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Introduction

Welcome to BQuick® fromrBQE Software, Ind

Accountants and CPAs all over the world use BillQuick to handle thetoel#gy time tracking, project
managment and billing taski.offers an easy and efficient wayredue the overhead of your business
accurately track professional hours, dndreaseyour revenue. Thanks to its open architecture and many
add-on modules BillQuick adapts to fit your bumgss the way you run it, allowing you to rapidly benefit
from its capabilities. BillQuick is scalable to any organizatiar¥simecan store your company data in a
Microsoft Accesdylicrosoft SQL Desktop EditioMMSDE, SQL Expreser MicrosoftSQLServer

database.

To make accounting and financial management tasks easier, and eliminate duplicate entry, BillQuick
smoothly integrates with Intuit QuickBoaRs Microsof® Office Accountin@ (and free Microsoft
Accounting Express), Sage Peachtree and MYOBréfiakt Accounting integration is both wide and
deep. You can also easily and quickly convert Timeslips® and Wihat2® BillQuickfor free with our
built-in conversion tod.

ThisBillQuick Quick Start Tutorial pr ovi des an oV e rigfunetionaltyf(advBncédl Qu i ¢ k &
features are not covered here). It guides you through data entry, processing an invoice, recording
payments and printing r eporBilQuick Basianfodusegonthelmsica nt ant
of BillQuick understandig how BillQuick starts, its elements and how to access its featesder

Information discusses the master profiles and the flow of data through these BillQuick modules. Time &

Billing section explains how to make time entries and effectively bill tteestly, Reports section

explains how to utilize the information in BillQuick for effective business management and financial

reporting. Thus, this tutorial enables a new BillQuick user from the accounting industry to quickly

educate himsélierselfon howto run and utilize BillQuick effectively and efficiently.

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

we recommend that you explore the BillQuiclelp. In particular, check out the

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

you can choos8&elfLearning or Guided Learning Guided Learning utilizes

role-based and custom training courses. Checkvawtv.BillQuick.coend click

on the Training tab. You can also purchase the detailed BillQuick Reference Guide.
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BillQuick Basics

This section focuses on the basics of the BillQuick environment. It covers:

e Startingup BllQuick
e Logging into BillQuick
¢ Navigating BillQuick

Start -Up

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

When you start BillQuick for the first time, it | sillQuick 2009
prompts you with some options. You can:

s opena Companﬂatabas@reViOUSIy O Open an Existing BillQuick Comparny File
created

e create a new company file
e open a sample company file

EJ O Create a Mew BillQuick Company File
g[] ® Open a Sample BillQuick Company File

Buziness Type: Service -

When creating a new compadgtabasgeyou

can also select the tgpof database you want #tandrd HEDE s
to use. You camreate a new company file in
either a standard database (Microsoft Acces [ e [ e J[ x|

MSDE database (Microsoft SQL Desktop
Edition) or SQL database (Microsoft SQL Servi¢elr options depend on which edition of BillQuick

you purchase: Basic, Pro or Enterprisieyou are working with a trial version of BillQuick, it is BillQuick

Enterprise Edition by default. For evaluation purposes, most users choose the Standard option. After
purchasing Bill Quickoahdveldenaycowmprayr dady tuci g
be converted to an MSDE or SQL (Microsoft SQL Server) database with only a click.

For now, |l et ds choose the Standard database.

1. Sel €éceéatbe a New Bil |l QuandtkenCiddkpany Fi |l ed opti on
2. Enter a name for your BillQuick database in the dialog box. We suggest using your

company name as the file name. Click__2=_| button.
3. The BillQuickStartUp InterviewWizard launches. Step through it and complete the

items to the best of your ability. Ck Help to check out the explanation of each option.

Do Not Worry About Your Selecti®hsy can be easily changed later, if desired. Click

Finish and exit.
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4. The BillQuick Initial Setup Checklist Wizard launches. You can walk through a few of the
various wzards to experience how to set up master information, or click Close and
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
BillQuick Login
When security is turned on, BillQuick requires a Use _ _
. . . BOE Professional Services
ID and Password. Your BillQuick supervisor or ® | D:\bae\Sample Arch Eng Database.mdb
administratowill provide you with an ID and - Uses Ip - [GUPERVISOR
password. For now, use these defaults: Fj I  pacsord: |
, . M r—'f T )1’)‘] V] Remember
User ID: supervisor eyt S 2
P ) = il (@) e “
Passwordsupervisor = = Help Cancel oK

After logging in, the BillQuidRole Based Navigaappears.

