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Introduction

Welcome to BillQuick® frdARQE Software, Ind

Attorneysall over the world use BillQuick to handle their dayday time tracking, project managenten

and billing tasks. It offers an easy and efficient way to reduce the overhead of your business, accurately
track professional hours, and increase your reveBuuick meets the demands of small and-sixd

law firms by simplifying all your legak&s/hich include time tracking, billing clients and recording of
payments. Whether your firm bills hourly, ftate, and retaineror even on a contingency basis, BillQuick
makes tracking your work easy and accurdtee entire BillQuick Family is contirusly improved,
implementing user ideas and inspired features to make your solution more valuable.

ThisBillQuick Quick Start Tutorial pr ovi des an overview of Bill Qui cki@
features are not covered here). It guides you throdgta entry, processing an invoice, recording

payments and printing reports from the perspective of the attornBiyuick Basics focuses on the

basics of BillQuickunderstanding how BillQuick starts, its elements and how to access its features.

Master I nformation 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 them. Raptiyts

section explains how to utilize the information in BillQuakeffective business management and

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

himself on how to run and utilize BillQuick effectively and efficiently.

o BillQuick Tutoriaé not a complete &ining solution. It is a guided tour
designed to familiarize you with BillQuick. After completing the tutorial,
we recommend that you explore the BillQuick Help. In particular, check out the

How Do | help items. Based on your preferred learning style aadadle 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 purchaset#ited BillQuick Reference Guide.
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BillQuick Basics

This section focuses 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 withliBiuick on your computer, BillQuick will automatically open the
database that you were in the last time you used the software. You can &kig-io below.

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

hd open acompan)databas@reViOUSIy O Open an Existing Bill Quick Caompany File
created

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

EJ O Create a New BillQuick Campany File
;';U ® Open a Sample BillQuick Campany File

Business Type: Service hd

When creating a nefirm databasgyou can
also select the type of database you want to
use. You capreate a newirm file in either a
standard database (Microsoft@ess), MSDE [ e J[ s J[ o |
database (Microsoft SQL Desktop Edition) or
SQL database (Microsoft SQL Servid&ur options depend on which edition of BillQuick you purchase:

Basic, Pro or Enterpriséf. you are working with a trial version of BillQuick, it is BillQuicteBprise

Edition by default. For evaluation purposes, most users choose the Standard option. After purchasing
Bill Qui ck and when Yirmiile usingghe Stendaddydatabase cargbe cohvertedtd , a
an MSDE or SQL (Microsoft SQL Sensjabase with only a click.

Standard MSDE SoL

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 usifighnyour

name as the file name€lick the_ 2= | putton.
3. The BillQuickStartUp InterviewWizard launches. Step through it and complete the

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

Do Not Worry About Your Selecti®dhsy can be easily chawlater, 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 wizards to experience how to set up master information, or click Close and
continue with the tutorial. We will ce@r 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 Us€ silquick Login
ID and Password. Your BillQuick supervisor or > , _
L. . B . ® QE Professional Services
administrator will provide you with an ID and D:\bgetSample Arch Eng Database.mdb
password. For now, use these defaults: No UserID : | SUPERVISOR
F‘ R Y
User ID: supenisor T -1 7] Remember
Passwordsupervisor 1= s | @ £ g
== =3 Help Cancel 0K

After logging in, the BillQuidRole Bsed Navigator
appears.

Navigation

After logging in to BillQuick, you can access important sections and functions of the application using any
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

BI”QF“Ck Organlzes File Edit View Matter Time-Expense Billing Reports Settings UWilities Accounting Add-Cns Window Help
functions and reports

into menus.
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Toolbar
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The toolbar allows you to quickly access BillQuick functions. You can set the Standard BillQuick Toolbar,
Add/Remove Buttonsr Reset Toolbar to the default setting. You can also 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 Sideba
The bar is divided into 4 panels, grouping the common functions together under each.

Sidebar

Main

| Company

Il management
LD{;:] Time & Expense
B eilling

1E2E Client

=£  Matter
e —

Iﬂ Dashboard

.

