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INTRODUCTION 
Welcome to ArchiOffice Online® from BQE Software!  

ArchiOffice Online is a subscription-based, Software-as-a-Service (SaaS) solution offered by BQE Software. It 
is a web-based version of ArchiOffice that is hosted by BQE, providing you with a secure, hassle-free project 
management solution for architects. It was created by architects, for architects and continues to evolve to 
meet the needs of a growing customer base worldwide. ArchiOffice Online takes all the disparate pieces of 
information in your office and organizes them in a most remarkable way by offering solutions such as 
contact management, task and project management, time and expense tracking, billing and reporting. This 
software program is simple, affordable, secure, scalable, and very fast.   

Being a SaaS solution, ArchiOffice Online involves no software installation and your data is stored at our 
hosted site (called the ‘cloud’). In addition, BQE automatically backs up your data.  

The goal of this ArchiOffice Online Getting Started Guide is to help you get started with the program. It 
explains the concepts and procedures involved in setting up an ArchiOffice Online account, focusing on its 
subscription, setup, basic and main functionalities. This Guide enables you to quickly learn how to run and 
use ArchiOffice Online effectively and efficiently. 

 The ArchiOffice Online Getting Started Guide is not a complete training solution. It is a guided tour 
designed to familiarize you with ArchiOffice Online. After completing the guide, please explore the 
ArchiOffice Online Help. In particular, check out the How Do I help items. Based on your preferred learning 
style and available time, you can choose self-learning or guided learning. Guided learning provides an 
expert trainer who helps you get up and running with ArchiOffice Online as quickly as possible. Check out 
www.bqe.com/Services for more information.  

 BQE Software offers it’s Data Migration Services to move data from your local ArchiOffice server to our 
secured  ArchiOffice Online server. For more information, please contact  
techsupport@ArchiOfficeOnline.com. 

 

 

 

 

 

http://www.bqe.com/
mailto:info@bqe.com
https://www.archiofficeonline.com/Default.asp
http://www.bqe.com/default_AO.asp
http://www.archiofficeonline.com/archiofficehelp
http://www.bqe.com/products/archiofficeonline/services
http://www.bqe.com/services/customization
mailto:techsupport@ArchiOfficeOnline.com


GETTING STARTED GUIDE:  
ArchiOffice Online  

 

ArchiOffice  |  Power your Office. Empower Yourself. 
(866) 945-1595  |  www.bqe.com  |  info@bqe.com 2 

    

 

ArchiOffice Online Setup Checklist 

 Task Resources and References 

 Decide about the ArchiOffice Online plan that 
fits your need 

Plan and Pricing 

Check our system requirements Hardware Requirements 

Software Requirements 

 Set up ArchiOffice Online account ArchiOffice Online Account 

Create your online company ArchiOffice Online Company 

Log into your ArchiOffice Online company Login 

 Set up your ArchiOffice Online company file 
and preferences 

Setup 

Start using ArchiOffice Online ArchiOffice Online Help 

ArchiOffice Online Trainings 

 

 

SYSTEM REQUIREMENTS 
For successful running of the ArchiOffice Online solution, you need an Internet connection and a web-
browser. Your computer should meet these basic requirements: 

Hardware Requirements 

 Any Intel compatible microprocessor (Intel i3 or later recommended) 

 2 GB RAM or more (4 GB recommended) 
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Software Requirements 

 Windows 10/Windows 8/7, Mac OS 10.0 or later 

 Microsoft Edge 20.10240 or later, Microsoft Internet Explorer 10.0 or later, Chrome 30.0 or later, 
Firefox 30.0 or later, Opera 20.0 or later, Safari 6.0 or later 

 Be sure to install the latest Windows or Mac service packs and critical updates. Some versions include 
an Automatic Update option. 

 If you are experiencing problems with ArchiOffice Online, please check our Knowledge Base Articles. 
Otherwise, contact us at 310-602-4030 or techsupport@ArchiOfficeOnline.com. 

