Time Billing and Project Management Software

Built WithYour Industry Knowledge

BillQuick 2009
Quick Start Tutorial

BQE Software, Inc.
2601 Airport Drive
Suite 380

SOFTUARE Torrance CA 90505

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

©2008-2009BQE Software, Inc. All rights reserved. No part of this publication may be reproduced, transmitted, stored in a retiéenabsys
translated into any language in any form by any means without written permission obB@QieS Inc.



Introduction é é . é é

BillQuick Basicsé é é é
Starting Up BillQuidk é
Loaging into BillQuick é
Navigatng BillQuick . é.

é

é

o D

&

Master Information é é
Compang € é é
Employee . . é
Clienté é é .é é
PrOJECE € € o i — e r e e et e s s so—
Activity Codest € é € é é e ééé.

Time & Bilingé € é ¢ é é é é
RecordTime Entyé é é é .

g

RecordPaymens é é

é
Reportsé ¢ ¢ é 6 € € é é é
Reporingg é é é é ..é




Introduction

Welcome to BillQuick® frdARQE Software, Ind

BillQuick is a time tracking, project management and billing software. It offers an easy andvedfjctent
reduce the overhead of your business, accurately track professional hours, and increase your revenue.
BillQuick incorporates flexiblendrobust features that let you adapt the software to your company.
Adapting to your company extends beyond BillRuitself, to adebn products designed to match your
business style and situation. The entire BillQuick Family is continuously improved, implementing user
ideas and inspired features to make your solution more valuable. And BQE Software has listegrsd to us
and acted to improve the BillQuick Family for over ten years.

Bottom Line: BillQuick adjusts to fit your business the way you run it, allowing you to rapidly benefit from
its capabilities.

The goal of tisBillQuick Quick Start Tutorial is to helpyou become comfortable interacting with the
BillQuicksoftware BillQuick Basics focuses on the basics of BillQuickderstandingnow BillQuick
starts, itselements andhow to access its featureslaster Information discusses the master profiles and
the flow of data throughheseBillQuickmodules Time & Billing section explains how to make time
entries and effectively bill them. LasBgports section explains how to utilize the information in
BillQuick for effective business management and reportimgs, Tthis tutoriaknables a new BillQuick
user toquicklyeducate himself on how to run and utilize BillQuick effectively and efficiently.

0 BillQuick Tutorids not a complete training solution. It is a guided tour
designed to familiarize you with Billick. After completing the tutorial,

we recommend that you explore theillQuick Helpln particular, check out the

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

you can choos8elfLearning or Guided Learning Guided Leming utilizes

role-based and custom training cours€beck outwww.BillQuick.comand

click on the Training tat¥ou can also purchase the detaikilQuick Reference

Guide.
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BillQuick Basics

This sectiorfocuses on the basics of the BillQuick environment. It covers:

e Startingup BillQuick
e Logging into BillQuick
¢ Navigating BillQuick

Start -Up

If you have previously worked with BillQuick on your computer, BillQuick will automatically open the
database tat you were in the last time you used the software. You can sKipgen below.

When youstart BillQuick for the firstime, it BillQuick 2009
prompts you with some option&ou can:

e 0open acompanydatabasereviously
created

e create a new company file
e open a sampleompany file

O Open an Existing BillQuick Campany File
EJ O Create a Mew BillQuick Campany File
:-:U ® Open a Sample BilQuick Company File

Business Type: Service -

Whencreating a new compardatabasgyou

can also select the type of database you war Standad MEDE s
to use.You carcreate a new company file in
either a standard database (Microsoft Acces: [ e [ e [ x|

MSDE databasg@Microsoft SQL Desktop
Edition)or SQL databasgMicrosoft SQL ServiceY.our options depend on which edition of BillQuick

you purchase: Basiero or Enterpriself you are working with a trial version of BillQuick, it is BillQuick
Enterprise Edition by default. For evaluation purposes, most useoselioe Standard option. After
purchasing BillQuick and whgno u a r e ga liedagdcgmpdnyfile @ising the Standard database can
be converted to an MSDE or SQL (Microsoft SQL Server) database with only a click.

For n oohoosetheStaddard dabase.

1. SelectiCreate a New BillQuick Company File o pandithemcliclOK.

2. Enter a name for your BillQuick database in the dialog Wexsuggest usingur
company nme as the file nam€lickthe 2= | button.

