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        Introduction  
 
 
Welcome to Web Suite from BQE Software, Inc!  
 
Web Suite is a web-based time tracking, project management and billing software. Many professionals 
and consultants spend most of their time out of officeñat a client's site, satellite office or at home. 
Usually, employees or consultants on-the-move submit their time and expenses by mail, fax or email. At 
the receiving end, the records must be imported or manually entered into the time billing software. To 
make this process quick and easy, Web Suite provides a fantastic solution by extending the reach of 
BillQuick to remote users via the Internet. 
 
With Web Suite, you can access almost all the features and functions of BillQuick via Internet on a PC, 
laptop or web-enabled PDAs. As BillQuick Mobile is a part of Web Suite, you can capture time and 
expense and do much more from your Smartphone. 
 
The goal of this Web Suite Getting Started Guide  is to help you get started and become comfortable 
interacting with the program. It explains the concepts and procedures involved in setting up of Web 
Suite, focusing on its installation, activation, registration, basic and main functionalities such as master 
information and flow of data throughout the program, time and expense tracking, billing, project 
management and reporting.  
 
Thus, this Guide enables you to quickly educate yourself on how to run and utilize Web Suite effectively 
and efficiently. It also explains some troubleshooting issues at the end, highlighting your most often 
encountered problems or queries. 
 

 Web Suite Getting Started Guide is not a complete training solution. It is a 
guided tour designed to set up and familiarize you with Web Suite. After 
completing the guide, we recommend that you explore the Web Suite Help . 
In particular, check out the How Do I help items. You can also purchase the 
detailed Web Suite Reference Guide 2010. Based on your preferred learning 
style and available time, you can choose self-learning or guided learning. Guided 
learning utilizes role-based and custom training courses. Check out 
www.bqe.com/Services for more.  
 

http://www.bqe.com/Store.asp?link_src=header
http://www.bqe.com/Services.asp?pageId=Training
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System Requirements 
 
 
For successful installation and implementation of your Web Suite software, be sure your computer 
systems meet or exceed the requirements mentioned below.  
 
 

Server Requirements 
 

Hardwar e Requirements 
 

 2 GHz Intel Pentium IV or faster 
 1GB RAM or more (2 GB recommended) 
 At least 300 MB of free hard disk space required 

 CD-ROM drive for installation from a CD (Web Suite can also be downloaded from 
www.bqe.com) 

 

 Be sure your network server contains sufficient memory and other 
resources for efficient, high speed operation.  

 
 

Software Requirements 
 

Operating System Requirements  
 

 Windows Server 2008  
 Windows Server 2003  
 Windows Vista Business or later 
 Windows XP Professional (SP1/SP2) 

 

Other System Requirements  
 

 Microsoft .NET Framework 2.0 
 Internet Information Server 5.0 (or later)  (see Special Note below) 
 MDAC 2.7 (or higher) 
 SQL Server 7.0 or higher (when using Web Suite Enterprise Version) 

 
 

http://www.bqe.com/ProductOverview.asp?prodId=WS
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Client /Workstation Requirements  
 

Hardware  Requirements 
 

 2 GHz Intel Pentium III or faster (for the Windows operating system) 
 512 MB RAM or more (1 GB recommended) 

 

Software  Requirements 
 

 Windows 2000, XP, Vista or Mac OS 10.0 or later 
 Internet Explorer 6.0 (or later), Netscape 7.1, Opera 5.0, Firefox 2.0 or better, or Safari 

2.0 or later 
 

 Be sure to install the latest Windows service packs and critical updates. 
Check the Microsoft web site for the latest updates to Windows, .Net 
Framework, and Data Access Components. Some versions of Windows include 
an Automatic Update option. 

 

 Special Note: When using Windows Server 2008 or Windows Vista 
Business with Internet Information Server 7.0, make sure you turn on the IIS 7.0 
feature on your server. After installing IIS (Control Panel, Programs), select the 
ôTurn Windows features on or offõ link.  In the list will be Internet Information 
Services. Check relevant options. 
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Installation  
 
 
Basic start-up procedures for Web Suite involve these key steps (see below for details): 
 

1. Install Web Suite on your server 
2. Create a company file  
3. Activate Web Suite 
4. Log into Web Suite 

 
Web Suite is installed on your web server. Remote users access Web Suite via the Internet. The 
procedure is safe and can be setup on a secured server. Optionally, in-house users can access Web Suite 
via a local or wide area network when properly configured. 
 
