential that @roject manageknowsexactly how muctoudgetnd,overall, how much of the
contract amounhasbeené b u r. Wisilel ludget totals and contract amounts may be the same in some

BillQuick User Guide 2010.1 Page7



Executive Summary

firms, in othersley are differento allow for unknown contingencies.

Throughout the projectamanagemayupdate the percent complete valuypically, the project fee
will be a lump sum, hour rate, cost + percentage (profit margin) or cost + fixedrfe@nggement fee
During a billing cycle, the net bill amount for a project may be based on:

e Total value of the hours worked (Hourly Billing, Time & Materials Billing)

e A percentage of the lump sum agreed to (Fixed Fee, Percent Complete Billing)

e Achieving a milestone the project (Fixed Fee, Milestone Billing)

e The cost of work done plus a percent of cost or a portion of fixed fee (CostEHIung)

e A predefined billing schedukgth amount and billing dates (Fixed Fee using a Billing
Schedule)

Depending on the situan, billing may be straightforward or may involve judgment

e Project percent completehow much of the contract has been earned
¢ Hourly contractsquality and justifiability of time and expenses

Aninvoice must project the desired imagethe companyit mustrepresent the professionalisamd
brandof the companyand clearly communicate the work done, amocimirgedand the total due. Thus,
firms pay special attention to the look and feel of their invoices, including legms#of information and
the informationitself

Project managerand senioexecutivefocus on satisfying clients and maximizing company profits.
Scheduled reports and alerts ensure managers have the right information at the rightrione. of the
150 plusinvoice formatsand400 plusreportsincluded with BillQuick meetgour requirementsyoumay
customize thenyourselfor outsourcethe jobto BOE Report Services

BillQuick for IT Consultants

Like architects andngineers|T or computer consultantare alsgrojectoriented They share many of
the same characteristics and pain poiAgain, BillQuick is a projecentric software that meets or
exceeds all their expectations.

A unique characteristic amongd@mpaniess prepaid serviceIheymay discount standard bill rates
because theget payment upfrontThis is justified as revenueliand,instead ofvaiting for aclientto
pay an invoicelhus, lill rates for prepaid services are usually lower than ést-paid services.

Prepaid servicemvolve keeping track @very minute with exact details, because clients will demand
accounting for their ufiront payment. Exact time is requiredhetheryou are in youcompany officeat
the client Gtingof fice or tra

To improve productivity and profitabilityT consultans often multitask when providing Help Desk and
other servicesTheyusuallywork with two or more clients at the same time through chat logs, online
sessions or on the phone.

Management musknow how much of the prepaid amouat retainerremains sdhatit can contact the

BillQuick User Guide 2010.1 Page8
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clientsto replenish the funds and discuss increasing the total amount because of higher than estimated
service activity.

These companies share many of the same bdlidgcollections issues as architects, engineers,
accountants and attorneys.

BillQuick for Accountants

Accountingprofessionaland CPAs (certified public accountasjtare engagemesdriented Theyrefer to
drojectdas@ngagements a nd ma n tligeghe engireaor JT eansultard. Again BillQuick is
an engagemertentric software that meets or exceeds all their expectations.

Engagementsay involvébudgetsfixed fee contracts and milestoh#ling Accountantslosely monitor
budget spentd contract burned. Oftenthey £hedulethis informatiorfor automatic delivergr print it
on-demand as needed.

Other engagements are less complex buen then, you shoulshanagehem well for profitability. Such
engagements include:

e Tax preparatior(Fixed Fee)

e Monthly, quarterly and annual accounting services (Recurring)
e Payroll forms services (compliance) (Hourly)

e Payroll processing (Fixed Fee)

e Software consulting services (Hourly)

e Specialized consulting services (Hourly)

¢ Special financial analy&i®urly)

¢ Loan application assistance (Hourly)

Traditional billing arrangements (contract types) witentsare hourly or recurring for accounting and
consulting services. For tarrvicesthey billclientson a fixed fee or hourlpasisSome engagems
contain a maximum feeesultingn Hourly Not To Exceedontract In less formal situations,
accountantgommunicatea maximum feeverballyor associat@ 6 s h a cbwtracdamount with an
engagement.

Typically managers reviewours workedand expesesincurredbefore billing. Accountingpmpanies
refer to this agpre-billingor Geviewing the WIP worksheétDepending on the value of the work done,
client, and formality of billing procedures followed by the partner, this stage could take arr days o
Work-in-progressrepresentgpotential revenue to theompany(some accountingompaniegreat WIP

as revenue). Hencéime and expensentriesmust be accurate and completath the right bill rates
applied to hours. Bill rates may be standardpecial depending upothe type of engagement or person
doing the work.

A key pain point is asking questions about work done.distance between the tim&henyouworked
andwhen you reviewedtifor billing can be a few dags months. The more distanh time or the busier
anemployedas been, the harder it is to remember the details. hizzines8 a fbillirg cldcisions.
Thus companiegprefer that timekeepers add notésiemos)to their entries.
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Executive Summary

When reviewing WIP and deciding what to includeaa invoice, théilling persommust balancearious
factors such athe revenue earned for the workeaction of the clienand the likelihood of timely
payment.

