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Introduction

Introduction

Welcome taWeb SuitdromBQE Software, Ind

Web Suitds aweb-basedtime tracking, project management antlibg softwareMany professionals
andconsultants spend most of their time out of officat a client's site, satellite office or at home.
Usually employees or consultambn-the-move submit their timeandexpense by mail, fax or email. At
the receivingend, 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 usersia the Internet

With Web Suite, you eaaccess almost all the features and functions of BillQuick via Internet on a PC,
laptop or webenabledPDAs 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 thisVeb 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/ep of
Suite focusing on its installation, activation, registration, basic and main faliitisisuch as master
informationand flow of data througiut the programtime and expense tracking, billingroject
management and reporting.

Thus, this Guide enables you to quickly educate yourself on how to run andwWigizSuiteeffectively
andefficiently. It also explains some troubleshooting issues at the end, highlighting your most often
encountered problems or queries.

@

=~ Web SuiteGetting Started Guide is not a complete training solution. It is a
guided tour designed to set up afainiliaize you withWeb Suite. After
completing the guide, we recommend that you explore \itieb Suite Help.

In particular, check out the How Do | help item%u can also purchase the
detaibd Web Suié Reference Guid2010 Based oryour preferred learning

style and available time, you can choadélearningor guided learningGuided
learning utilizes rokdased and custom training cours€seck out
www.bge.com/Serviéasmore

Web Suite Getting Started Guide 20 10.2 Page?2


http://www.bqe.com/Store.asp?link_src=header
http://www.bqe.com/Services.asp?pageId=Training

Installation

System Reqguirements

For successful installation and implementation of Yeip Suitesoftware, be sure your computer
systems meet or exceed the requirements mentioned below.

Server Requirements

Hardwar e Requirements

e 2 GHz Intel Pentium IV or faster

e 1GB RAM or more (2 GB recommended)

e At least 300 MB of free hard disk space required

e CD-ROM drive for installation from a CWeb Suite can also be downloaded from

www.bge.com)

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

Software Requirements
Operating System Requirements

¢ Windows Server 2008

e Windows Server 2003

e WindowsVista Business dater

e Windows XP Professional (SP1/SP2)

Other System Requirements
e Microsoft .NET Framework 2.0
¢ Internet Information Server 5.0 (¢ater) (see Special Note bejow

e MDAC 2.7 (or higher)
e SQL Server 7.0 or higher (when using Web Suitergrise Version)
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Installation

Client/Workstation Requirements

Hardware Requirements

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

Software Requirements

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

2.0 orlater

» 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

anAutomatic Updateoption.

» 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 yousserver.After installing IIS (Control PanBrograms), select the
durn Windows features on or d@fink. In the list will be Internet Information

ServicesCheckrelevantoptions.

=

J Windows Features l&

=Q ]

T

%rn Windows features on or off

To turn a feature on, select its gaeck box, To turn a feature off, clear its
check box, A filled box means tA4t anly part of the feature iz turned on,

Internet Infarmation Services

FTP Publishing Service

= ¥

7

Wieb Managerment Toals
V I3 6 banagement Compatibility
v IS Management Cansole
v IS Management Scripts and Toals
v IS Management Service

1]
H B E E

— IS

3=

Weorld Wide Web Services

Application Development Features

Common Hitp Features

Health and Diagnostics

Performance Features

Security
Basic Authentication |
Client Certificate Mapping Authentication
Digest Authentication
IS Client Certificate Mapping Authentication
IP Security

v Request Filtering
URL Authorization
[l?‘ Wifindows Authentication ]

m

0]:4 ] | Cancel
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Installation

Installation

Basic starup procedures for Web Suite involve thesy lsteps fee below for details

Install Web Suite on your server
Create a company file

Activate Web Suite

Log into Web Suite

PR

Web Suite is installed on your web server. Remote users adéeisSuite via the Internethe

procedure is safe and can bdigeon a secured serve@ptionally, irhouse users can access Web Suite

via a local or wide area network when properly configured.

Web Suite Installation

Web Suite has two main componeida Public Web Site and an Admin Web Site. Both of them are

installed by the Web Suitetup program on your IIS Web Server runnignpatible server software.

To install Web Suite you must be |l ogged
Microsoft Internet Information Server. Your IIS web server shbal properly configured toun
ASP.NET 2.0 web applicatiorSgeTroubleshootingbelow.

on

You can install Web Suite from a purchased DWou prefer to download a copy @eb Suite go to

http://www.bge.com/ProductOverview.asp?prodld=WS

» The downloaded copy dlVeb Suites in a Zip archive. You will need a Zip
archiving or extraction prograntf you have Windows XP or Vista, an extraction
utility is built into Windows Explorer.