Jib Main

=

@' Time 8 Expenses
E‘L Billing
g Wizards

Navigators

Main

¢ CompanyFirm navigator

e Management navigator

e Time & Expense navigator
¢ Billing navigator

e Client

e ProjectMatter

Time & Expenses

e Time & Expense workflow
navigato

e Time Entry (Sheet View)
e Calendar View

e Timer

e Expense Log

e Simple Expense Log

Billing

Billing navigator
Billing Review
Manual Invoice
Invoice Review
Payments

Wizards

Billing Startup Interview
Employee

Client

ProjectMatter
Phased Invoice
Activity

Expense

FS

EFS

Invoice

Timeslips Conversion

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 navigatorket you easily understand the workflow and quickly access important features and
modules of the applicatioMavigators display information via links, charts, workflow, &tee role
based navigator is a customized navigator giving you easy accesntstioften used functions as per

your role. This role is specified by the supervisor depending on what your most frequent tasks are when
using BillQuick.
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BillQuick
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BillJuick Home Page

@

Support Downloads

BillQuick &ddons

Management Time Expense

BillQuick Consultin
g
‘ T N’\ -
" &;;ﬁ $ BilGuick Training
Custom Reports and Invoices
Billing Time Card Expense Log
oo Company

Charts

Client

$rmﬁ§

Censultant

®

& ~

S | Activity

pel

Invoices Payments

@

Load on Startup
§187.113.07
5165.401.76
5149.680.46
$130.979.15
$112,267.84

5$93.556 54
$74,845.23
£56,133.92
$37.422.61
$18,711.31

50.00

¥ &

e

Maonthly Aging

&

Recent Reports
Aging Report{Summary)(dd) - 2/25/2008 9:47:41 AM
Aging Report - 2/24/2009 3:33:20 PM

A-Hour B-Hour Comparison
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Expense Codes List
Employee List

Click Here For More Reports [E] Default

Since you have logged in as the
Supervisor, it would display the
default navigator. From this
navigtor you can access any of
the four main navigato®
Company(Firm), Management,
Time Expense and Billingou
can choose a navigator from
the Sidebar or from the
corresponding menu.

Utilities o
@:,
Security Backup
Restore Tuterial
WorkFlow
| | Submitted Time & Expense:
[] View by Matter
[=}- Submitted Time -

- Allen Marcello
- John Ramsey
Bob Duncan
Bert Woolmer
[ Curtis James

-

Spotlight

EillQuick Home Page
Online Knowledge Base
BillQuick Consulting
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Master Information

Master infornation 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 Firm

e Employees
e Clients

e Matter

e Activity Codes

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

information.

1. Firm Information

The Company/Firm screen contains a profile of yfoun. Information on this screen appears on reports
and invoices. ltalsdaf ect s

1. When you exit the
BillQuick Initial Setup
Checklist wizard, the
Company/Firm screen
automatically opens (if
it does notclickView,
CompanyFirmfrom
the menu).

2. Enter your firm name,
address, andlleother
relevant contact
information in the
appropriate fields.

3. When finished, click

= a

Save and the Close

Your firm information is now
saved in the d
look at the employee profile.

BillQuick Q uick Start Tutorial (Attorneys)

how Bill Quick processes your
@ Firm = &
= - = = B3
|i=*13 (i, 9 & F/_ = =
Add Logo  Delete Logo  Help Print alidate Save Re Close =
General | Licenses Howdo|? =
Mame: XYZ Consulting Corporation . )
Main Service Tax:
Address: 12345 This Street I:I .
Main Expense Tax:
City: Anytown State: ca I:I .
Zip: 00000- Country: USA
FY Begin Date:
Phone: 310-555-1212 Fax: 310-555-2121 01 September G+
E- Mail: admin @Exyzconsulting.com FY End Date:
Web: WYWW XVZ.COM 31 August B~
TaxiD Labed Closing Date:
b abel: | 01-1234567 Empl I0:  01-7e54321
ML /17900 G
Custom 1: Logo:
Custom 2: Custom 3:
Custom 4: Custom 5:
Value is displayed oninvoices.
Message on  We appreciate your business .
Invoices:

2009.2
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o The BillQuick screen names can be changed using the Custons Label
feature or customized to suit the industry /business type from the
BillQuick Start up Wizard.

