Timedlips Shortcut Keys

Timeslips provides many ways to access commands and dialog boxes. These shortcut keys are available in specific areas of Timedlips. To access acommand, press the key or keys indicated.

For example, press Ctrl+N to create a new record. This means that you press and hold the Ctrl key, and then pressthe N key.

Slip List dialog box

NEW SIIP .. Ctrl+N
Duplicate Slip......cocveviiriiieiicic e Shift+Ctrl+D
OPEN SHIP et Ctrl+O
FINA SHP .o Ctrl+Shift+F
GO O SlIP et Ctrl+Shift+G
Bookmark slip.............. ...Ctrl+Shift+K

Start/stop time on slip.. F5, Ctrl+Shift+T
Print list of SIPS .....ooviiiiiii Ctrl+P
Update Slip lSt.......eeeiiiiieiiiieiee e Ctrl+Shift+L
Delete selected Slip .......ccoovveeriiiieiiieeeee e Ctrl+Del
Slip Entry dialog box

NEW SIIP .. Ctrl+N
Duplicate Slip......cccooveevivreeiiieeennen. .. Ctrl+Shift+D
Clone field from the previous slip ...........cccoceeenee. Ctrl+Shift+C
Clone the rest of the fields............ccccceiiiiiinnne Ctrl+Shift+E
Add/remove bookmark .............ccoceniiiiiiinin, Ctrl+Shift+K
Use default rate..........ccocveviiiiiiiiiicciec e Ctrl+Shift+L
Update rate rule..... .. Ctrl+Shift+U

Switch to slip list.......... ... Ctrl+L
Revert changes on Slip......ccccovvveriiiieeiiiee e Esc
SAVE SlIP .t Ctrl+S
[T ] 1] o RSN Ctrl+Shift+F
GO O SlP vt Ctrl+Shift+G
MoVve tO first SHP ...eeeeeeiee e Ctrl+PgUp
Move t0 Previous Slip.......coovveeicieeciiie e PgUp
MoVE t0 NEXE SIIP ..ooovveiiiiiiic PgDn
MoVve t0 1aSt SIP......eeeeiiiieiiiie e Ctrl+PgDn
Date fields

Same as Previous date.........ceeeieeeeriieeieiiiee e S
TOOAY .ttt T
Previous day. ... <, +, Down
NEXE AAY ...ttt > -, Up
CaleNdAr.......oiiieieie e C

Transaction List dialog boxes

NEW tranSaCtioN.........coovuviriiieeeiiiieiee e e s ee e e siaeeees Ctrl+N
OPEN tranNSACION .......ccveiiiiiiieiieri e Ctrl+O
Find transaction............ccccvvveeeeeieiiiiieee e Ctrl+Shift+F
GO tO tranNSaACION ....vvveveeeiiiiieee e Ctrl+Shift+G
Print list of transactions ............ccccveeeeeeiiiiiiieeee e Ctrl+P
Update transaction list............. ... Ctrl+Shift+L
Delete selected transaction ...........cccceeeeveviviieeeeeeiinnns Ctrl+Del

Transaction Entry dialog boxes
(ex: the Accounts Receivable Entry dialog box)

NEW tranSaCtioN..........ccevurieeiiiee e Ctrl+N
Switch to transaction list...........cccocveiiiiieiiiiie e, Ctrl+L
ReVvert tranSaction ............ccooeeeiiiiiiiieeneee e Esc
SaVEe traNSACHON. ......cveee e Ctrl+S
Find transaction.... ....Ctrl+Shift+F
Go to transaction........ ... Ctrl+Shift+G
Move to first transaction .............c.ccevveerieeriniceenn Ctrl+PgUp
Move to previous transaction ............ccceeevveeeiiieeeniiieeens PgUp
Move to Next tranSaction ...........cccveevveeeesieeeeiieeesieeens PgDn
Move to last transaction .............ccccvevveviiiniiennenns Ctrl+PgDn
Report List dialog box

[N T= T =T oo o SR Ctrl+N
OPEN FEPOIT ...ttt ettt ettt Ctrl+O
PNt FEPOIT.....ooiiiiei e Ctrl+P

...Ctrl+Shift+F
.. Shift+F6

Acquire filters from other windows
Move to previous page of reports..

Next to next page of reports ........cccceeveeveerieennieee e F6
Delete selected report............. .Ctrl+Del
Report Entry dialog box

[N L= =T o o] o SRR Ctrl+N
Print report... Ctrl+P
SWitch to report liSt........oooveiiiiiieiie e Ctrl+L
Acquire filters from other windows ...............c...... Ctrl+Shift+F
SAVE MEPOM....eiiiiiiii ittt e Ctrl+S
REVEI FEPOM ... Esc

Name List dialog boxes
(ex: Client List dialog box)

NEW NAME ...ttt Ctrl+N
Open name.............. ...Enter, Ctrl+O
Sort by Nickname 1.... .Shift+Ctrl+1
Sort by Nickname 2..........ccooeiiiiiniieeiee e Shift+Ctrl+2
Delete NAME .......eeeiiiiieiiiee e Ctrl+Del

Name Information dialog boxes
(ex: Client Information dialog box)

NAME TIST .. Ctrl+L
New name ..... ... Ctrl+N
REVEI ChanNgEs .......c.uveeiiiie et Esc
Move to previous page of info Shift+F6
Move to next page of iNfO ........covivieiiiiiiiieec, F6
SAVE NAME ..ot Ctrl+S
Move to first name ........cccoecieiiiiicic e Ctrl+PgUp
MOVE tO PrevioUS NAME ......cccveieiiieeeiiiee e eieee e PgUp
Move to next name

Move to 1ast NAME ........coovvviiieriieicic e

Name fields on slips

NEW NAME ..ot Ctrl+Shift+N
Open name....... Ctrl+Shift+O
Show nickname 1. .Ctrl+Shift+1
Show nickname 2..........ccccevieiiiiiiicnee e Ctrl+Shift+2
Switch to task (from Expense field) ...........cccc...... Ctrl+Shift+3
Switch to expense (from Task field)...................... Ctrl+Shift+4
Description and notes fields

Select entire contents of field ...........cccoceeeiiiiiniiinnns Ctrl+A
Copy selected text to clipboard ...........ccccveeveiveeiienens Ctrl+C
Delete selected text and place in clipboard................... Ctrl+X
Paste text from clipboard...........cccooeiiiiiiii Ctrl+V
Delete the selected text.........ccooerirniieiiieniiiniienee Ctrl+Del
Revert the last entry ............ ....CtrlI+Z
Spell check the current Word ...........cccoociiieiiiiieniiee e F4
Spell check the entire field...... Shift+F4
Grammar check the entire field ............ccccceniinennn. Shift+F5
Open list of abbreviations.............ccceeecieeeiiiee e Ctrl+F7

Insert private text iNdiCator ...........cccceevceveeiiieeciiee e Alt+Ins



Timedlips Shortcut Keys

Timeslips provides many ways to access commands and dialog boxes. These shortcut keys are available in specific areas of Timeslips. To access the command, pressthe key or keysindicated.
For example, press Ctrl+N to create a new record. This means that you press and hold the Ctrl key, and then pressthe N key.

Accessing Billing Commands

Open Billing Assistant ...........ccccoveienieinieniiennnns Ctrl+Shift+B
Update Billing Assistant data............ccccoeeeveeeninnen. Ctrl+Shift+L
Generate bills (outside Billing Assistant) ............cc.c...... Ctrl+B
Approve or clear a group of bills.............ccccoeveee Ctrl+Shift+A
Client billing NiStOrY ..........cooiiiiiiiiiieeeeee e Ctrl+H
Timekeeper billing history.........c.cccoceveiniiiienne. Ctrl+Shift+H
Accessing Lists of Data

Slip list (time and expense entries) .........c.cccocveeveerneene Ctrl+M
Accounts receivable transaction list .................cccceee. Ctrl+T
Client funds transaction list ...........ccccceeeviiiiniiciieen, Ctrl+F

The following buttons are available on the main Sage
Timedlipstoolbar. Y ou can chooseto show or hidethis
toolbar in the Interface page of the Personal
Preferences dialog box.

Pressing the Shift key clicking a List toolbar buttonis
ashortcut to open the associated data entry dialog box.
For example, Shift+clicking the Client List toolbar
button opens the Client Information dialog box.

Client List

M | Hickname 1 Hickname
ABC 98-10011 ABC Corporation
I "
o New Cerken Bishop & Gons
= Open Crl+0 Eaily Bird Inc.
Close Ctri+Del E astern Associates

Howsard Brothers

Hickerson Boat ard

Morth Lake Consuling

Maorth Lake Consulting

Pierce Oceanics

Sargent & Sargent Engineering
Seacoast Marine Corporation

Record Count...
=% Change Classificatian. ..

Shift+Cerl+1
shift+Crrl+2

v Mickname 1
Mickname 2

Shift+Crl+M
Shift-+CerH-A

v Al Clients

Accessing Lists of Names

TimeKeeper liSt ..o Ctrl+U
ClENE TS ...ceieie e s Ctrl+l
Client reference list.. ... Ctrl+Shift+R
TASK ISt Ctrl+Y
EXPENSe liSt......cueiiiiiiiiiiiic e Ctrl+Shift+Y
BUAQELS liSt...ece et Ctrl+G

Timeslips Main Toolbar

Dial the Phone Client List

Cut Paste Time Sheet
r r ’7 Entry

Timekeeper List

Other Common Commands

Show NaVIgator ..........cccerviiiiiiiieiii e Ctrl+F10
Close all dialogs, except the Navigator ............cccceeenee Ctrl+W
Stop all timers for the current 10gin...........cccceeiieiennes Ctrl+F5
Stop all timers in the current database ..............cccce... Alt+F5
Show summary of slip €ntry ........ccocvevieiiiiniiiccc e, F9
Switch to Mini SIp VIEeW........coccoiiiiiiiiiceieeee Ctrl+Shift+M
REPOI LISt ... Ctrl+R
Dial the phone ..o Ctrl+D

Create a Report

Expense
’7 List

|7Navigator

PR -0 wR D R RH AL GODE-G

Copy J New J Jslip List J
Outlook Link

Accounts Receivable List

Task ListJ

Client Funds List

Timedips Shortcut Menus

Shortcut menus are available on any field within Sage Timedlips.
Right-click on any field to open a menu of available commands
specific to that field. Right-click on any area between fields to
open amenu of available commands for the current dialog box.

Shortcut menus display common commands and include their
keystroke combinations and toolbar buttons, when available.

J Calendar J
Billing Assistant.

Help
Reports List
Date Entry @
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24 25 27 28 29 20

1 2 TA L A 1
1 8 9 10 Previous Menth Pglp
» = Next Month PgDn
X% 1 I Previous Year  Ctrl+Pglp
—_ MNext Vear Ctrl+PgDn
First of Month Home
Last of Month End
I — First of Year Ctrl+Home
oK [_ Last of Vear Ctrl+ Erid
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License agreement

You can review the license agreement at any time. Within Sage Timeslips, select Help;About Sage Timeslips.
A link on this page will open the license agreement.

Copyright
© 2014 Sage Software, Inc. All rights reserved.

Portions of Sage Timeslips, Sage Timeslips Import, Mini Sage Timeslips, Navigator Editor, Procedure Editor,
Station Administrator, related products and services, and associated documentation were created by third
parties and are hereby acknowledged.

Trademarks

Sage, the Sage logos, and the Sage product and service names mentioned herein are registered trademarks or
trademarks of Sage Software, Inc. or its affiliated entities.

Business Objects®, the Business Objects logo, and Crystal Reports® are trademarks or registered trademarks
of Business Objects Software Ltd., an SAP company, in the United States and in other countries.

Microsoft, Windows, Windows Vista, the Windows logo, Excel, and Outlook are trademarks or registered
trademarks of Microsoft Corporation in the United States and/or other countries.

Pentium is a trademark of Intel Corporation in the United States and/or other countries. AMD is a registered
trademark of Advanced Micro Devices, Inc.

QuickBooks is a trademark and service mark of Intuit Inc., registered in the United States and other
countries.

All other trademarks are the property of their respective owners.

Technical support

Consult the Help system found in Sage Timeslips under the Help menu, or our web site at
http://na.sage.com/us/sage-timeslips before contacting us for technical support.


http://na.sage.com/us/sage-timeslips
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* Introduction to Sage Timeslips ¢

Overview

Welcome to Sage Timeslips, one of the best-selling time and billing programs for the past 20
years! This chapter will introduce you the program, describe the basic concepts of time and
billing, and summarize what you will find in the remainder of this user’s guide and in the online
Help system.

This is not a comprehensive user’s manual. It is a guide to help you install Sage Timeslips and
set it up for your business. It also provides an overview of the main features.

Installing Sage Timeslips

In Chapter 2, “Installing Sage Timeslips”, we provide detailed instructions for installing
Timeslips as a new product. This chapter also includes instructions for installing other Sage
Timeslips add-ons.

Using online Help

The online Help system contains complete information about every feature in Timeslips, from
general overviews to step-by-step procedures to context-sensitive help for each dialog box.

Timeslips also includes interactive guides to illustrate some features and assist new users in
learning the program. See Chapter 3, “Using Online Help and Guides” for a complete
explanation of these features.

Other learning resources

We offer many other resources to help you learn the basics of Sage Timeslips. These resources
include a quick start tutorial, training videos, and guides that automate features. See “Reviewing
learning resources” on page 3-2 for more information on the resources we provide.
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Understanding time billing processes

How Sage Timeslips Implements Time Billing

The following sections summarize time billing processes and describe how Timeslips
implements time billing.

Understanding time billing processes

Time and billing typically involves capturing time and expenses for each client and generating
bills for each client. You can also print and analyze reports about your practice.

i

Time and @ Practice
Expense Entries % Management

Reparts
Timeslips %
= ¢ i :
Payments

Tracking time and expenses

Primarily, you use Sage Timeslips to account accurately for your time, whether you plan to bill
for it or not. You can also track expenses, whether they are reimbursable or not. If you manage
multiple projects or matters for clients, you can record the amount of time spent and expenses
incurred for each project.

Generating bills for clients

Billing focuses on managing accounts receivable balances for your clients. This includes
generating professional-looking bills and statements; applying payments and credits to bills; and
calculating taxes, interest for overdue balances, and finance charges.

The bills that Sage Timeslips generate can include time and expense charges that are based on
an hourly rate, a flat fee, or some other billing arrangement.

Receiving payments and other transactions

After you generate bills, some clients will owe you money (their accounts receivable balance).
You can enter transactions to track the payments you receive from clients and other actions that
increase or decrease their accounts receivable balance.

Printing practice management reports

Practice management includes analyzing various elements of your business such as employees,
clients, fees, and rates. Sage Timeslips provides a wide variety of reports that evaluate the
performance, productivity, and profitability of your business.
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Types of Information Entered in Sage Timeslips

You can
Q customize the
terms used to
Note jdentify
names throughout
Timeslips. For example,
you can replace the

default term timekeeper
with attorney.
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When tracking time and expenses and generating bills for clients, there are several types of
information that you will use in Timeslips. Timeslips stores this information in your database.
Timekeepers, clients, tasks, and expenses
Timeslips uses many types of names to help track your time and billing information:

* A timekeeper is the person whose time is spent working for the client.

+ A client is the person, organization, or project being charged for the work being
performed by timekeepers at your firm.

+  Tasks are time-based services rendered to the client. They are typically billed at an
hourly rate.

+  Expenses are costs incurred on behalf of the client or items purchased for the client.
They are typically measured by quantity and price.

For more information on names, see Chapter 7, “Entering Names”.

Time and expense slips
A slip is a record of an event that you can bill to a client. There are two types of slips:

+ A time slip is a dated record that describes a specific task-based charge. You typically
calculate the amount of a time slip by multiplying the time spent and the billing rate.

+ An expense slip is a dated record that describes a specific expense-based charge. You
typically calculate the amount of an expense slip by multiplying the number of items
and the price per item.

Each slip also tracks a timekeeper, client, activity, date, and optionally, a detailed description
associated with the event.

For more information on entering slips, see Chapter 8, “Tracking Time and Expenses”.

Accounts receivable transactions

Timeslips maintains an accounts receivable balance (the balance due) for each client. You can
use accounts receivable transactions to describe changes to a client’s accounts receivable
balance.

Typically, you increase the balance due by sending a bill to the client, and you decrease the
balance due by receiving a payment.

For more information on accounts receivable transactions, see “Entering Accounts Receivable
Transactions” on page 9-3.

Client funds transactions

Timeslips can optionally maintain client funds balances (such as retainers or trust fund
accounts) for each client. You can use client funds transactions to describe changes to the client
funds balance.

Typically, you increase the client funds balance with a payment or deposit to the account, and
you decrease the client funds balance by withdrawing funds to pay the account receivable
balance.

For more information on client funds transactions, see “Entering Client Funds Transactions” on
page 9-11.
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Client history and timekeeper history

Asyouapprove bills, Timeslips keeps monthly records detailing the billing totals associated with
each client and timekeeper.

For more information, see “Maintaining timekeeper history” on page 7-8 and “Maintaining
client history” on page 7-13.

Programs Installed with Sage Timeslips

Many firms will use only the main Sage Timeslips program to track time and expenses, and print
reports and bills. Timeslips also includes several supporting programs.

This section provides a brief description of each program available with Timeslips. For more
information on any of these programs, refer to the online Help included with each program.

Sage Timeslips

Sage Timeslips is the main application that you will use to enter names; track time and expenses;
print bills, statements, and reports; and track accounts receivable balances and client funds
balances. You can also use Sage Timeslips to customize database settings and set up preferences
for each timekeeper.

Mini Timeslips

In firms with multiple timekeepers, you may have several timekeepers using Sage Timeslips.
Some of your timekeepers may not need to access all available features. Mini Timeslips provides
a compact, simpler version of Sage Timeslips. Mini Timeslips users are able to enter slips and
print some reports, but these users cannot generate bills or track balances.

TimeCapture

TimeCapture is a smaller, complementary application that runs in your workstation’s system
tray. TimeCapture can automatically track the time you spend in other applications. When you
are ready to print reports or bills, you can transfer the time entries to Sage Timeslips.

See “Entering Time Using TimeCapture” on page 8-13 for more information.

Timeslips Import

You can use Sage Timeslips Import (TSImport) to import data from other sources for use with
Timeslips. This is useful if you are coming to Sage Timeslips from another time and billing
system, if you are using hardware devices such as expense capturing systems, or if you want to
use data from another software program with Sage Timeslips.

See “Importing data with TSImport” on page 16-16 for more information.

Navigator Editor

Navigators are menu systems that group related features to help guide you through Sage
Timeslips. With Navigator Editor, you can edit the navigators included with Sage Timeslips or
create your own new navigators. This allows you to customize the appearance and content of
your navigators to suit your business practices or specific types of employees.

See “Using Navigators” on page 4-5 for more information.

1
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Procedure Editor

Procedures can automate Sage Timeslips by running scripts or macros. Procedure Editor lets
you edit the procedures included with Sage Timeslips or create your own new procedures. Users
can play procedures individually or attach them to navigator buttons.

See “Playing Procedures” on page 4-6 for more information.

Station Administrator

In multiple-user firms, Station Administrator can help you monitor the status of each
workstation that is logged into a Timeslips database.

See “Using Station Administrator” on page 16-7 for more information.

Sage Timeslips Features

Sage Timeslips is a feature-rich application with the versatility to accommodate many different
types and sizes of businesses. Sage Timeslips provides scalability and add-on products to make
Sage Timeslips best fit your business needs.

Disabling features

There may be features that your firm will not use. Sage Timeslips allows you to disable features
you do not need, effectively removing them from the program. The result is a simplified Sage
Timeslips interface that hides commands and fields you do not use.

See “Disabling features” on page 6-11 for more information.

Purchasing add-on products

We provide add-on products that extend the Timeslips feature set. For example, you can
purchase add-ons that allow you to track time on a Palm device or that provide industry-
standard electronic billing formats. To review the current add-on products available, visit our
Web site at http://www.SageTimeslips.com.

Within the user’s guide, the add-on graphic will indicate functionality available only when using
an add-on product.

Other Reference Materials

For more info
onusing online
Help and

Note  guides, see
Chapter 3, “Using
Online Help and
Guides”
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For further information on any feature, refer to the Help system available within Sage Timeslips.
Context-sensitive Help is available for every dialog box in the program by pressing F1. Each field
within a dialog box is detailed in the Help topic for that dialog box. You can find additional Help
commands on the Help menu.

Sage Timeslips includes a number of automated guides and training videos. Guides are
interactive tours within the program, designed to help you learn by doing. Training videos show
examples of using specific features.

Sage Timeslips provides additional files in PDF Format. These PDF files offer bill samples,
reports samples, an electronic copy of this user’s guide, and an electronic copy of the upgrader’s
guide. You can access these files through the Other Documents submenu of the Help menu.
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Technical Support

Before contacting our Technical Support department, please consult this user’s guide and the
online Help system.

If you require technical support after reviewing these resources, please refer to
http://na.sage.com/sage-timeslips/Support/ or call 800-285-0999 for your support options.
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Preparing to Install

This chapter includes information about installing Sage Timeslips on a network drive and local
workstations. It also discusses installing Add-On products and linking to third-party programs.

Because installing Sage Timeslips involves some important decisions, we suggest that only your
firm’s system administrator follow the processes in this chapter. We suggest that you review this
entire chapter before attempting these installation procedures.

The following sections describe information you need before you begin installation.

Reviewing system requirements

Before upgrading Sage Timeslips, verify that your system meets the necessary hardware and
software requirements. The following table lists the minimum and recommended requirements:

System Requirements

Requirement Notes

Operating
system

Windows® 8 (excluding Windows RT), Windows® 7 Ultimate or
Professional

See Microsoft’s Web site or
documentation for additional
requirements.

Free hard disk
space

300 MB free hard disk space for installation (excluding your database)
75 MB additional for database

Additional space required for
database growth. Additional space
required for some functions, such as
when printing when printing bills to

Adobe Reader

Adobe® Reader® to review PDF files (Adobe Reader v11 is included with
the Sage Timeslips Installation)

25 MB hard disk space additionally
required.

Display/
Monitor

Display supporting 1024x768; 1024x768 or higher recommended

Peripherals

PC-compatible keyboard, mouse, and printer; printing on both sides of
paper requires duplex compatible printer

Modem if using the dialing features within Sage Timeslips.

Scanning functionality in Slip Attachments and Document Access requires
TWAIN-compatible scanner

Sound card and speakers recommended for enhanced interaction.

Microphone or headset required for Speech Recognition support

Printing on both sides of paper
requires duplex-compatible printer

Network
connectivity

If using Sage Timeslips in a multiple-user environment, a network adapter
appropriate to your type of network

Internet connection required for using Sage Timeslips web features, such as
Sage Timeslips eCenter.

Highest quality network hardware
possible.

Integration

Sending bills and statements by email requires MAPI-compliant email
program such as Microsoft Outlook®; not compatible with Outlook
Express and AOL® email

MAPI-compliant email program required for sending bills and statements
by email, or reprinting bills to email.