3. TheBillQuickStartUp InterviewWizardlaunchesStep through it and complete the
items tothe best of your ability. Clickelp to check out theexplanation of each option
Do Not Worry About Your Selectidhsy can be easily changed later, if desired. Click
Finish and exit.
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4. The BillQuicklnitial Setup ChecklistvizardlaunchesYou canwalkthrough a few of the
various wizards to experience haw setup master information, or clickloseand
continue with the tutorial. We will cover each major type of master information later in
the tutorial

0 All of the settings that you choose in tB&artUp Interviewan be edited
later.

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

Log-in

When security is turned on, BillQuick requires a Usg @i teain

ID and Password. YouBillQuick sipervisoror o, BOEPdesionalSevies
. . . . . E 1¢ .

administratowill provide you with an ID and R

password. For now, use these defaults: UserID : |SUPERVISOR

Password : | =
DR

=15 v 2 .’" V| Remember

User ID: supervisor

Password supervisor <= Tt~ @ || || &
- Help Cancel 0K

After logging in, the BillQuidRole Based Navigatppears.

Navigation

After logging in to BQuick, you can access important sections and functions of the application using any
of the several navigation options provided by BillQuitiere ae actually four ways to navigated use
the application:

e Menu bar
e Toolbar

e Sidebar

¢ Navigators

Menu Bar

BIIIQUICk Organlzes |Ei|e Edit View Project Time-Expense Billing Reports Settings Utilities Accounting Add-Cns Window Help

functions and reports into menus.
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Toolbar

A B LAUE L OPROSBR LR R L OGO,

The toolbar allows you tquicklyaccess BillQuick functiongou can set the Standard BillQuick Toolbar,
Add/Remove Buttons or Reset Toolbar to the default setting. You can alsmzesthe commands,
keyboard shortcuts and other options using the Customize option.

Sidebar

On the left side of the BillQuickesktop, you can conveniently access major functions frorBidebar
The bar is divided into 4 panels, grouping the commaatfans together under each.

Sidebar 1§

Main Billing

Main

| Comparny
|_ Management
%ﬂ Time & Expense

-_—

Dashboard

e Company navigator

e Management navigator

e Time & Expense navigator
¢ Billing navigator
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Home @illing navigatgr
Billing Review

Manual Invoice
Invoice Review

&, sining e Client e Payments
L client e Project _
e Project e Dashboard Wizards

Billing Interview

N Time & Expenses » Employee
' / e Home (Time & Expense e Client
s __\ 7 workflow navigatoy e Project
- —~ e Time Entry (Sheet View) e Phased Invoice
i e Calendar View e Activity
Ji - Main .
¥ e Timer e Expense
@’ Time & Expe
e Expensd.og e SFS
@ Billing e EFS
2 Wizards e Timeslips Conversion
" e Invoice Wizard
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Navigators

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

1024 x 768 or larger resolution display.

BillQuick navigatalet you

\ BillQuick =
easily understand the
workflow and quickly access —
important features and 3 @ S
modules of theapplication. ‘ %E \_) Support Downloads
Navigators display . BillQuick Addons
information vidinks,charts, cuapy Mgt s
workflow, etc. The role A

: ' JillJuick Consultin
based navigator is a L&A (*\7) -
customized navigator giving & Lt @ Billuick Training
you easy access to the mos .. , Custorn Reports and Invoices
Often Used funCtionas per Billing Time Card Expense Log
your role. This role is
specified byhe supervisor
depending on what your most frequent tasks are when using BillQuick.
Since you have logged in.: company @ || utiities JEs
as the Supervisor, it
would display the default (% ey & &~ &: ‘f %
navigator. From this ' - L= L= =
navigator you can access Employee Client S— Activity Expense Security Backup
. Company . - . . 3 - —

any_of the four main N =) e2 {ﬁ L@
navigators) Company, L= &= = e =
Managemnt, Tlme Project Vendor Invoices Payments Restore Tutorial
Expense and Bllllngou — =t
can choose a navigator | g watonsiane Monthy Aging © avew mm - || | Sttt e e

H 61,167 .65

from the Sidebar or from 252'223?3
$42,817.36

the corresponding menu.|  sezars
$30,583 83
$24 467 .06
$18.350.30
$12,23353
$6.116.77
$0.00

[] Wiew by Praject

=} Submitted Time
+- Marcus kerr

). Submitted Expenses
+ Issac Quinoy

Recent Reports
Emplovee UnApproved Time and Expense - 2/5/2003 1.05:48 P

Project List
A-Hour B-Hour Comparison
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Spotlight
Erpense Codss List Billuick Home Page
Emplovee List Ornline Krnowledge Base
Click Here For More Reports [ Default Sionup for Fres Training
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Master Information

Master information is the foundation of any time and billing system. This section covers the basics of

master inbrmation maintained in BillQuick. It discusses the following:

e Company

e Employees
e Clients

e Projects

e Activity Codes

information.