When billing, a partnesr a billing managenay exclude specific time and expenses (petrt back into
WIP),writeo f f speci fic items (the bilichaalged (s nceéduee
invoice as a zercharge item), or adjust the bill value (writp or down) of individual items or the entire
invoice.You need to mortor all these decision® gaugehe impact on theeompanyand client

relationship.

Accountingcompaniegloselyw a t ¢ hreatizatierrat@dmetric. This is the averadgll rate achieved by
a persoron an engagemefbilled)for a specifi period. Somecompaniesusethisrate to measure the
effectiveness of staff and managers. Realization rate is often a subatitatéor profitability.
Increasinglycompaniedook at profitability reports for clients, engagements, employeedasktodes.

BillQuick for Attorneys

Lawfirmsare matteroriented Theyshare many of the same iss@assn accountingompany Again,
BillQuick is a mattecentric software that meets or exceeds all their expectations.

Adnatterd  prgjectaypically billed on an houthasigplusexpensesYou may do somgype of work on
a contingency basis (paid whayu wina case) plus expenses.

Usually, you review ark-in-progress before billingd-he fuzzy factoiis an issubere as well Exclusions
write-offs, no-charge and writaup/downs are common billing decisions, along with discounts and
retainers.

Many law firms require a retainer fnt. The retainer may be for any work done foclEentor may be
specific to a matterYou may applyetainers to bills wile generatingnvoice to reduce the amount due,
or applyas a payment to an outstanding invoice. After a matter is condptgfecally you refundny
retainer balancéo the client Depending on the nature of the matter and #tatelaws,you may
combinethe retainer wth other retainers in a general bank accountifiagled funds) or may require a
separate account. In some situations, the separate acomayttea s p teustdacdunt,dvith legal and
regulatory requirements and liabilities.

Like CPA, partners andnanagersn a law firmwatcht h realizatiorratedmetric veryclosely

Depending on the firmyoumaymeasure ifor WIP, after billing (billed revenue) after collection (after

write-off of invoiced amounts). Another mettich ey wat ¢ hoductiods &b iyl |i aperlbe t i me d
attorney. You may review #@s hoursor bill valueagainst a goal (houxdill rate). Typically youmeasure
productionagainst formal or informal goals. Increasingly, monitorprofitability by client, matter,

manager athstaff. Comparison of realization rate, production and profitability among attoamelytaw

firmsis common.

As a law firm grows, compensation reporting becomes more important. Compensation (direct, bonus)

may be based on preilled revenues (productiv, billed revenues (what was invoiced) and/or collections
(invoice amounts paid by the clientbu may computeraounts for one or more of the following:
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e Client minmaker (who broughe client into the firm)

e Matter rainmaker (who brought immediate wonhto the firm)
e Attorney(s) performing the work

e Paralegals and others involved in a matter

Compensation formulas can be highly specific to
agreement, and general management style.

Keeping all these ogerns as the driving force behind the success and popularity of Billipickides
various solutions and features that enhance the overall productivity and profitability of your business
concerm whether you are an architectural, engineering, IT, anting or any other professional
services firm.

You would agree that thie are somecritical concerns of executives in any indudBiylQuick addresses
all those concerns

e project management
e Dilling management
e overall company and business management

How Does BillQuick Manage My Projects?

BillQuick is a projeetentric system that supports amlimited number of projectéfter winning a

project, you need to plan and set up the scope of worlddpwhichcan be as broad or as narrow as you
wish BillQuick lets you chargéne and expenses to it amdcordinghbill your client. All the billalel and
nortbillable charges, issues and events occurring over the éferofect affecs itsbudget, job costs,

billing, profitability and utilization. The quality of project management depends on timely, complete and
accurate capture and processingiafé and expensesvhich 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
efficientway.

ID Structures

Descriptive IDs can communicate useful information, especiadiy iflantheir structure well.You can
sort all gids anddropdownlists byactivity, project, client, employee and oth&s, making it easier and
faster to work. For companies offeringsimgle category of services, BillQuick provides the option to
auto-create project codessavwngtime during initial setup.

7 See theMaster Information Setughapte for more information and
detailed procedures.
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Executive Summary

Project Structure

BillQuick recordseach poject with a unique I0inked to a clientwho auhorizes and pays for the work.
Aprojectds scope can be brsegrenandsobwagmeants.in@sseneey t s ¢ al
BillQuick supports up to four leds in a project hierarch¥each project record can haegreedon

contract provisions like feeontractamountand type, managebudget, estimate, fee schedule,

employees, activities and expenses assigned to it.

Contract Types

In BillQuick, project contract typasigger businesprocessing rulesillQuick provides different contract
types or billing arrangements to track informatfonany of these purposes:

e Billing andevenue
e Marketing
e Overhead

Forinstancerevente-generating projectsan be assigndeixed Fee (lump sum), Hourly (time and
materials), Hourly Not to Exceed, RecurriogCost Plusontracts

For projects that your company is trying to wno u ¢ aMarketinggeontréact Tracking of marketing

time and expenseanbegin when a new or existing client calls. Conversations, budget and estimate
preparations, meetings, planning and bid propesals| af f ect a projecdads profi
project, you can carry out your plan throutghthe final close of the project.