Microsoft Outlook 2013, 2010, or 2007 required on the Sage Timeslips
workstation for using the Outlook Link, or receiving slips by email.
Microsoft Word 2013, 2010, or 2007 required for mail merge functionality
and viewing enhanced RTF

Microsoft Excel 2013, 2010, or 2007 required for using the Print to Excel
feature.

Internet Explorer required to access web pages from Sage Timeslips.

2-2
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Finding the serial number and configuration code

You will need your serial number and configuration code to install Sage Timeslips, register Sage
Timeslips, and to receive technical support (if necessary). Sage sent this information to you in
an email message shortly after your order.

Understanding single-user configurations

When using Sage Timeslips, a single-user installation refers to any installation that has one
station license. Some single-user installations include:

+ Single-user installation with one computer — If you purchased a single license of Sage
Timeslips and you own a single computer, the program files and database will reside on
this computer.

+ Single-user installation on a network workstation with the database on a network
workstation — If you purchased a single station license of Sage Timeslips and your
workstation is connected to a network, you can install Sage Timeslips on your local
workstation and maintain your Sage Timeslips database on that workstation.

+ Single-user installation on a network workstation with the database on a network drive
— If you purchased a single station license of Sage Timeslips and your workstation is
connected to a network, you can install Sage Timeslips on your workstation and maintain
your database on a network server. If your firm has a backup routine established for the
network drive, you can include the Sage Timeslips database in that backup routine.

Understanding network configurations

Note

If you purchased multiple Sage Timeslips station licenses, then multiple users (up to the number
of station licenses purchased) can access the database simultaneously. To support multiple-user
access, you must install Sage Timeslips in a network environment. This section describes
common network configurations:

+  Peer-to-peer networks — If your firm has workstations networked in a peer-to-peer
environment (where workstations can access drives on other workstations), the first
workstation on which you install Timeslips is considered the Timeslips Server.

+ Network installation — If your firm has network workstations and a network server
(which contains shared network drives), you can install your initial Timeslips installation
on the network server. In this configuration, the your firm’s network server is the
Timeslips Server.

In network installations, after installing Sage Timeslips on the first computer, you can use the
local installer to install Sage Timeslips to each network workstation that will access Timeslips.
See “Installing Sage Timeslips locally” on page 2-8 for additional information about configuring
your network workstations.

You can install Sage Timeslips in many network environments. Our online knowledgebase
includes detailed installation instructions for some of these specific network environments.

Please visit our web site at http://www.SageTimeslips.com to access our online knowledgebase
to see if we have installation instructions for your environment.

Using mapped drives

During the installation procedure, Sage Timeslips requires you to specify a destination folder for
your Sage Timeslips program files. If you are installing Sage Timeslips on more than one
workstation in a network environment, you must use the identical file path from each
workstation.
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If you install Sage Timeslips to a network drive and path, then all other workstations should also
access Sage Timeslips from that same network path (although the mapped drive letter can be
different).

For example:
Sage Timeslips Server (actual path): C:\Apps\Timeslips
Sage Timeslips Server (mapped path): H:\Timeslips
Other Sage Timeslips workstations (mapped path): H:\Timeslips

J:\\Timeslips and other drive letters
are also acceptable

If a user is going to run Sage Timeslips on the Sage Timeslips Server (for example, in a peer-to-
peer network environment), the Sage Timeslips server should run Sage Timeslips from the same
path that the workstations use.

For example:
Sage Timeslips Server (actual path): C:\Program Files\Timeslips
Sage Timeslips Server (mapped path): J:\Timeslips
Other Sage Timeslips workstations (mapped path):  J:\Timeslips

K:\Timeslips and other drive letters
are also acceptable

In some configurations, Windows may not permit you to share folders below the Program Files
folder. In this case, we suggest that you create another path on the hard drive, install Sage
Timeslips to that path, and share the path accordingly.

For example:
Sage Timeslips Server (actual path): C:\Apps\Timeslips
Sage Timeslips Server (mapped path): J:\Timeslips
Other Sage Timeslips workstations (mapped path):  J:\Timeslips

M:\Timeslips and other drive letters
are also acceptable

Using UNC paths

Sage Timeslips supports UNC file paths (for example, \\server\apps\timeslips). If you use UNC
drive mapping, you must map each network workstation on which you are installing Sage
Timeslips with UNC paths.

Verifying access rights

In order to install and use Sage Timeslips, all network users must have Change file rights (Read,
Write, Execute, and Delete) for the installation folder.

You must log into Windows with administrator rights to install Sage Timeslips. The Setup
program will change Windows access rights to the installation folder for Users group to Full
Control.
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Understanding station licenses

Every computer that accesses Sage Timeslips must have a network station license. For example,
if you want to use Timeslips on three computers, you must purchase three station licenses.

Users can also access Sage Timeslips through terminal services. Each user accessing Sage
Timeslips through terminal services will use a network station license.

When running Sage Timeslips, you can view and maintain network station licenses using
Station Administrator. See “Using Station Administrator” on page 16-7 for more information.

If needed, you can purchase additional licenses for Sage Timeslips through our web site at
http://www.SageTimeslips or by calling (800) 285-0999.

Installing Sage Timeslips

Understanding the installation process

After preparing to install (see “Preparing to Install” on page 2-2), you are ready to install
Timeslips.

Installing on a single workstation

Installing Sage Timeslips for use on a single workstation consists of the following steps:

+ Install Sage Timeslips to the local workstation (see “How to install Sage Timeslips” on
page 2-6).

+ Install other add-ons, if appropriate (see “Installing additional licenses or other add-ons”
on page 2-8).
Installing on a server and multiple workstations
Installing Sage Timeslips for use by multiple users consists of the following steps:

+ Install Sage Timeslips to a network folder (see “How to install Sage Timeslips” on page 2-
6).

+ Install Sage Timeslips add-ons, if appropriate (see “Installing additional licenses or other
add-ons” on page 2-8).

*  Run the local installation procedure on each network workstation that will use Timeslips
(see “Installing Sage Timeslips locally” on page 2-8).

Downloading the installation file

When you purchased Sage Timeslips, Sage sent you an email message that contained your serial
number and configuration code, along with a link to download the installation file.

You must download the installation file (SageTimeslips2015.exe) to follow the instructions
below.
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How to install Sage Timeslips
1 Start Windows. If any other applications are open, please close them now.

If you purchased multiple station licenses and you are installing Sage Timeslips in a network
environment, we suggest that you install Sage Timeslips from a network workstation to a
network drive.

You must log into Windows with administrator rights to install Sage Timeslips. However, you
do not need administrator rights to use Sage Timeslips.

2 Download the Sage Timeslips installation file. If the installation process does not start
automatically, start the installation by double-clicking on the Sage Timeslips download file
(SageTimeslips2015.exe). The download file will extract the necessary installation file and
will open a menu of options.

Sage Timeslips

Setup and Installation

» Install Sage Timeslips

» Install Add-on

b View Documentation

» Install Trial Version

s

| Support | Timeslips.com | Exit |

3 Click Install Sage Timeslips 2015. The Welcome to Sage Timeslips Setup view opens.

4 Click Next to continue the installation procedure. The Software License Agreement view
opens.

5 Installing Sage Timeslips indicates that you agree to the terms of the Software License
Agreement. After reading this agreement, select | accept the terms of the license
agreement if you agree to the terms and then click Next. The Enter Configuration Code view
opens.
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Downloading the installation file

6  You must enter a valid configuration code to install Sage Timeslips. Sage sent this code to you
shortly after you purchased the program. If you purchased Sage Timeslips from a retail
store, this information is located on your CD case. After entering the configuration code,

click Next.
Sage Timeslips - InstallShield Wizard B
Configuration Code
A configuration code is required to set up Sage Timeslips @

Please enter the configuiation code provided with your Sage Timeslips product. This configuration
code iz located either on the back of the S age Timeslips Usger's Guide or on the Froduct
Infarmation Sheet.

Enter the —

COang uration code After entering the configuration code exactly a3 it appears. click Next to continue,

12345 12345 12345 12345 12345 12345

< Back Hest» Cancel

7  Verify that the Timeslips configuration settings correspond to the code that you entered.

If the configuration settings are incorrect, click Back to re-enter your Timeslips code;
otherwise, click Next to continue. The Select the Destination Folder view opens.

8 Select the folder where you want to install Timeslips. By default, the Setup program installs
Timeslips in the C:\Program Files\Timeslips folder. If necessary, click Browse to select a
different location.

If you are installing Timeslips on multiple workstations in a network environment, you must
use identical installation paths on each workstation. See “Using mapped drives” on page 2-3
for additional information.

After selecting the appropriate drive and folder, click Next to continue the installation
procedure. The Select Installation Type view opens.

9 Select the type of installation that you want the Setup program to perform. We recommend
that you perform a Complete installation to ensure you install all the components.

Click Next to continue. The User Information view opens.

10 Enter your user name, company name, and Timeslips serial number in the corresponding fields
of the User Information view. Your Timeslips serial number displays on the back of the
Timeslips User’s Guide.

Click Next to continue. The Ready to Install Timeslips view opens.

11 The Setup program is ready to install Timeslips on your workstation or network drive. Click
Install to begin installing Timeslips.

After copying the necessary program files to your computer, the Select Program Folder view
opens.
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12 Select the program folder where you want to create Timeslips shortcuts. Click Next to
continue.

13 Sage Timeslips completes the installation procedure. Choose additional options (creating
desktop shortcut, installing Adobe Reader, reviewing the readme document, or checking for
program updates) and click Finish.

Registering Sage Timeslips

When you run Sage Timeslips, you may be presented with a screen containing instructions for
registering your software. If you choose not to register at that time, you will be allowed to use
Timeslips for 30 days, before you must register the program. After 30 days, you not be able to
use Timeslips until you register.

Installing additional licenses or other add-ons

In a multi-
Q user
environment,
Note install add-

ons before installing
Sage Timeslips locally.

You can enhance Sage Timeslips by purchasing additional products, station licenses, or
functionality called Sage Timeslips add-ons. You can install add-ons directly from within Sage
Timeslips.

How to install Sage Timeslips Add-Ons
1 Within Sage Timeslips, select Help; Purchase Add-on.

2 Enter the configuration code for your Sage Timeslips Add-On product. This configuration code
was sent to you in an email message. Click Next.

3 \Verify that the configuration code corresponds to the Sage Timeslips Add-On feature that you
want to install.

If the configuration settings are incorrect, click Back to re-enter the configuration code;
otherwise, click Next to continue.

4  Sage Timeslips will indicate when your installation is updated. Click Done.

Installing Sage Timeslips locally

After installing Timeslips on a network drive (on the Sage Timeslips Server) and mapping the
same drive letter from each workstation to the appropriate folder on the Sage Timeslips Server,
you can install Sage Timeslips locally on each workstation.

Thelocal installer copies program files from the Sage Timeslips Server to a network workstation.
This allows users to run the Sage Timeslips from their workstations while sharing a database on
the Sage Timeslips Server.

See “Using mapped drives” on page 2-3 for additional information about mapping network
workstations to the Sage Timeslips program folder.
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How to locally install Sage Timeslips on your network workstation

1 At the network workstation, start Windows. If any other applications are open, close them
NOw.

2 From the Windows taskbar, select Start; Run and click Browse. Select Setup.exe within the
Loclinst folder (Timeslips\Loclinst on the Sage Timeslips Server, by default). Click OK. The
Welcome to the Sage Timeslips Local Installer view opens.

3 Click Next, the Select Installation or Update view opens. Select the type of local installation to
run on the current workstation.

¢ Install: Click this button if you are installing Timeslips on this workstation for the first
time. The Select Installation Type view opens (see step 4).

e Update: If Timeslips is already installed on this workstation, click this button to verify that
the latest Timeslips program files are installed. The Ready to Install Sage Timeslips view
opens (see step 8).

4  Select the type of installation that you want the Setup program to perform. We recommend
that you perform a Complete installation to ensure you install all the components.

Click Next to continue. The Select the Destination Folder view opens.

5 Select the local folder where you want to install your Timeslips program files. By default, the
Setup program installs Sage Timeslips in the C:\Program Files\Timeslips folder.

If necessary, click Browse to select a different location. After selecting the appropriate drive
and folder, click Next to continue the installation procedure. The Ready to Install Timeslips
view opens.

6 The Setup program is ready to install Sage Timeslips on your workstation. If you want to
change any of the Setup programs settings, click Back. If you want to begin installing the Sage
Timeslips program files, click Next.

After copying the necessary program files to your computer, the Select Program Folder view
opens.

7  Select the program folder where you want the Setup program to create your Sage Timeslips
shortcuts. After selecting the appropriate program folder, click Next to continue.

8 Sage Timeslips completes the installation procedure. Choose additional options (creating
desktop shortcut, installing Adobe Reader, reviewing the readme document, or checking for
program updates) and click Finish.

Getting the Latest Release

We may occasionally issue a Service Release (SR) for Sage Timeslips. We recommend that you
periodically check to ensure you are using the most up-to-date release.

Within Sage Timeslips, select Help; Sage Timeslips on the Web; Download Latest Update.

Automatically updating Sage Timeslips locally

In a network environment, when the Sage Timeslips administrator updates Sage Timeslips on
the Timeslips Server with a service release, Sage Timeslips can detect new files. As other
workstations open Sage Timeslips, the update process will update files on workstations
automatically.
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Converting from Another Billing System

If you have time and expense data from another program, you will want to transfer as much of
that information as possible into your Sage Timeslips database. There are three methods of
transferring information: manual entry, the Timeslips Import program, and the Timeslips data
conversion service (see “Data conversion services” below).

Entering data manually

@

Help

You must manually enter any past client and timekeeper histories (other than billed slips) if you
want Timeslips to track them.

For more information about client and timekeeper histories, look up “billing history” in the
online Help.

Importing data with Sage Timeslips Import

To avoid manual entry of large amounts of data, Sage Timeslips Import (TSImport) can accept
input from source files in a variety of formats. TSImport can import ASCII files and use them to
create several types of data in your Sage Timeslips database. Within Sage Timeslips, select File;
Import to run TSImport.

If you have clients with existing balances, you must import the balances (TSImport cannot
import payments). After you import clients with existing balances, Sage Timeslips can properly
age the first bill and update the figures from that point onward. If you have been billing your
clients from another billing system, spreadsheet, or database, chances are you will be able to
transfer name, address, and balance information electronically to Sage Timeslips with
TSImport.

TSImport can import other types of data such as timekeepers, tasks, expenses, time and expense
slips, and client references. If you installed TSImport, see the online Help system for TSImport
for more information.

Data conversion services

2-10

We provide data conversion services for users converting data from a different time and billing
software package. We can convert your data from most third-party programs.

The fee for this service depends on the source of the data and amount of data to convert. If you
are interested in our data conversion service, please send a message to
datarepair@timeslips.com regarding your conversion inquiry.
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e Using Online Help and Guides e

Overview

3-2

We want to make it as easy as possible for you to learn the many features and functions of Sage
Timeslips quickly. To assist you learning Sage Timeslips, we have included several resources.

Before using any of these learning tools, you should start the program. The Timeslips installer
creates the Timeslips program group. From the Start menu, open the Sage Timeslips program
group and select Sage Timeslips.

Reviewing learning resources

We provide many tools to help new users and upgraders learn features and functionality in
Timeslips, including:

The Help system: This details every aspect of the program. It includes context-sensitive
information for each screen, overview topics that explain program concepts, and step-
by-step instructions. See “Using the Online Help System” on page 3-3 for more info.

Training Videos: These videos introduce some common features and provide step-by-
step instructions on how you can use them to implement Timeslips in your firm. See
“Viewing Training Videos” on page 3-7 for more info.

Interactive Guides: These tours demonstrate how to perform a task by using the actual
commands and screens. They are designed to get you involved, entering data while
learning about Sage Timeslips. See “Using Automated Guides” on page 3-8 for more
info.

Navigators: These provide a graphical interface to the commands found on the menus.
Navigators can open automatically when you start Sage Timeslips. See “Using
Navigators” on page 4-5 for more info.

Quick Start Tutorial: Chapter 5 of the user’s guide allows you to use the sample
database to become familiar with the basic data-entry and reporting functionality in
Sage Timeslips.

Tip of the Day: This provides tips for Sage Timeslips. Tips can include data-entry
shortcuts and an additional information about functionality. See “Using the Tip of the
Day” on page 3-9 for more info.
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Understanding Help menu commands

Using the Online Help System

This user’s guide is a starting point; it introduces you to Sage Timeslips. Use it to get oriented
with the main features.

The Help system contains complete documentation, including overviews of all major concepts
and step-by-step procedures for performing each function. Use the Help system as your primary
resource for Sage Timeslips information.

This section describes the information available in the online Help system and the ways you can
access it.

Understanding Help menu commands

Commands on the Help menu provide access to the online Help system. Along with the typical
Help menu items, this menu includes the following commands:

Online User’s Guide: Provides overviews of the different areas of Timeslips. Choose an
area to learn more about those features, or search for a topic using index keywords to
the left.

How To: Provides step-by-step instructions for common objectives in Timeslips.

What’s New: Describes the features that are new to this version of Sage Timeslips.
Upgraders can use this command to find information on new features added in this
and past upgrades.

Tip of the Day: Provides tips about different areas of Sage Timeslips (see “Using the
Tip of the Day” on page 3-9).

Guides: Opens automated guides that can walk you through tasks using your own data
(see “Using Automated Guides” on page 3-8).

View Training Videos: Opens training videos that can show how to use features (see
“Viewing Training Videos” on page 3-7).

Sage Timeslips on the Web: Opens commands that access our Web site. In order to use
these commands, you must have Internet access and a default browser set up.

Other Documents: Opens commands that access documents to complement this user’s
guide and online Help system. You will use Adobe Reader to open these documents.

3
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Understanding Help topics

A Help topic is a single page in the Help system. You can access Help topics in many ways,
including by pressing F1, clicking a Help button, and searching the index. The following sections
discuss each method.

In any Help topic, an underlined phrase typically indicates that more details are available about
that topic. Click the underlined phrase to move to that topic.

Each topic has a unique title, allowing you to find it easily in the index. Some topics contain
additional links directly below the title that provide access to related information.

Click See also... to open a
list of related topics.

o e & B @

M
Hide Back Print  Howto Glossary

E— -~
| Conterts | Imdex |Search| Overview %eral Settings * il
Type in the keyword to find:
[gencrel setings | Seealso... EJHow to.. Topics Found &l

report overview -~
gathering biling data = When you create a new database, T| Click a topic, then click Display.
general accounts of defaults allows you to create slips =
general capaciies requirements may differ, you may tail Title Location
general joumal entries {QuickBooks) terminology, and security needs. Qverview of Preferences Timeslips Help
general ledger (TAL Pro) Setting Up Timeslips Timeslips Help
assigning accounts Note: In addtion to the settings d
posting to B3 overview of Preferences
settings "
general ledger (TAL) Opening the General Setting dia
. . poctngta = The General Settings dialog box
Click on underlined text setings - peciic seings You can a
General page (client information] A
mov rel General page (expense information) Changing firm information
nging
. General page (ayout options) ) Display
Help tOpIC. General page #ask information) “¥ou can edit your company's name] 2

General Eaia mmekaeier |rvformat|oni adjust your database settings on a

paunsm-aiey =S T
‘your company information. Timeslips reflects these changes throughout the program (on menus, dialog boxes, reporis, etc.).
General Settings dizlog box

Fee Alocation pags Changing financial settings
Financial page

*You can change the financial settings for your company. Use the Financial page of the General Settings dialog box to
Fim Info page intain these settings. Timeslips reflects these ch throughout th It dialog b s, efe.)
New Names page maintain these settings. Timeslips reflects these changes throughout the program {on menus, dialog boxes, reports, etc.).
Micknames page Changing terminology
Other page
Teminology page You can change the labels for the names in Timeslips. You can edit specific language your company uses when i refers to
Irl\es page i the elements in Timeslips. For example, your firm may use the term attorney instead of timekeeper. Use the Terminology

page of the General Settings dialog box to maintain these labels. Timeslips will reflect these changes throughout the

Display program {on menus, dialog boxes, reports, etc.).

Creating default settinas for new names b

The most common links are:

+  Overview: Opens a topic the describes how the current features interacts with other
features.

+ See also... Lists topics for related features.
*  How to... Lists step-by-step topics related to the current feature.

+  See example... Lists examples of how you may use the current feature.

Using context-sensitive Help

Many of our Help topics describe the fields available on the current screen.
To access context-sensitive Help, click Help @ on the toolbar, click the Help button on a dialog
box, or press F1.
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Using the Contents page

The Contents page of the Help system includes topics organized into books @, {1 and pages [2.
This structure allows you to approach the major features of Timeslips individually.

oo & B @

Hide Back Print  Howto Glossary

Cortents |Igdex Search

Overview of Reports

@ License Agreement, Copyright, and Trademarks
@ Summary for Upgraders (new features and chang See alzo... How to... E
@ Introducing Timeslips
@ Setting Up Timeslips
@ Tracking Time and Expenses Timezlips compilez comprehens
Double click on a closed— @ Entcing Transacions
book to open it. A @ \u"le'a\jlng Timeslips Data
=] m Printing Reports
iew of Reports

Choosing reports to print

Select a report group from the
box, you can access the repo

. / Printing Reports Each report iz different in how
DOLlJb|E click on a page Designing Reports you can select the report nam
to view that Help topic. -~
@ Prirting Bills If none of these reports suits
@ Connecting to other applications customize a report.

@ Online User's Guide (other overview topics)

@ How To... {procedural topics) Creating, designing, and cu

@ Administrators Guide Timeslips provides many way
@ Glossary of Tems Creating Reports — This alic
+ @ Additional Timeglips Help Files installed with Timeslips.

Using the Online User’s Guide

The online user’s guide opens when you select Help; Online User’s Guide. This guide organizes
information into general categories. Click on any topic to learn more about it.

For example, first-time users of Sage Timeslips that want information on the settings available
can choose “Setting Up Timeslips” from the Online User’s Guide.

Using How To topics

We also provide an index of all “How to...” topics. Select Help; How To to open this list of topics.
Click on any topic any of the subject areas for quick access to the related topics.

3-5
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Searching the Help system

Enter the topic that you

want to display.

The closest match is
displayed in the list.
Double click on any

topic is display it.

Throughout this user’s guide, you will notice references to the Help system providing more
information. For example:

For more information about clients, look up “overview of clients” in the online Help
system.

To find this topic, select Help; Online User’s Guide and use the Index page. Enter the index
keyword overview of clients and click Display.

Timeslips Help

|

H e & [

Hide Back Print  Howto Glossary

Qontentsl Index |§earch

Type in the keyword to find:

||DVEWiEW of clients |

overview of client funds accounts ~
overview of client funds transactions W
overview of client history

overview of client projects

overview of command line parameters
overview of corflict checking
overview of connected databases
overview of custom fields

overview of data verfication
overview of database mairtenance

overview of database styles
overview of databases

Printing Help topics

Double click on a closed—

book to

Double click on a page—-

Overview of Clients

Seealzo.. EdHowto..

The term client refers to the person or organization being c

All current clients are listed on the Client List dialog box. E

Tracking client information

Timeslips tracks extensive biling data and other related in

box.