2. Employee Information

Employee screen represents a profile of a person workindifmaon projects andmatters. This screen

lets you add and edit employeelated data. Employee information prints on reports and invoices. Also,
each employee has a default bill rate and cost rate that may be used when recording time entries or
preparingestimates.

To create an employee profile:

. C- Employee (Users = 19) =N | N
1. Click%_from
| 0= B.=.: B © @V & i@’
the Company Search ltem.. ] L - - ¥ - =B g
. ) Help  Print  Send To Layout  Filters  Delete Change Clone Filter.. Group  Cancel  Mew -
(Frm) nav'gator (o} Last Mame General | Rate  Detail Tax Allowance  Assign HowDol? =
or access the AL Leonard
f th A Marcello Employee 1D: CJ ] Social Secuity | 234243245
screen irom e A0 Crion First Mame: MI: Last Mame:
VIEW menu By ‘williams Name: | par, = Curtis James
. ) James
H H - Department: | Draftin - Tile: | Draftsman -
2. Ifthisis your first| © EamelTE g
EH Holloway tanager:.  WEB «  Submit to; | Project Manager -
employee, the 10 Quingy
” IH Hunter Role:  Time and Expense '@ Status: | Active -
CU;SOII’ Wl h KF Filmare Securty:  Default - k Groups: | . |
L zoforth
default to the = o o
ress Details:
Employee ID M Fits
fleld If other ME Collins Streetl: BOE Professional Services
: R, Anatasia Shreet2 2601 Aipart Drive, Suite 380
1 sl Lawrence
emp|0yeeS EXISt 50 Quin City:  Tarance State:  CA - Zip: | 90505
N yOUI’fII’m WH Birch Country:  US& Email: customreportsi@bge.com
database’ click Phore: | (310)-602-4010 Est:
c% Mobile:  (310)-555-6265 Custom 1
T Fau#:  (310)-764-04682 Custam 2
ke Jon the
. | BillQuick User ﬂ|_| Total Employess 18
button bar. This |« ’
plaCeS the cursor Show Active Emplopess Only Hide hemo Kieme; CJ currently being considered for appraisal il

in the Employee
ID field and you are ready to create a new employee profile.

3. Enter the Employee ID. You can use numbers, letters or a combination of both, up to 65
characters. For example, if the name of the employee is John Doe, you might eager JD
his ID.

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

5. Enter the security setting for the employee depending upon his role and taskfimthe
E.g., for a timekeeper, you can assign Time Entrly @ Defaultsetting.

o In alaw firm, the partnersmay need higher level of access to BillQuick,

while a typical employee may need access to time and expense screens
only. With easy to apply rolleased Security, you can set security permissions
for eachemployee.
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6. Now, click on the Rate tab. In the Hourly Rate group, enter the default Bill Rate and Cost
Rate(Pay Rate x Overhead Multiplier) for tamployee For example, enter $100 as the
Bill Rate, $40 as the Pay Rate and 2 as the OM

&

7. When you finish eeting data into the fields, clitz2=] and then<e=|.

Similarly, you can creat®nsultantsub-contractor profile in the
0 Consultant Yendol) screen. Attorneys often require services of other
experts anctonsultanton casesBillQuick has the ability to traglour invoices
from your subconsultants and then bill to the client with agreed markup.

3. Client Information

The Client profile containsrm name, address, and other client information, plus you can maintain an
unlimited number of contacts per clientoly can define custom fields as well as unique processing
options for the client. Also, you can view summary information for hours, expenses, billable amounts,
cost amounts, invoices and payments for a client. Like the Employee screen, you can easilljeatsess
already in your database by selecting or searching for them in the grid on the left of the screen.