Finallyy o u ¢ @®Owerheagdamntractto track internal activitieand expenselike education, staff

meetings and researchn anycasetime and expenseflow to the projectgiving yowaccuratebilling,

profitability and maagement informatior¥ oucanset up one or more research project(s) for the

companywith the objective of improving your services and expanding your professional offerings to

customers. An overhead projewfll requireyoutos et up y our ecnotndp aannyd atsh ean oOacsl s
overhead project to it.

Project Manager

BillQuick lets you assign a projecamagemvho is responsible for thgaroject. This is essential for proper

tracking and managing of projed®soject managers can be assighetha n @ g @ 1 6 | permissiomsi t vy
and 6roled to hand]l ¥oudarhgerdhemepclusvg aecess ® manageri@lirepdrtQu i ¢ k .
for tracking and reporting of project issues.

Project Journals

Having access to rightformation at the right time ighe key to effective management and a successful
businessBillQuick lets youproject managersaintaina centralized record of project issues, events,
billing decisions, change orders and other qualitative informayierits life. These journals linkotbills,
invoices and paymenigyite usefufor later reference and analysisthe following situations:

e making billing decisions

e postprojectanalysiaes part of the companyds continuous i
process
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e recording collections conversations
e trying to get in touch with the project mager to get some answers

BillQuick also lets you record unlimited information about projectsnieolf you prefer, thesenemos
can diplay o invoices and journals

Youcan find important project information in various BillQuick screens besides prepects andthe
dashboardForquické@t-a-glancéinformation, project managers caae summaeedactivity and
account information of an esting project on thé°rojectAccount andProjectHistory tabs.

Project Rules and Settings

BillQuick lets you specifulesand preferences thatffect the management gbur projects. These
settingscan be set at the project level or global leveletioyou 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 actuadn the other hand, stimatescansupport laterstage marketing efforts with a bid to
provide specified services. For many professional services¥mrhkitects, engineers, IT consultants
surveyors, computer consultants, étd isthe G&stimaedthatis sent to the clientas 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 mutiple iterations until the client signs off. Once signed off and project begins, project managers
keep track of the budgeted project.

BillQuicklets you usdudgets and estimates forany purposes, including:

e Compare the actual vs. budgeted iteors adaily or weeklyroutine. This helps project
managergiauge progress of a project and identify issi@sneedimmediate
management attention.

e Analyze actuab-budget results to impve operations, employee slgikts, fee
structures and other aspects pifofitable delivery of services to clients.

e Use the total budget amount as the contract amount.

¢ Restrict employees, expenses and activities to the budgeted onegwalkileg time and
expense entry

e Use budgetto assign employees and consultants to aggtoyith specific tasks, hours
and expenses, then use tigudget by Employéeeport to track whether those
employees are over or under budget for the assigned task.

e Trackbudgetline itens by percentage dne, providedyou have assignedbudget to a
project.

e Createpurchaseorders, manual invoices and project contriotsm a budget.

BillQuickbudgets and estimates include separate services and expense portions and can draw bill rates
from fee schedulesfou canuse the same budgédr several projectand include usefuéports that

compare budgeted hours and amounts to wiat spent, how much remains, and whether you are over

or under budget for a project.
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Fee Schedules

BillQuickallowsproject or billing managets set up ervice fee schedules and expense fee schedules
containingspecial bill and cost ratésr projects With fee schedules, BillQuick eliminates manual entry
and changing of alternative rates or setting up extra codes for special situatienasgijninga fee
scheduleyou can relax and watd¢tow BillQuick determins automaticallywhether to apply the default
or special rateto time or expense entries

BillQuick also lets yoassign a Delayed SFS to praggécthandle specific situations in whitle bill rate
changes based on a trigger event (e.g., project retainer balance, recurring amount, unbilled hours or
unbilled amount)A company can use aelayed SFS when offering prepaid services that are used up over
a period.E.g., an IT company caneaffa discounted bill rate for purchasing a certain number of hours or
dollar value of help desk, remote assistance edemand consulting services. Employees or vendors
charge their hours to these prepaid service projectsl it exceedghe trigger vala. Then onwards,

BillQuick automatically replaces the regular SFS with the Delayed SFS.

Project and Employee Control

Bi | | Qujeat ¢ordtrelfeaturelets managerdimit who can charge time and expenses to a project.
The net effect is that dreplown lists are significantly shorter, resulting in faster time and expense entry.
It also increases data accuracy because there is less chance foFerexample, if you assign three
employees to work on aonstructionproject, only those employees will sé®t project in theitime

and expense entrgirop-down liss (in BillQuick and in addn modules.

BillQuick alsgrovides enployeecontrol that works with security settinggo manage what information

an employee can view amndethroughout BillQuicklt 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 seenly thoseprojects inalldrop-down liss. Employee controensures lhatall relevant

data is available to project managersduifidential data is not accessiblatemployees.

Allocati on

BillQuick lets you setxpectations for how long it should take to complete sgsilocated hours) or how
much expensgto incur (allocated unitspn each projectThisestablishes a sgiblicing processhere
project managexdo not need to micremanage timekeepers and their taskeur stafiknows whatyou
expectfrom them.