How to add clients

“ou can use the client Status fields on the General pac
slips to no charge, restrict slip entry, or restrict biling.

The Contents page of the Help Topics dialog box groups Help topics into books and pages. A book
@, (0 represents a heading that groups related topics. A page [ represents a specific Help topic.

open it.

to view that Help topic.

B¢ Timeslips Help

o=
Hide Back Print Howto Glossary

Contents |Igdax Search

O License Agreement, Copyright. and Trademarks

0 Introducing Timeslips

@ Setting Up Timeslips

Q Tracking Time and Expenses
@ Entering Transactions

‘ O Viewing Timeslips Data

1= |:Q| Printing Reports

P

@ Prirting Reports
@ Designing Reports
@ Frirting Bils
0 Connecting to cther applications
0 Online User’s Guide (other overview topics)
Q How To... (procedural topics)
@ Administrator's Guide
@ Glossary of Tems
- @ Additional Timeslips Help Files

0 Summary for Upgraders (new features and chang

Overview of Reports

Seeaiso.. EBdHowto. E

Timeslips compiles comprehens
Choosing reports to print

Select a report group from the
box, you can access the repo

Each report is different in how
‘you can select the report nam

If none of these reports suits
customize a report.

Creating, designing, and cu
Timeslips provides many way

Creating Reports — This allc
installed with Timeslips

If you click the Print button
with “Printing Reports”
highlighted, you can print all
pages within this book.
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Viewing Training Videos

Sage Timeslips provides many training videos to help new users get started entering data in
Timeslips and more experienced users explore more advanced features before using them.

Select Help: View Training Videos to view the available training videos.

Nindow

Purchase add-on

Online User's Guide
How To

What's New

Tip of the Day...

Contact Support

Online Knowledgebase
Timeslips Community

Product Enhancement Program...

T Guides

Sage Timeslips on the Web T New ?n Sage Timsl?p; 2014 ¥ Admin: Text ':“!earclil Updates
New in Sage Timeslips 2013 » Bills: Electronic Billing Updates
Other Documents ¢ Timekeepers 4 Bills: Reprint Bills Updates
About Sage Timeslips 2015... /'V Clients + Eills: Watermarks on Draft Bills
References L4 Clients: Custorn Activity Lists
Tasks L4 Clients: Secondary Address
Expenses b Names: Client Information Updates
Slips + Slips: Speech Recognition
TimeCapture } TimeCapture: TimeCapture Updates
Transactions L4 Transactions: Payment Receipts
We offer several groups il and Wetksheets ’
of training videos. J el .
Calendars L
Reports L4
Settings and Admin L4
TAL Pro 4

View Training Videos L MNew in Sage Timeslips 2015+ Admin: General Settings Updates
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Using Automated Guides

Timeslips also provides many “How to” automated guides that focus on completing specific
tasks. Each automated guide uses instructional hints to provide you with information about the
current screen. These hints will also guide you through steps to complete each task or tutorial
exercise.

Accessing guides

Click the tabs at the
top of the dialog
box to access the

different pages.

Look up
@ “automated
procedures” in
Help the Help system
for more info on

creating procedures.

3-8

Select Help; Guides or click | §-Guides in the lower left corner of the Sage Timeslips window to
open the Guides page of the Guides and Procedures dialog box. This dialog box is divided into
several pages, accessed by clicking the tabs on top.

#® Guides and Procedures

Guides | *Yaur Own | On Navigatar

Training ¥Yideos ~

Howto add a Client-specific Reference
How to add Clients

Howto add Expenses

How to add Tasks

Howto add Timekeepers

Howto enter expense slips

Howto enter payments

How to enter payments from funds

How to enter reverse payments

Howe to print a bill

This guide will assistyou in Howeto pr?nt a daily totals by period repart

creating atime slip ta track your How ta print & manthly slip values graph

time. Atime slip recards your Howeto print a monthly time usage graph

sendces for hilling and reporting Haow to print & monthly totals by period report

purposes. Howto printa pre-bill worksheet v

I 1

Each page contains a list of procedures:

*  Guides: These are the interactive tours that provide you with step-by-step instructions
for completing a particular task. Some examples are: creating clients, creating time
slips, and printing reports.

*  Your Own: You can create your own automated procedures to streamline your work.
Timeslips displays these procedures on this page, allowing you to access and play them
easily. Select Special; Automated Procedures to access these procedures.

+ On Navigator: The procedures associated with the current navigator are displayed
here.



Using the Tip of the Day
Playing quides

Playing guides

Hints provide
instructions and
additional information
throughout guides.

To use any guide, simply highlight its name and click Play. While a guide is playing, you will
notice the Automated Procedure Active control bar in the top right corner of your screen. It will
contain messages and sometimes prompts you to click the Continue button.

When a guide pauses on a dialog box, a hint for the current field opens. You can move through
the fields to view the hints by pressing the Tab key or by clicking on the field you want. You can
also move between fields and hints sequentially by clicking Previous [{] and Next [} ] buttons
on the Hints dialog box.

(Y - Acco Receivable u |
D Mew
AR balance 1310.71 | Total funds balance 0.00 &
Type | Payment ' | [] Deposit Slip &
Client |48C || se-10017 & h
=1
Date 42772008 | @ CheckMo| | Amaunt 1310.71 <
B 7 |Payment - Thank g =]
o E On payments, enter the check number here. This iz an ‘ "]
optional field. '={>
If you assign a check number, Timeslips will also copy it to the }
Description field when you save the payment. [You can 1310.1 I
R overide thiz option in the Tranzactions page of the General R
Dat | M Int. Paid
e MvaIce 1N Settings dialog box.] . Fa
4/22/2007|  G:10023 Aui] 0.00
[ Remaining amount applies to future invoice Clear Applies

You may exit a guide at any time by clicking the Stop button on the Automated Procedure Active
control bar or by pressing Ctrl+Break.

Using the Tip of the Day

Click Tell me more
to open a Help topic
related to the
current tip.

Look up “tip of
@ the day” in the

online Help
Help system for
more info.

The Tip of the Day is an interactive tool that Sage Timeslips uses to provide you with tips about
different areas of the program. When you open Sage Timeslips, the Tip of the Day displays in the
top right corner.

Tip of the Day

Q Did you know...

= On the Report List dislog box, vou can highlight any
report and click Overview for a description of the
Feport Type.
Tell me more

Show tips on startup [ Mest Tip ] [ Cloge ]

For some areas of the program, Sage Timeslips will show only those tips related to the current
dialog box. In other areas, Timeslips will show tips for the entire program.

For example, if the Slip Entry dialog box is open, then only tips related to slips are available.

3-9
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e Using the Interface ¢

Overview

You can access most areas of Sage Timeslips in more than one way. Navigator buttons and
shortcut menus provide alternatives to the traditional menu bar. Many menu commands have
equivalent toolbar buttons and keystroke combinations. For data entry, Sage Timeslips uses a
number of controls common to most Windows programs. This chapter explains these controls.

Selecting Commands

Sage Timeslips provides several ways to select commands. You can use either the mouse or the
keyboard to perform most program functions.

Using menus

For more info
@ on menus, look

up “Timeslips
Help menus” in the
online Help.

4-2

A menu bar is located just below the title bar of each application window. The menu bar lists the
major categories of operations available in each application.

The following menus are available in Sage Timeslips:

File: commands that perform file-related tasks, such as creating new databases, backing
up and restoring files, exporting and importing data, and purging outdated
information.

Edit: standard Windows clipboard commands such as cut, copy, paste, and delete.
Slips: commands for entering and maintaining time slips and expense slips.

Transactions: commands for maintaining accounts receivable transactions, client
funds transactions, and bank deposit slips.

Names: commands to define and update information related to clients, timekeepers,
tasks, expenses, references, and budgets.

Bills: commands related to billing, such as printing pre-bill worksheets, bills, and
statements; accessing Billing Assistant; and reprinting bills.

Reports: commands to find reports that best meet your needs, customize existing
reports, and create new reports.

Calendar: commands to view calendars and create meetings, events, and to do items.

Special: commands that perform special functions such as checking for spelling and
grammar errors, searching for text, and displaying the navigator.

Setup: commands to customize Timeslips, set preferences for timekeepers, enable
access security, and establish data entry shortcuts.

Window: shows all open windows in the program, along with standard Windows
commands to tile, cascade, or close all windows.

Help: commands to access automated guides, training videos, and online Help.



Using toolbars

For more
@ information on
Help toolbars, look

up “toolbars”

in the online Help.

When you
@ encounter

additional
Help toolbar
buttons, press F1 for

info on those buttons.

Selecting Commands
Using toolbars

Toolbars provide you with easy access to commands. The main toolbar appears beneath the

menu bar.

bR - Bl KR POHFREAD GODHEH-E

The main toolbar provides quick access to most of the data-entry and reporting areas in Sage
Timeslips. Position the mouse pointer over a toolbar button to display a ToolTip indicating the
button’s functionality.

In addition to the main toolbar, many dialog boxes also include their own toolbars (see

“Toolbars

Toolbars

in dialog boxes” on page 4-3).

in dialog boxes

Toolbars appear on the top or right side of many of the dialog boxes. The buttons that appear
on the toolbar are primarily designed to help manipulate the items shown in the dialog box.

Many of the functions available from the toolbars are universal. They are available in different

places but serve the same purpose. Not all of these buttons are available in every part of the

program.

it

Add a new record to the database. The shortcut key is Ctrl+N.

Open details about the highlighted item in a list. You can also double-click on the
highlighted item to perform the same function. The shortcut key is Ctrl+O or Enter.

E L |k

Save the current record. The shortcut key is Ctrl+S.

If the dialog box was opened from within another dialog box, this button is replaced by
Return, which saves the record and returns you to the original dialog box.

X

Delete a record from the database. Deleting a record is often a serious operation that can
affect other areas of the database. We recommend that you perform a database backup
before using this command. The shortcut key is Ctrl+Del.

Discard any changes made to a record that you are editing. The shortcut key is Esc.

Display a list of records. You can use the list to view or go to other records. The shortcut
key is Ctrl+L.

Display the first record. The shortcut key is Ctrl+PgUp.

Display the previous record, if any. The shortcut key is PgUp.

Display the next record, if any. The shortcut key is PgDn.

Display the last record. The shortcut key is Ctrl+PgDn.

Update the list or report with any changed information, such as changes that occurred
on other stations. The shortcut key is Shift+Ctrl+L.

4-3
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Using shortcut menus and shortcut keys

Many commands are also available on shortcut menus. A shortcut menu opens when you click
the right mouse button (or right-click) while the cursor is positioned on a specific area of a dialog
box.

The commands on shortcut menus differ depending on the area of the dialog box from which
they are accessed. When you right-click on an area between fields, the shortcut menu provides
keystrokes for toolbar buttons.

# Client Information . ”Elh_q

1[8BC | 2 [oz1001 Classffcation
I+

General |Eust0m Rates | Amangement 1| Arangement 2 | Accounts Receivable | Client Funds | Layout | Motes

Mame and address ]
Marne |AB C Corporation | =
Spell Check Current Word F4
Address [17 North Thunder way Spel Check Entire Field Shift4Fs [
| Suite 1007 Grammar Check Entire Field Shift+F5 u
| Edit spelling and grammar preferences F7 ]
. Undo Ctrl+zZ
City | Baston cut Chrlx
Country | Copy Crl+C L
Paste Cirl+v
Fhone rnumbers and Email addresses Status Clear Cirl+Del p
Phone |i5171 555-2313 | DOMaste  serectan
Fax | | CISlps 4 [ngert private Text Alt+Ins
Hame | | Inreferen  Abbreviations... Ctrl+F7
Other | | | |Gerealt  Bold
. Italic
Email address |abc@example.com | Underfine
CC Email
addresses / Insert Current Date shift+Alt+D
Insert Current Time Shift+Alt-+
I

When right-clicking in a text field, the shortcut menu
usually contains standard text-editing commands,
spell-checking and grammar-checking commands,

Look up
“shortcut
keys” in the
online Help for
a detailed list of
shortcut keys.

Help

and text-formatting commands.

Many commands have keyboard equivalents for fast access. Menus and shortcut menus display
keystroke combinations and toolbar buttons next to their commands. Some key combinations
are common to many Windows programs: Ctrl+N for New, Ctrl+O for Open, Ctrl+S for Save.
Other combinations are used as standards throughout Sage Timeslips. For example, F6 and
Shift+F6 will navigate between pages of most tabbed dialog boxes.

Refer to the “Shortcut Keys” card in the front of this user’s guide.



Using Navigators
Using shortcut menus and shortcut keys

Using Navigators

While you can access commands and functionality from menus, Sage Timeslips also provides
@ ';OOK_“pt .| navigators. Navigators group commands into major topics and show workflow between them.
navigators" in

Help theonlineHelp | Navigators allow you to perform most data entry and data reviewing tasks without having to
. for more info locate commands in menus. They can show more clearly than standard menus how commands
about navigators. are related to real-life business tasks.

Sage Timeslips provides two types of navigators:

Enhanced navigators

Enhanced navigators group related commands together as well as provide important
information related to each group of commands.

. _ D Soge Trmesips e les
Use the navigation section EilsEdit Slips T Names Bills Reports Calendar Spegial Setup Window Help
of the enhanced navigator PEm G-l aBlR AR PRAR GTE-0
to access groups of @ Timeslips Toda Clients with Overdue Balances o
commands. H.Pi“i Client  |Balance | Overdue Balance |
24 Prepare Biling ' Seacoast  4300.00 4300.00
“) Fish Bill Enter a Write-Off Bishop 3000.00 3000.00
@/ Fmish illing *ﬁ Nickerson  2500.00 2500.00
_/( @ Accounts Receable = prctios ABC 2100.00 210000
Click a topic icon to J—d Reverse a Payment Management J;ua:uc 2002 gg zumn)gg
X X % | Time and Expense P Reporting astern
change the topic dlsplayed B s r“}" —_—t //‘, North.Project  0.00 0.00
: ollections )
on the navigator. Enter a payment Show Payments - NortnProject:  0.00 o0
& Funds and Receivables i Pierce 0.00 000
. T -
ﬁ’} Manage Names ‘3:“ Listing Reports
H H Ente Refund
Click a navigator button to o nerafeund /
play the associated )
procedure (macro). Enter a Credit
Payments Last 30 Days @ AR Values Last 30 Days o)
D Date | Type | Client | value | Selection | value |
7 12/30/2005 PAY  ABC (3000.00)  Payments (6700.00)
4 1111812008 PAY  Aflantic (2000.00)  Refunds 0.00
12 12/31/2008 PAY  Eastem (1700.00)  Credits 0.00
Wite Offs 000
[ change Template
[E] chenge Settings
[ tide Navigator
B K Total:
= Guides | C:\Program Files (x86) Tmeslips 2013\Exglore2) Biling Date (Today): 7/13/2012 Steven J. Santos

Use the data sections of the enhanced navigator to
review related information. See “Using Navigators to
View Data” on page 10-7 for more information.

If you do not want additional information to display or cannot fit larger navigators onscreen,
you should use a classic navigator.

4-5
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Classic navigators provide
access to groups
of commands.

& . ) ) .Q; =Tl

P d I R cl &
Click  topic con to—" | "Retei : cencie @B
change the topic displayed
on the navigator.

Click a navigator button to —
play the associated
procedure (macro).

Classic navigators

Classic navigators group related commands together.

£ Basic Navigator
e,

)

Ilemlr Slip Shomi ISlips Hew Fl'laymem Show Redi‘ei\rahles

)
Time and .
Expense i I:j ?’

' Pre-bill Worksheet Generate Bills Billing Assistant

Accounts
Receivable

¢ E] )

Aged AR
Balances

ey
o Edlit Bill Layout

Approve or Clear
Proof Bills

Choosing the type of navigator to use

Each workstation can set up preferences to determine which type of navigator to use. Select
Setup; Preferences to access preferences and then switch to the Navigator/Procedures page. Set
the Format to either Classic or Enhanced and then choose the Template that you want to use.

Displaying the navigator

You can use preferences to open the navigator automatically when Sage Timeslips opens. Select
Setup; Preferences to access preferences, switch to the Startup/Exit page, and set the Navigator
to Yes.

You can click Navigator 4 from the toolbar to open the navigator manually.

Playing Procedures

While you will typically use navigators to play automated procedures, you can also play these
procedures individually. Select Special; Automated Procedures to open the Guides and
Procedures dialog box. This dialog box groups procedures into three pages:

*  Guides: Lists the automated guides that Sage Timeslips provides for common tasks (see
“Playing guides” on page 3-9).

*  Your Own: Lists procedures that you have created.

+ On Navigator: Lists procedures used by the current navigator.

Highlight a procedure name and click Play to play the procedure.



Creating your own procedures

For more info
@ on editing
Help Pprocedures, see
the online Help
included with the
Procedure Editor.

Entering Data
Creating your own procedures

Sage Timeslips allows advanced users to create and edit procedures. Working with procedures
is straightforward if you are comfortable writing macros for Microsoft Word, Microsoft Excel,

or other simple programs.

After creating procedures, you can create or edit navigators and attach the procedures to

navigator buttons.

Certified Consultants can help you with the process of writing procedures. To find the name of
a Certified Consultant in your area, visit our web site at
http://www.SageTimeslips.com or call (800) 285-0999.

Entering Data

In Sage Timeslips, you enter all data through the dialog boxes that open when you select

commands. Toolbars offer the most common data entry commands. Within the dialog boxes,
you use a variety of controls to enter data and change settings. The following sections explain

these controls.

Selecting fields

Although a dialog box can contain many fields and controls, you can interact with only one of
these at a time. The active field or control in a dialog box is said to have the focus. Before you can
enter data or make a selection, you must select the field to work with.

The simplest way to select a field is to click on an item with the mouse. If you want to change
focus with the keyboard, you can use the following keys:

Key
Tab, Shift+Tab

Movement

Move to the next or previous item in the dialog box.

Alt+Home, Alt+End

Move to the first or last item in the dialog box.

F6, Shift+F6

Move to the next or previous page in a tabbed dialog box.

F7, Shift+F7

Move to the next or previous group of fields.

You may also move to fields with underlined characters by
using the Alt+<letter key> for the underlined characters.

4-7
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Using dialog boxes

Some dialog boxes contain more fields than will fit on your screen at one time. These dialog

boxes will have multiple pages with tabs along the top or left side. Click any of the tab names to
switch pages.

C:) General Settings

Firm ] . -
Firm: Address Information
Address Information 4
Terminology Address
Calendar Terminology This is the address and phone numbers of your firm, These fields appear on bils and reports,
Use the tabs to view — Other
additional fields. A5 ial | Name Willis & Henderson, P. C.
Aging Periods Address 1335, Main Street
Rules
Na J Suite 1402
Micknames City, State Essex MA ZIF Code 01529
Mew Names Other
Employee Titles
Confiict Checking Fhone Numbers
inesactions J ‘You can use phone numbers to dial directly from Sage Timeslips or you can indude them on
Bills customized reports and bills,
Slips, AR, & Funds Phone 1 (978) 555-2222 Fhone 2 (378) 555-5435
Default Descriptions
R — Fax 1 (978) 555-2121 Fax 2 (978) 555-3579
Payment Types
‘ oK | I Cancel I I Help I

Depending on the size and resolution of your monitor, you may be able to resize a dialog box to
display more fields.

Using text fields

You use text fields for direct entry of text or numbers. Sage Timeslips inserts typed characters
into the text field at the insertion point location.

Hame and address

Hame ABC Corparation
X Address 17 North Thunder 'way
Text fields accept T
direct entry of text Suite 1001
characters.
Ciy Boston State [MA ZIP (02114
Country



For more info,
look up
Helr “entering
descriptions” in the
online Help.

@ For more info,
look up

Help  »appbreviations”
in the online Help.

Entering Data
Using text fields

Text fields support standard Windows editing commands and operations:

+  Click: Clicking the mouse at any location in a text field places the insertion bar ( | ) at
that location. You can also click and drag to highlight a portion of the text in a field.

+ Double-click: Highlights the entire word at the mouse location.

*  Replace: If you type while one or more characters is highlighted, the new entry replaces
the previous entry.

+  Cut, Copy, and Paste: You can use the Edit menu commands to cut, copy, and paste
text from one text field into another.

+ Undo: The Edit; Undo command reverses your most recent edit.

Some text fields are used specifically for entering descriptive notes, dates, or time values. These
text fields are described in the following sections.

Resizing description fields

When entering slip descriptions, you can increase the Description field to show more text. Click
op to increase the visible description or click = to decrease the visible description.

Resizing description fonts

When viewing or entering descriptions for slips or transactions, you can increase the font size to
make text more readable or you can decrease the font size to fit more text onscreen. Click within
a description field to resize and press Ctrl++ to increase the font size or Ctrl+- to decrease the
font size.

Using abbreviations in text descriptions

Abbreviations are codes that you create to speed entry of frequently typed words, phrases, and
sentences. Select Setup; Abbreviations to open the Abbreviations dialog box.

Once defined, you can type the abbreviation in certain fields, such as the Description field of a
slip:

@E‘ tc

]\

When you enter characters like punctuation or a space, Sage Timeslips expands abbreviation
codes into the associated full text.

IE IEI telephaone call to client concerming |

=

Abbreviations can also be interactive, prompting the timekeeper for additional information
when they expand. This allows you to standardize your slip descriptions, while varying specific
details like the client name, location of the meeting, or resulting plans.

4-9
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Entering dates
Whenever you enter dates, Sage Timeslips provides special commands that speed up data entry.
These commands can be typed in any date field.

Key Command Additional Information

T Today

S Same as other This command works in paired date fields, such as
the Start date and End date on a slip.

A or>or+ Increment date

W or<or- Decrement date

You can also select dates from a pop-up calendar by clicking the Date button [g to the right of
the Date field or pressing C.

When entering a single date (for example, on a payment), the Date Entry dialog box opens.

Click the month or
year field to select a L =)
different month or
year.
4 June, 2013 4

Sun Mon Tue Wed Thu Fri Sat
% 7 ® 19 M A1
2 3 4 5 6 7T 8
9 11 12 13 14 15
6 17 18 19 20 21 22
3 M 5 26 27 B 9

0 1 2 3 4 5 6
)Tnday: 6,/10/2013
Click Today to
select today’s date.
[ oK. ]| Cancel || Help |

If the date field is part of a date range (indicated by two adjacent date fields), the Date Range
dialog box opens.

Click the Apply this ——[ate Range ==
rule field to use a
relative date rule. oy tis e 41 hd
Start Date End Date
Actual | Relative Actual | Relative
4 June, 2013 3 4 Juneg, 2013 3
Sun Men Tue Wed Thu Fr  Sat Sun Meon Tue Wed Thu Fri Sat
2% 27 28 ¥ 3 AN 1 % 27 28 29 330 3A 1
2 3 4 5 6 7 8 2 3 4 5 [ 7 8
9 11 12 13 14 15 9 11 12 13 14 15
6 17 18 19 20 211 22 6 17 18 19 20 A 22
2 4 B 2w T B 29 23 M4 25 % 27T 8B 29
30 1 2 3 4 5 30 1 2 3 4 5 6
. [ 1 Today: 6/10/2013 [ Today: 6/10/2013
Click the Same As ~a
bUttOn'tO use the | Same &3 | | Earliest ‘ Same A3 ‘ ‘ Latest
same Ending date as —— ——
the Starting date.
Currently Selected Date Range: 671072013 to 671072013
I oK ] | Cancel | | Help

Some date fields can use relative dates, which determine dates automatically, relative to today.
Built-in relative dates include last month, last quarter, last year, month to date, year to date, this

week, and this month.
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Use the Options _\ Stop time  |4:45:00 PM

field to choose to

add to, subtract \lotal

from, or replace the Options | Fieplace duation with this amount |+ |
current duration.