 

START-UP 
Basic start-up procedure for ArchiOffice Online involves these key steps (see below for details): 

1. Sign up for an ArchiOffice Online account. 

2. Create an online company file. 

3. Log in to ArchiOffice Online. 

4. Navigate ArchiOffice Online. 

 Before subscribing to the software, please read the Service Level Agreement (SLA). 

 

ARCHIOFFICE ONLINE ACCOUNT 
To use ArchiOffice Online, you have to sign up for an account. Creating a new account involves creating a 
new company file. You have to provide the required information, including a unique email address. 
Subscription is based on this unique email ID. After this, you will receive an email with a login ID and 
temporary password. You have to use these credentials to validate your account and log into the program. 
Your email address is marked as the Owner of the company file. 

After you log into your ArchiOffice Online account, you have the option to buy the subscription directly 
instead of using a trial version. You can go to your account’s Buy Now tab and purchase the plan you want. 

http://www.bqe.com/
mailto:info@bqe.com
http://kb.bqe.com/
mailto:techsupport@ArchiOfficeOnline.com
http://www.bqe.com/Media/PDF/SLA/BQESoftware-SLA.pdf


GETTING STARTED GUIDE:  
ArchiOffice Online  

 

ArchiOffice  |  Power your Office. Empower Yourself. 
(866) 945-1595  |  www.bqe.com  |  info@bqe.com 4 

    

 

 If you are using Internet Explorer with Google toolbar, you need to turn off the pop-up blocker for 
Internet Explorer (Tools > Internet Options > Privacy) as well as Google toolbar (Settings next to the Search 
button). 

ArchiOffice Online Company File 

ArchiOffice Online displays the Startup Wizard as soon as you validate your account. It prompts you to 
change the password and add users, if desired.  

 

When you create an account, ArchiOffice Online creates your database using the company name provided 
by you. If you want to add another company to your ArchiOffice Online account, you can do so from the 
Add Company tab using the same email address. However, you have to purchase separate licenses for users 
in each company. 

 If you created multiple databases, you will be prompted to choose the company you want to access 
before viewing the account details on the My Account tab. 

http://www.bqe.com/
mailto:info@bqe.com
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Your email address is marked as the Owner of the company file. When you add new users (Employee), you 
can set them as an Administrator or a Standard user. By default, an Administrator has full access to 
ArchiOffice Online. However, you can change these permissions using the Preferences screen within the 
program. Designating someone as an Administrator or a Standard user does not affect the subscription 
price.   

As an Owner, you will be responsible for the company account, especially adding other users and entering 
company data. You can enter your company data into ArchiOffice Online in one of the two ways: 

 If you have purchased the subscription, have BQE migrate your existing data into the ArchiOffice 
Online database and upload it for you. Call your Account Rep for the details. 

 Manually enter data into a fresh company database  

The Owner has various privileges to create multiple databases, view account details and manage the overall 
account. The various options available to the Owner are: 

 My Account tab—Manage ArchiOffice Online account 

 Manage Users tab—Add ArchiOffice Online users  

 Buy Now tab—Purchase subscriptions 

 Add Company tab—Add multiple company databases 

 Settings tab—Specify options for the online company 

 Payment Info tab—View payment history of your online account 

http://www.bqe.com/
mailto:info@bqe.com
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 Support tab—Email Technical Support if there is any problem  with your online account 

The above options available to a user will differ based on the user type set by the Owner. A Standard user 
will only be able to view his or her account information (that too limited) while the Administrator will be able 
to manage the account and view all information with some exceptions. 

Log-in 

You must be an ArchiOffice Online User to log 
in and use the program. On the Login page, 
enter your unique Email ID and Password.  

After creating an ArchiOffice Online account, 
BQE Software emails you a link to activate your 
account along with a temporary password to 
log into the program.  

When you log in for the first time as an Owner, 
you must change your password. After 
changing it, you should use the new password to access ArchiOffice Online in future. This password can be 
changed any time from the My Account tab. When you add other users to the online account, they receive 
activation emails with login instructions.  

To start working with ArchiOffice Online, click Open on any of the tabs to open your company database. 
After doing so, the ArchiOffice Dashboard (home page) displays. 