Project Reports

Manycompanies conduct a peptoject analysis as part of their continuous improvement strategy.
Project managers need reports for many reasamg situationsincluding:

Tracking workin-progress for projec

Determining whether projects are under or ovbudget
Comparing the budgeted amount to the actual aniapent
Trading the qualitative information abgottoject progress
Reviewing timand expensentriesagainsprojects

¢ Determining due dates of projects

e Analyzing billing details of projsct
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e Checking &aff performanceon projecs

BillQuick allows project managers and executives to produce project reporsdaily, weekly or
monthly basis, or simple schedule it for automatic generation and deliverBili§ngck Agent Using
these reports combined with qualitative information captured in the project journal and memos,
managerg&now what went well and what did not. This helps in makiogr future clients more satisfied
and projects more profitable.

@

7 See he Project Managemerthapter for more information and detailed
procedures.

How Does BillQuick Manage My Billing?

UsingBillQuick you cantrack billable asvell asnon-billable hourdo measure performance, utilization
and profitabilityeffectively Non-billable hours may indicate how much time was lost or given away to
gain or keep the busineddepending upon your preferences, you can choose the frequerttynathod

of capturing timeand expensefor accurate billing and reporting.

BillQuickprovidesanaccurateand flexible billing system fbilling managers, thougi some casegou

may delegat¢hesetasks to accountants or project manag@#ling deisions can be made in re@the
(on-screen) or through a printekilling report (offscreen). When creating invoices, billing decisions can
range fromdno-decisionsneededito application of retainers, adjustmenigijte-ups/downs, discounts,

etc. After executing billing decisiongou canreview and sign off on draft invoices, generate final inyoices
sendthemto clientsand receive payment¥ou mayproducebillingreports ondemandto keepyourself
updated on all projects

BillQuick provides the follwing solutions and benefits, enabling you to managebjting
Time and Expense Tracking

BilQuickallowsrecording oftime and expensem any screen that suits yotimekeepers Sheet View,
Simple Time Cardlimer, Expense Log, etén addition, sesral addon modules (Web Suite, Outlook
Add-In, etc)allowthemto capture hours worke@nd expenses incurred from any remote location using
laptops and smart phones

Many companies outsource tasks to vendworsonsultants. Whether paid an hourly rateaoflat project
fee, it is beneficial to track their hours for reporting and analysis. This information can help improve
future estimates, budgets and other decisidnsat is why BillQuickllowsyour vendorsto record time
and expensewith appropriate scurity permissions

Submit-Approve

Bi | | Qu i-icsuking ant approve feature enadilienekeepers to follow company policy and submit
time and expensesnvoices, vendor bills, eto adesignated reviewesr manager Once submitted,
BillQuick notiies these managers to review the entries for approval and billing

BillQuickallowsa chain of reviewerso check time and expensntriesbefore a final reviewer approves

them. For convenience,qu can review both time and expense entriea singldReviewer screen.
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BillQuick Agentncludes a trackinfgaturewhereinit monitors time cards and sendsminders to
delinquent timekeepetrdt alsoalerts the designated managegarding the same

Automatic Evaluation

BillQuickdoes notpreventyou from accumulating timend expenseabove the contract amount. Nor

are you prevented from billing more than the contract amount for a fixpd contract. However,

BillQuick appesared flagrule to all timeand expensentries charged to fixetype contractgexcept
Percentage) to determine if it goes beyond the contract amount. If it does, BillQuick changes the status of
t he ent4y | tdavibgah® attention of employees and project managers.

BillQuick is smart enough tecognizethat managersre busy and at times may miss tkifggther than
inadvertently ovesill clients and likely lose them, thed flagprompts you to check the nohillable
item.

¥ see theTime TrackingandExpenses Trackinghapters for more
information and detailed procedures.

Accounting

To provide your company with datp-day accounting capabilities, BillQuickvides someore
accounting features that make it easier to keep tradinahcialnformation. With these capabilities, you
cancreatepurchaseorders, receive items, createendor billsand manage your chart of accounts in
BillQuick.

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

You gain a majaxdvantage of recording vendor siti BillQuickbecause ofthe ay WhenPdid f eat ur e.
When your client pays faninvoice, BillQuick includes a link to a vendor pithmpting youto schedule
payments to your vendor#n essence, you pay your vendors when your clients pay you.

7 see theAccountingchapter for more information and detailed procedures.
Payment Terms

BillQuick lets you specify payment termsindicate when you expect to receiy@maymens from
customes. In case of forgtful clients or late paymentgou can chargspecifiednterest rates or late
fees. These usedefined terms are availalkd¢ the poject, dientand billing level.

Invoice Formats

An invoice is a marketing document timairtures client relationships. It must communicate positive
images to both new and lorigrm clients: Quality, Capability, Professionalism and Confidence. BillQuick
offers more than 18invoice formatgor youto choose.Thesetemplates support detail ®ummary
information, time and expense descriptions, retainers, memos, employee titlesaddes taxes (e.g.

GST) and so on. BillQuick can ewerstomizethesetemplatesfor you.
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All invoices associated wistspecific contract typbave their own defdtiinvoice formatHowever, for
demanding clientyou 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.
Neverthelessacertain client wargthis invoiceto display time entries by activiijmd without memos

BillQuick accommodates all such preferences.

Invoice Numbers

When setting up BillQuick for the first timmanagers need toonsider whether to start with a new
invoiceformat or use the last invoice number froamold time and billing system. BillQuieks you
defineinvoice numbengon a global level ocustonize it at the project level. Yoevenhave the
flexibility tostructure the invoice number so that it hastatic and variable portiof@automatically
incremened). For example, yoganinclude the fiscal year in the invoice numasstatic information
while thevariable will be the incremental part in curly brackets.