Entering Data
Using lists of data

Entering time values

When you enter time values, Sage Timeslips provides the Time Range dialog box to speed data
entry. This dialog box allows you to enter start and stop times and will automatically calculate
the elapsed time.

You can open this dialog box by clicking the Time button [g] to the right of the Time field or by
pressing S when the cursor is in the field.

Start tirme  |[2:30:00 PM

I ] l ’ Cancel ] ’ Help ]

Using time cells

When entering time on the time sheet (select Slips; Time Sheet; Time Entry), you enter your
time for a particular day in a cell. The simplest way to enter time here is to click on a cell and
enter the time spent directly within that cell.

You can enter the time spent in either hours.decimal format or hours:minutes format. You can
also select a cell and click Timer & to track time as you work.

Using lists of data

Use buttons on the
toolbar to maintain
items on the list.

Tabs at the top of ] 02-1001

lists separate
different types
of data.

Sage Timeslips uses lists to display groups of data. The functionality of these lists depend on the
type of list you are using.

Using lists to view data

When you view a list of data, such as names, slips, or transactions, Sage Timeslips provides tools
to help you find the data you want.

Mntust ol ==
S Sulad@haE PEBEREOT

| Open | Templates I Inactive I Elnsed‘

— Click on column

M Mickname 1 < Nickname 2 <l Name headmgs to sort the list.
ABC Corpo
Aitlantic 01-0800 Atlantic Warehouse & Supply
Bizhop 03-0400 Bizhaop & Sons
Eastern 00-0700 Eastem &ssociates
Hickersan (1-85956 Mickerzon Boat ard
Morth. Projectl 02-mm Morth Lake Consulting
Marth, Project2 0z-0oz Morth Lake Conzulting
Fierce (01-3426 Fierce Ocearics
Seacoast 00-5425 Seacoast Marine Corporation

You can use the arrow keys to move through the list to select an item.

If the items on the list are arranged in alphabetical order, the list supports speed search. For
example, if you type the letter e, the highlight will be positioned on the first item on the list that
begins with e.

Sometimes it is easier to find data when you group the list by a specific field. Click on column
headings to sort the list of data by that field.
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Selecting data from list boxes

List boxes display a list of possible values for a field. You typically use list boxes to select names.
For example, the Client field within the Slip Entry dialog box shows the available clients. You can
use this field to select a client for the slip.

Client Harper + || 05-65270
Eastern
Nickerson S (018356
B North. 1 94-01001
Morth.2 94-01002
Pierce 01-3426
Seacoast Marine 00-94253 b

Selecting data from group list boxes

Sage Timeslips uses group list boxes when a field can have multiple values. For example, when
you are choosing names for a report, you can use a group list box to mark each name to include.
A v to left of an item indicates that item is selected as part of the group. You can toggle a
highlighted name between marked and unmarked by clicking the check box next to it.

The v can also be added or removed using the four commands on the shortcut menu: Mark,
Remove Mark, All, and None. Mark and Remove Mark work on the currently highlighted items,
while All and None work on all items in the list.

Filter, for, Client Selection E‘

“You can select individual records by marking them in the list or by a range of ricknames. 'ou can use a combination of
both methods. There is a limit of 350 records pou can select from the list. If pou need to select more, use the Transfer
Fiange commands to move items from the list bo Mickname ranges. If you want to include all records except a few, choose
“Excluded”. Then mark the recards to exclude in the list or Nickname ranges.

The selected items will be | Included v
# M Mickname 1 Nickname 2 Full Name
k] ABC 02-1001 ABC Carporation
[ Atlantic 01-0900 Alantic 'warshouse & Supply
] Bishop ] i
] Eastemn
R Hickerson &
[ 62 Morth. Project1 0z-mm Morth Lake Consulting
[0 Morth.Project2 o200z North Lake Consulting
2 Fiece 011-3426 Pierce: Oceanios
[0 Seacoast 00-3425 Seacoast Marine Corporation

Instead of selecting
names individually,  P™Heknene e S

IZOU can enter a 1 thiu [ Trancier Fange | .
nickname range to
sglect [ ok J[ Concel J[ ek |

Using My Lists to filter names

Sage Timeslips allows you to set up custom lists (My Lists) of clients, tasks, and expenses.
Timekeepers can view data from these custom lists throughout Sage Timeslips, instead of having
to search through the complete lists of names.

Use the My List Setup page of the Timekeeper Information dialog box to set up these custom lists.
Right-click on a client, task, or expense name list to toggle between the full lists of names or your
custom lists.

Timekesper D. Brickley w || DavidB

Task B y— 713
Rew Shift-+Chrl-+h

Clignt Harper Open Shift+Chrl+0 0565270

Right-click on a
name list to toggle

Reference Palmer v. H|  Mickname 1 Shift+Chrl+1 Harper-002

Mickname 2 Shife+Chrl+2

between your Eita T

X ShiFt+Chrl+M

custom list of names z ér Shift+Clrl+A
and all names. {\;:. v Task Shift-+Chri+3

Expense  Shift+Chrl+4
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Using action buttons

For more info on setting up and using My Lists, see “Using My Lists to Filter Names” on page
7-21.

Using action buttons

Action buttons perform an operation that uses the data or settings entered into a dialog box. In
most cases, selecting an action button closes the dialog box before the action is performed. The
three most common action buttons are OK, Cancel, and Help.

[ ok ][ concel ][ Hem ]

Using check boxes

Check boxes designate a setting as being marked (v') or unmarked (blank). A marked setting is
“on.” For example, mark a bill format option for that option to affect the bill. Clicking the check
box toggles the mark.

Status

Master Client [[] Overhead anly
[ Slips detault to No Charge ] Restrict slip entiy

Using option buttons

You can use option buttons to select from among mutually exclusive items. Click an item to
mark e it.

Use option buttons to

select from mutually
exclusive items. Markup(+/] O defauit 3.0

4-13



4 Using the Sage Timeslips Interface

Timeslips User’s Guide

4-14



Quick Start Tutorial

Overview 5-2
Using automated guides 5-2
Getting additional information 5-2
Opening the sample database 5-3
Quick start premise 5-3
Creating Names 5-3
Creating timekeepers 5-3
Creating tasks and expenses 5-5
Creating a client 5-8
Tracking Time and Expenses on Slips 5-9
Creating a time slip 5-10
Creating an expense slip 5-12
Entering Transactions 5-13
Printing Reports 5-14

What's Next? 5-14



Quick Start Tutorial
Timeslips User’s Guide

e Quick Start Tutorial

Overview

This Quick Start introduces you to the basic data entry processes of Sage Timeslips: adding
names, entering slips, and entering transactions. We include a premise for each process to
provide an example of why you might add each type of data.

Using automated guides

Sage Timeslips offers guides to provide step-by-step assistance in performing a particular
function. Click | guides in the lower left corner of the Sage Timeslips window to open the Guides
page of the Guides and Procedures dialog box.

Guides and Procedures
Guides | *vour Own | On Mavigator

Hiow to add Clients -~
Howto add Expenses

Havr to add Tasks

How to add Timekeepers

How to enter expense slips

Huowe to enter payments

How to enter payments frorm funds

Havr to enter reverse payments

Havr to enter time slips

How to print & daily totals by period report

How to print & morithly slip values graph

How to print & monthly time usage graph

How to print & monthly totals by period repart

How to print a pre-bill worksheet

How to print & slip listing

How to print aweekly totals by period report

Havr to search for text v

This guide will assistyou in
printing & hill that displays the
charges or receivables you wish
to submit to your Client.

Highlight an automated
guide to play \>

and click Play. .

Automated guides open appropriate dialog boxes for you and provide hints for the various fields
in the dialog box. When a guide pauses on a dialog box, a hint for the current fields opens.

You can move through the fields to view the hints by pressing the Tab key or by clicking on the
field you want. You can also move through fields and hints sequentially by clicking Previous [{]
and Next [}] on the Hints dialog box.

Getting additional information

At the end of each guide, Sage Timeslips will ask if you would like to view an overview of the
current topic within the online Help system. Click Yes for more information on the current
topic. See Chapter 3, “Using Online Help and Guides” for more information about the Help
system.
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Opening the sample database

You can use the sample database that is installed with Sage Timeslips to explore the features and
functionality of Sage Timeslips. You can also use this database with the quick start tutorial in
this chapter.

How to open the sample database

1

Click | guides in the lower left corner of the Sage Timeslips window to open the Guides
page of the Guides and Procedures dialog box.

Select Switch to sample database at the bottom of the guides list.

Click Play. Sage Timeslips will switch to the sample database.

Quick start premise

Your name is Chris Harding. You are a new attorney at Willis & Henderson, P.C. You are
responsible for several clients and will generate bills each month. Your responsibilities require
you to learn the setup and operation of Sage Timeslips.

Creating Names

When tracking time and expenses in Sage Timeslips, you use names to specify who (the
timekeeper) performed what activity (the task or expense) for whom (the client). These names
are the building blocks that form the structure of your entire Sage Timeslips database.

Creating timekeepers

At the firm of Willis & Henderson, P.C., all employees who track time are set up as timekeepers.

Exercise 1 - Adding a timekeeper

As a new employee, you will define yourself as a new timekeeper and enter your billing rates.

1

Click ' SGuides in the lower left corner of the Sage Timeslips window to open the list of
automated guides.

Highlight How to add Timekeepers and click Play.

After reading the Information message box, click OK to close it. Sage Timeslips displays the list
of timekeepers in your firm.

You want to create a new timekeeper record. Click New 5F from the toolbar on the
Timekeeper List dialog box.

Within the Timekeeper Information dialog box, enter C. Harding in the Nickname 1 field and
ChrisH in the Nickname 2 field. These nicknames will identify you throughout Sage Timeslips.

Click Continue on the Automated Procedure Active control bar.

Automated Procedure Active

Click here to continue *

Sage Timeslips shows the fields for this timekeeper.

5
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10
1

12

13
14

Enter your full name, Chris L. Harding, in the Name field.
Press Tab to enter your initials, CLH, in the Initials field.
From the Title field, select Attorney.

Within the Email address field, enter chris@example.com.

Each timekeeper can have several different hourly rates. This allows billing rates to vary from
timekeeper to timekeeper.

Enter 90 in Rate 7, 100 in Rate 2, and 120 in Rate 3 to define your billing rates.

Optionally use the overhead rate to track the rate your firm pays employees. Enter 60.00 in the
Hourly cost field.

@ - Timekeeper Information - EI =] @
1|C. Harding 2 |ChrisH Classification
General | Custom I My List Setup =

&
Mame | Chris L. Harding Initials | CLH <
Title: lAtlome}l - =
Emai addiess | chris@example. com Additional email addresses '
R ate table =
1 2 3 4 ® E 7 L2l
90,00 100.00 120,00 n.00 0.00 n.og 0.00 &
] 1 +
&
Minimum hours Overhead p
Haurs [HH:Mp] 4000 per |week - Hourly cost  |60.00
Calendar Settings
Allows my calendar to be shared with others

Click Save @ from the toolbar to save the new timekeeper.

If Sage Timeslips prompts you to check for conflicts, click OK.

Most toolbar buttons, such as Save @ and New 4k , have keyboard accelerators. The shortcut
menu (accessed by right-clicking on the toolbar) lists the accelerator equivalents for toolbar
buttons.

15

16

Sage Timeslips asks you if you want more information about timekeepers. Click Yes to view
the Overview of Timekeepers Help topic or No to close the Confirm dialog box.

The new timekeeper now appears on the Timekeeper List dialog box.

Click Close [ to close the Timekeeper List dialog box.

(5

User's Guide

5-4

For more information on creating timekeepers, see “Creating Timekeepers” on page 7-7.
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Creating tasks and expenses

Creating tasks and expenses

Tasks are the activities that timekeepers perform, the individual events that make up the whole
day, or the parts of a particular job. Tasks are typically measured in hours. Examples of tasks
include meetings and research.

Sage Timeslips calculates the value for most time slips (slips created with a task) by multiplying
the hourly rate by the number of hours.

Expenses are reimbursable costs. Expenses are measured in units other than hours. Examples of
expenses include photocopies and mileage.

Sage Timeslips calculates the value for expense slips (slips created with an expense) by
multiplying a unit price by a numerical quantity.

You will create one task and one expense to become familiar with each process.

Exercise 2 - Adding a task

As you counsel your clients, you will be conducting both in-house and off-site meetings. In this
exercise, you will add the new task, Counsel, to the database.

1 Click = guides in the lower left corner to open the list of guides.

2 Highlight How to add Tasks and click Play.

3 After reading the Information message box, click OK to close it. Sage Timeslips opens the list
of tasks defined for your firm.

4  You want to create a new task record. Click New =F from the toolbar on the Task List dialog
box.

5 The Task Information dialog box opens. Enter Counsel in the Nickname 1 field and €300 in
the Nickname 2 field. These nicknames will identify this task throughout Sage Timeslips.

6 Click Continue on the Automated Procedure Active control bar.

Automated Procedure Active

Click here to continue *

Sage Timeslips shows the fields for this task.

7 Enter Counseling analysis and advice in the Name field. This full name takes the place of
the task nickname on bills.

Because you will bill at timekeeper rates, there is no need to define task rates.

You can use slip-making defaults to save time when entering slips. Sage Timeslips enters values
in these fields automatically on a new slip when you select this task.

8 Your counseling meetings typically last two hours. Enter 2 in the
Time spent field.
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9

You can use slip-making

defaults to save time\A

when creating slips.
Default values are used
automatically when you
select this task.

A brief, general-purpose description will be useful on most slips containing this task. Enter
Counsel with client concerning in the Description field.

[ - Task Information - EI = @
1 Counsel 2 Ca00 Classification
General | Biling &

&
M ame Counzeling analysis and advice 2
Category <Mones : Open... =
Rate table EI‘};
1 2 & 4 5 E =]

0.00 0.00 000 0.0o 0.00 0.00
L) LU L 52
&
&

Slip-making defaults
Tirne spent | 2:00:00 Time estimated |0:00:00

Description | Counsel with client concerning

10 Click Save & from the toolbar to save the new task.

11 The new task now appears on the task list. Click Yes to view the Overview of Tasks Help

topic or No to close the Confirm dialog box.

12 Press Ctrl+W to close the Task List dialog box.

For more information on creating tasks (time activities), see “Entering task information” on
page 7-15.

User's Guide

Exercise 3 — Adding an expense

Willis & Henderson has just added Superfast Parcel Service as a delivery carrier. In this exercise,
you will add the new expense, SPS Shipping, to the database.

1

2

5-6

Click  =guides in the lower left corner to open the list of guides.
Highlight How to add Expenses and click Play.

After reading the Information message box, click OK to close it. Sage Timeslips opens the list
of expenses defined for your firm.

You want to create a new expense record. Click New k= from the toolbar on the Expense List
dialog box.

The Expense Information dialog box opens. Enter SPS Shipping in the Nickname 1 field and
E108 in the Nickname 2 field. These nicknames will identify this expense throughout Sage
Timeslips.
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6 Click Continue on the Automated Procedure Active control bar.
Automated Procedure Active
Click here to continue *
Sage Timeslips shows the fields for this expense.
7 Enter the full name, Superfast Parcel Service shipment, in the Name field. The full name
takes the place of the expense nickname on bills.
8 You can enter up to 20 prices for an expense. Enter 8.75 in the first Price field for shipments.
Enter 1 as the default Price Level.
9 Enter 1in the Quantity field as the default quantity for shipments.
(3 - Expense Information - E?@
1[5P5 Shipping 2[E108 Classfcation
General | Biling I
&
Mame Superfast Parcel Service shipment o
Category <Mones : I Open =4
Prices Levels E"}
1 2 3 4 5 G =]
875 0.00 0.00 0.00 0.00 0.00 )
Use slip-making defaults J a D
P g h G &
tOA SaveAtlme when Slip-making defaults (&
Creatlng 5||p5- Defau” Frice Level Quantity 1.000
values are used ]
automatically when you Bil staus Hold
select this expense. Deseription

10
1

12

Click Save @ from the toolbar to save the new expense.

The new expense now appears on the expense list. Click Yes to view the Overview of
Expenses Help topic or No to close the Confirm dialog box.

Press Ctrl+W to close the Expense List dialog box.

User's Guide

For more information on creating expense activities, see “Entering expense information” on
page 7-16.
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Creating a client

The term client refers to the person or organization that you will charge for work performed by
your company. Timeslips maintains extensive settings and billing information settings for each
client, including accounts receivable balances, budgets, tax and interest rates, flat fee
arrangements, and bill format settings.

Exercise 4 - Adding a client

You bring a new client to the firm. In this exercise, you will add the new client, Kelley
Engineering Services, to the database.

1

2

Click | = guides in the lower left corner to open the list of guides.
Highlight How to add Clients and click Play.

After reading the Information message box, click OK to close it. Sage Timeslips opens the list
of clients defined for your firm.

Click New =k from the toolbar on the Client List dialog box to open the Client Information
dialog box.

Enter Kelley Engineering in the Nickname 1 field and 06-0165 in the Nickname 2 field.
These nicknames will identify this client throughout Sage Timeslips.

In the Set up this record to match fields from list, highlight Client defaults.

Click Continue on the Automated Procedure Active control bar.

Automated Procedure Active

Click here to continue ’

Sage Timeslips opens the Client Information dialog box.
Enter Kelley Engineering Services in the Name field.

Enter the following items in the remaining fields:

Address: 2765 Commercial Street
City: Wakefield

State: MA

ZIP: 01880

Phone: (781) 555-3042

Fax: (781) 555-9910

Email Address:  kelleyeng@example.com
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(D) - Client Information - E@
Mickname 1 Kelley Engineering 2 06-0185 Classification | Gpen - |]
The Contact Info page of | Jnformation )" . ane @
the Client Information C"“t::t mEo * | Kelley Engineering Services <
H H In Reference To
dialog box includes 2
. . Rates Addresses
information about each ) Ik
. . . Custom Fields Frimary Other
client, including the 2
lient's billing address Group 1 2755 Commerdal Street
C 9 . Group 2 el
Bills &
Arrangements -3
Holds Wakefield MA 01880 p
Charges
Invoices —
Layouts Swap Addresses
AR & Funds
Balance Phone numbers Email addresses
Funds Accounts Phone (781) 555-3042 @ Primary  kelleyeng@example.com @
Other | 0
- Fax (781) 555-9910 & cc
Notes —
Activities Home M
Other ( Separate addresses by using commas, semicolons, or
carriage return/fline feeds.
Status
[ Master Client [ overhead Only
[ Slips default to No Charge [ Restrict Slip Entry

10 Click Save & from the toolbar to save the new client.
11 If Sage Timeslips prompts you to check for conflicts, click OK.

12 The new client now appears on the client list. Click Yes to view the Overview of Clients Help
topic or No to close the Confirm dialog box.

13 Press Ctrl+W to close the Client List dialog box.

| For more information on creating clients, see “Creating Clients” on page 7-9.
Tracking Time and Expenses on Slips

In Sage Timeslips, you use slips to track time and expenses. A slip can detail a part of a job or an
entire job for a particular client by a specific timekeeper. Every slip requires a timekeeper, a
client, and a task or expense.

While Sage Timeslips offers many ways to enter slips, in this example you can will enter slips
within the Slip Entry dialog box.

5
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Creating a time slip

You use time slips to track work done on an hourly basis. You can track the duration of a time
slip with the stopwatch timer or you can enter it afterward.

Exercise 5 — Creating a time slip

In this exercise, you will create a time slip for a meeting with the new client, Kelley Engineering.
1 Click | S 6uides in the lower left corner to open the list of guides.

2 Highlight How to enter time slips and click Play.

3 After reading the Information message box, click OK to close it. Sage Timeslips opens the
current list of slips entered for your firm.

4 Click New =i from the toolbar on the Time and Expense Slip List dialog box to create a new
slip.

5 You want to enter a time slip. Set Type to Time.

6 Set Timekeeper to C. Harding.

) After clicking within any of the nickname lists, you can use the speed-search feature. As you
2 begin typing the letters of a nickname, Sage Timeslips will jump to the closest match on the
n list.
Tip

7  Set Task to Counsel. Notice that Sage Timeslips enters the slip-making defaults for you within
the Description field and the Time spent fields. You defined these defaults in Exercise 2.

8 Set Client to Kelley Engineering.

9 Enter upcoming court date. after the text in the Description field to describe the work
represented by the slip.

10 The Start date and End date fields are automatically set to today’s date. In this case, you will
enter a different date for the meeting. Click g next to the Start date field to open a calendar.

a. Set the Month to September, set the Year to 2014, and then click on the 16th of the
month.

b. In the Ending date fields on the right side of the dialog box, click Same As to make the
ending date the same as the starting date.

c¢. Click OK to close the Date Range dialog box.
11 Since Willis & Henderson does not use the Time estimated field, you will leave it at 0:00:00.

12 The meeting ran longer than the default of two hours. Enter 2.5 in the Time spent field. When
you click in a different field, Sage Timeslips automatically converts the decimal number into an
hours:minutes:seconds format.
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Nicknames identify who
is doing what type of
work for which client.

You can enter free-form —

text to describe the work
performed.

16

17

18

—

Tracking Time and Expenses on Slips
Creating a time slip

You can enter unbillable time as a separate slip or as part of a slip with billable time. You will
charge Kelley Engineering for only a portion of the meeting.

You want to assign a half hour of the meeting as unbillable time. Enter .5 in the Do Not Bill
time field at the bottom of the slip.

If the Markup, Adjustment, and Do Not Bill time fields are not visible, click Markup,
Adjustment, and Do Not Bill time = on the time slip.

To see how unbillable time will affect the slip value, click on the slip’s Value at the top right of
the slip. Note that the Billed Value is $180.00, reflecting the reduced billable time. Click Done
to close the Slip Values dialog box.

If you had a file attachment related to this work, you could attach it to the bottom of the slip.
You do not have an attachment for this slip.

(3 - Slip Entry - =n=

ID 54 WP

Type @ Time  © Ewpense B Walue 225.00

[=]] ChiisH
[+]| c2m0
[+]| 060165

|<None> |Z|

|4

Timekeeper |E. Harding

Task | Counsel

Client | FK.elley Engineering

Reference

B 7 |Counsel with client concerming upcoming court date.

U

9/16/20M13 | HE
9/16/20M13 | HE

oonon  |[&
zanon  |[@

Start date Time estimated

MPnT 0L« sl

End date Time spent

( Biing Status and Rate Settings « ]
Biling status [ Hald [ Recuring
Rate o [i ~] =00

( I arkup, Adjustment, and Do Mot Bill Time: « ]
Markup[+/-] @ default ) |0.00 B x

Do Mot Bill time:

[ Timekeeper

Adiustrment @) default () |0.00 0:30:00 &

[ Attachments & ]

Attachment

]
izl
]
=]

File Tupes  [] Inchude attachment with il

Click Save & from the toolbar to save the new time slip. You can also save the current slip by
creating a new slip or viewing a previous slip.