Upgrade 

When a new upgrade is available for 
ArchiOffice Online, you are prompted with 
that message upon login. The upgrade is 
an automatic process and free for all 
online users. You can choose to upgrade 
or get a reminder later. 

 

 

 

 

http://www.bqe.com/
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 You should schedule your upgrade at a time when there is no activity on your ArchiOffice Online 
database. We recommend that you notify all your online users about the date and time of the planned 
upgrade. 

ArchiOffice Online 2016 to 2017 Conversion 

Log in to your ArchiOffice Online account. If you have an Owner or Administrator account, you will be 
prompted with the automatic upgrade notification. You just have to click on ‘Proceed to Upgrade'. Based on 
your data file size, it might take from a few minutes up to an hour to complete the upgrade process. You 
must keep your browser window open until the conversion is complete.  

After the conversion is complete, you should verify your data in ArchiOffice Online 2017. As a best practice, 
verify all the list screen data, latest time and expense entries, invoices, and payments. You can also run a few 
reports to confirm that your data was converted successfully. 

Navigation 

After logging in to ArchiOffice Online and opening your company file, you can access various functions and 
features of the program using the following navigation options: 

Navigation Bar 
Above the main navigation bar, ArchiOffice Online provides some links, including your online Account and 
Logout. You have more options under the drop-down menu at the top right such as Preferences and User 
Forum. These options are based on your access privileges.  

 

ArchiOffice Online displays a navigation bar at the top with color-coded tabs that represent a major function 
or module of the program. Clicking each tab on the navigation bar displays the respective screens. E.g., 
Clicking Time/Expense on the navigation bar displays a group of tabbed screens like Time, Expense, etc. 
You can click on each tab to view or enter data in each screen. 

 

 

http://www.bqe.com/
mailto:info@bqe.com
https://www.archiofficeonline.com/defaulthost.aspx
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Dashboard 

The home page of ArchiOffice Online displays a dashboard with highly useful and customized information, 
charts, and links. You can access:  

 Product-related news 

 ArchiOffice Online Help 

 Lists such as Time/Expense, Contacts, Projects, etc. 

 Important charts such as Profitability, A/R, Realization, etc. 

All this information is customized based on your user profile and privileges. You can choose to expand or 
collapse each panel by clicking on them and apply filters to the charts. 

 

 

 

http://www.bqe.com/
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ARCHIOFFICE ONLINE BASICS 
This section focuses on the initial setup of ArchiOffice Online including the default settings and tutorial.  

ArchiOffice Online Setup 

At least one person (Administrator) should set up the ArchiOffice Online company. The administrator must 
review and update the Preferences (explained below). This establishes the default settings for the program.  

To access the Preferences screen, select Preferences from the drop-down menu at the top-right corner of 
the program. You can set up your company defaults, users and other settings from this screen.  

 It is critical to set up preferences prior to entering any additional information in ArchiOffice Online. 

Preferences-System: Enter required information or specify settings for report and invoice logos, system 
defaults, number formats, printing standards, etc. 

Preferences-Work Groups: Establish workgroups and their access permissions (security settings and 
privileges) for various screens and reports. This saves time by setting permissions on a group basis, rather 
than for each employee. 

Preferences-Users: Enter ArchiOffice Online user profiles and other details such as default rates, addresses, 
HR items, time and expense options, security settings, and so on. You can also override the user’s 
workgroup security here. You must enter their cost rates (to track the project’s profitability) and charge rates 
(used when employee records time entries against a project) prior to setting up a project. The DPE and DSE 
rates are required to establish the value of the time entries only if a project uses the invoice method of 
Multiple of DPE/DSE. 

http://www.bqe.com/
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Preferences-Contact: Set the contact defaults and name formats for your ArchiOffice Online contacts. 

Preferences-Project: Set the defaults for the projects so that when creating new projects in ArchiOffice 
Online, users will have consistent numbering, phase and job codes as well as other project management 
information. You can set the defaults for roles, submittals, milestones, teams, associated tasks, etc. Properly 
setting up this information will ensure that all new projects in ArchiOffice Online will conform to your 
company policy and standards. All this must be entered in its entirety prior to setting up a project. 