Retainage

With BillQuick you carset aretainage percentage and a maximum retainage antbatra clientcan
hold back while making payments mvoicesThis is most common in the construction industry, Yo
can find itm any projecicentriccompany.The clientpays he accumulated retainage amount laier
when the project is over or until the client verifies the quality and completeness of a project.

Rates

One ofthe best features iBillQuick is the ability to assign an unlimited numbdilbdnd costates to
employees, activities and projectssiipportsdefault bill rategemployee rates)pecial bill rateffee
schedulerates)andactivityrates After negotiating witttlients, projectmanageor billingmanager
decideswhich rate to chargeBy definng the rates up front, you eliminate rbillable administrative
hours otherwise spent checking and correcting rate informatioaddition, yowcanallowyour
timekeepers to record their time without any knowledge of the rates.

BillQuick lets youleterminethe ideal hll rate for producing the target profit per houthe utilization rate
of your employees anday ratesSuch information is extremely useful in making business decisions.

Taxes

BillQuick handlemost of the tax rules in various countri@&taxes on time and expense line items, taxes
on invoiced labor and expensand taxes on taxeBillQuicksupports taxes at two levelat the first

level, there are three item taxesunmed and applietb the pre-tax bill amount. You can modify these
tax rates during time and expense entry.

At the second levethere are two naintaxes on thedtal invoiced services atavoicedexpenses. A
common example is GST in Canada and WAWISTin other countriesltem taxes are in addition to
these maindxesand bothtaxes carnto the invoice.

Currency Manager

Yourbusinessnay belocatedin United States with clients in Canada, MexiZloing and so onWith
different countries and foreign currencies, billing can geusorgHowever, BillQuicklets youconvert
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bill and expense amount$your home currency to the local currency of the client (or project) when
generaingan invoice. The only time you will see a foreign currency is on the invoices and when
recording paymets. BillQuick reportsvill always appear in your home currency.

Billing Schedules

BillQuick lets you set upiling scheduketo bill clients on a scheduled date for a scheduled amount.
Depending on your needs, you can define billing records for tties difie of a project or only for the
initial period of work. While you can define a billing schedule for any contract type, you wouliketpst
use it for fixedtype contracts.

¥ see theBilling Basicshapter br more information and detailed
procedures.

Billing

BillQuick offers multiple and flexible options for billmgnagersFor initial billing or if in a hurry, you
may use the wzards for detaied or advanced billin@illing Revievis the best screerotuse Manual
Invoiceallowsyouto createquickinvoices, with or without time and expense entridillQuick lets you
determine the net bill amount based project contract typs, billing schedules, writeps, discounts,
retainers fixed fees, retainag, taxesegtc.

You can opt for batch billing when you want to bill recazdss. Since they require no billing decisidns
no adjustments, no exclusions, no ediirgatch billing is the fastest way to create invoiy¥e&sl can
process and print invoices one simple step.

BillQuick lets you generate percent complete invoice usiige 6 % Compl et edYoual ue of
cancalculate this value based on the contract amaset or spent and bilhe client accordingly.
Percent complete billing suppoiieth single project per invoia@ndjoint invoicing.

Writing Up -Down

When billing a client, laillingmanager may recognizkat the company was more efficient than normal
because of investment in new technology ataff training. Converselypumay recognize that an
employee or a team was less efficient because of some issues. Alterngbivelpy 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 kithount of the invoices by writing up or writing down the value of time
entries.

Manual Invoices
BillQuick provide®ptionsas to whereand howbilling managensant to generate invoicesVhileyou
createmost invoices using Billing Review, there areasitns when Manual Invoice is a better option. For
example when you want to

e Create a quick invoice from an estimgbeidget billing scheduler % Done value for

activityexpensdtems
o Reselboftware, hardware or other products having no significantises associated
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with them

e Enter invoices (summary or detaiianuallyfrom a previous time and billing system,
incuding your old invoice numbers

e Create an invoice witho time or expenses charged to a project.

Whatever the reason or situation, you aaake 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

BillQuickhas ahugecollectionof useful billing reportsSome billing managers yse-billing reportso
speedup the billing process. Others record billing decisions on the report and hand it off to the
administrative staff to complete billingou can use the po4illing reports for analysis andaision
making.

@

2 See theBillingchapter for more information and detailed procedures.
Invoices

BillQuick lets yowreate, print, emajlreverse edit and finalize invoices in a single Invoice Review screen.
You can evegenerateyour invoices aBDFs, edit their memosandapply late feeto them. It contains
everything you need to manage current, historical and draft invoices.

At times, clients request another copy of an invaicask for more or less detail a differefiformat.
Using BillQuick, yaubilling staftan easilyeprint or reserd invoicedlirectly from Invoice Review
without reversing the or changing their settinggou carspecify default settingsrfemailing invoices to
clients at the client as well gwoject level

Interest and Late Fees

BillQuick lets you define and calculate late fees or finance charges on outstandinghageides a
preferred date You can define these settings at various levels. If gotiavcommon interest rate for all
your clients, that can be specifiatthe global level. For selective interest rates, you can set them up at
the clientor project level BillQuick generates late fee invoices separately and can transfer them to your
acmounting package such as QuickBooks.