The new time slip now appears within the list of slips. Click Yes if you want to view the
Overview of Time and Expense Slips topic.

The slip you just entered is highlighted within the list of slips. Click Open & from the toolbar
to open the Slip Entry dialog box and view the slip.

For more information on creating time slips, see “How to create a time slip” on page 8-4.

User's Guide
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Creating an expense slip

You use expense slips to track charges for sales, expenses, and disbursements. You should enter
items that are tracked as a quantity multiplied by a unit cost, such as mileage or photocopies, as
expense slips.

Exercise 6 — Creating an expense slip

You need to create an expense slip for a package you sent to Kelley Engineering by Superfast
Parcel Service.

1 Click New dF from the toolbar on the Slip Entry dialog box to start a new slip. By default,
Sage Timeslips copies the Timekeeper name from the time slip you made in Exercise 5. If you
changed your preferences, set the Timekeeper to C. Harding.

2 Set Type to Expense to make the slip an expense slip.

3 Set Expense to SPS Shipping. Notice that Sage Timeslips enters the slip-making defaults you
defined in Exercise 3 in the Price field and the Quantity field.

4  Set Client to Kelley Engineering.
5 Enter Sent lot plans to Benjamin. in the Description field.

6 Enter 09/16/2013 for both the Start date and End date fields.

7 You can leave the remaining fields at their default values. Click Save @ to save the changes
made to this slip.

8  Press Ctrl+W to close all open dialog boxes.

| For more information on creating expense slips, see “How to create an expense slip” on page 8-
6.
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Entering Transactions

Transactions are financial exchanges between you and your clients. You can use transactions to
pay a client’s balance, write off billable charges, or transfer amounts to and from client funds
accounts.

Exercise 7 - Entering a payment

ABC Corporation sent you a check for $2200.00 to apply to their outstanding balance. In this
exercise, you will enter this amount as a payment.

1
2

Click ' 5 Guides in the lower left corner to open the list of guides.
Highlight How to enter payments and click Play.

After reading the Information message box, click OK to close it. Sage Timeslips opens the list
of accounts receivable transactions entered for your firm.

Click New =i from the toolbar on the Accounts Receivable List dialog box.

On the Accounts Receivable Entry dialog box, the Type field is automatically set to Payment
and the payment method is set to Check. Set Client to ABC.

Enter 9/16/14 in the Date field.
You want to include the check number for this payment. Enter 6370 in the Check No. field.
In the Amount field, enter 2200 for the amount of the check.

There are two open invoices listed below the Description field. Click Apply All to apply the
payment to both invoices. The Paid columns reflect the amounts paid on the invoice.

Tip

You can apply payments
directly to open invoices.

10

[ - Accounts Receivable Entry - EI (=] @
0 Mew
AR balance 2100.00 | Total funds balance 0.00 &
Tupe | Paypment V| ‘ Check v | Check Mo, | B370 ]
Clent  [4BC [+]| 02-1001 zﬂ
Date 9416/2013 | E [T Deposit Slip Amount 220000 EI‘}
B 7 |Payment - Thank You a
u ©

-~ Mot yet applied 100.00
Date Irvoice Mo, | Amount Fees Due | Fees Paid | Costs Due | Costs Paid | Int Due | Int Paid
/302005 Gaoooo| qsoooo[ ] 150000 0.00 0.00 0.00 0.00
1243142005 G:10002 1600.00|  1E00.00)  1600.00 0.00 000 0.00 0.0a
Remaining amount applies ta future invaice | Transfer Maneyp | [ Apply Al ] | Apply One | | Clear Applies

If you want to apply a payment to a single invoice, you can highlight an invoice on the list and
click the Apply One button.

The payment amount exceeded the balance due, mark Remaining amount applies to
future invoice. This amount, $100.00, is indicated in the Not yet applied field.

5-13
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11 Click Save @ from the toolbar to save the payment.

12 The payment now appears on the list of transactions. Click Yes if you want to view the
Overview of Accounts Receivable Transactions topic.

13  Press Ctrl+W to close all open dialog boxes.

| For more information on accounts receivable transactions, see “Entering Accounts Receivable
— Transactions” on page 9-3.

Printing Reports

Sage Timeslips provides over 100 reports that help you analyze your data and generate bills and
statements.

Exercise 8 - Printing a Slip Listing report

You want to view a report of all slips in the database. In this exercise you will print a Slip Listing
report.

1 Click | 56uides in the lower left corner to open the list of guides.
2 Highlight How to print a slip listing and click Play.

3 After reading the Information message box, click OK to close it. Sage Timeslips opens the
Report Entry dialog box.

4  Click Print to print the slip listing to the display.

5 Click More to view additional pages of the report or Print to print the report to the printer.
Your new slips appear at the end of the report.

6  Press Ctrl+W to close all open dialog boxes.

What's Next?

Now that you have learned about basic data entry and report procedures, you are ready to use
other functions and features in Sage Timeslips. To learn more about the features Sage Timeslips
offers, please use the other automated guides while accessing this sample database, review the
remaining chapters of this user’s guide, and access the online Help system.
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e Creating a New Database ¢

Overview

Before you can begin entering your firm’s data in Sage Timeslips, you must create a database. A
database is a collection of files that stores all the information you track with Sage Timeslips.
These files are stored together in a folder on a hard disk where you and other users can access
them.

Databases can be personal—accessed by one user—or shared—accessed by many users. You can
create as many databases as you need.

After you create a database, you can configure settings that will reflect the way you will use Sage
Timeslips. You can set up general database settings will affect all users and personal settings that
will affect individual users.

As you conduct business, you will be entering data often in Sage Timeslips. We provide
important timesavers called defaults that can simplify data entry. Defaults are settings that Sage
Timeslips automatically uses until you choose or enter another value. For example, default
values enable you to enter names, slips, and transactions without filling in each field in a dialog
box manually.

This chapter describes the steps and considerations involved in creating a new database. This
chapter also helps you consider timesaving setup options before you begin to use Sage Timeslips
regularly. The advantage of certain setup features might not be clear until you have had some
experience with all features. Occasionally review the way you work with Sage Timeslips to
determine if you can better automate certain functions.

Identifying administrators

Every Sage Timeslips site should have someone assigned to manage issues such as installation,
security, network administration, and database backups. We consider these people Timeslips
administrators. They should be trustworthy and knowledgeable because they will have full access
to the database and will be controlling access for other users. They will also be performing
crucial database functions that could result in data loss if done incorrectly.

We recommend that you ensure that only the Timeslips administrator is in charge of
performing the functions described in this chapter.

Understanding Database Concepts

6-2

Your valuable data—all of your clients, slips, payments, and more—is stored in a database. Sage
Timeslips stores each database as a group of files in its own folder. You should make a note of
the location of each database. You will need to know the location of the database in order to
perform some database management tasks. Each database contains a master file named
Main.db. When opening a database, you will be prompted to locate this file.

While your firm will typically work with only one database, a single copy of Sage Timeslips can
maintain several databases. For example, you may work for several companies, tracking their
billing information, and each company needs its own database. Some firms may require that
employees use their own databases to track slips and clients.

Each database can support multiple simultaneous users. In firms where multiple users will
access Sage Timeslips, the database must be located on a shared hard disk—such as a file
server—and you must assign a separate station license to each workstation.
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Identifying administrators

Sage Timeslips lists the number of station licenses purchased and the number in use in the About
Sage Timeslips dialog box (select Help; About Timeslips). To purchase additional licenses, call
(800) 285-0999 or visit our web site at http://www.SageTimeslips.com.

Using the Create a New Database wizard

Creating a new database is easy with the Create a New Database wizard. This wizard walks you
through creating a new database and prompts you for each piece of information needed.

The following steps detail the process of creating a Sage Timeslips database using the Create a
@ New Database wizard. Sage Timeslips also offers commands to create a database based on your
Help current database or to create a database based on a database backup. Look up “creating
databases” in the online Help for more information about these commands.

Starting the Create a New Database wizard

1 If necessary, start Sage Timeslips (select Start; Programs; Sage Timeslips; Sage Timeslips,
by default).

2 Open the Create a New Database wizard:

If you are opening Timeslips for the first time, the Welcome to Sage Timeslips dialog box opens
at startup.

Welcome to Sage Timeslips @

You can createa \§age Ti.meSl.lpS

new database or
select an existing

database to open. Open an existing database

Create a new database

Restore a backup ,b
Explore the sample database
»

Review Product Training Videos .

¥ ¥ ¥ ¥ ¥ ¥

Exit Sage Timeslips

Click Create a New Database to start the Create a New Database wizard. Otherwise, select
File; New; Database to start this wizard.

Select a Database Style

Sage Timeslips may be able to supply you with a database structure that suits your profession.
This can help simply the setup process for your firm’s database. These profession-specific
databases include terminology, task names, expense names, and custom fields familiar to your
industry.
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You can create __|

a database
pre-populated with
data for a specific
profession or create an
empty database.

Help

If you purchased an electronic billing or audit house link, Sage Timeslips also provides databases
that contain custom fields and activity names required to audit your billing data.

@ Create 3 New Database \EI
Select a Database Style
The database style can provide a starting set of tasks, expenses, and custom fields. You
can chooge Empty to install only neceszary information into the database o choose one of
our pre-defined professional style databases.
) Empty Database
@ Professional Database
‘ Accountant Desciiption
Architect Mew empty databaze pre-defined
‘ Computer Consultart with legal tasks and expenses
Coristiuction
e Legal
. Legal with ABA Litigation Codes

You must install the electronic billing or audit house add-on before you can create a database
based on the specific electronic billing or audit firm. See “Installing additional licenses or other
add-ons” on page 2-8 for more information on how to install Sage Timeslips Add-Ons.

1 Select the appropriate profession, electronic billing, or audit house database from the list. To
create an empty database, mark Empty Database.

2 Click Next to continue creating the new database.

For more information on profession-specific or electronic billing databases, look up “profession
databases” or “electronic billing” in the online Help.

Select Database Location

Sage Timeslips stores each database as a group of files in its own folder. You should make a note
of the file path to each database. You will need to know the location of the database in order to
perform some database management tasks.

@ Create a New Database @
. Select a Database Location
Select the location
of the new Select the folder where you want Sage Timeslips to create the new database. Each
databagze requires a unigue folder, Uge the default folder or click Browse [...] to select the
database. folder where pou want to create the datahase
‘ Location
C:\Program Files [x05/Timeslips 201 2DATADTY L)

‘e
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Choose how Sage
Timeslips tracks and
displays numerical
data.

Using the Create a New Database wizard

Identifying administrators

1 Select the folder where you want Sage Timeslips to create the database. If necessary, click

Browse [] to select a different location.

2 Click Next to continue creating the new database.

Enter Firm Name

Your firm name will appear on reports and bills that you print through Sage Timeslips.

CB Create a New Databaze @

Enter Firm Name

Enter the name of your firm. This name will appear on bills and reports. You can enter more
information about your firm at any time within the General Settings dialog box,

‘wiillis & Henderson, P.C.

‘ Firm Mame
a

1  Enter the name of your firm.

2 Click Next to continue creating the new database.

Select the Number of Decimal Places

Sage Timeslips allows you to select how it tracks and displays numerical values, such as rates,
fees, markups, and discounts. Select the number of decimal places that you want to track when

storing numeric values.

CB Create a New Database @

Select the Number of Decimal Places

Sage Timeslips stores multiple numeric values within a database, which include rates, fees,
adiustments, interest rates, markups, and discounts. Select the number of decimal places
that Sage Timeslips will track.

() whole numbers [100]
(11 Decimal Place (100.0)

a @ 2 Decimal Places [100.00)

() 3 Decimal Places [100.000)

) 4 Decimal Places [100.0000]

1  Select the number of decimal places to track for these values.

2  Click Next to continue creating the new database.
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Select First Month of Fiscal Year

Sage Timeslips allows you to set your company’s start month for the fiscal year. This is
important when tracking historical data or printing year-to-date reports.

G Create a New Database @

Select First Month of Fiscal Year

The start of your firm's fiscal year determines how Sage Timeslips calculates values on
some reports. For example, on vear-to-date history repoits, this will determine which months
are included in the report. Use the lield below to select the starting month of your firm's
fiscal pear.

Select the starting |
month of your firm'’s
fiscal year.

1  Select the starting month for your fiscal year.

2 Click Next to continue creating the new database.

Select Next Invoice Number

This view determines the invoice number Sage Timeslips prints on the next invoice. This
number increments as you generate and approve invoices.

B Create a New Database @

Select Starting Invoice Number

Sage Timeslips uses invoice numbers to rack billed information. 5age Timeslips wil
increment invoice numbers as pou print and approve bills. Use the field below ta enter the
starting invoice nurmber, We suggest that pou enter this information now so Sage Timeslips
tracks your billing properly.

Select the starting
invoice number for
invoices generated

in Timeslips.

Irvoice number 10000

1  Use the default invoice number, 10000, or enter a custom invoice number.

2  Click Next to continue creating the new database.
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Using the Create a New Database wizard

Identifying administrators

Select Bill Layout

Bill layouts determine where items are positioned on bills and the level of detail that appears for
each individual charge on the bill.

You can double click the Preview box to preview the level of detail for each choice. Click Done
when you are finished to return to the wizard.

The layout you select provides Sage Timeslips with a starting point for the default bill layout.

Before you generate bills, you can adjust the bill layout as needed.

CB Create a Mew Database

Select Bill Format

Layout

Etasic bill
Letterhead bil

Eill via emai

Bill with firm heading
Bill with formatted header

Marrative style flat fee bil
Bill with payment stub
Layout for Form LCI78
Layaut for Form LCI 79
Layaut for Form LCN 39 -

m

Include a cover page on the bill

=l

The bill layout determing the appearance of your printed bills. Select one of the styles below
and you can edit it further to match your firm's current style,

Presiew

Double click ta enlarge

Cancel

1 Select the default bill layout.

2 Choose the level of detail to show for each time and expense entry.

3  Click Next to continue creating the new database.

User's Guide

—— Optionally include a

cover page on the bill
that can summarize
billing totals and
include custom
greetings.

For more information on controlling the level of detail on bills, see “Determining the
Appearance of Bills” on page 12-14.
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Select Accounting Link

If you want to transfer your transactions to a general ledger, Sage Timeslips lets you choose an
accounting package link.

@ Create a New Database @

Select Accounting Link

I pou track, pour invaices in a general ledger, Sage Timeslips may be able to transfer biling
transactions to it This can help you avoid entering transaction information twice. You can
change this selection at any ime by selecting Setup; Choose Accounting Package.

() Timeslips Accounting Link [TAL)
(@) TAL Pro for Sage 50

() TAL Pro for QuickBooks

() 1 do not use an accounting package

Select an accounting—
link so you can send
transaction information

to your general ledger.

1 Select an accounting link.

2 Click Next to continue creating the new database.

Select Features

If you will not use some features, Sage Timeslips lets you disable them.

(D) Create a New Database @I

Select Additional Features

If wou firm will not use some features, vou can dizable them to simplify Sage Timeslips. The
features listed below are a sample of features pou can hide. From the Settings menu, select
Features Enabled for a full list of features you can hide or show,

‘ Synchronize data with M5 Outlook.

Usze Client Funds accounts

|Jse budgsts

Unmark features to—
hide them in Sage
Timeslips.

Caneel

1 Unmark any features that you want to hide.

2 Click Next to continue creating the new database.

For more information on enabling or disabling features, see “Disabling features” on page 6-11.
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Entering firm information

Ready to Create Your Database
Sage Timeslips is ready to create your database.

1 Click Back to modify any of the database settings or click Next to create your database. After
creating the new Sage Timeslips database, the Database has been created successfully view

opens.
2 Mark Open General Settings to review additional setup options.

3 Click Finish to close the Create a New Database wizard. Sage Timeslips opens the General
Settings dialog box, where you can establish settings for the database.

Establishing General Settings

After Sage Timeslips creates the new database, the General Settings dialog box opens. You should
enter several pieces of important information here before proceeding. If you are unsure of any

settings or need to change them later, you can select Setup; General to open the General Settings
dialog box.

Entering firm information

Use the tabs at the
left of the dialog box
to access other
pages of the
General Settings
dialog box.

\ D General Settings @

Firm | - -

e — » Firm: Address Information

Terminology Address

Calendar Terminology Mame Wilis & Henderson, P. C.

Other -

= | Address 133 5. Main Street

Aging Periods Suite 1402

Rules City, State Essex MA ZIP Code 01329
Hames

J Other

Nicknames

REDLETEE Phone Numbers

Empl Tith

ayee s Phone 1 (978) 5552222 Phane 2 (a78) 555-5435

Conflict Checking
—— | | Eext (578) 555-2121 Fex 2 (378) 555-3573
Bills oth

Slips, AR, &Funds =r

Default Descriptions Email address

Fee Allocation Website

Payment Types

L b Custom 1
Custom 2
QK ] I Cancel J I Help

Enter the name, address, phone numbers, and other info for your firm in the Firm Info page of
the General Settings dialog box. This information can appear on bills, statements, and reports.

Setting terminology

The Terminology page of the General Settings dialog box controls the labels that Sage Timeslips
uses to identify timekeepers, clients, activities (both time and expense), references, and projects.
Although this guide uses these standard terms, you may want to label them more appropriately
for your business.

If you are using a professional database, terminology is already customized. When using a client
project naming method (as described later in this chapter), you may want to change the client
label. When you change a terminology label, menus and dialog boxes will reflect the new label.

6-9
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Use the fields on the - General Settings - (==
Terminology page Firm . -
to cug{o%igzge Address Informas : Firm: Terminology
termi nOIOgy e — \ If you change the default terminology, your custom terminology will appear throughout Sage
throughout =y Timeslips: on slips, in menus and dialog boxes, and on reports and bills,
X . aal
Sage Timesli ps. - Aging Periods J Singular Plural

Rules Timekeeper Timekeeper Timekeepers

s ] Client Client Clients
Nicknames Time Activity Task Tasks
Mew Names Expense Activity Expense Expenses
Employee Titles Any Activity Activity Activities
Conflict Checking Reference Reference References

Transactions | Project Project Projects
Bills Slip Custom Field Extra Extras
Slips, AfR, & Funds Cateqgory Category Categories
Default Descriptions
Fee Allocation
Payment Types Phone Number 1 Phone Phone Number 2 Fax

Phone Number 3 Home Fhone Number 4 Other
Address Line 4 Country Split Bill Info Split bill information
| O | [ Cancel ] [ Help ]

@

Help

For more information on changing database terminology, look up “terminology” in the online

Help system.

Determining aging periods

The Financial page of the General Settings dialog box determines the aging periods used by your
firm to track overdue balances. You can define up to six aging periods. By default, Sage Timeslips
uses four aging periods of 30, 60, 90, and 120 days, but you can choose any length for the periods,
up to 999 days. Use these periods to determine when to begin charging interest and when to
print past-due messages on a bill.

Using the Aging

D General Settings
Firm J
Address Information

Terminology
Other

Periods fields, you " ™A Finandial J

=

Finandal: Aging Periods
Aging Periods

These periods are used in tracking overdue balances and calculating interest, Use the fields below to
specify the number of aging periods and the number of days that a billed balance must age before it
moves to the next aging period.

can determine how Aging Periods »
to track overdue Rules Number of aging periods that you will use
Names J
balances. Period 1 Period 2 Period 3 Period 4 Period 5 Period &
Micknames
MNew Names [30 '] [EO v] [90 v] []‘20 v] [150 '] [180 M
Employee Tites
Conflict Checking
Transactions. | Spedfy the starting month of your fiscal year, When accumulating historical data, Sage Timeslips
uses this setting to determine how to calculate totals, such as quarter-to-date and year-to-date
Bills amounts.
slips, AR, &Funds ) i of fecal
Default Descriptions First month of your fiscal year

@ For more information on aging periods, look up “financial settings” in the online Help.

Help
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Using the Getting Started wizard
Other settings

Other settings

You can set options on the remaining pages of the General Settings dialog box. You can select
Setup; General at any time to change these settings later.

When you are finished with the General Settings dialog box, click OK to accept your settings.

@ For more information on general settings, look up “general settings” in the online Help system.

Help

Using the Getting Started wizard

After creating a database and closing the General Settings dialog box, the Getting Started wizard
opens. You can use this wizard to configure personal settings for the timekeeper using the
program.

Since your new database does not yet contain timekeeper names, this wizard will prompt you to
enter your name, initials, and primary and secondary nicknames. Sage Timeslips uses this
information to create the first timekeeper record.

D Getting Started @

] ) Enter your name
Sage Timeslips can—|

include the full name or Enter wour full name and initials [mew databaze].
initials on bills and
reports.

‘.

FullMame  Chris L. Harding

Initialz CLH

Help < Back

Cancel

Ifyou are a new user, the remaining views of the wizard allow you to accept some default settings
or establish your own values. The last view of the Getting Started wizard asks if you want to view
training videos. If you select No, you can view these videos later by selecting Help; View
Training Videos.

Important Setup Options

In addition to the settings you have already established, there are several setup areas that you
should configure before using Sage Timeslips. You may not need to make changes in each of
these areas, but you should review the following topics to be sure.

Disabling features
Sage Timeslips is a feature-rich product. It may include features that your firm will not use. You

can simplify the Sage Timeslips interface and speed data entry by removing features that you do
not need.
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Configuring Sage Timeslips manually

You can manually hide any features included with Sage Timeslips by using the Features Enabled
dialog box (select Setup; Features Enabled).

The Features Enabled dialog box displays the list of features that you can enable or disable. Click
on any feature to view a description of that feature below it.

. ez s e
You can review and ___ |\ FeaturesEna e ol
mﬁ:ﬂultmn

disable features p— : Name Information: Client Settings
using the Features - \
Enabled dialog box. oo

Bill Arrangements

‘When you enter time, you must also choose the hourly rate at which you will bill the time. You can
select the biling rate manually whenever you enter 3 time glip or you can set up Sage Timeslips to

Timekeeper assign biling rates automatically.

Activity [¥]Rate selection rules Used Rarely (05/20/2011 g
References

¥|Largest Rate Table Never used

Budgets g ’ g
Transactions

: J These fields allow you to change how the dients charges are calculated.

Slips

AJR and Funds
Bills J Bill Arrangement on Full Bl Mever uzed @
Bills Client Holds Mever used g
Bl Client Hold on time and expense charges Mever used g
Audit Houses

J [¥]Finance Charge Mever uzed @
Other
7 s i Mey

File Menu Simple interest Mever uzed g
Spedial Interest Grace Period Never used g
All Features J [] biscounts on early payment Mever used @
Feature List

[ OK. J [ Cancel I l Help ]

To hide a feature, select the appropriate item from the Feature group field, select the feature you
want to hide, and then unmark the check box to the left.

