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Introduction

Welcome to BillQuick® frdARQE Software, Ind

IT and Computer Consultants all over the world use BillQuick to handle theitoddgy time tracking,
project management and billing tasksffers an easy and efficient way to reduce the overhead of your
business, accurately track professional hours, and increase your reBaélquéick incorporates flexible
androbust features that teyou adapt the software to your company. Adapting to your company extends
beyond BillQuick itself, to adon products designed to match your business style and situation. The
entire BillQuick Family is continuously improved, implementing user ideasspivddrfeatures to make
your solution more valuable.

BillQuick has powerful project management features. Not only does it keep project managers informed
about the time and expenses recorded to thaioject, it also gives them control as to who is alloWte

work on theproject Reports such as Work in Progress, Staff Performance, Budget Comparison, Work In
Hand are just a few of the reports designed specifically for project managers in your industry.

ThisBillQuick Quick Start Tutorial providesanoveivew of Bi |l | Qui ckds basic f
features are not covered here). It guides you through data entry, processing an invoice, recording

payments and printing reports from the perspective ofdbasultantsBillQuick Basics focuses on the

basis of BillQuick understandindgpow BillQuick starts, itelements andhow to access its features.

Master Information discusses the master profiles and tlogv of data throughheseBillQuickmodules

Time & Billing section explains how to make time entaied effectively bill them. LastReports

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

reporting. Thus, this tutorial enables a new BillQuick user fromlThimdustry to quickly educate

himselfhersdf on how to 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 theillQuick Help. 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.coand click

on the Training talyou 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 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 that you were in the last time you used the software. You can &kig-io below.

When you starBillQuick for the first timeit BillQuick 2009
prompts you with some option&ou can:

e 0open acompanydatabasereviously © Open an Existing BillGuick Company Fils
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

Whencreating a new compardatabasgyou
can also seleche type of database you want
to use.You carcreate a new company file in [
either a standard database (Microsoft Acces

MSDE databasg@Microsoft SQL Desktop
Edition)or SQL database (Microsoft SQL Servid&ur options depend on which edition of BillQuic

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 users choose the Standard option. After
purchasing BillQuick and whgou are ready ayo livéd 3 company file using the Standard database can
be converted to an MSDE or SQL (Microsoft SQL Server) database with only a click.

Standard MSDE SoL

Help l l Cancel ] l Ok, l

For n oohoosethe Stadidard database.

1. SelectiCreate a New BillQuick Company File o pandithemctik OK.

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 abilit. ClickHelp 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 Checklist WizatdunchesYou canwalkthrough a few of the
various wizards to experience hotw 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 eded
later.

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

Log-in

When security is turned on, BillQuick requires a Use
ID and Password. Your BillQuiclservisoror

administator will provide you with an ID and ® ) DN oo Eoe Database b
password. For now, use these defaults:

BillQuick Login

UserID: SUPERVISOR

xxxxxxxxxx

Password :
We¥d

- ‘—] V| Remember

[15= ﬂullliunu: @ £l ]

User ID: supervisor
Passwordsupervisor

=2 Hel Cancel 0K
After logging in, the BillQuidRole Based Navigator =
appears.
Navigation

After logging in to BillQuick, you can access important sections and functions of the appisiatj@ny
of the several navigation options provided by BillQuitiere ae actually four ways to navigatad use
the application:

e Menu bar
e Toolbar
e Sidebar

¢ Navigators

Menu Bar

B|”QU|Ck OrganlzeS |Ei|e Edit Miew Project Time-Expense Billing Reports Settings LUtilities Accounting Add-Ons  Window Help

functions and reports
into menus.
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Toolbar

Y

1k L OFOSBER LB s R HE ¢IC @,

The toolbar allows you tguicklyaccess BillQuick functiongou can set the Standard BillQuick Toolbar,
Add/Remove Buttons or Reset Toolbar to the default setting. You can also customize the commands,
keyboard shortcuts and other options using the Customjzéeao.