To create a client profile:

. \';'I 30 Client ===
1. Click on the = s = = .
H Search Item... ] \‘—-‘) [ — b - ‘l\“ * L4 @' { v - 48.g
Company Flrm Help  Print  Send To Auto Fit  Filkers  Clone  Delete  Change  Filter.. Contacts Group  Cancel =
navigator or D Company  |lastMame Firsthame | (General| Detail Account History HowDal? +
Select the Optlon = Abby Abby Abbern | Abbernathy | Allen . }
from the V|eW i} Name Manager Client Client ID: Abby A Copy From:
Abby: | Abby Abbern B Abby Company Abby Sbbemathy hd
menu Abby | Abby Admini | BW Ahby
. - ~  Cod
. . . jin] Campary Last Mame First Mame Manager:  JH 00!
2. Ifthisis your first| = aox ADKIndustri | Kiddling | Alice Client Since: 02/15/2003 +| Phase
H +- BSEC Aperture Scie. Mc Lain Gladis .
Cllent1 the cusor 4 Bakerlon | Baker,Jon & | Baker lon Slatu] Acthee i Auto Add New Project
1 1 +  BEB BayerBalduwi = Baldwin Bayer FediD Label — Groups | - ‘
IS aUtomatlcaIIy + BoatAnch Boatf&nchor  Salvage Jason e o
H ress Detaills:
Iaced in the + BQEProf | BQECwermea Hunter Jonas ;
P i i © Bravo-Zul BraveZulu N Movember | Mike El=2 51056 whiles Egan
Cllent ID fleld #- City of Ma City of Malib | Nodoff Boh aabbemathy@abbyabemath.net
- . #- Cornersto | Cornerstone | Sandor Teresa
: Wan Nuys State  CA -
OtherWISG, CIICk Delenian | Delenian A iy ¥
ge Fimbalist Delene
% - Hyde Hyde Ssy | Hayes Tammy Country: USA Zip 90211
#1- Interior &r | Interior Artist | Jekyel Randall E-mait allentabby.com Teb -
New #- LD.Wood J.D.Wood & | Wood Jay .
to create a #- Monterey  Maonterey Re | House Aaron Web: Mobile: -
new client #- Pacific | PacificSoluti Gibbens | Mancy Custom 1: For ()
+- PenTek PenTek Ltd. | Linus Andy - . o
Prizm Visi | Prizm W Robb Jacki
3. Select easy to Przm Vi | riom Visons| Bocbs | lackie |
remember +‘ I P LA A L | » Memar Client aquired through gaad friend of JH. Initial projects include design of
news cafateria and general room.
|etteI’S or Show &ctive Clients Only Hide Mema

numbers as the
ID for the client. E.g., BQE for BQE Software, Inc.

0 Many users make the Client ID similar to ffiem name.Rather than

numbers or a cryptic abbreviation, they use more of the 65 available
characters for the ID. For example, rather than APM or 4519 for the Client ID,
the ID would be Acme Performance Management.
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4. Press the Tab key to move from field to field dcklon a desired field.

5. Click on Contacts button to create unlimited client contacts per client. Associating that
client contact to anatter will then allow you to send invoices and statements to the
contact.

6. When done, clicl=2= | and thene=],

"

n
o
n

0 BillQuick dbws you to receive and manage client retainers and apply
payment to invoices using the available funds in the client account.

4. Matter Information

Using theProject(Matter) screen, you can create and maintain profiles for eaatter that you work

on. Attorneys might divide a large matter into phases such as Deposition, Discovery, Court Proceedings
etc. BillQuick phases give you the power to track and report for each phase of the matter separately as
well a consolidated report for all phases for the matt

Matter information affects how data is processed and flows to various reports and invoices. For example,
matter information defines the billing arrangement fanatter and hence affects its billing. You can

select amatter from the grid list on theefft. If you have a large numberroftters, you can use theind

option or Filter to finetune and shorten the list.

The term 6Matterd6 can be changed to Job, Engageme
changes O6Matter Gssthpp.sed on your busine

To creatematter profiles:

1. CIickE on the
Company/Firm
navigator or
select it from the
Project(Matter)
menu.

2. If this is your first
matter, the
cursor is
automatically
placed in the
Code field.
Otherwise, click

=)

bew | at the top
of this screen to
create a new
matter.
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