@ For more information on disabling features, look up “disabling features” in the online Help

system.
Help b

Configuring Sage Timeslips automatically

You can also set up Sage Timeslips to review how you use features. Sage Timeslips can
periodically notify you when you are not using features.

# Sage Timeslips

Timeslips can notify

you Of features you File Edt dlips Transactions MHawes Bills Reports Special Setup  Window Help
arenotusing_ i‘:la‘ﬁ% '-ﬂ:'l_-l'\ ‘@%%m m:?ES'-Tﬁ @%@ o 3
oy, ‘o have never used the Outlook Link feature. Riegarding tis featurs, would you like to__ Learn more or Disable e isature ? [~ ]

You can then choose to review information about that /

feature, or disable the feature to hide it from the interface.

The TImeS“PS Timezlipz Message Center
Message Center can Py You have never used the Audit trails feature,
also inform you of (L Track time and expenses even while out of the office. Using the we...
features_ (I Extend the power of Timeslips to each employee by adding additio...
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Controlling access to Sage Timeslips

You can set up this functionality within the Firm: Other page of the General Settings dialog box
(select Setup; General). This allows you to determine how Sage Timeslips will notify you of
feature usage.

You can determine

how Timeslips will \\

notify you of Display notification when features are used

feature usage.
Mewver

@ Rarely {used 3 times or fewer within the past 60 days)
QOccasionally (used 23 times or fewer within the past 60 days)

If you do not want Sage Timeslips to notify you of your feature usage, you can disable feature
usage messages. On the Features Enabled dialog box (select Setup; Features Enabled), select
Feature usage messages from the list of features and click on the Disable this feature link.

Controlling access to Sage Timeslips

You may consider certain information contained in your Sage Timeslips database as sensitive or
confidential, such as client balances. Some menu commands allow users to edit or delete data.
which can result in data loss if used improperly.

To prevent unauthorized or inexperienced users from performing certain functions, Sage
Timeslips offers password protection for each timekeeper as an optional feature.

For more information on security settings, see “Maintaining Database Security” on page 16-2.

Enabling audit trails

In addition to the security settings, you can establish audit trails on names and transactions. An
audit trail tracks a history of changes to these records in the Sage Timeslips database and logs
who was responsible for those changes. You can control how much data the audit trail tracks
and generate a report on the changes.

For more information on audit trails, see “Enabling audit trails” on page 16-5.

Establishing preferences

The Personal Preferences dialog box (select Setup; Preferences) contains many options and
settings to customize your use of Sage Timeslips.
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(2 Personal Preferences [C:\Pragram Files (x86)\Timeslips 2013\PREFS.PRF] (23w
Interface | -
e - Interface: Startup and Exit
Mavigation Rules Show at startup
Menu and Commands [] Confirm today’s date for accurate aged balances
A
e [ splash screen
Mavigators
Procedures Manimize main window
Slips J Mavigator Enhanced (Office Manager’
Options
New Slip Rules Sage Timeslips Today
Movement Rules Calendar No -
Transactions |
Billing | =~ ©Open window [Nnne v]
Biling Assistant Options Also apen window [Nnne v]
Billing Assistant Buttons
Client Exit
Speliing/G | Confirm when dosing (except with File; Exit)
r J Back up the database
Calendar Settings
Alerts 0On Open/Close Database
Database paths Remind me if a backup has not been made in @ days
Report paths
Qther paths
[ Default ] [ Save As... ] [ Retrieve... I [ oK ] [ Cancel ] [ Help

Help
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Some examples:

When starting the program, you can open the most frequently used data entry dialog
box.

If you have customized your own navigator, you can set it to open by default when you
start Sage Timeslips.

When creating slips, you can choose to copy the timekeeper, client, and other fields
from the previous slip, or start the timer on a new time slip.

You can customize the keystrokes used when entering slips.

You can set a default path for bills and reports that you print to file.
You can configure settings for checking for speller and grammar errors.
You can turn off special offers and product messages.

When exiting Sage Timeslips, you can choose to back up the database.

For more information on establishing preferences, look up “preferences” in the online Help

system.
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Before entering names

Before entering names

Before entering names, you should consider the following checklist:

Q

Q

Determine if nicknames should follow a standard format (see “Formatting nicknames” on
page 7-3).

Determine if clients should follow the client project method (see “Using client projects” on
page 7-11).

Define templates for clients, timekeepers, tasks, and expenses that can copy defaults to new
names (see “Setting name classifications” on page 7-5 and “Using new name defaults” on
page 7-4).

Define custom fields if you need to track other data for clients, timekeepers, tasks, and
expenses (see “Creating and using custom fields” on page 7-5).

Before entering slips and transactions

Before entering slips and transactions, you should consider the following checklist:

a

a

Set up slip approval to determine which slips are ready for billing (see “Approving Slips to
Appear on Bills” on page 8-24).

Optionally disable features or fields that you do not plan to use (see “Disabling features” on
page 6-11).

Define the rules that Sage Timeslips uses to select billing rates automatically on slips (see
“Assigning billing rates” on page 7-5).

Set up abbreviations for use when entering text throughout Sage Timeslips (see “Using
abbreviations in text descriptions” on page 4-9).

Customize personal preferences to suit the way you use Sage Timeslips (see “Establishing
preferences” on page 6-13).

Set up custom fields for fee allocation (see “Allocating fees to timekeepers” on page 7-8).

Enter tax settings: jurisdictions, tax rate rules, and tax profiles (see “Setting up taxes” on page
7-17).

Set up security to limit database access (see “Maintaining Database Security” on page 16-2).
Enable audit trails to track changes (see “Enabling audit trails” on page 16-5).

Define bank accounts to group client funds accounts (see “Using bank accounts” on page
9-11).

Define client funds accounts to track retainers for clients (see “Entering Client Funds
Transactions” on page 9-11).

Enter or modify the default transaction phrases. The Transactions page of the General Settings
dialog box (select Setup; General) determines the default phrases used when creating
accounts receivable transactions.

Define time sheet slip templates so users can enter time using the time sheet (see “Entering
Time Using the Time Sheet” on page 8-17).

Set up database alerts to monitor accumulated charges for specific clients and timekeepers
(see “Using Alerts to View Data” on page 10-10).
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Before printing bills and statements
Before generating bills and statements, you should consider the following checklist:

U Enter titles that you can assign to timekeepers. You can use titles to sort some reports and
summarize information on bills.

U Enter messages that can appear on bills (see “Including messages on bills” on page 12-36).

O If you are using TAL Pro (Timeslips Accounting Link Pro), set up accounts and link to your
general ledger (see “Setting Up the TAL Pro Link” on page 17-2.

O Design or modify the bill layouts that control the appearance of bills (see “Determining the
Appearance of Bills” on page 12-14).

U If you are preparing bills for electronic delivery, set up formatting requirements (see “Using
Audit Stage with electronic bills” on page 12-42).

Considerations for Databases with Multiple Users

Sage Timeslips permits all licensed workstations to access the same database simultaneously.
When multiple users are accessing the database, Sage Timeslips may restrict some actions. There
are three basic types of restrictions:

+  Multiple timekeepers cannot edit the same record simultaneously. If one timekeeper is
editing a record, the record is “locked” to prevent editing by other timekeepers.
Usually, the dialog box title will have dashes added to indicate that the record is locked.
For example, “Client Information” becomes “- Client Information -.”

If other stations attempt to edit the record, Sage Timeslips notifies them to wait. If a
record has recently been edited on another station, Sage Timeslips may notify you that
a change has taken place and will update the record you are editing.

+ Certain commands can be performed by only one station at a time. These include File;
Archive, Slips; Close Slips, Setup; Accounting Link, Setup; G/L Accounts, and printing
bills to printer or to file.

+  Certain commands will run only when all other stations are out of the database. These
are called critical functions. They include the File menu’s Backup, Restore, Data
Verification, and Purge commands and the Setup menu’s General, Custom Fields, and
Security commands.

No other station will be able to use the database until a critical function is complete.
You can use the Station Administrator program to view other stations that are
accessing the database.

See “Using Station Administrator” on page 16-7 for more information.

Sage Timeslips will also prevent critical functions if other programs on the same computer are
accessing the Sage Timeslips database, such as Timeslips Import or third-party programs.
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e Entering Names e

Overview

When tracking time and expenses in Sage Timeslips, you use names to specify who (the
timekeeper) performed what activity (the task or expense) for whom (the client). These names
are the building blocks that form the structure of your entire database.

In this chapter, you will learn about creating clients, timekeepers, tasks, and expenses. These
names that appear on slips, transactions, and other records in Sage Timeslips.

The Names menu contains the commands that you use to maintain this information. Additional
Names menu commands provide access to client references, client history, timekeeper history,
and budgets.

Because terminology is customizable, the name terminology that we use in this guide
(timekeeper, client, task, expense, project, and reference) may differ from the terminology in
your database. You can use the Terminology page of the General Settings dialog box (select Setup;
General) to customize terminology to suit your business (see “Setting terminology” on page
6-9).

Creating Names

When you create names, you assign up to two nicknames to each of your timekeepers, clients,
tasks, and expenses. You use nicknames to identify these names throughout Sage Timeslips when
creating slips, entering transactions, and selecting records for bills and reports.

Selecting a nickname convention

7-2

The primary nickname (Nickname 1) is required for all name records. It can contain up to 30
characters and should store an easily identifiable name. In addition, each Nickname 1 must be
unique.

The secondary nickname (Nickname 2) is optional. It can contain up to 15 characters and is
often used for codes, such as your office’s internal work codes for tasks and expenses. Use names
or codes to establish a convention that best suits your business.

You can use any naming convention such as initials, abbreviations, code numbers, or names and
codes. Sage Timeslips can accommodate any system you might devise, but you should consider
the implications for bills, quick retrieval of slips, and alphanumeric sorting on reports.
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Formatting nicknames

The Nicknames page of the General Settings dialog box (select Setup; General) contains several
settings that can affect the format of nicknames. You can set the number of characters available
for each nickname. If your firm uses a specific coding scheme, the settings that you enter in the
Auto-format fields will enforce your method.

D) General Settin gs
Firm

Address Information
Terminology

Calendar Terminology
Other

You can set up — | Aging Periods
formatting rules to
enforce a consistent

naming scheme.

Rules

HNames

Hicknames
Mew Mames
Employee Titles
Conflict Checking

Transactions

Bills

Slips, AR, & Funds
Default Descriptions
Fee Allocation

Payment Types

Names: Nicknames
Client Project
Determines the character used to identify dient projects. You can use the Client project naming
system to define each matter or file for a dient.
Project Separator | - {period) *| Example: Smith.Project1
Size and Format
You can set up auto-format rules to regulate the entry of nicknames. The 'Mext Number' field is
used when you create a new name and leave the secondary nickname blank; this number will
automatically increment.
Nickname 1 Nickname 2
Size Auto-Format Size Auto-Format Mext Number
Client 1 =
Timekeeper 1 =
Expense 1 =
Options
Allow duplicate Nickname 2 [ Search for existing duplicates ]
[ oK ] [ Cancel I [ Help ]

For example, you can allow only certain characters—such as numbers—at certain positions.
You can also force a special character—such as a hyphen—to always appear at a certain

position. If you leave the Auto-format nickname 2 field blank, it will automatically increment
using the settings in the Next number for nickname 2 fields.

7
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Using new name defaults

Use the settings on the New Names page of the General Settings dialog box to apply default values
to name records when you create them. This can save time and help you avoid data entry
mistakes. For each type of name (timekeeper, client, task, and expense), you can select a
template name as a source for billing rates, custom fields, and other values.

New names can |
automatically use
default values from
name templates.

1D General Settings
Firm ]
Address

ation
Terminology
Calendar Terminclogy
Other
Financial J

Aging Periods

Rules

Names J
Micknames
New Names »
Employee Titles
Confiict Checking

Transactions J
Bills
Slips, AR, &Funds
Default Descriptions

Fee Allocation

Payment Types

Accessing na

]

Names: New Names

Clients
The fields determine the source of default settings for new dients. For each area, you can select
Mone, Template, or Master,

Client Information Default -

Contact Arrangements Funds Accounts

InRefTo Holds Layout

Custom Inyoices Reference Seb.lg
Activity Filters

Other Names

Determines the name template to use as a source of default settings when you create new names.
Use the check boxes to the right to select which fields to copy.

Gereral  Biling Custom
Timekeeper Information Default -
Task Infarmation Default -
Expense Information Default -
[ Ok J [ Cancel ] [ Help

]

If you are using the client project naming system (see “Using client projects” on page 7-11), you
can choose to draw default values from the master client associated with the new project you are

creating.

mes

Each type of name record has a List dialog box that you use to select and open a name record.
For example, the Client List dialog box contains client names.

Each individual name record has an Information dialog box where you enter the nicknames and
other details. If you highlight a name on the Client List and click Open &, the Client
Information dialog box opens for that client.

[ Client List

(=3 HoR (=

classification. Click the
appropriate tab to view

Sage Timeslips.

automatically groups

rFeF HRlEddDd PEERAEOT

Open | T emplates | Inactive | Closed|

names by their

Aflantic
Bizhop
Easterm

names of different
classifications.

Mickerson

B Marth Praject]
Morth. Project?
Fierce
Seacoast

H M Mickname1 <

Felley Enginesring

01

Mickname 2

Full Name

& h
Ablantic \Warehouze & Supply

01-0300

03-0400 Bizhop & Sons

00-0700 E astern Associates

0E-01E5 F.elley Enginesring Services
01-8356 Mickerson Boat v'ard
nz-o1m Marth Lake Caonzulting
200z Marth Lake Conzulting
01-3426 Fierce Oceanics

00-3425 Seacoazt Marine Corporation

Both the Names menu and the main toolbar contain commands for opening the lists of clients,

timekeepers, tasks, and expenses.
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Setting name classifications

Each name record has a classification that determines if it is available throughout Sage Timeslips.
For example, you might have finished a project for a client and you don’t want that client’s name
appearing throughout Sage Timeslips, but you want to keep this information in the database for
historical purposes.

Each name list dialog box groups names according to these classifications. You can assign
classifications in the Information dialog box for a name. For example, to change the
classification for a client, open the Client Information dialog box and change the Classification
field in the top right corner.

To change
classifications, you can

optionally select a new | @ ClientInformation \ e )
value from the ]

e . . Mickname 1 ABC 2 02-1007 Classification | oy -
Classification field. B— [pen -] e

For more info on changing classifications, see “Changing name classifications” on page 15-7 or

Help look up “classifications” in the online Help.

Assigning billing rates

Sage Timeslips provides each timekeeper, client, and task with a rate table in its Information
dialog box. A rate table is a list of rates associated with a name.

When creating slips,

r A Fte table
you can optionally : 5 5 4 5 6 7
select which rate to 125.00 150.00 175.00 200.00 0.00 0.00 0.00
use from the 3 >

rate table.

On time slips, you determine the billing rate by selecting a rate source and a rate level. The rate
source indicates which rate table the slip will use for its billing rate. The rate level indicates which
rate from the rate table to use on the slip. For example, if you were going to use the second
billing rate on a timekeeper rate table, you would set the rate source to Timekeeper and the rate
level to 2.

Typically, you will set up rate tables for only one type of name. For example, if your company
bills by timekeeper rates, it probably does not also bill by task rates.

In the Rates page of the Client Information dialog box, you can set up default values for rate
source and rate level for each client, so that the correct rate is automatically assigned to each
client’s time slips.

You can also define rate selection rules that apply a particular rate based on the combinations of
timekeepers and tasks that you select on slips for the client.

Creating and using custom fields

When creating names, you may want to enter data that Sage Timeslips does not normally track.
For example, you may want to enter birthdays for each of your employees. You can create new
custom fields for clients, timekeepers, and activities (tasks and expenses).

You can also use these custom fields to group information. This is useful if you need to sort
report records by one of your custom fields.

7-5
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Select Setup; Custom Fields to open the Custom Fields dialog box. Click New to open the New
Custom Field dialog box, where you can create a new custom field.

Date Type Custom Field Attributes @

Use this dialog box to change the name, required status, or
other details of a custom field.

The custom field Type _|
determines the type of

information this new Name Birthday

field can store. [ This is a required field
[~ pefault to today for new names

[ relative Date (cannot be used as a sort field)

ook |[ Cancel ” Help ]

There are many types of custom fields available:

+ Text: Use this type to enter a salutation, a contact name, a case number, or any other
text information you may need to track.

+ Date: Use this type to represent a date, such as an inception date, last contact date, or
any other date that you want to track.

+  List: Use this type to create your own list of items. For each client, you can select one
item from the list. For example, you could create a Billing Cycle list that includes
monthly, quarterly, and annual choices.

+ Timekeeper: Use this type to assign an originating or responsible attorney to a client.
This type is only available as a client custom field.

+  Percent: Use this type to track a percentage, such as a bonus amount.
* Money: Use this type to assign a monetary amount, such as a budget amount.
+  Number: Use this type to assign a numeric value.

+  Hours: Use this type to assign a time value.

Each type of custom field has specific attributes that you can define.

List Type Custom Field Attributes =

Use this dialog box to change the name, required status, or
other details of a custom field.

You can mark the This is a
required field check box to

Name Biling Cycle require an entry in the field when
you create a new name.

[ This is a required field
Items

Sage Timeslips indicates that this

Monthly Insert field is required with an asterisk (*)
Quarterly to the left of the custom field on
the Custom page of the
Becis Information dialog box.

Sort

Rename

II r-

ok || cancdl |[ e |
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When you create a new name that has custom fields associated with it, you can assign values for
custom fields in the Custom page of the Information dialog box.

For example, if you create a custom field for clients, you can assign values to the custom field in
the Custom page of the Client Information dialog box.

Creating Timekeepers

Timekeepers are attorneys, secretaries, architects, engineers, delivery people—any person
whose time and expense are recorded. You will track the work performed by timekeepers on
time slips and expense slips, and then print reports and bills based on those slips.

You can define timekeepers in the Timekeeper Information dialog box and review billing history
in the Timekeeper History dialog box. You can access both of these dialog boxes from the Names
menu.

Entering timekeeper information

For more info
on timekeeper
fields, look up
"overview of
timekeepers” in the
online Help.

Help

You enter
information about
each timekeeper in
your firm in

the Timekeeper
Information

dialog box.

To add a new timekeeper:

1 Select Names; Timekeeper Info to open the list of timekeepers.

2 Click New =i to open the Timekeeper Information dialog box. Enter the nicknames for the
client.

3 If you have set up templates for name information (see “Using new name defaults” on page
7-4), you can select a template from the list.

4 Click Apply Defaults.

The Timekeeper Information dialog box provides fields for identifying the timekeeper, setting up
email addresses, establishing billing rates, and assigning custom fields values.

(] Timekeeper Information EI (=] @
1 C. Harding 2 | ChrisH Classification | Open -
General | Custom | My List Setup &

&
Hame | Chris L. Harding Iritials | CLH <
Title: ‘ Abtarney - =5
Email address | chris@example.com Additional emal addresses EI‘}:
Fiate table e
1 2 2 4 5 E 7
40,00 100.00 12000 0.00 000 000 0.00 &
K] T 3
&
Minirrum hours Overhead p
Hours [HH:hM) 4000 per | Week - Hourly cost|B0.00
Needs Approval Calendar Settings
Slips require approval to be billed V| &llow my calendar to be shared with athers

You can set up Minimum hours for each timekeeper. This value indicates the minimum number
of hours that should be entered for the timekeeper. Using this information, you can print the
Missing Time by Period report (select Reports; Timekeeper) to identify timekeepers with
missing time.
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You can also set up an Hourly cost for each timekeeper. This number indicates the hourly rate
that you pay your employees. This information is used on the Overhead Cost Analysis report
(select Reports; Timekeeper.

Setting up custom name lists of each timekeeper

Sage Timeslips allows you to set up custom lists (My Lists) of clients, tasks, and expenses for each
timekeeper. This allows timekeepers to view shorter lists of names throughout Sage Timeslips,
instead of having to search through the complete lists of names. For more information, see
“Using My Lists to Filter Names” on page 7-21.

Changing rates on slips

As part of your year-end process, you may update the billing rate of timekeepers. Sage Timeslips
offers the Update Rates wizard to simplify this process. For more information, see “Updating
Rates” on page 15-2.

Security and logins

Sage Timeslips implements database security through timekeepers. If security is enabled, a
timekeeper must log in to access the Sage Timeslips database, usually by entering a password.
This allows the Sage Timeslips administrator to regulate timekeeper access to each program
area. For more information, see “Maintaining Database Security” on page 16-2.

Allocating fees to timekeepers

For info on
@ setting up fee

allocation, look
Help "

up “fee
allocation” in the online
Help.

Fee allocation allows you to compensate employees according to income received by your firm.
There are two ways to determine fee allocation:

* By contribution: You can allocate fees according to the timekeeper who performed the
tasks recorded on the time slips for a client.

* By percentage: For each client, you can assign an allocation percentage to as many as
three timekeepers. It does not matter if the timekeeper did any of the work for the
client.

While the fee allocation features were designed with the legal profession in mind, any firm that
pays commissions to its employees can use them.

Maintaining timekeeper history

Sage Timeslips records monthly and inception-to-date billing history totals for each timekeeper.
Billing history consists of many values that Sage Timeslips collects as you approve bills. For
example, Sage Timeslips maintains historical totals for hours, fees, and costs, with separate
values to distinguish billable from unbillable amounts.

Select Names; Timekeeper History to open the Timekeeper History dialog box.

See also “Maintaining client history” on page 7-13.
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Creating Clients

The term client refers to the person, organization, or project that you are billing for work
performed by your company. You will use the Client Information dialog box to track the
nicknames, contact information, and extensive billing information for each client.

This dialog box contains many more pages than the Information dialog boxes for timekeepers
or activities. This is due to the amount of information tracked for each client and level of
customization available to clients when setting up billing options. Additional dialog boxes
maintain client references and client history totals.

@

Help

clients” in the online

Help.

Entering client information

To add a new client:

For more info

on client fields, 1
look up
“overview of 2

Select Names; Client Info to open the list of clients.

4

Click New =k to open the Client Information dialog box and enter the nicknames for the
client.

If you have set up templates for name information (see “Using new name defaults” on page
7-4), you can select a template from the list.

Click Apply Defaults.

Sage Timeslips divides the Client Information dialog box into several pages, each containing
related information:

Click a tab at the left
of the dialog box to
switch to a different
page of the Client
Information

dialog box.

+ Contact Info: This page provides fields for the billing address and contact information.
It also includes the client status fields (see “Setting client status fields” on page 7-10).

+ In Reference To: Use this page to enter free-form text that describes the client, case, or
project.

+ Custom Fields: Custom fields allow you to track data that Sage Timeslips does not
typically track. They can classify clients into unique categories for selection and sorting
on bills and reports (see “Creating and using custom fields” on page 7-5).