Navigation

After logging in to BillQuick, you can access important sections and functions of the applicatimmyusing
of the several navigation options provided by BillQuick. There are actually four ways to navigate and use
the application:

e Menu bar
e Toolbar
e Sidebar

¢ Navigators

Menu Bar

BillQuick organizes
functions and reports
into menus. After the initial setupou would mostly be using the Tiat&xpense, Billing and Accounting
menu.

File Edit View Engagement Time-Expense Biling Reports Settings Utilities Accounting Add-Ons Window Help
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Toolbar

A BISLAUE LOPOSBR LR B EHE OGO,

The toolbar allows you to quickly access BillQuick functions. You can set the Standard BillQuick Toolbar,
Add/Remove Buttons or Reset Toolbar to the default setting.céoualso customize the commands,
keyboard shortcuts and other options using the Customize option.

Sidebar

On the left side of the BillQuick desktop, you can conveniently access major functions from the Sidebar.
The bar is divided into 4 panels, groupihg common functions together under each.

sidebar ? Main Billing
Main e Company navigator  Billing navigator
El) company e Management navigator e Billing Review
k| Management e Time & Expense navigator ¢ Manual Invoice
S Time & Expense e Billing navigator ¢ Invoice Review
B s e Client e Payments
Biling e EngagemeniProjec) _
JEX cient e Dashboard Wizards
= engagement ¢ Billing Startup Interview
lﬂ Time & Expenses e Employee
e oasrooar e Time & Expense workflow e Client
......... navigator e EngagemenProject

JC b Main e Time Entry (Sheet View) e Phased Invoice
@' Time & Expenses ¢ C.alendal’\/iew ° Task(Activity)

o Timer e Expense
EL Billing

e Expense Log e SFS
@ Wizards e Simple Expense Log e EFS

» ¢ Invoice

e Timeslip Conversion

Navigators

o Depending on the screen resolution and the size of your monitor, all
panels on the navigator screen may not display. BillQuick 2009 requires a
1024 x 768 or larger resolution display.

BillQuick navigators let you easily underst the workflow and quickly access important features and
modules of the applicatioB.i | | Qaig-baskdnavigator is a customized navigator giving you easy
access to the most often used functions as per your soieh agime & Expense oBilling This role is

specified by the supervisor depending on what your most frequent tasks are when using BillQuick.
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Since you have logged in as the
Supervisor, ivill display the default
navigator. Fronthere, you can access
any of the four main navigatads
Company, Management, Time
Expense and Billinou can choose a
navigator from the Sidebar or from
the corresponding menu.

The Time & Expense Workflow
navigator allows you to access time

and expense tracking screens such as

Sheet View, Timer,
Expense LogBilling
Review, etc. Th&€harts
panel displays various

graphical charts (top ten

employestask billable
and nonbillable time,
etc) for the specified
year. TheSubmit
Approvepanel informs
you about the submittal

and approval of time and

expense entris.

The Billingnavigator
allows you to access
billing and invoicing

related screens such as

Budget, Billing Review,
Invoice Review,
Payments, Invoice
Wizard, etc.Reports
panel lists the latest
billing related reports

generated by the logged

in user. Tle Chartspanel
displays various graphs

(unbilled time, cash flow,

billable and notbillable
time, etc) for the
specified year. Theinks

panel provides access to

other modules of
BillQuick such as Fee
Schedules, Currency
Manager;TaskCodes,
etc.

2 o o b
BillQuick ES
Eun -
(LN =
LR —
(LN =
illQuick Addons
Company Management Time Expense BilQuick addor
BillJuick Consultine
-« 2
== \9\{,:2 i
<) Docorge C BillQuick Training
\ =
Custom Reports and Invoices
Billing Time Card Expense Log
25 Time & Expense WorkFlow o ES
¢ E (2] < v/
. s N @ |
= Carg = G
‘ = l:\m‘-k__:__:m S
Employee Consultant Sheet View Expense Log [f‘,_._ Reports
o A%
b L Crrorr 1 &
(‘v\ = le Billing ==
= * & =
Task Fee Schedule Simple Time Card Timer el
Charts Submit / Approve
Billable Hours - for Year | EIE] - Submit Time for Approval
1,187.00
133533 Submit Expenses for Approval
830.90
71220 View Approved Time
593.50
7
g's‘é'?g View Approved Expenses
23740
11870 2
000 View Rejected Time
& % - & 3 e = = o ey oF View Rejected Expenses
Reports
Emplovee Vacation, Sick, Holiday Hours Time Card Last Week This Week Expenses By ltem
Payroll Report Last Week  This Week BiWweekly Time Card A-Hour, B-Hour Comparisen by Project
Emplovee Time Records By Activity (Cross Tab) Employee Expen: Time and Expense By Client
[[] Default
oo Billing W =
- - -
! A 03 ==
‘E ; [’ p -
Estimate Manual Invoice
o« o Payments Invoice Wizard
e
@) l = + )
T
Time & Blel Review Review Invoices - /L\’
Expense (&
‘ L
—
Retainers Messages
Budget Reports
Reports Charts Links
Monthly Cash Flow w forYear | 2000 -
Work-in-Frogress Report 155k Fee ochedule
Work-in-Progress Report $85.570.00 Task Fee Schedule
R T ion P $77.013.00 B Fes Schedul
oocount 1ransaclion Neport Lxpense Fee ooheduls
Account Transaction Report $68.456.00 nse Fee ule
$59,899.00
Client Retainer Summary Task
$51.342.00
T by Client Stat 6278500 Expe
Lzxes by Lhient Jlale
RG] ient State R nse
$25,671.00
Work In Hand by Client (dd Task Group
$17.114.00
o
Engagement Time Records by Task TR Employee Group
5000
3 = & & 2 & &
Bill By Task % ¥ s <F ¥ < Client Currency Manager
) [ Default
Page5
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Master | nformation