Sidebar

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

Main
| Comparny
L Management

%] Time & Expense
E\ Billing

IEL client

s

== Project

=t
lﬂ Dashboard

Sidebar n

.

Jib Main

h

@' Time & Expe...
E‘k Billing
E Wizards

A%

Navigators

Main

e Company navigator

e Management navigator

e Time & Expense navigator
e Billing navigator

e Client

e Project

Time & Expenses

e Time & Expensevorkflow
navigator

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

Project

Phased Invoice
Activity

Expense

SFS

EFS

Invoice

Timeslips Conversion

Depending on the screen resolution and the size of your monitor, all
panels on the navigator screen may display. BillQuick 2@requires a

1024 x 768 or larger resolution display.

BillQuick navigatalet you easily understand the workflow and quickly access important features and
modules of theapplicationNavigators display information vVilaks,chats, workflow, etc. The role

based navigator is a customized navigator giving you easy access to the most often usedasipetions
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

Since you have logged in as the

i::

LR o)

Company

@

Time Expense

Supervisor, it would display the
default navigator. From this
navigator you can access any of
the fourmainnavigators
Company, Management, Time
Expense and Billinfou can
choose a navigator from the
Sidebar or from the
corresponding menu.

BillJuick Home Page

Support Downloads

BillQuick Addons

BillQuick Consulting

BillQuick Training

Custom Reports and Invoices

BillQuick Quick Start Tutorial

Billing Time Card Expense Log
o5 Company @) Utilities o =
& f{ Y =
2 . Py ) =
e (=) =
S Activity Expense Security Backup
L @ 1=
Invoices Payments Restore Tutorial
Charts ® WorkFlow
Load on Startup Monthly Aging = for Year | 2008 = Submitted Time & Expense:
$157.725.21 View by Project
$141,952.69 [=}- Submitted Time
§126,180.17 [+ (04-361-LBH;) hH
$110,407.85 [+ (04-361-LBH:) Long Beacl
$94,635.13
§78.,862.61
$63,090.08
$47.317.56
$31.545.04
$15.772.52
$0.00 5 -
)\)Q » & R o & oF
< [ >
Recent Reports Spotlight
Activity Codes Master File Expense Codes List BillQuick Home Page
Project List Employee List Latest Knowledgebase articles
A-Hour B-Hour C: Click Here For More Reports . ... [[] Default BillQuick add-on Products...
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Master Information

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 Employees

e Clients/Customers

e Projecs/Jobs
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 Companyscreen 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 Initial Setup
Checklist wizardthe
Company screen
automatically openéf it
does notclickView,
Company from the menju

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

)
3. Whenfinished, clicl==
E
and hen Close

Your company information is now
savedn the déabaseL et 0 s
the employee profile.

BillQuick Quick Start Tutorial

how Bill Quick processes your compa
© Compery EloEs
E] o = =] Pl
Ii—i-? (0 9 & E (3 = E
Add Logo  Delete Logo  Help  Print  Validate  Sawe  Register  Close =
General | Licenses Howdol? -
Mame: BOE Professional Services
Main Service Taw
: 1200 Maple Bulevard
Addrezs: aple Bulesar lII .
Suite 308 ain Expensze Tax:
City: Tarance Shate: ca, lII .
Zip: 90505- Couritny: 15
Fv Begin Date:
Fhane: [310)-555-4000 Fax [310)-555- 4436 0 Jarway O
E- Mail zales@bge. com FY End D ate:
Web: v bige. com 31 December [+
B L Clozing D ate:
ax abel: | 53-0702192 Ernpl 1D: 546546230
e 171790 G-
Custam 1: Lage:
Custom 2 Custom 3: o
Listom -
Custom 4: Custom 5: /
Walue iz displayed on invoices. /1 /
f
Message on  Invoice Message entered here for all clients and projects. R, &

Invoices:
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o The BillQuick screen names can be changed using the Custom Labels
feature or customized to suit the industry /business type from the
BillQuick Start up Wizard

2. Employee Information

Employeescreenrepreseants a profile ofipersonworking in a compangn projects or jobs Thisscreen
lets you add and ed@mployeerelateddata. Employe@formationprints on reports and invoices. Also,
each employee has a deféahilt rate and cost rate that may be used wihecordingtime entries or
preparingbudgets.