(D Client Information E@
— | E
Mickname 1 Atlantic 2 010900 Classification | Open - .
\ =
nformation | gjame -
Contact Info | Atiantic Warehouse & Supply o
In Reference To
Rates Addresses =1
Custom Fields Primary Other ar
Group 1 100 Granite Avenue
Bills
Arrangements |§£|’
Holds
Charges Gloucester MA 01930 %
Invoices @
Layouts . —
A/R & Funds Swap Addresses o
Balance
Funds Accounts Phone numbers Email addresses
Other Phone (978) 555-1697 Ig/ Primary atlantic@example.com E
Motes |
Fax cc
Activities Ié/
Home I&/
Gther €] Separate addresses by using commas, semicolons, or
carriage return fline feeds.
Status
[ Master Client [ overhead only
[ slips default to No Charge [ Restrict Slip Entry
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Rates: Use this page to define up to 20 billing rates, You can optionally set up rate
selection rules to automatically select the rate on a slip based on the client, timekeeper,
and task on the slip.

Arrangements: This page defines the billing arrangements that you use to charge your
clients for time and expenses. These arrangements include write-ups, write-downs,
progress and interim billing, and flat fees. For more information, see “Using bill
arrangements” on page 7-11.

Hold: This page set up client Hold option. These options allow you to delay some or all
of the client’s charges.

Charges: This page establishes additional charges, including taxes, rounding, interest,
finance charges, and discount rules.

Invoices: This page contains settings for invoice numbers, payment distribution, and
email settings for bills.

Layouts: Use this page to determine which layouts to use when generating bills and
statements for this client (see “Assigning bill layouts to clients” on page 12-35). You can
also use this page to determine which messages to display on bills (see “Including
messages on bills” on page 12-36).

Balance: This page shows the balance due for each client, invoice numbering settings,
and rules to determine how Sage Timeslips applies payments to invoices (see “Entering
Accounts Receivable Transactions” on page 9-3).

Funds Accounts: Use this page to maintain client funds accounts, which track trust and
escrow accounts. You can also set up options to automatically pay new charges from
client funds and request replenishment of the funds account. See “Using funds
accounts” on page 9-12.

Notes: This text field holds miscellaneous client information, including confidential
notes that you do not want printed on a bill.

Activities: Use this page set up custom lists of tasks and expenses for each client. This is
make data entry more efficient. For example, when entering slips you will see only that
tasks associated with the client. See “Using My Lists to Filter Names” on page 7-21.

Setting client status fields

The General page of the Client Information dialog box contains four status check boxes. To set a
client status field, simply mark the associated check box:

Master Client: This status is used with the client project system (see “Using client
projects” on page 7-11) to designate a central client for whom separate projects are
defined. The master client supplies the address shown on multi-project bills and
statements and optionally provides default fields for new projects. Sage Timeslips
displays an ([ ) to the left of the master client name on the Client List dialog box.

Slips default to No Charge: Use this status to track clients for whom the work you do is
most often billed at no charge. If you select this option, Sage Timeslips sets the Billing
status field to No Charge on time and expense slips for the client. You can override this
setting if needed.

Overhead only: Use this status to track clients for whom the work you do is never
billed. While an Overhead client will not appear on a bill, you can still track slips for
internal use. This allows you to maintain accurate productivity records for your firm
and a complete audit trail of work done.

Restrict slip entry: Selecting this status will cause a warning message to appear when
you create a slip for the client. A practical use for this status is for clients whose unpaid
balances may lead your firm to prohibit doing additional work for the client.
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Using client projects

For more info
@ on projects,

look up “client
Help projects” in the

online Help.

There are two ways to set up projects for clients: using the client project naming method that is
described here and using client references (“Creating Client References” on page 7-14).

The client project naming method allows you to set up clients with multiple projects. Each
project can maintain its own client settings, such as bill arrangements, client budgets, accounts
receivable balances, and client funds balances. To use this method, you must enter Nickname I
in a specific format for clients with projects. This format uses a client name, the project
separator character (such as a period or a dash), and a project identifier.

You must set up the project separator before naming your clients. This setting is located in the
Nicknames page of the General Settings dialog box (select Setup; General). The suggested project
separator is a period, but you can change it to any other character unlikely to appear in a client
name.

system to define each matter or file for a dient.

Select a project Client Project
separator that will \ Determines the character used to identify dient projects. You can use the Client project naming

identify projects.

Project Separator | - {period) v| Example: Smith,Projectl

For an example of nicknames, you can name the projects for client Atlantic as Atlantic. Project01,
Atlantic.Project02, and so on.

1 Atlantic.Project(02 2 |01-0900-02 Classification | Open v

You can consolidate these related projects onto one bill or bill them separately. You can print
reports to subtotal each project and provide a total for all projects for the client. Client
references do not have these same abilities and are used only to select and group slips on bills
and reports.

Establishing master clients

You designate one project as the master client by marking the Master Client check box in the
Contact Info page of the Client Information dialog box. When adding new projects for the client,
Sage Timeslips can fill in the billing address and other options automatically with values from
the master client.

Use the Client Information group box on the New Names page of the General Settings dialog box
(select Setup; General) to determine what information Sage Timeslips copies to a new project.

Using bill arrangements

There are several basic types of bill arrangements: slips, adjustments, flat fees, and progress and
interim billing.

Adjustments are write-ups or write-downs to charges from time and expense slips. They can be
a percentage of the slip charges or a flat amount. Flat fees are fixed amounts that you bill either
in place of or in addition to slip charges. You can apply flat fees to one bill or a series of bills.
Progress and interim arrangements allow you to choose bill amounts at the time of billing.

You can define a bill arrangement for fees (time charges) and another one for costs (expense
charges), or define an arrangement that covers both types of charges (full bill). Certain types of
bill arrangements (for example, the percent complete flat fee) apply only to time charges.

You define bill arrangements in the Arrangements page of the Client Information dialog box. The
following bill arrangements are available for each client:
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For more info
@ on bil

arrangements,
Help look up “billing
arrangements” in the
online Help.
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Slips: This bill arrangement uses the values on slips. These values can include
adjustments and markups that you enter on slips. They also include markups defined
for tasks or expenses in the Billing page of the Task Information or Expense Information
dialog box or client-based markups defined in the Charges page of the Client
Information dialog box.

Adjust total charges: This type of adjustment affects all the charges to which it is
applied (fees, costs, or full bill).

Adjust by Timekeeper: This type of adjustment (commonly used in a law firm) affects
slips assigned to a particular timekeeper.

Adjust by Task/Expense: This type of adjustment (commonly used in an accounting
firm) affects slips assigned to a particular task or expense.

Absolute flat fee: The flat fee amount is charged without regard to slip values.

Minimum flat fee: The flat fee amount is charged if it exceeds the slip charges. If slip
charges exceed the flat fee amount, Sage Timeslips bills the slip charges instead.

Maximum flat fee: The flat fee amount is the most that can be billed. Sage Timeslips
bills slip charges if they do not exceed the maximum. When charges reach the flat fee
amount, Sage Timeslips bills the flat fee instead of the slip charges.

Flat fee plus charges: The flat fee amount is added to slip charges. This flat fee type is
useful for billing amounts that remain constant every billing cycle. On the bill, the flat
fee amount is not itemized separately from the slip charges. To annotate a recurring fee,
use a recurring slip instead.

Contingency flat fee: Slips are shown on all bills, but nothing is charged to the client
until the final bill. At this point, you can calculate the amount to bill your client, based
on the accumulated slips, a flat fee amount of your choice, or a percentage of either
amount.

Minimum hours flat fee: This bill arrangement calculates the value of fees based on the
number of hours worked. Instead of using slip rates, it applies an absolute flat fee for a
specified number of hours worked. It assigns an hourly rate to slips beyond the
specified threshold. If the hours threshold is not reached, an option determines
whether you will charge the entire flat fee or a prorated amount. This type of flat fee
covers time charges only.

Percent Complete flat fee: This type of flat fee (commonly used by architects) is
divided into phases, each making up a percentage of the total fee. You bill the client
based on the percentage of each phase that is complete at the time of the bill. This type
of flat fee covers time charges only. The bill can optionally print a table of phases.

Progress billing: total: This bill arrangement keeps time slips in WIP over a series of
bills until the final bill. You determine the charges on each bill. Slips covered by the
arrangement will not print on the bill until the final bill. On the final bill, you can
optionally correct the difference between the value of the slips and billed charges.
When you approve the final bill, Sage Timeslips removes the slips from WIP and
updates billed slip values and histories.

Progress billing: by Activity: This bill arrangement is similar to the Progress billing:
total arrangement, but it allows you to view available WIP and determine new time
charges by task or by activity category (see “Using activity categories” on page 7-19 for
more information).

Interim billing: total: This bill arrangement is similar to progress billing in that it
tracks a cumulative total of slips and you determine the charges on each bill. However,
with interim billing, slips are printed and removed from WIP on each bill. When you
approve the final bill, Sage Timeslips updates billed slip values and timekeeper
histories.



Creating Clients
Maintaining client history

+ Interim billing: by Activity: This bill arrangement is similar to the Interim billing:
total arrangement, but it allows you to view available WIP and determine new time
charges by task or by activity category (see “Using activity categories” on page 7-19 for
more information).

Maintaining client history

For more
@ information on

client history,
Help look up “client
billing history” in the
online Help.

Select a tab to view
history totals by
month, quarter,

year, or since client

inception.

When you approve a bill, Sage Timeslips updates history totals for each client. Select Names;
Client History to open the Client History dialog box.

The pages of this dialog box organize history totals into different time periods. Review the To
Date page for the total billing history that also shows totals for month to date (MTD), year to
date (YTD), inception to date (ITD), previous month, and previous year.

Click View &= to set options that determine the types of data and amount of detail to display.

In addition to invoice and payment information, client history includes many other details,
such as billable and unbillable totals for hours, fees, and costs. Amounts are also shown for
markups, flat fees, adjustments, interest, finance charges, taxes, and client funds accounts.

Client History

Clignt ABC w || 021001 Lo [
s
B Monthe | Quarters | ears | ToDate =
o Ma}.zgﬂ |'|'D ——

Billable Hours 750,50 30.00 780.50

Unbillable Hours 1250 350 16.00

Tatal Hours 7E3.00 3350 796.50

% Billable Hours 98.3617 89,5522 97.9912

Actual Fees 1125053 78175 12032.28

Billable Fees 987333 7E1.75 10655.02

Unbillable Fees 325,40 0.00 325.40

Total Slip Fees 1019872 78175 10980.42

% Billable Fees 9E.8034 100.00 97.0366

Frofitability Fees 1051.80 0.00 1051.80

% Profitability Fees 10313 0.00 95788

Actual Costs 1137.50 128.70 1266.20

Billable Costs 1137.50 128.70 1266.20

Unbillable Costs 0.00 0.00 0.00

Total Slip Costs 1137.50 128.70 1266.20

% Billable Costs 100.00 100.00 100.00

Frofitability Coste 0.00 0.00 0.00

= Prnfibabilibn Cacke n 1 0n 1 nn b

—

This information is available on the Client History by Period report (select Reports; Client).

Setting the start of your fiscal year

You can set the starting month of your fiscal year in the Financial page of the General Settings
dialog box (select Setup; General). This setting will affect the column labels in the Client History
and Timekeeper History dialog boxes and many history-based reports.

Editing history values

You can manually edit some values in the History dialog box. Generally, you would only do this
when transferring data from other time and billing systems. The editable cells have a white
background; they are available only in the Months page of the History dialog box. After entering
initial totals, we recommend that you let Sage Timeslips update billing history totals for you as
you approve bills.
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Creating Client References

Consolidating history values by period

At the start of a new fiscal period, you can use the Purge dialog box to consolidate monthly totals
from earlier periods into the Prior column (see “Purging Data and Closing Periods” on page
15-8). This process removes the columns that you are consolidating so that you can view only

recent periods.

You can use references an alternative to client projects (see “Using client projects” on page 7-11)
for creating subgroups of charges for a client. Depending on your business, you might use
another term, such as cases, jobs, matters, or phases.

The Client References dialog box allows you to maintain references for open clients or template
clients. To open the Client References dialog box, select Names; Client References.

Entering reference information

For more info
on reference
fields, look up
“references” in
the online Help.

Help

Client can also use—|

references that you

have set up for

template clients.

You can specify a—|

default reference for
this client, and require
references on slips for
this client.

7-14

Like clients, each reference can have two nicknames. This provides two ways to select and sort
slips by reference on bills and reports.

To add a new reference:

1 Select Names; Client References to open the Client Reference List dialog box.

2 Select the appropriate client from the Client list and click New gk to open the Reference Entry

dialog box.

3 Enter the reference nicknames and click OK.

The Client Reference Setup dialog box (click Client Setup = from the Client Reference List dialog
box) provides fields for defining auto-format rules for reference nicknames (see “Formatting
nicknames” on page 7-3), requiring references for clients, and defining a default reference for a

client.

(D Client Reference Setup

Client
Mickname 1:

\Nickname 2

Also use template:

ABC
02100

Maming

Auto-format for Mickname 1
Auto-format for Mickname 2
Mext number for Mickname 2

Fieferences on slips

Default

[T Bequired

| Impart || Export |

[EX=)
|Global references lz‘
|
Wa8BACH-0000
—
|<N0ne> |Z|
OK ] | Cancel | | Help |

Creating global references

In addition to defining specific references for each client, you can also define references for
template clients. Using references from a template client is useful if your references tend to be
global (the same for all clients).



Creating Time and Expense Activities
Entering task information

If you assign a template client in the Client Reference Setup dialog box, the Show References for
the Template Client button at the bottom of the dialog box allows you to easily switch between
reference lists for the client and its assigned template client.

Using references

After you have defined references, you can assign them to slips. When generating bills and
reports, you can then use references to select records for the report or to sort information on the
report.

Sage Timeslips cannot track accounts receivable balances for references and cannot make
payments to a particular reference. If your references require separate bills and billing records,
you should use the client project method instead (see “Using client projects” on page 7-11).

Creating Time and Expense Activities

The term activity refers to any job or part of a job that you normally undertake for a client. Sage
Timeslips differentiates time activities from expense activities.

+ Time activities are services rendered at either an hourly or flat rate. Examples include
conferences, research, and court appearances.

+ Expense activities are costs incurred or an item purchased, and are measured by
quantity and price. They may represent an inventory of items purchased and sold to
clients, or charges incurred on behalf of clients, such as photocopies or long-distance
telephone charges.

Along with nicknames, each activity can have a full name of up to 60 characters. Sage Timeslips
can use this name instead of nicknames on bills and reports.

Entering task information

For more
@ information on
He tasks fields,
B ook up “tasks

in the online Help.

"

To add a new task:
1 Select Names; Task Info to open the list of tasks.
2 Click New dHF to open the Task Information dialog box and enter the nicknames for the task.

3 If you have set up templates for name information (see “Using new name defaults” on page
7-4), you can select a template from the list.

4 Click Apply Defaults.

In addition to the rate table, you can indicate whether the task is billed at an hourly or flat rate.
There are also several fields whose values you can use as defaults when making a new time slip.

7-15
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Task Information |.' ||E|[5_<|

1 [Counsel | 2[cam0 Classfication

General | Billing l=
&
Mame |C0unse|ing analyziz and advice | 2
Categary |<N0ne> v | Open... =
Fiate table q}
1 2 3 4 5 3 o
|0.00 [o.00 [o.00 [0.00 [0.00 0.00 |
< | >
Use slip makmg —4 s
defaults to save time

Slip-making defaults

When ,Creatmg S|IpS. Time spent | 2:00:00 Time estimated | 0:00:00
Timeslips enters the
deatvalves | enams

automatically when
you use this task.

Description | Counsel with client conceming

Additional tabbed pages of the dialog box provide fields for selecting applicable tax rate rules,

entering markup information, and assigning values to any custom fields you have defined for
activities.

Entering expense information

To add a new expense:

For more
@ information on 1 Select Names; Expense Info to open the list of expenses.
expense fields,

Hel
P ook up 2 Click New 2= to open the Expense Information dialog box and enter the nicknames for the
“expenses” in the expense
online Help. P .

3 If you have set up templates for name information (see “Using new name defaults” on page
7-4), you can select a template from the list.
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Setting up taxes

4 Click Apply Defaults.

D Expense Information EI = @
1[5PS Shipping 2[E108 Classiication
Genesal | Biling I
"
Name Superfast Parcel Service shipment <
i i Category <Mone> :I Open... =4
Use S lp_ma -Ing i Frices Levels d'}
defaults to save time ; 5 . . . 6 o
When Creating slips. 875 0.00 0.00 0.00 0.00 0.00
Timeslips enters the < m v &
default values o B
automatically when Slip-rnaking defaults
you use thIS Price Lewel Cuantity 1.000
Description

Most of the fields in the Task Information dialog box are also available here: defaults for creating
slips, tax rate rules, markup information, and custom fields for expenses.

Setting up taxes

In Sage Timeslips, a tax profile is a combination of tax rate rules that determines how Sage
Timeslips calculates taxes. You can define tax profiles to accommodate any situation or locality
with which you do business.

For more
information on
taxes, look up
“taxes” in the
online Help.

Help . e g .
A tax rate rule specifies a tax rate percentage, a jurisdiction (such as federal, state, city, or

county), and the type of charges to which the tax applies—time, expense, or both. After defining

the appropriate jurisdictions, you can create a tax rate rule to apply a tax rate to a jurisdiction.
When you generate a bill for a client, Sage Timeslips applies taxes based on every tax rate rule in
a tax profile.
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Select Setup; Taxes to open the Taxes dialog box. This dialog box allows you to set up tax
profiles, tax rate rules, and jurisdictions.

; Taxes 1
Using the tabs at the —L .rg]
tOp of the dléﬂOg Taw Profiles | Tax Fate Rules | Jurisdictions
box, you can switch
to the appropriate A Rate Rule iz a specific tax imposed by a Jurisdiction. Rate Rules contain one
page of the Taxes tax rate and a calculation rule. [t attibutes identify if it applies to time, expense
or both.

dialog box, where
you can maintain tax Tax Name

Jurigdiction

Rate

profiles, tax rate AL LISA, 400 P
AR UG,
rules, and tax A7 5% 47 S 560
jurisdictions. O 7.25% £ LIS, 725
CO2.9% GO USH 2.90
CTEO% CT US4 B.00
DCE.75% DC USA, 575
FLEOX FLUSA £.00
G4 4.0% A LISA 400
HI 4.0% HIUSA 400
14,5.0% 18 US4, 5.00
D 6.0% ID US4 £.00
IL 6.253% IL USA, B.25
IN 6.0% INUSA BO0 v
[ MNew... ] [ Open... l [ Duplicate... ] [ Delete ]
(oo J (]

There are several steps necessary to charge tax on a client’s bill:

1 Set up tax jurisdictions, tax rate rules, and tax profiles with the appropriate information. Use
the Taxes dialog box (select Setup; Taxes) to enter this information.

Tax rates can change. Please verify the tax rates that you are using.

2 For each task that is taxable, open the Billing page of the Task Information dialog box and
mark the check box for any applicable tax rate rules.

3 For each expense that is taxable, open the Billing page of the Expense Information dialog box
and mark the check box for any applicable tax rate rules.

4 In the Charges page of the Client Information dialog box, select a tax profile that includes the
tax rate rules you have defined.

Default tax settings

When you create a new database, Sage Timeslips installs default sales tax settings (tax profiles,
tax rate rules, and tax jurisdictions) for U.S. states and territories. This information is up-to-date
as of the time of publication. However, you should be aware of any changes to tax laws and

modify these tax settings accordingly.
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Using activity categories

Using activity categories

For more info
on categories,
look up
“categories of
tasks and expenses” in
the online Help.

Help

Sage Timeslips provides categories as a way of grouping related tasks or expenses. For example,
you may want to group together a variety of office charges—such as photocopies, staples, and
paper—as “Office supplies” on a bill.

Select Setup; Categories to open the Categories dialog box, where you can define category
names.

+  Use the Category field within the General page of the Task Information dialog box to
assign categories to tasks.

+  Use the Category field within the General page of the Expense Information dialog box to
assign categories to expenses.

You can use categories in several ways:

*  You can define replacement slips by category rather than by activity. This allows a
replacement slip to substitute for several different activities instead of just one.

*  You can determine interim and progress billing calculations by category (see “Using
bill arrangements” on page 7-11).

+  On the bill layout, you can summarize slips by activity by setting the Slip style for the
Time Charges from Slips section to Summarize by Task or setting the Slip style for the
Expense Charges from Slips section to Summarize by Expense. When you choose these
settings, activities associated with categories are grouped together and printed by
category on the bill.

+ Many reports can filter and sort information by categories.

The Category Listing prints the names of all categories defined in your database. By default, this
report is located in the Systern page of the Report List dialog box.

Setting Up Budgets

When working on some projects, you may want to compare your firm's current hours, fees, and
costs against projected forecasts. The budgeting feature can help you better understand how
your firm is doing at any time.

Sage Timeslips allows you to set up budgets for individual names (such as specific clients or
specific timekeepers) or for your entire firm. You can optionally break down the information
for individual timekeepers, tasks, and expenses to help you track this information.

Setting up budget details

Select Names; Budgets to open the Budget Setup dialog box, which lists all current budgets. A
budget compares actual slip values to estimates for hours, fees, and costs. Budget reports will
compare budgets amounts with actual values.
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Use the tabs at the Budget Setup
top of the dialog

Firml By Client |B_l,l Timekeeper | By Task | By Expenze

box to switch to the dh

different types of Clent |48C || ge-10017 [loces &

budgets. &,

LY %

You can break S From Date ToDate Total Hours Billable Hours | Unbillable Hour:| Total Fees Billable Fee fatad
budgets down to a /20 008 1008 0 1000
second level. For 74142008 9/30/2005 50.00 45.00 5.00 5000.00 4501
example, set Break 104142008 12/31/2005 £0.00 50.00 10.00 £000.00 5001

down by to

Timekeeper to
track budgets for
individual
timekeepers for a
client.

i >

Calculate. ..

Budgets {Groups /

To enter a budget, click New ' to open the Budget Entry dialog box. You can define budgets in
several ways. A client budget simply budgets hours, fees, and costs for the client.

Create timekeeper, task, and expense budgets to budget the hours, fees, and costs for the client
broken down by a selected timekeeper, task, or expense. Use reference budgets to create separate
budgets for specific client references. Each budget can use a date range to budget for a specific
period of time.

Client: ABC Mew

[rate range for thiz budget [optional]
From 141/2006 | @ To [12/31/2006| @
Timeslips can track —_|

budget information A Budlget valies
Hours Fees Costs
for hours, fees, and Tatal [100.00 10000.00 0oo ~
costs. ota : : : —
Bilable  |90.00 000,00 0.00 -—-
Unbillable [10.00 1000.00 0.00 [ Lt |
Billed 0.00 0.00

T

Calculating budgets

Clicking the Calculate button opens the Budget Calculation dialog box, displaying the current
status of budgeted vs. actual values along with several analysis columns: difference, percent
difference, billed, and WIP. It is important to calculate budgets before printing budget reports.
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Printing budget reports

Searching for

For more info,
look up
"conflict
checking” in
the online Help.

Help

Although calculating budgets allows you to compare budgets to actual values onscreen, budget
reports can analyze your budget data and provide a hard copy.

The Report List dialog box contains many types of budget reports. For example, the Timekeeper
page (select Reports; Timekeeper) contains several reports that focus on timekeeper budgets,
and the Client page (select Reports; Client) contains several reports that focus on client budgets

Conflicts of Interest

When entering new clients or timekeepers, you can automatically search throughout your
database for potential conflicts of interest.