You can recorddtefee payments in the Payment screen and \tieswm on several reports, such as
Account Transaction and Cash Receipts Journal.

Payments

Tracking invoices to full payment is a critical tasdl handdd by BillQuick Prompt receipt and

recording of payment results in the mosttgpdate information, driescash flow and other management
decisions as well as affetuture billing decisionsBillQuick lets yowecord paymentsn many wayso

one invoie or multiple invoicesmanually or automatically.

To top this, BillQuiclallowssecureprocesing ofcredit card payments from withitme program.You
can transfer credit card payments into BillQuick or embed an email link into invoices tyaulettents
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makeonline paymerg When you emasuchinvoicesto clients, they can simply click on the link and
make a payment. This saves time and is very convenient.

Credit Memos

You may want tanform your clients thatyou have reducetheir outstanding dlanceFor such
situationsBillQuick supportsecording ofcredit memos againslientinvoices.

Accounts Receivable

To ensure proper cash flow and to lower the risk of reduced profits, it is important to manage
receivables and track individual inesidor timely collections. To help you, BillQuick displays significant
aging information on th@dashboard and includes variatgountsreceivableand agingeports for

managers

The aging reporthaveclient sections that list aged project invoieésg with dient contact details and
project manages. In addition, you can identify payment deficiencies and @gtkaedrom reports such as
Monthly Billing, Cash Receipts, Statements, Collections, etc.

@

7 See theAccounts Receivabthapter for more information and detailed
procedures.

Retainers

In BillQuick, you can have two types of retaiifiedient retainers and project retainers. Retainer History
maintains a complete history of all retainer activityuitiolg retainer invoices, receipts and application to
invoices This information iglso availablie-context throughout BillQuick froralient, project billingand
payment recordsand reports.You can also memorize your retainer invoices for future illin

7 See theRetainer Managemenghapter for more information and detailed
procedures.

How Does BillQuick Manage My Business?

It isrecommenckd that everyone in your company who draws a paycheck (including prinanmhls

executive¥ should enter time in BillQuick so that you have an accurate accounting of the hours (and thus,
dollars) invested in your busine$his way, BillQuick W be able tosendaccuratetime and other datdo

the appropriategeneral ledgeaccount in your accounting software.

BillQuick provides the following solutions and benefits, enabling you to manage/gmallcompanyand
business

Industry Codes

BillQuicklets youselect a standard list of activities or tassed on your industry or business type,
saving you a lot of effort and timeor examplesfiyou selectArchitect) you will have all the
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architecture related activity codes pfi#ledin your company database.
DCAA Compliance

You can set upnd operateBillQuick to allow contractorand government agencits comply with the
Deferse Contract Audit Agency (DCAAdit requirementsi-eature such asagsword securityaudit
trail, task asignmenandmonitoring,time tracking, sbmittaland multilevelapproval reporting, etc
meet the DCAA compliance requiremen&eewww.bge.com/ pdf/DCAA_Quick Facts.polf
www.bge.com/ pdf/BillQuick DCAA_Compliance.@df more information.

BillQuick Messages

UsingBillQuick you cansendcontextual messages tther usershased on trigger eveatFor example,
project manageycan sendime card rejection messagto timekeepeswhentheylog in oropena time
entry screenSimilarly youcan sendaillingrelatedmessagegto billing managsmwhenthey open the
Billing Review screen. This improesnmunication by notifying, reminding or advisitigerswithin the
context ofatask.

Customization

It is a good management practice to determine what information you @agbur screens, especially

when making billing decisions. BillQuick lets yaiarize the fields displayed in the gfidkeep 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 naraetaditst

de<criptionin the grid as reference informatioli?o, turn off those fields in the grid.

File Linking

You carlink scanned documents and graphics to BillQuick reclikdsemployes, cliens, project, time,
expenss, purchase orders, vendor billstc. For instance, you may want &ttachletters, employee
performance reports, contrastreceipts consultant invoicespillsor anything that is digitsd records
for quick referenceFiles can be located anywheme your computer or your company networkhe
benefit is thaproject managers, principals and othdesnot have to waste time in looking at different
places to find important documents related to your current t@asfroject

Memos

BillQuick lets youecord important qualitative or quatdtive information about clients, projects, time,

invoices, payments and so.dfor example, a descriptive memo for a time entry can eliminate non

billable time spent by a billing manager asking or waiting for ctaifiedout an item. That time memo,

when included on an invoice, would reduce a cl i en
client prefers, you may add memos to invoices that explain the scope of the work and change orders. As

the invoics change handm yourd i e nt & stheamemogradacgquestiondy providing useful

insight into the projectéds progress and billing d

Filters
Data analysis and reporting are important aspects of business management. Executives and managers

haveto view manyreports to keep themselves updated about thedmpanyaffairs They can use filter
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options in BillQuick to perform this task easily and efficiently.

BillQuick lets youimit the number of records displayed in the gridiop-down listsand reports using
filters. Filters are very usefdata management toalbat lessen the task of managing a large BillQuick
databaseYou caruseadvanced filtero view and analyze selective data as per the criteria specified.

For exampleyour project managr who is responsible fd20 projects out of 700 active onesgould
prefer not to waste time scrolling and scanning hundreds of itemdist Similarly, gu maylike to view
clientswith IDsthat range from A through Nor only the employees belonging the Marketing
department.