To createanemployee profile:

1. CIickL onthe

C 6Emp\nyee (Users = 19) =1 |l >
ompany - - o @ <y
= f— = i 1 Bg 1
naVl atoror Sz e & | @ (5 b . 4 lity { a ? - < %
g Help  Print  Send To Layout  Filters  Delete Change Clone Filter.. Group  Cancel Mew
access the s} Last Mame General | Rate  Detail  Tax  Allowance  Assign HowDol? =
screen from the | * teonard
K A Marcella Employe= 10: CJ E] Social Secunty | 234-24-3243
VIEW menu AO Orlon First M arne: Ml: Last Mame:
2. Ifthis is your first| o e I o
. ) James
DL Lamant Department: | Drafting - Title: | Draftsman -
employee, the
p y ”7 EH Holloway tanager  WEB - Submit to: | Project Manager -
0 Quinoy
cursor wi H Hurter Fole:  Time and Expense vgg Statug: | Active <
default tO the KF Filmare Security:  Default h k Groups: 1=
[R¢} Gofarth
Employee ID MK Kerr Address Details:
i P Pitts )
fleld IfOther . NE Collins Streetl:  BOE Professional Services
employeeSEXISt RA Anatasia Steel2 2801 Airport Drive, Suite 380
H sl Lawirence
n yOUI’ COmpany 50 Quin City:  Tarrance State: €A - Zipr 90505
databaseclick e Birch County: USA Emal. custorreponts@bae.com
E Fhone:  (310)-602-4010 Ext:
N Mobile:  (310)-555-6265 Custom 1
kv |on the
b it | Fan#:  (310)-754-8482 Custom 2
npan
ution pane 7| Biluick Ussr (1) Total Emplayzes 18
4 »
3. Enter the
Merno: . . .
Employee[D Show Active Emplopees Only Hide Memo M CJ cumently being cansidered far appraisal .
You can use

numbers, letteror a combination of bothup to 65 characterd~or example, if the name
of the employee is John Doe, you might entea3mis ID.

4. Complete dlrelevantand requireddata fieldsPressthe Tabkeyto move from field to
fieldor click on the next desired field

5. Enter the security setting for the employee depending upon his role and task in the
company. E.qg., for a timekeeper, you can assign Entey Onlyor Defaultsetting.

o In aconsulting companyhe principals and managers may need higher

levelof access to BillQuickyhile a typical employee may need access to
time and expense screens only. With easy to applylratedSecurity, you can
setsecuritypermissiongor each employee
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6. Now, click on the Rate tab. In the Hourly Rgi®up,enter thedefaultBill Rate and Cost Rate
(Pay Rate x Overhead Multiplier) for tamployee For example, enter $100 as the Bill Rate, $40
as the Pay Rate adas the OM

[

7. When you finish entering data into the fieldgkl=2= | and henl=e=].

Similarly, you can create vendor/sttnsultanfprofile in the Vendor
0 screen.T Consultantoften require services of other consultants to
complete theprojects. BillQuickhas the ability to track your invoices from your
sub-consultants and then bill to tlelientwith agreed markup. BillQuick will
also track the sub's cost to tipeojectin Budgets and Estimates as well as their
progress toward completion.

3. Client Informat ion

The Client profile contains company hame, address, and athstomerinformation, plus you can
maintainan unlimited number of contacts pelient You can define custom fields as well as unique
processing options for theient Also, you can viewusnmary information fohours, expenses, billable
amounts, cost amounts, invoices and paymenta ftient Like theEmployee screen, you can easily
accesgliens or customersalready in your database bglecting or searching for theimthe grid on the
left of the screen.