Followthe steps below to install Web Suite on your server.

1. After downloading and extracting Web Sut#l0from the archivenavigate to the
folder where you placed the extracted files. Doubliekon WS20105etup.exe

2. When theBillQuickWeb Suite2010InstallShield Wizardppearsreadthe information
andfollow theinstructions on each windavDnce the installation beginspeogressbar
displays.

3. When the Finished screen appears, click Finish.

4. After installation is completéhe Admin Optiondialogdisplas.If the dialogdoes not
display, manually opeéhe Admin Optiondialog welpage.

5. Open Internet Explorer or another supported browsédiype the URL (addressf your
web site http://www.MyDomaincom/W2010default.aspx
where MyDomain.coris your web site domain namalternatively, you may use the IP
addresslpcal hostor computer name) of the servesay
http://192.168.1.45/W&)10defaul.aspxor

Web Suite Getting Started Guide 20 10.2
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Installation

http://computername/W3010default.aspxor
http://localhost/W3010default.aspor
http://127.0.0.1/WS2010/default.aspx

b o By default, Web Suite is configured as a Virtual Directory (Application)
under the Default Web Sitéf you prefer it to another web siter if correct
permissiongare not assignedseeTroubleshootiniylanually Configure.llS
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Start -Up

Start -Up

In order to getWeb Suitento the running mode please follow the steps beldwthis pointWeb Suite
should already be installed on your PC.

Web Suite Database

WhenWeb Suiteopens forthe first time, itprompts you withthed Wh at woul d diatog. | i ke
You caropen an existingompany filer create a new onén Web Suite or BillQuick. If théatabase

createdin BillQuick already exists, you capen it withWeb SuiteYou can penor create adatabase

from/on the same drive as where your Web Suite application or IS is installed.

When creating a new company database, you can also select the type of database you want to use,
Stamard (Microsoft Acces®)r SQL (Microsoft SQEXxpres or SQLSener). Your options depend on

which edition of Web Suite you purchase: Basic, Pro or Enterpiise¢he database type you select,
follow the instructions below

Standard Database

To create a new company database:

1. From the AdminOptions dalog(Login page)sekct &reate a NewCompany Filé
option.

Help
) Open an Existing Company File

@ Create a New Company File

_) Open a Sample Company File

Use _
@ Standard SQL

[ Cancel [ ! OK }

2. Select theStandarddatabase typand click OKThe Standard database used by BillQuick
and Web Suite is the Microsoft Accés¥ETdatabase
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Start -Up

3. Navigate to the folder where you want to store your compaayathaself you are in a
network environmentthis should be a shared folder with correct permissicee
Special Note d MS AccesdDatabase Folder Permissiondelovy.

Create a new database © Help

Please enter your company name and data file name. By default your data file will be created in BillQuickData
folder on the same drive as your web site.
Example: C:\BillQuickData\2010\MyCompany. mdb

Company Name: | XYZ Consulting Corporation

Data File Name: | C:\BillQuickData\2010\XYZ Consulting Data mdb |2

Folder for attachments: | C:\BillQuickData\2010\FileAttachment\ E:Y
Log File Location: | C:\Program Files\BillQuick Web Suite\Web Suite 2010\public\ s
[¥] automatically log actions to a log file

I Cancel I [ Create I

4. Enter aCompany Name and provide location for your data file, attachments folder and
log file.
5. Click Create

b ol you do not specify the pafior your companydatabaseWeb Suite
creates itundera defaultlocation:X:\BillQuickDat&2010
where X: is the physical drive lett where IIS is installed.

» For security reasons, it &rongly recommended that you keep your
databaseutside the Inetpub foldett is best to keep your company database
behind a firewall.
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Special Note
MS AccesBatabasd-older Permissions

Explore to the folder where the BillQuick database is located. Dependi
upon your web server operating system, you will need to enable sharir
or assigrthe proper permissions. If yo@ompany database not on tke

samecomputer asyour website, you may need to use impersonation.