Finding Information

At times, you need to find records that contain important information, say, a convensétticam

important clientrecorded within & invoicememo. You remember typing it into Bilj Reviewnemo as

you taked to a client, but cannot remember the exact date or which client it was. All you do remember

is a reference to 6extensiono. | n b&aubkel ofagiobalk |, sear
find and quick find features.

Global Find searchedl fieldsor a keywordanddisplays a list of records that match your criteria,
whether simple or advanceQuick Find simplgearches records a®u type initials or letters in the
search box.

7 See theGeneral Featureshapte for more information and detailed
procedures.

Security

In BillQuick you carcontrol whoshouldaccesssits features, functions amdports. Whenyou turn on
security, only authorizedmployeesand vendors, having full or selective access,log into BillQuick

and its adebn modulesFor example, you may grant your staff permission to enter time while managers
receive more extensive security permissiofisis prevents any unauthorized accesgdur company
database.

To avoid any hasséndsave time, you can use thiasdard security templates shigd with BillQuick
such asilling Only, Manager Level Access, Time Entry @milyso onYoucan custmize hesebuilt-in
security templates tgour preference

To top all these advantagesuwcan assign security permissitmrsBillQuick modules and features as
well asfor individual reportsSecurity is simply built into our BillQuick design!

Roles
BillQuickletsyou select organizationalles for your staff membersBased onhat, a special roldased
navigator displays wheheylog in. This provides eaayd authorizedccess to the frequent tasks

associated witlarole. For exampley o u ma y Bilirgpsolie tp a billang ndanager vile a Tirde &
Expensé r oaltimekdemer
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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 perforrtteein. You can even read log

records witha text editor or word processomBillQuick 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 systeigenerated and usatefined messages on the Reminders scrigénforms yur

employees about the actions to take, such as print invoices, approve time entries, process recurring

invoices, and so on. You can set reminders on Employe¥amdor screens for specific dates. As an

examplejt can remindamanager osupervisof ew days pri or t oorannualempl oyeedod
performance reviewAlternativelyjt can remindyou aboutarrangindor your next outof-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 rdpaatidition, groups save
time and effort when setting up feelgdules controlsand budgetsSome of the common groupings you
could use include:

e Employees: hired date, department, title, annual review, skills, etc
e Vendors: skills, location, ability to travel, etc
¢ Clients:Architects/Engineéygommercial residental andgovernment
Accounting Firnds1040 tax, onsultinglitigationsupport
Law Firm8& contracts,bankruptcy divorces realestate
Computer Consultidgnetworks, remote maintenanceservices solutions
e Activity Codes: tax services, administrative, neéirig,technicaletc
e Expense Codes: overheads, @égxcosts, reimbursable, administrative, etc
e Projects: type, industry, location, etc

Archive and Restore Data

Many companies adopt archiving policies. For example, you might archive inactive clipnigeatsl
every 36 months becausts 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 &ster information for management

To manage and report more recent information

BillQuickletsyou archive (and restore) clieahdproject dataandrun reports on the archive database.
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Backup, Restore and Repair

In this age of informatictechnologywhere right information ighe most important tooffor any business

you would not want to lose it at any co&illQuickprovidesa builtin backup utility foStandard/Access
databases. This is required to safeguard your data against a damaged catgizasede.gfiezr a

power loss or computer failurer 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 prosides builin 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 utilitiaee valuable.

Settings and Preferences

To optimize BillQuick based grour companysize, businesgoals, management styles antiges, you
can choose various global settingssiness ruleand user preference&or instance, you can specify your
preferences regarding time and expense timagkbilling and invoices, taxes, emailing, Ul and sthos,
you cancontrol how BillQuick works for your comparand employees

Data Exchange

BillQuick lets yowenter,import or convertdatainto your company databassingits import-export, data
conversion and data integration utiliti¥®u can also export data to other supported programs.

In BillQuick, pu canexport documents such as invoices, reports and statements to Microsoft Excel,
Microsoft Word, PDF and otheformats.You camalso exchangdatawith another program using
Import-Export utility. For instance, you may want to exptimie datato anexternal payrolservice or
program. Additionally, if you work with two different BillQuicmpanies, you can export the client list
from one company and importiitto the other.

BillQuick includes buiih data conversion utilitighat convert important data from your old system
(Wind2/Deltek FMS and Timeslips) into BillQuick company datalbhis dlowsyou to get up and
running in no time if you have shifted from an old tbiléng or accounting system to BillQuittkyou
need to convert or transfer data from another application to BillQhigido not have thdéime or
technical expertiséo do sq you can use ougxclusive and customizézhta Conversion Services

If you have not been using any accounting package nor have any electronic datertommonBillQuick
data, youcanmanually enter and set up historical invoices, paynamspening balancassing Manual
Invoice feature

BillQuick Family of Products and Add -Ons

BQE Softwareffers other standalone products and aegoin modules thatan help you manage your
companybetter byexpandngBi | | Qui c k & s . Acoordirg tocy@upreghinerhents anc s
situations youcandecide to useéhese smart tools and modules, increasing your productivity and overall
profitability:

e Web Suitds abrowser-based version of BillQuiceal forcompanies with satellite offices or
staff, managerandconsultants workagremotely. Some companies deploy Web Suite inside
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their company to cut the total cost of ownership.