Preferences-Billing: The billing setup might require collaboration with your accountant or bookkeeper. Here, 
you set the defaults for invoice numbering and templates, payment terms, expense markups, account 
codes, tax models, and billing labels. You can customize the expense types, if needed. This information 
must be entered in its entirety prior to setting up a project but can be overridden at the project level. 

Preferences-Web Access: Set your default mapping website and address. The Contacts portal provides links 
directly from the contact information using the maps you choose here (say Google Maps). This information 

http://www.bqe.com/
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is used for mapping of contact addresses or driving directions. 

Tutorial 

This tutorial covers the basic procedures involved in project setup, time tracking, billing, payment, project 
management and reporting. For details, please refer to the ArchiOffice Online Help. 

Contacts 

The Contacts screen allows you to create and maintain a profile of your contacts including employees, 
clients, contractors, consultants, and anyone related to your projects.  

To enter contact information: 

1. Select the Contacts tab on the navigation bar.  

2. The grid displays a list view of your contacts, if any. Select a contact to edit details or click Action > 
New on the button panel to add a new contact. 

 

3. Enter the required information about the contact on the Work tab such as Name, Company, 
Address, Phone, etc. When a new contact is created, default settings specified in the Preferences 
are automatically applied. 

 

http://www.bqe.com/
mailto:info@bqe.com
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 You can add more address tabs to this screen by clicking  on the right. Additional tabs provide the 
ability to enter multiple addresses and phone numbers, that is, home, billing, job site, assistant, etc. This 
helps keep the contact details organized and easily accessible. 

4. Before proceeding to create a project, you must enter the client’s contact details (address and 
phone) first. All projects are built based on the client’s contact information. 

Projects 

The Projects screen allows you to create and maintain a profile of your projects or jobs. When a new billable 
or RFP project is created, default settings specified in the Preferences screen are automatically applied. If 
you create a new project from a project template, ArchiOffice Online ignores Preferences and uses the 
template's settings. Internal projects adopt no settings from Preferences. 

1. From the Contacts screen, select the client’s contact record. In the detail view, select the Projects 
tab below the contact details and select Action > New. You can also select Projects directly on the 
navigation bar and select Action > New in the list view. 

http://www.bqe.com/
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2. It prompts you to enter the required information such as type of project—Billable (contract work that 
will be billable), RFP (pre-contract) or Internal (internal office work that is non-billable or project 
related), client, project name and number.  

On entering this information, you automatically move from the Contacts screen to the Projects screen. 

3. On the Details tab, you can enter the project’s basic details such as employees working on this 
project (teams and rates), phases, and job codes included in the scope of this project and as 
stipulated in your contract. In addition, phases and job codes can have sub-classifications to 
accommodate consultant’s fees or any other subcategories related to budgeted phases and job 
codes. Click Save. 

 

http://www.bqe.com/
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4. Now, click on the Billing tab and select Options from the drop-down list on the left to set the 
project’s Invoice Method. This is important prior to entering the project’s budget. 

 

5. Next, on the same Billing tab, select Budget from the drop-down list where the phases (sub-phases) 
and job codes (sub-job codes) have already been set. Enter the fees and hours budgeted for each 
phase. This will coincide with the information stipulated in your contract. 

 It is imperative that budgets are set for ALL projects, whether hourly, stipulated sum, percent of 
construction or unit cost. Without a budget, you will not be able to effectively report on or evaluate the 
efficiency of your projects. Though hourly projects do not necessarily need a budget, it is important for you 
to estimate your fees and time that you will be spending on each phase of the project so you can manage 
each project accurately to ensure profitability. 

After project setup, you and your team members can begin tracking their time and expenses on it. 

Time and Expenses 

The Time/Expense screen is the used for entering time and expenses in ArchiOffice Online. The screen also 
displays the existing time and expenses in the system. 

1. Select the Time/Expense tab on the navigation bar. 

2. On the Time tab, select the desired Employee from the drop-down list (your login name is pre-

http://www.bqe.com/
mailto:info@bqe.com


GETTING STARTED GUIDE:  
ArchiOffice Online  

 

ArchiOffice  |  Power your Office. Empower Yourself. 
(866) 945-1595  |  www.bqe.com  |  info@bqe.com 1

5 

    

 

selected by default). 