Operating System Permissions

Windows XP Professional Enable full sharing or Enable full permission

(SP1/SP2) ASPNET Account

Windows Server 2003 Enable full permission SETWORK SERVICE

(SPIR1/R2 Account

Windows Server 2008 Enable full permission to NETWORK SERVI
Account

Windows Vista Business/ Enable full permission to NETWORK SERVI

Ultimate/Enterprise Account

Windows 7Business/ Enable full permission SETWORK SERVICE

Ultimate/Enterprise Account

How you set the permissions dependsymur operatingsystemversion.
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

SQL Expressand SQL Database

The instructiongjivenbelow apply when you want to create a compdifgyusingMicrosoft SQL Express
(2005 or 2008), or SQL Servdatabase.

1. From the Admin Options dialdd.ogin page)select@Create a New Company Fibe
2. Select the SQL databasption and click OK

Help
") Open an Existing Company File

@ Create a New Company File

) Open a Sample Company File

Use
Standard @sSQL

| Cancel ‘ | oK |
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Start -Up

3. Make sure your Web Server is able to connect to your SQL ExpreS®@biServer
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/82742p

Create a new database @ Help

Please enter SQL Server Name, database name and SQL Server system administrator’s User ID and Password.

Company Name: | XYZ Consulting Corporation

Data File Name: | XYZ Consulting Corporation

Use SQL Server
Server Name: |BQSQLSERVER
[T use windows Authentication

SQL Server User ID: | sa

SQL Server Password: | es |

Folder for attachments: | C:\BillQuickData\2010\FileAttachment\ %;.

Log File Location: | C:\Program Files\BillQuick Web Suite\Web Suite 2010%publich £
[¥] automatically log actions to a log file

Cancel I I Create

4. Enter the following:

¢ You Data File Namand G@mpanyName

e SQL ServeName, its IP addreser aSQL Server Nampreceded by a with an
Instance Name

e SQLServerUser ID(System Administratgr

e SQLServerPasswordSystem Administratr

e Location ofattachmentdolder and log file

» You can spegifany SQL Server account or use Windows Authentication as
longas youhave proper permissions to creadmew database oyour SQL
Server account

5. Click Create.

If you have upgraded from a previous version of Web Suite and have an existing dataafiteaiptaito
open it here. You are provided with the optibm migrateyour previoussettinggo the current version.

Web Suite Getting Started Guide 20 10.2 Page 10


http://support.microsoft.com/kb/827422

Start -Up
To openan existingompanydatabase
1. From the Admin Options dialo@-ogin @ge) select@®penan ExistingCompanyfFiled

What would you like to do? @ Help

@ Dpen an Existing Company File
) Create a New Company File

) Open a Sample Company File

Use _ _
@ standard @ sqQL

[ Cancel ] [ OK

2. Selecthe Standarar SQL database typend click OK
3. If you select Standard, use the browse option to point to ywaimpanydatabas€.mdb).

Also, povidethe location for yourattachments folder and log file
Open an existing database © Help
Please enter full path of your BillQuick 2010 data file.

Example: C:\BillQuickData\2010\MyCompany.mdb

Data File Mame: | C:\BillQuickData\2010\Sample_Datafile2010.mdb

Folder for attachments: | C:\BillQuickData\2010\FileAttachment\
C:\Program Files\BillQuick Web Suite\Web Suite 2010\public\

BB m

Log File Location:
Automatically log actions to a log file
[¥] migrate global, user and filter settings from previous version.

Cancel ] [ Open
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Start -Up

If you use SQL Express 8QL Server for your company database, make sure Wl
Serverconnects to theSsQL Express or@L Server databasé&o to step 4.

Open an existing database © Help

Please enter your SQL Server name, database name and login credentials. By default BillQuick 2010 SQL Server
User ID is BillQuickSQL and Password is admin

Data File Mame:

Server Name:

S0L Server User ID:
SQL Server Password:
Folder for attachments:

Log File Location:

Enter the following:

BQ2010DBSAL

Use SQL Server
BQSALSERVER
[Cuse windows Authentication

BillQuick

C\BillQuickData\2010'\FileAttachment\ E=Y

C:\Program Files\BillQuick Web Suite\Web Suite 2010\public E:
[¥] Automatically log actions to a log file

[¥] Migrate global, user and filter settings from previous version.

Cancel I I Open

e YourData File Name

e SQL ServeName, its IP address, or a SQL Server Name preceded by a

with an Instance Name
e SQLServerUser ID(System Administratdr
e SQL Server Password (System Administrator)
e Location of attachments folder and log file
4. Check the option tacopy your previousv e r s globah setingdilter settings and
assigned Web usets the current version.