e If you and your employees are ugiMlicrosoft Outlook and tend to keep very busy, you can
deploy BillQuick Outlook Addin 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.

e You can tilize BillQuick Agent foscheduhg BillQuick reports foautomatic generation and
delivery to anyone inside or outsigleur companyia email or onscreemesides this major
advantage, Agent isseful formonitoring time cards angenerating businesseds. It
automatically tracks the changes in the database that signal a special situation or an event that
requires your immediate attenticand sends relevant alerts

e Human resources are the most important resource in any organization and hence neiat spe
attention. Our BlIQuick HRproductenables you to manage your employees and fulfill the
associated human and legal obligations.

e If you are using QuickBooks and wameporting tool that automatetasks, then AutoReporter
is just right for youWith 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/Productasp. 30-day trial versions of adon modules and
standalone applications are available here. To purchase, contact Sales at (310)
602-4020.

7 See theCompany Managemerchapte for more information and detailed
procedures.

Document Management

BillQuick provides a desktop solution to managing and storing your entire client and-petjeed

documents, such as contracts, engagement letters, spreadsheets, tax returns, financial statements, CAD
files, etc. Using Document Magement feature, yswcompanycan handle client and project documents,
folders and emailwithin BillQuick It lets you define any desired folder structure that makes sense to
everyone in your company.

Email

Bi | | Qodumdntdvmnagemersicreenlistsyour clientemails. In addition, you can link email folders
from Microsoft Outlook (2000 or later) or Outlook Express (6.0 or later) to a client or pr@adtthen
view them directly from BillQuickT his is a time saving feature as it lets you work insonart system.
BillQuick also lets you send purchase orders, vendor bills and invoices vidirecifyifrom BillQuick

You can customize the default message as well as other email sattogding to your preferensan
the Global Settings and Userelerences screens
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Dashboard

The Dashboards the most valuable and useful feature in BillQuick for deaisak@rs and executives.
Rather than run through menu commands, set filters, run reportstearmdread them one after another
to find exceptions and visualize trenthg dashboard lets you vieinportant businesmetrics ata-
glance.

Using the dashboard, yoarm

e view rankings of top performe&clients,projects,employeesgtc

e view account hlances, aging, money owed, aged receivables and other summary
information for your projects

e view addities in annual trends, presented as simple bar charts

e usefunnel filtesto specify conditions and display selective data

e use advaredBoolean conditions through theistom funnel filterso fine-tune the lists
to exactly what you need and want to view

e drill-downto reports that support the summary information in clsat lists

2 See theProject Managemerthapte for more information and detailed
procedures.

Accounting Integration

You may be using a softwaapplicatiorfor accounting andther financial functions such as general
ledger, accounts payableankingand financial report¢lowever, BillQuickprovides youwith excellent
project and business management solutions such as time and expense tnaakamggnent ofprojects,
job costs and receivablageneraton ofinvoices and reportsand so onTo offer you the best of both
worlds, BillQuick letyou ntegrateyour BillQuickdata with a supported accounting package such as
Microsoft Office Accounting, QuickBooks, Peachtree Accounting and MYOB.

With this feature, gur dayto-day accounting and financialmagement tasks become easi@tegrating
the two applicationprovides benefits such adiminaion ofduplicate data entrptransfer of QuickBooks
classes into BillQuighrior to synchronizationassignment of G/L accounts to BillQuick items, etc.

9 Seethe Accountingchapte for more information and detailed procedures.
Reports

Reportscontaininformation that ismportant and usefub acompany, especialiis executives and
decisioamakers Typicallymanagergollow a standard pattern when it comes to reviewing information.
Contract spent and budget comparisons may be daily or weekly reports. Job costspypookress and
unpaid invoices may be biweekly. After monthly billing, managgysheck profitability, workn-hand

and analysis reports.

BillQuick offers more thad00standard reportghat can be printed, previewed, emailed and exported
There are reports corresponding to the charts and graphs that display oratatorsand the
Dashboardbesides the statements and collection lett&& your convenienceBillQuicklets youaccess
in-context reports from almost adicreens.
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You @n use eport filtersto limit the numbe of records or data displayeddhe report. 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 alteta This is too much information if all you want to see is last
yeards unbilled costs to one of the projects. You
Project Time and Expense report for a particular project.

You can memorizergy regularly viewed or printed report to save timmad effort For example, you may

memorize a profit or a staff utilizatioaport thatshowst he pr evi ous mBettdrthahs i nf or
that, BillQuick Agentan be used techedule BillQuick report®f otlerscreated with Crystal Repptts

be generated and delivered on any frequency toeamail or postal address.

You can customizew editablecollection letters(Word template$to your company preference.
BillQuick also allows limited report customimait such asortingdata, suppressgitems, chanigigfont
and style of the reportt lets youcustomizeor create BillQuick reports using Crystal Reports 9.0 or
later. Alternatively, you cahave them customized by o@ustomReports Team

7 see theReport Managemerthapte for more information and detailed
procedures.

@

@ Was this information helpf2iPlease email your comments, suggestions and
ideas about BillQuick and this User Guiddt@-ldeas@bge.com.
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Installation

Installation

Overview

Installation

System Requirements
Upgrades

Updates

Company Database
Product Activation
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