Master information is the foundation of any time and billing system. This section covers the basics of
master information maintained in BillQuick. It discusses the following:

e Company
e Employeé Timekeeper
e Clients

e Engagements
e TasKService€odes

o Basic master information can be set up using BillQuick wizards via the
View menu, Wizardluefield labels on the screens indicate required
information.

1. Company Information

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

and invoices. I't also affects how Bill Quick proce
1. When you exit the BillQuick |® Campany ESEESE S
Initial Setup Checklist ) i @& B & 8
Wizard1 the Company AddLogo  DeleteLogoe  Help Print Walidate  Sawve  Register  Close =
screen automatically opens | General | Licenses sl ~
(lf |t does nOt,ClICkVIeW, Mame: BOE Professional Services Main Service T
ain aemice | ax
Companyfrom the menu)' Address: 1200 Maple Bulevard lII o
2. Enter your company name, Sute 08 )

Main Expenze Tax:

gddress, tax mforrn_auon, etq - S e " o,
in the appropriate fields. _ :
Zip: 905 05- Country: US4

IE F' Begin D ate:

3. When finished. clid == Phane: (310)-555-4000 Fax (310)-555-4496 0 Januay O~
. 1

{ﬂ E- Mai zales@bge.com FY End Date:

I

3 December  [E~

and then ez ‘web: v boe.com
Closing Date:
TaxlD Label | §3-0702192 Employer ID: | 54-6546230 VA O
Your company information is now Custom 1: Loge:
saved in the dat| cumz el ® -

the employe® profile. Custom & oG
Walue iz dizplayed on invoices. V. /
i i /
o The B'”QU|Ck screen Message on  Invoice Message entered here for all clients and projects. + A,
names can behanged '
using the Custom Labels

feature or customized to suit
the industry /business type from the BillQuick Start up Wizard

BillQuick Quick Start Tutorial (Accountants) 2009. 3 Page6



2. Employee Information

Employee screen represents a profile of a person working in a conopaamngagemersi typically a
timekeeper This screen lets you add and eslihiployeerelated dataEmployeenformation, especially

his default bill and cost rates, carries to time and expense entry and budgeting, and it prints on reports
and invoices.

To create a employeeprofile:

1. Clickonthe
Employee

icon_ from
the Company
navigator or
access the
screen from the
View menu.

2. If this is your first
employee the
cursor will
default to the
EmployedeD
field. If other
employes exist
in your company
database, click

i

ke |on the

button panel
Thisplaces the cursor in thEmployedD field and you are ready to create a new
employeeprofile.

3. Enter theEmployedD. You can use numbers, letters or a combination of both, up to 65
characters. For example, if the name of #mployeeis John Doe, you nfig enter JDas
his ID.

4. Complete all relevant and required data fields. Press the Tab key to move from field to
field or click on the next desired field.

5. Now, click on the Rate tab. In the Hourly Rate group, enter thauleBill Rate and Cost

Rate(Pay Rte x Overhead Multipliefpr the employee For example, enter $100 as the
Bill Rate$40 as the Pay Ra#ad 2 as the OM

&

When you finish entering data into the fields, d:2=| and then <=,

o

o Similarly, you can creageconsultant orsub-contractor profik in the
Vendo¥Consultantscreen.Accountans often require services of other
consultants to complete the engagen®illQuick has the ability to track your
invoices from your sulonsultants and then bill to the client with agreed

markup.
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