5. ClickOpen.

» Youcanlink files toemployee project, client, time, expenseand other
recordsin Web SuiteThose files get uploadeth to the serer location that is
specified n Foller forGattachments f. In easeatbne is specifiedhe
defaultis X:\BillQuickDat&2010FileAttachment.

Web Suite Getting Started Guide 20 10.2
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Product Activation

Once you have created your company database, you can activate your pk@icEuie is activated by
entering the license and registration keys provided by BQE Software. You may activate Web Suite
immediately after installingat after working witha trial copy You can evaluate Web Suite for 30 days
with full functionalityno need foan evaluation KeyAfter the evaluation periotd over you must
purchase a fullodtware license and install it.

When you are ready to purcha®¥éeb Suite contact your BillQuick Account Rep at (310) €020.
After purchasingour productlicenses,dllow the instructiondelow.

Licensing and Registration

1. After purchasingVeb Suiteopenit. If you received a message that your trial period has expired,
you will see a linto License and Register.

2. Else, slectCompanyfrom the Settingsab.

3. Onthe Company screeglick@lickheet o Li cense 6and Regi ster e

© Help © validate IEI Save & Return

Please enter your license and registration keys.

Company Name: | XYZ Consulting Corporation

License Keys: |3YHT-7YWD-9HGU-88SW

Registration Keys: |8HGJ-9GDG-9855-245L]

4. Enter or check youtCompany Namelt should be exactly the sanf@elling, capitalization,
punctuation) as thécense and registratic@mail you received from BQE Software.

5. Enter the keys ocut - paste them from the email.

6. Click Saveandthen Validate.

7. If no message displagtick Returnto exit.

Web Suite is now ready to use. Work with tBélQuick Supervisdaio 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:

e Startingup Web Suite
e Logging into Web Suite
¢ Navigating Web Suite

Start -Up

If you have previously worked with Web Suite on your computer, it will auticaigt open the database
that you were in the last time you used the software. You can sKipden below.

When you start Web Suite for the first time, it prompts you with satambas@ptions(SeeNeb Suite
Databas@boe). Once you have successfullgated a company databaaed security is turned on, you
will be prompted for a login.

Log-in

To open Web Suite, start Internet Explorer (or another supported browstgn type the URL for
your web site, for exampldttp://www.mydomain.com/WS2010/default.aspxh e mygdondain.cord
is your web site domain name. Alternatively, you may use the IP adldesshosior computer name)
of the server, for example

http://192.168.1.45/WS2010/default.aspx

http://computernan?é/WSZOlO/defauIt.aspx
http://Iocalhost/V(\)/r82010/defauIt.aspx
http://127.0.0.1/\(/)\;82010/default.aspx

When security is turned 9iWeb Suite requires ldser

ID and Passworébr you to log in Your BillQuick

supervisor or adminisator will provide you with an ID User ID
and password. For now, use these defaults: Supervisor
User ID: supervisor Password:
Passwordsupervisor [esesccsene
After logging in, the Web Suite screen appears.
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Web Suite Basics

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 uggptioaition:

Navigation Bar

Web Suite displaysravigatiorbar at the topthat represents a major function of the applicatiGlicking
each icon on the navigatidmar displaysabbed screengroupingrelated orsimilar functionstE.g.,

Clickng on the navigation batisplays group of tabbed screens like Simple Time Card, Timer,
Expense Log, Reviewer, edou can click on each tab te@w or enter data in each screen.

Simple Time Card

Dashboard

The Home page diveb Suitedisplays aashboardvith usefuluserbasednformation and links. You can
accesuick Links to the frequently used featurlise Sheet View, Reports, User Preferences, d&lp
and other resources like Blog, website, éigw To linksand indexbased Search; Workflow section
with quick account summaries, submission alerts, reminders and messages received

Dashboard 1

.A. Home [&] You have no new messages
Quick Links Quick Summary <) | Useful Resources
Sheet View select: |au ol @ HebpFile
Enter time with advanced time Time Summary Expense Summary L ‘I}‘” & Contact Support
options Bille Unbilled Billed Unbilled 1 Be
Simple Time Card Today 0.00 0.00  Today $0.00 $0.00 @ Support Downloads
Effortlessly track a week’s Weekly 0.00 0.00 Weekly $0.00 $0.00 @ Training
work for multiple projects - -
ple proj Bi-Weekly 0.00 0.00 Bi-Weekly $0.00 $0.00 BillQuick Blog
Expense Log Month 0.00 0.00 Month $0.00 $0.00
Track expense with advanced
expense options Workflow <) | Help
S'.'“Ple Expense log Submited Time, Expenses & Invoices A [Search Help... i
Simple way to track weekly i ztnbildim sl
Sxenses P Submitted Time
g P Allen Marcello » How To Links:
eports & Long Beach Harbor Terminal Bldg. 42 (15) d
Run one or more reports from P 3ohn Ramsey = Make Time Entry
the reports library ® All Over 2.0 Upgrade (g} = Make Expense Entry