1. Company Information

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

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

and invoices. ltals#sf f ect s

1. When you exit the
BillQuick InitiaSetup
Checklist wizardthe
Company screen
automatically openf it
does notclickView,
Company from the
meny.

2. Enter your company
name, address, and all
other relevant contact
information in the
appropriate fields.

&
3. Whenfinished, clicl>2=
and hen Close

Your company information is
now savedn the databasd. e t
look at the employee profile.

BillQuick Quick Start Tutorial 2009.2

how Bill Quick processes your
© Company ===
=1 == = = ol
ES (8 @& B & 8 0
Add Logo Delete Logo Help  Print  Validate Sawe Register Close =
General | Llicenses Howdol? =
Mame: BOE Professional Services
Fain Service Tax:
: 1200 Maple Bulevard
Address: aple Bulesar lII 5
Sute 308 ain Expenge Taw
City: Tomance State: o} lII o
Zip: a055- Country: USA
Fv" Begin Date:
Phane: [310)-555-4000 Fax: (310}-555-4495 0 Jauay [+
E- b ail: zales@bge.com FY End Date:
ek P 31 December  [E]+
TadD Label 830702192 Emploer[D: 546546230 EebE RS
i L mpieeer 171130 [
Custom 1: Loga:
Custarm 2 Custom 3: -
ustam -
Cusztorn 4: Custam 5: /
Walue iz displayed on invoices. /1 /
{
Meszage on  Ihvoice Message entered here for all clients and projects. N
Invoices:
:
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2. Employee Information

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

To createanemployee profile:

1. CIicer; onthe

6 Employee (Users = 19) =1 | M (S
Compan = T —— ——_—

. pany Search hem, | #h | @ ¢ B .= . 3 i % @ Y & | & %
navlgatoror Help  Print  Send To Layout  Filters  Delete Change Clone Filter.. Group  Cancel  Mew -
accesshe o Last Mame General Rate  Detail Tax Allowance  Assign HowDal? =

f h AL Leonard
Screen romt e Abd Marcella Emploves 1D: CJ _j Social Securty | 234-24-3243
VleW menu A0 Orien First Mame: M: Last Mame:
B wiilliams Name:  par,  »  Cuttiz James
i 1 ) James
2. If thls IS your fIrSt DL Lamont Department:  Drafting - Title: | Draftsman -
employeeV the EH Holloway Manager: | WE «  Submit to; | Project Manager -
. 0 Quingy
CUfSOI’ Wl” IH Hunter Fole:  Time and Expense - S@ Statuz | Ackive -
default tO the KF Filmare Security:  Default - k Groups: | . |
LG Goforth
R K
Employee ID P P;:::: Address Details:
f|e|d |f0thel‘ M Callins Streetl:  BOE Professional Services
employees eXlSt ;a, .fl.natasia Street2: 2601 Aiport Drive, Suite 380
anwrence
18] your Company 50 Quin City:  Torrance State: €A - Zip: 40505
databaseCth W Bireh Country: IS4 Email: customreporte@hoe. com
% Phone:  (310)-602-4010 Ext:
N Mobile:  [310)-555-6265 Custorn 1
New
on the Fan#:  (310)-7684-0482 Custom 2
bUtton bar ThIS | BillQuick. Ueer m_l Tatal Employees 18
4 3
places the cursor -
Emo: " " ]
In the Employee Show Active Emplopees Only Midlelidierie CJ currertly being considered for appraisal i

ID field and you
are readyto create a new employee profile

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

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

5. Now, click on the Rate tab. In the Hourly Rgt®up,enter thedefaultBill Rate an€ost

Rate(Pay Rate x Overhead Multipligoy the employee. For examplenter $100as the
Bill Rate$40 as thePayRateand 2 as the OM

6. When you finish entering data into the fieldgk>2= | and henl<o=],

Similarly, you can creasevendor/subcontractor profile in the Vendor
screen.
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3. Client Information

The Clientprofile cortains company name, address, and ottliemtinformation, plus you can maintain

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

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

To createaclient piofile:

1. ClleH on the [=icin: = (B =

= et = = E=] e +
Company Search Item... A @ | — E - J\L‘l’ + e @' { v - Y
H Help  Print  Send To AutoFit  Filkers  Clone  Delete  Change Filter.. Contacts  Grou Cancel
navigatoror k 2 :
o] Campany Last Mame | First Mame General  Detall  Account  History HowDal? -
select thescreen e
. = Abby Abby Abbern Abbernathy  Allen
from the View D [vame  [Mavage |cent Clert D: Abty B comron
Abby: | Abby &bbern B Abby Company Abby &bbemathy -
menu Abby: | Abby Admini | B Abby
. . . ] Cod
2. If thls IS your flrst 0 Campary Last Mame  |First Mame baraoeg H st o
I- h +- ADK ADKIndustri | Kiddling Alice Client Since: 02/15/2008 +  Phase
C |ent, t e CUfSOf +- ASEC Aperture Scie M Lain ialadis Auto 2dd Mew Project
iS automatica”y - Bakerdon Baker,Jon &  Baker Jon Ry Active T !
. +- BBE Bayer Baldud | Balchin Bayer FedD Label — Groups | =
placed in the #- Boat&nch Boat&nchor | Salwage lason e Dot
. . +- BQEProf | BQE Owerhea Hunter lonas S . 81056 whites E
Client ID field. # Bravo-Zul | Bravo-Zulu M November | Mike freet tesEaan
- - #- City of Ma  City of Malib | Nodoff Bob aabbemathy@abbyabemath.net
Otherwise, ClicK | & comests comenstone soncor  Teess .
- ) City: Wan Nuys State | CA i
Delenian | Delenian Age Zimbalist Delens
% +- Hyde Hyde &weay | Hayes Tammy Country: LS4 Zipr 90211
New w- Interiorfr | InteriorArtit| Jekyel Randall E-mail alleni®abby com Teb ().
at the tOp - LD.wood LD.Wood & | Wood Jay . —
Of the Screerto +- Monterey | Monterey Re | House Aaron \Web: Mobile: | {--
- Pacific | Padficioluti Gibbens | Mancy Custom 1: Faw () -
create a nhew - PenTek | PenTekltd. | Linus Andy L o
I. t Prizm Yisi | Prizm Wisions Robbs Jackie
. . -
client. +‘ ‘mn Fnter | OTFR Fnternris_Rrannnr Fiill | 5 e Client aquired thraugh good friend of JH. Iritial projects include design of
I BMO ey cafateria and general room.
3' Se eCt easy to Show &ctive Clients Only Hide Memao
remember

letters or numbers as the ID for ¢étlient.E.g.,BQE for BQE Software, Inc.

o Many users make the Client ID similar to the Company name. Rather
than numbers or a cryptic abbreviation, they use more of the 65 available

characters for the ID. Fagxample, ather than APM or 4519 for theliént ID,

the ID would be Acme Performance Management.

4. Presghe Tabkeyto move from field toitld or click on a desired field.
& @
5. When doneclickl®2= | and henl&e:=
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4. Project Information

Using theProjectscreen, youcancreate and maintaiprofiles for eaclprojectthat you work on Project
informationaffectshow data is processed and flows to variogigorts and invoices=or example, project
informationdefines the billing arrangement for a projant henceffects its billingroucanselect a
project from the grid list on the left. If you have a large number of projects, you can USedheption
or Filterto fine-tune and shorten the list.

To create projects:

’7 %iject o |[E ][R
.
i TR = i A % e 661 i
1' CIICk on the Search Item.., & \‘!) 3 b o * i e (i, { ? - | <8.g
Company Help  Print  Send To Auto Fit  Filters terge  Clone Delete  Change  Filter.. Group  Cancel
naVIgator'or jind Mame Manager Cligtr | General | Billing  Detaill  Account  History  Assign HowDol? -
Abby Abby Sbhbern  BW Abby
Sele:t |t from the Akt £bby Adminis By Abby Project |0 Abby:Office | Greste Phase |
. ADEK: Shop ADKIhdustrie 10 ADE " - by Ad wative Off
PrOJeCt menu AsLTC20 Aperture Scie | 1H ASEC ame: |/ Bamnetave —ee
L. . ASLTC21 Aperture Scie | 1H ASEC Client: | Abby < & Manager BW =
2. If th's IS your f”’st BakerJon &wril: | Baker, lon& | IQ Baker o -
. BEB:Boat House | Bayer Balchwin B/ EEE Conlract Type: | Marketing * B Stalus | Adie =
prOJECt, the BostAncharcaf | BoatAnchor- 1Q Boat Ang
. BoatAnchor:Gen Boat Anchor-| IQ Boat&nc Contract Details
cursor 1s BQE Overhead: | BQE Querhea | JH BQE Pro Contract Amk: $0.00 Start Date: | 03/10/2008 -
1 #- Brawvo-Zulu Bravo-Zulu M | IH Bravo-Zu
0.00
automatically SN Lot B Seveeam s Due Date -
placed |n the Cornerstong: Corerstone | 1Q Cornerst Exp &mt: $0.00 # Complete: 0.00
. Hyde: Hyde Suway IH Hyde
Code field. Interior Art:OTc | Interior Artist | JH Interiars
Oth . I k 1.D.Wood: 1D Wood & | BW 1.0, wWioc Address Details
erWISe; C IC Monterey Rec: Monterey Rec I1H Montere Sheet: 81056 Whites Egan Use Client Address
Pacific:Remod PacificSolutio 10 Pacific e
% PenTek: PenTek Ltd, | BW/ PenTek P 30211
New +- QB Ent: QTE Enterpris| IH QTEEnt: City: Wan Mups State: | ca - PO#:
at the top RusheiShipping | Rushe Shippi | 10 Rushes e T =
of this screen to Staples Center | Staples Cente| IH Staples ¢ L s
#- Staples CenterR | Staples Cente| JH Staples ( Custom 1:
Create a hew Tare Lib: Tarrance Publ B Torr Libr Custom 2
. Umbrella:Dorms - Umbrella Ho | JH Umnbrell:
prOJeCt williams, Marcos| Art Center | JH Williams Eustom 3: Eustom 4:
3. Enter a COde fOI’ < I v ﬂl_| ﬁ\ Total Projects 45
the prOJeCt, SuCh V| Show Active Projects Only il s Mema: Contract Initiated on project start date above, but details stil being worked =
asAbby Office If

necessary, you cdameak down this project into phases, though Phas®t a required
field. When you save the project, BillQuick automatically combines the Project Code and
Phase fields into a sindteoject ID

0 An expanding best practice is to utilize thed@ractedength of the

Project ID field to make it easier and faster for users to recognize what
the project is for and for whom the project is being done. The best practice is
to repeat the Client ID as part of the Project Code. For example, Acme
Performance09 Paroll or AcmePerformancélewHQ-Phasel.

4. Move from field to field by pressinige Tabkey or clicking on the desired fielBe sure to enter
the required fields: IDName, Client, Manage&tatus, and Contract Type.

5. Under Contract Type select the type ofontract used in this project (hourly, fixemhst plus,
etc.). If a lump sum contract type is selected, be sure to fill iCtmract Amount

& %

6. Once you have finished, cliz®=]and henl£2=
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5. Activity Code s

On the Activity Codes screen, yaancreate and raintainalist of standard activities. An activity is
simply a type of worlor taskperformed by employeeo( vendorsandsub-consultants) on projects.

Depending on your industry and company preferences, you refer to activiég @sdtask codes, service
codesor work codes.Activity codes are required to cerd time entries to a projecctivity information

flows to theinvoices and eports.

As you workthrough the BillQuick Sta#tt)p Interviewwizard, you chose a standard list of activity codes

for your industry. If you skipthis step, please select Utilitieeenu Add IndustryCodes and select a
standard listThis list can be edited and expanded as needed.

To create activity codes:

1. Clickonthe Activity icor‘L; on the Company avigatoror select it fom the View

menu

2. BillQuick automatically adds GEN: HOL, GEN: SICK and GEN: VAC activity codes to
every Activity Codstable. Activity Codes for these special items can be customized in

Global Settingscreen

3. Pressthe Tab
key or click on a
field to mo\e to
a desired field.
As you edit
activities, make
certain that each
billable activity
has a check in
the Billable
columnand non
billable items are
left unchecked.

4. To add new
activities, click

)

tew | Type in

the desired Code anaptionally,sub-code in thegrid. Enter other dataas desired.
5. To save aactivityrecord, click on another row or press the Tab key through the end of

the row.

6. To delete an activity, select the row and ¢

More than one row can be deleted

at a time by holding the Shift or Ckéy when selecting rows.

o If you do not charge taxes for your servicese the Field Choose{)
to hide the Tax 12/3 fields by unmarking the checkboxes.

o Similar to Activity Codeg,ou can create expensasthe ExpenseCodes

screen.
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