To createaclientprofile:

K Client: o |[=][E=
= = g = = T
Search Item... ] \‘—-‘) | — b - \l\&‘l/ +* L4 @' { v . <8 g
wres Help  Print  Send To Auta Fit  Filkers  Clone  Delete  Change  Filter.. Contacts  Group  Cancel =
. e
1' CIICk on the hio] Company LastMame  FirstMame || General Detail Account  History How Do |7 -
Company = Abby Abby Abbern Abbernathy | Allen
naV|gat0r0r jin] Mame Manager Client Client |0 Abby 'j Copy From:
) Abby: | Abby Abbern B Abby Company Abby Sbbemathy &
select the Op“on Abby: | Abby Admini | B Abby
H jin] Campary Last Mame First Mame Manager: JH - Code:
from the VIeW F- ADK ADKIndustri | Kiddling Alice Client Since: 02/15/20038 - Phase:
menu +- ASEC Aperture Scie M Lain Gladis . Auto Add New Proiect
+ Bakerlon Baker, Jon &  Baker lon g Active e e et s
2. If thls IS your flrst +- BEB Bayer Balduwi | Baldwin Bayer FediD Label — Groups | =
. +- BoatAnch BoatAnchor | Salwage Jasan L
Cllent the cursor ¥ BQEProf | BQE Owerhea Hunter Jonas Addresw?zl‘;l: #1055 Wwhiss Egan
. . +- Bravo-Zul | Brawo-Zulu M Mowember Mike
|S automatlca”y #- City of Ma City of Malib | Nodoff Boh azbbemathy@abbyabemath.net
H +- Cornersto | Cornerstone | Sandor Teresa
City: Van N State  CA
placed In the Delenian | Delenian&ge Fimbalist Delene 8 il e =
1 1 Country: USA ¢ 80211
C“ent |D fleld +- Hyde Hyde &way | Hayes Tammy ountry Zip:
. . #1- Interior &r | Interior Artist | Jekyel Randall E-mai: allentabby.com Tel (-
OtherW|Se, click # 1D,Waod LD.Woad &  Woad Jay ]
H Monterey | Monterey Re | House Aaron web: Mobile: | (-
% +- Pacific PacificSoluti | Gibbens Mancy Custom 1: Faw [ J-_ -
New +- PenTek PenTek Ltd, | Linus Andy - . .
Hew 1to create a Prizmn isi | Prizm Visions| Robbs Jackie
H +. OTRFater | OTR Frternris Rramnoe Rill I g - - -
 Client aquired through good friend of JH. Iritial projects include desion of
neW Cllent Ll | 4 Memo: news cafateria and general room.
3 Select easy to Show Active Clients Only [

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

o Many users make th@lientID similar to the Company name. Rather
than numbers or a cryptic abbreviation, they use more of the 65 available
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characterdor the ID. For example,ather than APM or 4519 for th€lientID,
the ID would be Acme Performance Management.

4. Presghe Tabkeyto move from field toield or click on a desired field.
5. Click on Contacts button to createnlimitedclientcontacts perclient Associating that

clientcontact to gprojectwill then allow you to send invoices and statements to the
contact.

& %
6. When doneclickl =2 | and henl&e:

4. Project Information

Using theProjectscreen, yowcancreate and maintaiprofiles for eachproject or job that you work on
Largeprojects are often done in phases. A Computer Consultant might divide apajget into

multiple phases such as Hardware Purchase, Services, Instadtati@illQuickproject phases give you

the power to track and reporfor each phase separately as well a consolidated report for all phases for a
project

Projectinformationaffectshow data is processed and flows to various reports and invoices. For example,
projectinformationdefines the billing arrangement fopaject and hence affects its billingoucan

select gorojectfrom the grid list on the left. If you have a large numbearojects, you can use thEind

option or Filter b finetune and shorten the list.