P Bob Duncan =

User Preferences © Weed Wackers New System/Upgrads (1)

Tweak Web Suite settings to

= Auto-Approve Time Entries

@ Hilliard New Residence-CA (4.5) = Auto-Approve Expenses
Pl Iy bert Wodkuer = Apply Report Filters
Messages @ Crystal Blue Waters Ongoing Support (1) R
i & HUD Rio Site (2.25) = Apply Filters
Exchange messags with other st o
web Suite and BillQuick Users % Company Ovatiasd (), = Set Preferences
P Curtis James
A 8lnd Wlarkiare Maas € abama (L inarada (11 b
Reminders =)
Messages =
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Master Information

Master Information

Master information is the foundation of anyéi and billing system. This section covers the basics of
master information maintained in Web Suite

Company Information

The Canpany screen contains a pitefof your company. Information on this screen appears on reports

and invoices.

1. After creatingor selecting the database, the Company screen opens automatically (if it
does not, click Settingm the navigation bar and select the Company.tab

Click here to License and Register © Help [H save D Close
Name: | XYZ Consulting Corporation Taxes:
Main Service Tax:
Address: | 12345 This Street s
Main Expense Tax:
FY Begin Date:
City: | Anytown State: |CA 1 Ml 200 ¥E-
Zip: | 00000 Country: |ysa FY End Date:
12 |31 [¥l[2010 B~
Phone: 3105551212 Fax: 3105552121
Email:  |admin@xyzconsulting.com Closing Date:
12 ¥[[31 ¥[2009 ¥ B~
Web: |www.xyz.com
Tax ID: 011234567 Employer ID: | 017654321
Custom 1: | Enter custom data here
Custom 2: Custom 3:
Custom 4: Custom 5:
Message On Thank you for your business!

Invoice :

Apply

2. Enter your companilame,Address, and all other relevant contact information in the

appropriate fields

3. When finished, clicBaveand thenClose to exit

Your

company information is now saved in the

Web Suite Getting Started Guide 20 10.2 Page 16
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Employee Information

Employee screen represents a profile of a person working in a comparayions activies andprojects.
This screen lets you add and edit employelated data. Employee information prints on reports and
invoices. Also, each employee has a default bill rate and cost ratautiet used when recording time
entries or preparing budgets.

To create an employee profile:

1. Click Lists on the navigation bar arfasethe Employeetab.
2. On the Employee page, yourcaiewthe list of existingemployee recordsn the Web
Suite database

Employee
~
» Employee 5] You have no new messages
# Rows: [15 ¥ [ show Active © Help B print @ New D Return
Employee ID: Department Last Name First Name Title Edit  Delete
AM T Marcello Allen System Administrator ®
BD Design Duncan Bob Draftsman
>
BW Marketing Woolmer Bert Director %
; = o 2 >
Design James Curtis Senior Engineer
JA Adminsitration Arlington Jennifer
. s » %
MK Rendering Kerns Mark Jr. Architect ®
RC Design Curtis Richard Senior Engineerr
s — —
—— . [;—;‘/_ " FM ~ ,:.»‘—/

3. ClickNew to openthe Employeescreenin a detail viewvhere you carenter
informationfor anew employee.

4. Thecursor will default to the Employee ID fiedth the General takEnter the Employee
ID usingnumbers, letters or a combination of boflp to 65 charactens
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Master Information

5. Enter otherrelevant and required datuch as First/Last Name, address detalils, etc
Press the Tab key to move from field to field or click on the next field.

6. Now, click on the Ratetab. In the Hourly Rateection enter the default Bill Rate and

Cost Rate (Pay Rate x Ovdead Multiplier) dér the employee.

If desired, enter information on the other tabs as well.

When youare done clickSaveand then Returnto exit.

© N

b o Similarly, you can create a vendaworsub-contractor profile in the Vendor
screen.

Client Information

The Client screp lets youmaintain customer profilegjlling 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 arbosethe Clienttab.
2. On the Client page, you can view the list of existing client records in the Web Suite

database.
3. ClickNew to open the Clientscreenin the detail view whergou can enterinformation

for anewclient
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