 

Web Suite Installation  
 
Web Suite has two main components ð a Public Web Site and an Admin Web Site. Both of them are 
installed by the Web Suite setup program on your IIS Web Server running compatible server software. 
To install Web Suite you must be logged on as ôAdministratorõ on the web server that is running 
Microsoft Internet Information Server. Your IIS web server should be properly configured to run 
ASP.NET 2.0 web applications (See Troubleshooting below). 
 
You can install Web Suite from a purchased DVD. If you prefer to download a copy of Web Suite, go to 
http://www.bqe.com/ProductOverview.asp?prodId=WS. 
 

 The downloaded copy of Web Suite is in a Zip archive. You will need a Zip 
archiving or extraction program. If you have Windows XP or Vista, an extraction 
utility is built into Windows Explorer. 

 
Follow the steps below to install Web Suite on your server. 
 

1. After downloading and extracting Web Suite 2010 from the archive, navigate to the 
folder where you placed the extracted files. Double-click on WS2010Setup.exe.  

2. When the BillQuick Web Suite 2010 Install Shield Wizard appears, read the information 
and follow the instructions on each window. Once the installation begins, a progress bar 
displays.  

3. When the Finished screen appears, click Finish.  
4. After installation is complete, the Admin Option dialog displays. If the dialog does not 

display, manually open the Admin Option dialog web page. 
5. Open Internet Explorer or another supported browser. Type the URL (address) of your 

web site: http://www.MyDomain.com/WS2010/default.aspx  
where MyDomain.com is your web site domain name. Alternatively, you may use the IP 
address (local host or computer name) of the server, say: 
http://192.168.1.45/WS2010/default.aspx or 

http://www.bqe.com/ProductOverview.asp?prodId=WS
http://www.mydomain.com/WS2009/default.aspx
http://192.168.1.45/WS2009/default.aspx
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http://computername/WS2010/default.aspx or 
http://localhost/WS2010/default.aspx or 
http://127.0.0.1/WS2010/default.aspx  

 

 By default, Web Suite is configured as a Virtual Directory (Application) 
under the Default Web Site. If you prefer it to another web site, or if correct 
permissions are not assigned, see Troubleshooting, Manually Configure IIS.  

 
 
 

http://computername/WS2009/default.aspx
http://localhost/WS2009/default.aspx
http://127.0.0.1/WS2010/default.aspx
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Start -Up 
 
 
In order to get Web Suite into the running mode please follow the steps below. At this point Web Suite 
should already be installed on your PC. 
 
 

Web Suite Database 
 
When Web Suite opens for the first time, it prompts you with the ôWhat would you like to do?õ dialog. 
You can open an existing company file or create a new one in Web Suite or BillQuick. If the database 
created in BillQuick already exists, you can open it with Web Suite. You can open or create a database 
from/on the same drive as where your Web Suite application or IIS is installed.  
 
When creating a new company database, you can also select the type of database you want to use, 
Standard (Microsoft Access) or SQL (Microsoft SQL Express or SQL Server). Your options depend on 
which edition of Web Suite you purchase: Basic, Pro or Enterprise. For the database type you select, 
follow the instructions below. 
 
 

Standard Database  
 
To create a new company database:  
 

1. From the Admin Options dialog (Login page), select ôCreate a New Company Fileõ 
option. 
 

 
 

2. Select the Standard database type and click OK. The Standard database used by BillQuick 
and Web Suite is the Microsoft Access ð JET database. 
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3. Navigate to the folder where you want to store your company database. If you are in a 
network environment, this should be a shared folder with correct permissions (see 
Special Note ð MS Access Database Folder Permissions below).  

 

 
 

4. Enter a Company Name and provide location for your data file, attachments folder and 
log file.  

5. Click Create. 
 

 If you do not specify the path for your company database, Web Suite 
creates it under a default location: X:\BillQuickData\2010\ 
where X: is the physical drive letter where IIS is installed. 

 

 For security reasons, it is strongly recommended that you keep your 
database outside the Inetpub folder. It is best to keep your company database 
behind a firewall. 
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SQL Express and SQL Database  
 
The instructions given below apply when you want to create a company file using Microsoft SQL Express 
(2005 or 2008), or SQL Server database. 
 

1. From the Admin Options dialog (Login page), select ôCreate a New Company Fileõ. 
2. Select the SQL database option and click OK. 

 

 

Special Note 
MS Access Database Folder Permissions 

 
Explore to the folder where the BillQuick database is located. Depending 
upon your web server operating system, you will need to enable sharing 
or assign the proper permissions. If your company database is not on the 
same computer as your website, you may need to use impersonation. 
 