The t(Pojead & an b e Joh BngagegmatdVvattern or any other name you wisBillQuick
¢ h a nRyajestbaed on your business type.

To createproject profiles

1. ClickE on the

C Epmject (=10 | >
ompany - . o - B
- Search Itemn.., #h @) [— b - q\“‘" b 4 %} L @f { ? . B ¥
naVIgatOI’Or Help  Print  SendTo  AutoFit  Filters  Merge  Clone  Delete  Change  Filter.. Group  Cancel =
Select |t fr‘om the jin} Mame Manager Clierr | General | Billing  Detail  Account  History  Rssign HowDal? -
. 2bby: Zbby Abbern | BW Abby
PrOjeCtmenu AbbyOffie | Abby Adminis BW Ably Project ID: Abby: Difice [ creste prase |
. . . ADK:Shop ADKIndustrie| 1Q ADE T "
: &bby Ad trative Dff
2. Ifthisis your first ASLTE20 Aperture Scie | JH BSEC Bans by fdmnstati-e Difice
H H ASLTC21 Aperture Scie JH MSEC Client: | &bby * & Manager BW -
prOJeCtor JOb1 BakerJon&wril: | Baker, Jon& IQ Bakerla %
H , i Cortract Tppe: | Marketing b Statuz | Ackive b
h r r | EBE:Boat House = BayerBaldwin B EBE
t e Cu SO S BoatAnchonCaf  BoatAnchar- IQ Boat Anc .
automalca”y Boat &nchorGen Boat Anchor- 1Q Boat Ant Contract Details
. BQE Ouerheact | BOE Owerhes | JH BQE Proj Contract Amt: $0.00 Start Date: | 03/10/2008 -
placed N the - Bravo-Zulu: Brawo-Zulu N | JH Bravo-Z1 S $0.00 D Dater
Code field ity of MalibuEr City of Malibu BW City of b ervice Amt : ue Date e
ode tield. Carnerstane: Caornerstone | IQ Carnerst Exp Amt: $0.00 # Complate: 000
H 1 Hyde: Hyde Luvay JH Hyde
OtherWISe, CIICk Interior &r:Offic | Interior Artist | 1H Interiors
% 1.0, Woad: 1D Wood & | BW 1D o Address Detals
: Monterey Rec: Monterey Rec JH Montere Sheet 51056 Whites Egan Use Client Address
New | a9t the top FacificRemod | PacificSolutio 1Q Pacific -
i PerTek: PerTek Ltd, | B/ PerTek b 40211
Of thIS screen tO + QTB Ent: QTE Enterpris| IH QTEEntt City: Wan Mups State: | g - PO#:
Rushe:Shipping | Rushe Shippi | IQ Rushes X -
Create a neW Staples Center | Staples Cente IH Staples € Courty: USA EEIES | |
H + Staples CenterR | Staples Cente IH Staples ¢ Custom 1:
prOJeCt' Torr Lib: Torrance Publl B Torr Libr CuEm 2
Urmbrella:Dorms | Umbrella Ho | JH Umbrell:
3' Enter a COde for Williams, Marcos Art Center IH Williams Custom 3: Custom 4:
the project, such r ., & K Tota Fojects 45
7| Show Active Projects Only Hide Mema Mema: Contract Initiated on project start date above, but details stil being worked =
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as2009:0100. When you save thproject, BillQuick automatically combines tReoject
Code and Phase fields into agieProjectID.

An expanding best practice is to utilize thedtaracter length of the

ProjectID field to make it easier and faster for users to recognize what
the projectis for and for whom therojectis being done. The best practice is
to repeat he ClientID as part of theProjectCode. For example, Acme
Performance09 Payroll or AcmePerformangdewHQ-Phasel.

4. Move from field to field by pressitige Tabkey or clicking on the desired fieBe sure
to enter the required fields: IlName, Client, ManagerStatus, and Contract Type.