 

3. ArchiOffice Online auto sets the time card to the current date (highlighted in yellow). If you want to 
enter time for another day, just click that day on the grid and then enter time in Hours along with 
other required information such as Project, Phase, Job Code, and Task/Description in the area 
below the grid. 

4. Specify whether the time entry is chargeable or not by checking or un-checking the Charge option. 
By default, all time is chargeable. 

5. Click  to add and save the time entry. 

6. Similarly, on the Expense tab, pick a date on the grid and then enter the required information such 
as Project, Expense Type, Description, etc. 

7. Specify whether the expense entry is non-reimbursable (NR) by the client or reimbursable (ER) to 
the employee by checking the relevant option. 

8. Enter the Quantity and Cost of the expense. 

9. Click  to add and save the expense entry. 

http://www.bqe.com/
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 If you prefer, both time and expenses can be entered on the Detail tab. Here, you have the option of 
using a timer to track your time, place an entry on hold, enter notes, and so on.   

ArchiOffice Online provides several options for generating invoices and applying payments. For a selected 
project, you can generate invoices using the Projects > Billing > Invoices and Projects > Billing > Options 
screen. The Options screen also allows you to set the billing defaults and options used for generating 
invoices for a project.  

Alternatively, you can batch bill projects directly from the Billing screen. You can also view outstanding, draft 
and historical invoices from here, and apply payments to outstanding invoices.  

 

Payments can be recorded for the individual projects using the Projects screen. If you prefer to enter the 
payment in a batch mode, you can do so from the Billing screen. Please see the ArchiOffice Online Help for 
more information. 

 

http://www.bqe.com/
mailto:info@bqe.com
http://www.archiofficeonline.com/archiofficehelp


GETTING STARTED GUIDE:  
ArchiOffice Online  

 

ArchiOffice  |  Power your Office. Empower Yourself. 
(866) 945-1595  |  www.bqe.com  |  info@bqe.com 1

7 

    

 

Reports 

The Reports screen allows you to run standard and custom reports in a detailed or summarized layout. You 
can also view your reports in different formats, such as PDF, RTF, or Excel. We recommend that you check 
each category and run the reports, and see how each would best represent your data. After you have set the 
report filters and criteria properly, memorize the report for future use to save time and effort.  

1. Select the Reports tab from the navigation bar.  

 

2. Then choose the desired report from the Standard Reports list on the left.  

3. Specify the Display Details for the selected report, such as Type, Sort By, Output Format, etc. 

4. After building the report settings, click Run Report to view it.  

http://www.bqe.com/
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5. After applying filters on the report, click Memorize to save it as a custom report, if desired. 

Project Management 

ArchiOffice Online offers many ways to measure the efficiency of your projects. The following features can 
provide useful information to review your projects and track their progress. 

Projects Summary 

Projects–Billing–Summary screen: This view allows you to measure the efficiency of a project by comparing 
its budgeted, actual and invoiced amounts. This information is updated in real time and represents the 
status of your project. 

 

Project Profitability 

Projects–Billing–Performance screen: This view displays the most pertinent information relating to your 
project’s profitability. Here you will see the Total Cost to Date, Total Payment Received, and so on, which 

http://www.bqe.com/
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then reflects your actual profitability. In addition, this view provides a breakdown of the budgeted time on a 
project compared to the actual hours spent, as well as the cost for each project phase. 

 

 

 
 
Congratulations! You have now successfully set up ArchiOffice Online and understood its basic functionality. 
To learn more about this program, check the ArchiOffice Online Help or visit www.archiofficeonline.com.   
 
If you have any trouble in using ArchiOffice Online, please contact ArchiOffice Support at 310-602-4030 or 
techsupport@ArchiOfficeOnline.com. For technical issues, check our Knowledge Base. For other questions, 
please call us at (888) 245-5669 (US and Canada) or (310) 602-4020; or email sales@ArchiOffice.com. 
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