Operating System  Permissions 

Windows XP Professional 
(SP1/SP2) 

Enable full sharing or Enable full permission to 
ASPNET Account 

Windows Server 2003 
(SP1/R1/R2) 

Enable full permission to NETWORK SERVICE 
Account 

Windows Server 2008 Enable full permission to NETWORK SERVICE 
Account 

Windows Vista Business/ 
Ultimate/Enterprise 
Windows 7 Business/ 
Ultimate/Enterprise 

Enable full permission to NETWORK SERVICE 
Account 
Enable full permission to NETWORK SERVICE 
Account 

 
How you set the permissions depends on your operating system version. 
Consult your operating system documentation for details. Below are 
some links to online documentation for setting share permissions. 
Windows XP: 
http://www.microsoft.com/technet/prodtechnol/winxppro/maintain/filesh
aring.mspx  

http://www.microsoft.com/technet/prodtechnol/winxppro/maintain/filesharing.mspx
http://www.microsoft.com/technet/prodtechnol/winxppro/maintain/filesharing.mspx
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3. Make sure your Web Server is able to connect to your SQL Express or SQL Server 
database application.  
 

 You will find many tools and resources online to help you check and test 
the ODBC connectivity to your SQL Server 
(http://support.microsoft.com/kb/827422 ) 

 

 
 

4. Enter the following: 
 
 Your Data File Name and Company Name 
 SQL Server Name, its IP address, or a SQL Server Name preceded by a \ with an 

Instance Name 
 SQL Server User ID (System Administrator) 
 SQL Server Password (System Administrator) 
 Location of attachments folder and log file 

 

 You can specify any SQL Server account or use Windows Authentication as 
long as you have proper permissions to create a new database on your SQL 
Server account. 

 
5. Click Create. 

 
If you have upgraded from a previous version of Web Suite and have an existing data file, you are able to 
open it here. You are provided with the option to migrate your previous settings to the current version. 
 

http://support.microsoft.com/kb/827422
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To open an existing company database: 
 

1. From the Admin Options dialog (Login page), select ôOpen an Existing Company Fileõ. 
 

 
 

2. Select the Standard or SQL database type and click OK. 
3. If you select Standard, use the browse option to point to your company database (.mdb). 

Also, provide the location for your attachments folder and log file. 
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If you use SQL Express or SQL Server for your company database, make sure your Web 
Server connects to the SQL Express or SQL Server database. Go to step 4. 

 

 
 

Enter the following: 
 Your Data File Name  
 SQL Server Name, its IP address, or a SQL Server Name preceded by a \ 

with an Instance Name 
 SQL Server User ID (System Administrator) 
 SQL Server Password (System Administrator) 
 Location of attachments folder and log file 

4. Check the option to copy your previous versionõs global settings, filter settings and 
assigned Web users to the current version. 

5. Click Open. 
 

 You can link files to employee, project, client, time, expense and other 
records in Web Suite. Those files get uploaded on to the server location that is 
specified in the ôFolder for attachmentsõ field. In case none is specified, the 
default is X:\BillQuickData\2010\FileAttachment. 
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Product Activat ion 
 
Once you have created your company database, you can activate your product. Web Suite is activated by 
entering the license and registration keys provided by BQE Software. You may activate Web Suite 
immediately after installing it or after working with a trial copy. You can evaluate Web Suite for 30 days 
with full functionality (no need for an evaluation key). After the evaluation period is over, you must 
purchase a full software license and install it. 
 
When you are ready to purchase Web Suite, contact your BillQuick Account Rep at (310) 602-4020. 
After purchasing your product licenses, follow the instructions below. 
 

 

Licensing and Registration  
 

1. After purchasing Web Suite, open it. If you received a message that your trial period has expired, 
you will see a link to License and Register. 

2. Else, select Company from the Settings tab.  
3. On the Company screen click ôClick here to License and Registeréõ 

 

 
 

4. Enter or check your Company Name. It should be exactly the same (spelling, capitalization, 
punctuation) as the license and registration email you received from BQE Software.  

5. Enter the keys or cut - paste them from the email. 
6. Click Save and then Validate.  
7. If no message displays, click Return to exit. 