5. Enter address detailere as wellYour projectaddress can be different than yalient
address.

6. Under Contract Type select the type of contract used in tpioject (hourly, fixed cost
plus,etc.). If a lump sumantract type is selected, be sure to fill in @entractAmount

=

7. Once you have finished, cliiz®= | and henl£=

6 Service Fee Schedules are used in BillQuickeate unique fee

structures forprojects that overrideEmployeeandActivity Bill Rateand
CostRate. SFSs commonly used for hourlyased, rather than lump sum billing.
Multiple bill ratesan be assigngd one or manyemployeedased on the
activitiesperformed.

5. Activity Code s

On the Activity Codes screen, y@mancreate and maintaialist of standard activities. An activity is
simply a type of worlor taskperformed by employeeo( vendorsandsub-consultants) omprojects.
Depending on your industry and company preferences, you refer to activiég @sdtask codes, service
codesor work codes.Activity codes are required to oerd time entries to groject; activity information
flows to theinvoices and eports.

As you workthrough the BillQuick Statf)p Interviewwizard, you chose a standard list of activity codes
for your industry If you skipthis step, please select Utilitiseenuy Add IndustryCodes and select a
standard listThis list can be edited and expanded as needed.

To create activity codes:

1. CIick\g on the Company avigatoror select it from the View menu

2. BillQuick automacally 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 move to a desired Aalgou edit ativities,
make certain that each billable activity has a check iBitladlecolumnand nonbillable
items are left unchecked.
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4. To add new f Activity Codes

activities, click = I @ o e

= i = 5 ket
% 9 & [ bed o 2fg . # W % & %

Help  Print  Send To Layout  Select Filters Delete  Change Group  Mew Close
New 1
’ TYpe In Activity | Filters

the desired ) Memo
Code and Any activity code can have a standard long mema that automatically carries to a time entry mema.

optionally,sub-
code in the grid.

#% Find HowDol? -

Enter other data | <o sub Description Billable Cast Rate Bill Rate
H AR AD Architectural Design v f2.00 $3.00 |:|
as deSIred' P AR BD Building Department Lisisan v $10.00 $8.00
5. Tosavena AR BID Bid Packages v $12.00 $15.00
. AR BP Blue Printing v $200.00 $200.50
aCtIVItyrecord’ AR can Computer Aided Drafting v $31.00 $42.32
click on another AR CE Conference With Contractor 7 $31.00 $42.32
row or press the AR (I Construction Inspedion v 3100 $42.32
AR P CAD Plotting v $31.00 $4232 7
Tab key through /| Show Active Actvities Only
the end of the
row.
=
(i,

6. To delete an activity, select the row and cl2=
at a time by holding the Shift or Ctrl key when selecting rows.

If youdo not charge taxes for youctivities use the Field Choos)
option at the top left of the grid tbide the Tax 12/3 fields by unmarking

the checkboxes.

BillQuick Quick Start Tutorial

Similar to Activity Codegjou can create expensasthe ExpenseCodes
screen.

(Consultants) 2009.3
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Time & Billing

This sectiorfocuses on time entrgnd billing capabilities of BillQuitkkhelps userso understand the
basics of how to enter, edit and review time entréggl how to bill it effectivelylhis section covers the
following:

e Time Entry

¢ Billing Review
e Invoice Review
e Payments

6. Time Entry

The Time Entry screen is where you enter and review time entries. Therfoar¢ime entry optionsn
BillQuick

e Sheet View

e Simple Time Card

e Calendar View

e Timer
All time entries aresavedn the samedatabaseYou can edit andeview entrieson the Sheet View
Simple Time Cardnd Calendar Viewcreers. BillQuickTimer allows you to run unlimited number of
timerswhen multitaskingandlog your timewith a single click.

To make time entriesisihg the Simple Time Card

1. Click b‘% on the

navigator or
select it from the
Time-Expense
menu

2. TheSimple Time
Card lets you
viewtime entry
by Employee or
Vendor(Sheet
View lets you
view entries by
Projectalsg.
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