 
Web Suite is now ready to use. Work with the BillQuick Supervisor to ensure data and company 
procedures are ready for the rest of the company.  
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Web Suite Basics 
 
 
This section focuses on the basics of the Web Suite environment. It covers:  

 
 Starting-up Web Suite 
 Logging into Web Suite 
 Navigating Web Suite 

 
 

Start -Up 
 
If you have previously worked with Web Suite on your computer, it will automatically open the database 
that you were in the last time you used the software. You can skip to Log-in below.  
 

When you start Web Suite for the first time, it prompts you with some database options (See Web Suite 
Database above). Once you have successfully created a company database and security is turned on, you 
will be prompted for a login. 
 
 

Log-in 
 
To open Web Suite, start Internet Explorer (or another supported browser),  then type the URL for 
your web site, for example, http://www.mydomain.com/WS2010/default.aspx, where ômydomain.comõ 
is your web site domain name. Alternatively, you may use the IP address (local host or computer name) 
of the server, for example 
 

http://192.168.1.45/WS2010/default.aspx  
or 

http://computername/WS2010/default.aspx  
or 

http://localhost/WS2010/default.aspx  
or 

http://127.0.0.1/WS2010/default.aspx 
 
When security is turned on, Web Suite requires a User 
ID and Password for you to log in. Your BillQuick 
supervisor or administrator will provide you with an ID 
and password. For now, use these defaults: 
 
 
 
After logging in, the Web Suite screen appears.  
 

User ID: supervisor 

Password: supervisor 

http://www.mydomain.com/WS2009/default.aspx
http://192.168.1.45/WS2009/default.aspx
http://computername/WS2009/default.aspx
http://localhost/WS2009/default.aspx
http://127.0.0.1/WS2010/default.aspx
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Navigation  
 
After logging in to Web Suite, you can access various functions and features of the application using the 
navigation options provided. There are actually two ways to navigate and use the application: 
  

Navigation Bar  
 
Web Suite displays a navigation bar at the top that represents a major function of the application. Clicking 
each icon on the navigation bar displays tabbed screens grouping related or similar functions. E.g., 

Clicking  on the navigation bar displays a group of tabbed screens like Simple Time Card, Timer, 
Expense Log, Reviewer, etc. You can click on each tab to view or enter data in each screen. 
 

 
 

Dashboard 
 
The Home page of Web Suite displays a dashboard with useful user-based information and links. You can 
access Quick Links to the frequently used features like Sheet View, Reports, User Preferences, etc; Help 
and other resources like Blog, website, etc; How To links and index-based Search; Workflow section 
with quick account summaries, submission alerts, reminders and messages received.   
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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 Web Suite.  
 
 

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

1. After creating or selecting the database, the Company screen opens automatically (if it 
does not, click Settings on the navigation bar and select the Company tab). 
 

 
 

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

3. When finished, click Save and then Close to exit. 
 
Your company information is now saved in the database. Letõs look at the employee profile.  
 



Master Information  

 

Web Suite Getting Started Guide 20 10.2                                                                                                                                      Page 17 

Employee Information  
 
Employee screen represents a profile of a person working in a company on various activities and projects. 
This screen lets you add and edit employee-related data. Employee information prints on reports and 
invoices. Also, each employee has a default bill rate and cost rate that can be used when recording time 
entries or preparing budgets. 
 
To create an employee profile: 
 

1. Click Lists on the navigation bar and choose the Employee tab. 
2. On the Employee page, you can view the list of existing employee records in the Web 

Suite database. 
 

 
 

3. Click New to open the Employee screen in a detail view where you can enter 
information for a new employee.  

4. The cursor will default to the Employee ID field on the General tab. Enter the Employee 
ID using numbers, letters or a combination of both (up to 65 characters).  
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5. Enter other relevant and required data such as First/Last Name, address details, etc. 
Press the Tab key to move from field to field or click on the next field.  

6. Now, click on the Rates tab. In the Hourly Rate section, enter the default Bill Rate and 
Cost Rate (Pay Rate x Over Head Multiplier) for the employee. 

7. If desired, enter information on the other tabs as well. 
8. When you are done, click Save and then Return to exit. 

 

 Similarly, you can create a vendor or sub-contractor profile in the Vendor 
screen. 

 
   

Client Information  

 
The Client screen lets you maintain customer profiles, billing addresses and contacts per client. It also 
provides detailed information about client accounts, invoices and payments. 
 
To create a client profile: 
 

1. Click Lists on the navigation bar and choose the Client tab. 
2. On the Client page, you can view the list of existing client records in the Web Suite 

database. 
3. Click New to open the Client screen in the detail view where you can enter information 

for a new client. 
 
