Select Setup; General to open the General Settings dialog box and switch to the Conflict Checking
page. Use the options here to determine if Sage Timeslips will search for conflicts automatically
and in which areas Sage Timeslips will search.

When viewing details of any client (within the Client Information dialog box) or any timekeeper
(within the Timekeeper Information dialog box), you can manually start a conflict check. Click
Check for Conflicts /2 from the toolbar to check for conflicts at any time.

Using My Lists to Filter Names

For info on
setting up and
using My Lists,
look up “my
lists” in the online Help.

@

Help

Click the Client
Selection button to \
set up a custom list
of clients.

Click the Activity —_|
Selection button to
set up custom lists
of tasks or expenses.

Sage Timeslips allows you to set up custom lists of clients, tasks, and expenses for each
timekeeper, and custom list of tasks and expenses for each client. If you have custom lists of
activities set up for timekeepers and clients, Timeslips will use the custom list of activities that
you set up for the client.

When using Timeslips, you can view data from these custom lists throughout Timeslips, instead
of having to search through the complete lists of names.

After setting up My Lists, timekeepers will be able to toggle between the custom list of names
and the full list of all names.

Setting up custom lists of clients, tasks, or expenses for each timekeeper

You can use the My List Setup page of the Timekeeper Information dialog box to set up custom
lists of names for each timekeeper.

This process uses familiar Selection dialog boxes, allowing you to set up one or more filters that
can limit the names displayed. Separate Selection dialog boxes are available for setting up lists of
clients and activities.

#® Timekeeper Information

1 |C. Harding 2 | ChiisH Classification | Open A

General | Custom | My List Setup I

&

izt <
;

=1

Aitivity
;

B/ 5L
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For example, Chris Harding will be working with only three of the clients in the database. To be
able to limit client lists to only those three clients, Chris can set up a custom list of clients.

To set up the custom name list:

1

Mark the clients to
include on the
My Clients list.

4

5

On the My List Setup page of the Timekeeper Information dialog box, click the client

Selection button to open the My Client List Selection dialog box.
From the Filters list, add a Client Selection filter.

Select the three clients to add to the My Lists for clients.

Filter, for, Client Selection El

“r'ou can select individual records by marking them in the list or by a range of nicknames. Y'ou can use a combination of
both methods, There iz a limit of 350 records you can select from the list, If you need to select mare, use the Transfer
Fange commands ta mave items from the list ta Nickname ranges. If you want to include all records except a few, choose
"Ewcluded". Then mark the records to exclude in the list or Mickname ranges.

The selected items will be | Included w

X M| Nickname 1 Ful Hame

|
uze & Supply

03-0400 Bishop & Sons
00-0700 Eastern Associates
Kelley Engineering 05-0165 Kelley Engineering Services
Nickerson (01-8356 Nickerson Boat Vard
[ 62 Narth. Project] o2om Morth Lake Consulting
Morth.Project2 0z-0102 MNorth Lake Consulting
Pierce 01-3426 Pierce Oceanics
Mickname ranges 2
1 | | thru | | [ Transfer Range ]
v

I ak l [ Cancel ] I Help

J

Click OK to save the new filter and then click OK close the My Client

Click Save @ to save the settings for the timekeeper.

List Selection dialog box.

When you open Sage Timeslips, it uses My Lists for the currently logged in timekeeper. See
“Associating Timekeepers with Databases” in the online Help system for more info.

When you open Sage Timeslips, it uses My Lists for the currently logged in timekeeper. See

Help

7-22
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Click Selection to add a
filter and create a custom
name list.

Using My Lists to Filter Names

Setting up custom lists of tasks or expenses for each client

Printing budget reports

You can use the Activities page of the Client Information dialog box to set up custom lists of

activities for each client.

@ Client Information

Nickname 1 Atiantic

Information
Contact Info
In Reference To
Rates

Custom Fields
Group 1

Bills
Arrangements
Holds

2 01-0900

Activity

Cooeaon= ]

Charges
Invoices
Layouts
A/R & Funds
Balance
Funds Accounts
Other
Notes
Activities »

Classification |Open -
I+

=)o =s

&
o
=1
9

[l& %6 &

This process uses familiar Selection dialog boxes, allowing you to set up one or more filters that

can limit the names displayed.

For example, client Atlantic will be working with only those activities that have a nickname 2
beginning with A. To be able to limit activity lists to those names, you can set up custom list of

activities for client Atlantic.

1 On the Client Activities page of the Client Information dialog box, click the activity Selection

button to open the My Activity List Selection dialog box.

2 From the Filters list, add a Activity Nickname 2 filter. The Filter for Activity Nickname 2 dialog

box opens.

3 Set up the filter to display only names beginning with "a".

Filter for Activity Mickname 2

==l

LCondition

Beging with -

Text to Find
a

[ Caze sensitive

[T whole ward anly

[ QK ] | Cancel | | Help |

4 Click OK, click OK, and save the client.
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Viewing My Lists in Timeslips

When using Timeslips, timekeepers can right click on any client list, task list, or expense list to
toggle between all names and the names specified on My Lists.

+ When on a client list, timekeepers can toggle between viewing all clients in the database
(by selecting All Clients) and viewing only those clients on My Lists (by selecting My
Clients).

*  When on a task list, timekeepers can toggle between viewing all tasks in the database
(by selecting All Tasks) and viewing only those tasks on My Tasks (by selecting My
Tasks).

+ When on an expense list, timekeepers can toggle between viewing all expenses in the
database (by selecting All Expenses) and viewing only those expenses on My Expenses
(by selecting My Expenses).

Example:

For example, when David Brickley enters slips, he does not want to see all clients. Instead, he
wants to see only the three clients on the My Clients list.

On the Slip Entry dialog box, right-click on the Client field and select My Clients.

Client
Select My Clients =" . Mew Shift-+Chrl4+M . =
from the shortcut
menu to view only w Mickname 1 Shift+Ctrl+1
those clients on the Mickname 2 Shift+Ctrl+2
My Clients list. My Clients  Shift+Cerl+h

Shift4+Chrl+a

Sage Timeslips will now display only the three clients that are on the My Clients list.

Client I -
Ablartic™ 01-0300
Eastern 00-07a0
Pierce 01-3426
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e Tracking Time and Expenses ¢

Overview

In your daily use of Sage Timeslips, you track time spent on your work and you track costs that
you incur on behalf of your clients, so you can bill these charges to your clients. This chapter
introduces time and expense slips and describes how to enter them.

Sage Timeslips uses slips to store time and expense data. Time slips and expense slips detail the
client who will be billed for charges, the timekeeper who did the work, and the activity that
classifies the work done. There are two types of slips that you can enter:

+  Time slips track hourly work measured by the time spent. These slips usually are
associated with services. For example, a time slip might track research done of behalf of
a client.

+  Expense slips track reimbursable costs measured by quantity and price. These slips are
usually associated with sales and disbursements. For example, an expense slip might
track supplies purchased for a client.

Bills and many reports draw their information from your slips.

Choosing the slip-entry method

8-2

Because you may need to enter time and expenses in varying levels of detail, Sage Timeslips
offers multiple ways to enter time. This allows you to choose the method that best meets your
firm’s needs.

Regardless of how you choose to create slips, they will be available within Sage Timeslips so you
can view them in various areas (such as the Time and Expense Slip List dialog box), include them
on reports, and bill them to your clients.

The following sections describe these slip-entry methods:

Entering detailed time records on the Slip Entry dialog box

Some professionals require a greater level of detail on slips. For example, some types of attorneys
need to enter detailed descriptions for each individual time entry. Using the Slip Entry dialog
box, these professionals can enter as much detail as needed to describe their work properly.

See “Entering Time and Expense Slips” on page 8-3 for more information about entering slips
using the Slip Entry dialog box.

Entering time records in TSTimer

Some professionals require the flexibility to enter and save partial time records that they can
complete later. For example, while these professionals are tracking time for services, they might
not yet know which client or task they will charge for the work. TSTimer allows you to save time
records with as much or as little information as you want to enter. When you want to include
these charges on reports or bills, you can convert them to time slips and enter additional
information as needed.

TSTimer also allows professionals to enter time records without having to open the full Sage
Timeslips application.

See “Entering Time Using TimeCapture” on page 8-13 for more information about entering
slips using TSTimer.
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Choosing the slip-entry method

Entering time totals on a time sheet

Some professionals will prefer to enter only totals of their time. For example, consultants and
other service professionals often do not need to record time in the level of detail that attorneys
or accountants require. These professionals will often have a greater number of smaller tasks
involved in their projects. They can quickly enter their time spent at the end of the day, using
the Time Sheet Slip Entry dialog box as a weekly time sheet. This method is also convenient for
quickly reviewing many entries at once.

See “Entering Time Using the Time Sheet” on page 8-17 for more information about entering
slips using the Time Sheet Slip Entry dialog box.

Entering time and expense slips by email

Timekeepers who are out of the office may not have access to Sage Timeslips or Sage Timeslips
eCenter. These professionals can still enter time and expense slips if they can access email.

Using this method, timekeepers send specially-formatted messages to an email account that
Sage Timeslips can access. Sage Timeslips can scan for these messages and translate them into
slips.

See “Receiving Time and Expense Slips by Email” on page 8-20 for more information about
entering slips by email.

Entering Time and Expense Slips

On a typical work day, you will use Sage Timeslips to enter time and expense slips. These slips
detail who (the timekeeper) did what (the task or expense) for whom (the client). Sage Timeslips
offers the Time and Expense Slip List dialog box and Slip Entry dialog boxes to simplify entering
slips.

You can use Time and Expense Slip List dialog box to display a list of slips. To open the Time and
Expense Slip List dialog box, click Slip List @ from the main toolbar or select Slips; Time and

Expense Slips.
The Time and Expense Slip DT —
N N A Time and Expense Slip List EI@
List dialog box can dlsplay\\ 7y
all slips in Sage Tlmesllpg or View By [7]5how orly the last 1000 siips entered, &k
a group of slips.
Selection... Al *8
Both b
L
Date Timekeeper Activity Time | Qty Value
D Client Reference Rate | Price Billing status bat
4/16/2015 :D. Brickley Reviewanalyze 2:00:00 300,00 »
43 Seacoast 150.00 Billable EEl
4/17/2015 :D. Brickley Reviewanalyze 2:00:00 1200.00 —
4 Pierce 150.00 Billable =
4{17/2015 :D. Brickley Telephone 15.000 2.85 &
45 Pierce 0.19 Billable
4/20/2015 :D. Brickley Local travel 10,000 12,50 |
46 Mickerson 129 Billable i=
4/20/2015 :D. Brickley Communicate (in firm) 3:00:00 450.00
47 Nickerson 150.00 Billable
4/30/2015 S, Santos Appear forfattend 4:00:00 500.00
48 Morth.Project1 500.00 Billabjé
5/15/2015 :D. Brickley Draftfrevise 2:00:00 30000
43 Nickerson 150,00 Aillable ‘ ‘
5/13/2013 (D. Brickley  Analysis/Strategy T 1:06:00 192,50
} 51 {ABC 175.00 Bilable ~
Use Preferences or List
Appearance Options to Highlighted Slip's Description Hours Charges
customize the list of slips. Travel to/fiom hearing. ™| B2 96.71 16107.10
Unbillable 5.08 791.93
Total 101.79 16899.03
Mumber of slips 54
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You can use Slip Entry dialog box (see “Creating time slips” on page 8-4) to review, create, and
edit slips. To open the Slip Entry dialog box, click Open & from the Time and Expense Slip List
dialog box, or press Shift and click Slip List @y from the main toolbar.

There are several program preferences that can help you access and enter slips. These are located
@ on the Personal Preferences dialog box (select Setup; Preferences). Look up “personal
Help  preferences” in the online Help system for more info.

Creating time slips

When creating expense slips, Sage Timeslips offers many shortcuts that can simplify slip entry.
See “Using slip entry commands” on page 8-8.

To edit an existing time slip, find the slip that you want to edit, open the slip in the Slip Entry
dialog box, edit the fields as necessary, and save the changes.

How to create a time slip

1  Click Slip List @ or select Slips; Time and Expense Slips to open the list of slips.

2 Click New =i to open the Slip Entry dialog box.

The slip status

indicates if the slip is ) —
work is process, D Slip Entry (=] 8 (=
is in Proof Stage or -
J In} 54 P 4 Pending
has been billed. 2
. . . Type @ Time () Expense EE] o8 Walue 22500 | [&
Nicknames identify who — -
is doing what type of Timekeaper |E. Harding lzl ChrigH
work for which client. =
Task [Counsel [+]| caoo o
Client [Kelley Engineeing [=]| 050168 dh
Enter free-form text to Reference [Nane> [~] %y,
describe the work k o
performed.
B 7 Counzel with client concerning upcoming court date.
U L 22
You can enter when =
the task happened o 3
9416/2032 0:00:00 u]
(the start date) and how Start date i) Time estimated v} n e .=
long the task took End date 9/16/2013 ||@| | Time spent 23000 ||& / = | g
(the time spent). [ Billng Status and Fiats Seitngs = )
Billing status | Billable v |  ClHedd [T Recumn
The billing rate x the || Rate {FimeReeper - [ =] |3
time spent determm.es ( M arkup, Adjustment, andfio Mot Bill Time - ]
the value of the slip. i -
Markupl(+/] @ defaul ) |0.00 B x
) ) ; = |oon ill i 0:30:00
Click the On/Off switch Adjugtment (@) default Do Mot Bill time [}
to start or stop the [ Attachments 4 ]
X stopwatch Attachment E]
timer or you can enter
the time spent File Typez [ Include attachment with bil Scan
manually.

3 Set Type of the slip to Time.

4  Enter the details of the time slip.
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Entering Time and Expense Slips
Creating time slips

Select the appropriate timekeeper, task, and client for this slip. The name fields indicate
which timekeeper did what type of work for which client. Sage Timeslips may fill in some slip fields
automatically, depending on your default settings (see “Using slip entry commands” on page
8-8).

Optionally, select the appropriate reference. If you defined references for the client, you
can select one from the Reference field.

Optionally, enter extra text. Use the Extra field to enter up to 16 characters of free-form text.
You can use this text as a selection filter when generating bills and reports.

Optionally, describe the work done using the Description field. This text details the work
performed for the client and can appear on bills and reports.

Sage Timeslips offers many tools to help entering descriptions, such as abbreviations, spell-
checking, formatting fonts, and resizing fonts. Look up “entering descriptions” in the online
Help for more information.

You can also use Windows Speech Recognition to narrate slip descriptions. Look up “speech
recognition” in the online Help for more information.

Enter the date range covered by the slip By default, Sage Timeslips enters today’s date in
the slip’s Start date and End date fields. You can enter a new date in the Start date field, press T
for today’s date, or click the Date button E to select a date. See “Entering dates” on page 4-10
for information.

Optionally, enter the slip’s estimated time. Sage Timeslips uses the Time estimated field on
some reports to calculate the variance between estimated and actual time.

Enter the duration of the work You can enter the duration in the Time spent field, click the
Timebutton & to calculate time based on start and stop times, or click the Timer switch to time
your work. See “Entering time values” on page 4-11 and “Timing slips” on page 8-6 for
information on time entry commands.

Select the slip’s billing status. Typically, most slips will be Billable, but you can also set this
status so you do not charge the client for the work.

If the Billing status and rate settings fields are not available, click Billing status and Rate Settings
on the time slip.

| Billing Status and Fate Settings - |

Optionally, mark the Recurring check box. Use this check box only for slips you want to bill
each billing period.

Optionally, you can choose to hold the slip for a future billing. If you do not want to bill
the slip at this time, mark the Hold check box.

Optionally, choose a billing rate.  Sage Timeslips automatically selects a rate using the rate
rules you've set up for each client. You can override these settings by selecting the slip’s Rate
Source and Level on the slip. Alternatively, you can enter a rate in the Rate Value field.

Optionally, use the Markup, Adjustment, and Do Not Bill time fields to modify the slip’s
value. These fields allow you to modify the billable value of the slip on a slip-by-slip level.

If the Markup, Adjustment, and Do Not Bill time fields are not available, click Markup, Adjustment,
and Do Not Bill time on the time slip.

| Markup, Adiustmentand Do Mot Bill Time « |

Optionally, use the Attachment fields to attach a file to a slip. These fields allow you to
include an associated file (like a receipt scan) with the slip.

5 Click Save @ tosavetheslip

8
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Timing slips

When creating time slips, you can enter time spent values manually or you can use the
stopwatch timer to track time as you work. From the Slip Entry dialog box, click Timer & from
the toolbar to start or stop a time slip. From the Slip Entry dialog box, click on the stopwatch to
start or stop a time slip.

Time estimated 4:00:00 | & On
Tirme spent PEEACI & 110007 &M o e

In the Slip Entry dialog box, the T/mef \ Click the On/Off switch to start

spent field is highlighted in red on or stop accumulating time.
active slips. On these slips, you can see

the Time spent field accumulating time.

The Slips page of the Personal Preferences dialog box contains the Permit multiple timers

on timers, see

& Formoreinfo | i itaneously running on this station option. You can use this setting to determine if multiple

Note

TimeCapture” on page

N . timers can be active for the same login simultaneously.
Entering

Time Usi . . . . .. .
me Lsing When you start Sage Timeslips, you log in as a timekeeper. This timekeeper name appears in the

lower right corner of the Sage Timeslips window. Sage Timeslips associates an active time slip

8-6

with the logged-in timekeeper who started it, not the name is on the slip. No other timekeeper
can stop the timer (except by selecting Slips; Stop All Timers).

Selecting Slips; Stop All Timers will stop all active timers and all active time slips in the current
database.

Selecting Slips; Stop My Timers will stop all active timers and all active time slips for that the
current login started in the current database. This command stops the timers and time slips
whether or not you are the timekeeper on the slip.

Creating expense slips

When entering expense slips, Sage Timeslips offers many shortcuts that can simplify slip entry.
See “Using slip entry commands” on page 8-8.

To edit an existing expense slip, find the slip that you want to edit, open the slip in the Slip Entry
dialog box, edit the fields as necessary, and save the changes.

How to create an expense slip

The following steps explain how to create a new expense slip. To edit an existing slip, find the
slip you want to edit and make changes as necessary.

1 Click Slip List @ or select Slips; Time and Expense Slips to open the list of slips.

2 Click New g to open the Slip Entry dialog box.
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Creating expense slips

(D slip Entry ol = ==
[} AR Wil 4 Pending |
. . . i EER 875
Nicknames identify who ___| | ¥ OTime @ Ewperse R Vel ke
incurred Wh«?f type of Timekeeper |E. Harding Iz‘ ChrigH -
expense for which client. =
Expense [5PS Shipping [=]/Et08 o
Client [Kelley Enginesring [+]| oE0165 Zh
Reference |<None> |Z| "'ﬁr
Enter free-form textto B ™
. wira
describe the expense \
incurred. B 7 [Sent lot planz to Benjamin.
u T &
qA= JE)
You can enter when the —— B
expen?ehvvas mcgme;ﬂ N start date 12 (@@ Quantity 1.000
the start date =
' 3/16/2013 i 875
the amount purchased End dale | Price
(the quantity), ( Biling Status =
and the unit cost Billng status | Billable ~| [IHod [C] Recuring
(the price).
( Markup and Adjustment -
Markup(+4-] @ default ) |0.00 Bl
Adiustment @ default () 000
Attach afile, suchasa —|_ | Atachments = |
receipt, to the slip. A —
Attachrment I_I
File Types [ Include attachment with bil Scan

3  Set Type to Expense.

4  Enter the details of the time slip.

Select the appropriate timekeeper, expense, and client for this slip. The name fields
indicate which timekeeper incurred what type of expense for which client. Sage Timeslips may fill
in some slip fields automatically, depending on your default settings (see “Using slip entry
commands” on page 8-8).

For more info
on any slip
field, press F1.

Help

Optionally, select the appropriate reference. If you defined references for the client, you
can select one from the Reference field.

Optionally, enter extra text. Use the Extra field to enter up to 16 characters of free-form text.
You can use this text to select slips on bills and reports.

Optionally, describe the items purchased Use the Description field to describe the expense
turther. This text can appear on bills and reports.

Sage Timeslips offers many tools to help entering descriptions, such as abbreviations, spell-
checking, formatting fonts, and resizing fonts. Look up “entering descriptions” in the online
Help for more information.

You can also use Windows Speech Recognition to narrate slip descriptions. Look up “speech
recognition” in the online Help for more information.

Enter the date range covered by the slip By default, Sage Timeslips enters today’s date in
the slip’s Start date and End date fields. You can enter a new date in the Start date field, press T
for today’s date, or click the Date button & to select the date. See “Entering dates” on page 4-10
for information.

Enter the expense quantity Use the Quantity field to enter the number of items. For
example, this could be the number of copies made or miles driven.
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Enter the expense price Use the Price field to enter the unit price of each item. For example,
if the slip is for mileage, you might charge 29 cents a mile. In that case, enter .29 as the Price and
the number of miles as the Quantity.

Select the slip’s billing status. Typically, most slips will be Billable, but you can also set this
status so you do not charge the client for the work.

If the Billing status and rate settings fields are not available, click Billing status and Rate Settings
on the time slip.

Billing Status and Fate Settings |

Optionally, mark the Recurring check box. Use this check box only for slips you want to bill
each billing period.

Optionally, you can choose to hold the slip for a future billing. If you do not want to bill
the slip at this time, mark the Hold check box.

Optionally, use the Markup and Adjustment fields to modify the slip’s value. These
fields allow you to modify the value on a slip-by-slip level.

If the Markup and Adjustment fields are not available, click Markup and Adjustment on the
expense slip.

| tarkup and Adjustment +

5 Click Save @ to save the slip.

Using slip entry commands

You can set up hot keys to
jump to a specific slip field.

You can determine which

There are several methods that you can use to speed data entry when creating slips in the Slip
Entry dialog box:

Duplicating slips or fields
The Duplicate button % creates a new slip, copying all fields from the current slip.

If you right-click on the toolbar of a new slip, you can use the Editing menu to copy fields to the
new slip. Clone Field copies the value of the current field from the previous slip. Clone Rest
copies all values from the previous slip, starting with the current field and continuing to the
bottom of the slip.

Customizing movement in the Slip Entry dialog box

The Slip: Movement Rules page of the Personal Preferences dialog box (select Setup; Preferences)
allows you to set the tab order and define custom keystroke combinations to move the focus to
specific fields on the Slip Entry dialog box.

Field Mame Hot Key Jump

Slip Type « | Move To Ty
Timekeeper 7 Move U
Activity v

Client Alt+Shift4+C 7 Move Down
Reference Move To End
Custom

Description Alt+shift+D 'l
Start Date /

fields Sage Timeslips will
jump to when pressing F7.
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Understanding values on slips

When creating slips, it is not necessary to edit each field manually. Other dialog boxes in Sage
Timeslips can supply default values for new slips.

The Slips page of the Personal Preferences dialog box contains settings that determine which
fields Sage Timeslips copies from the previous slip to a new slip.

Sage Timeslips can —_ Copy Slip Fields

aUtomatica”y copy fields The options below can speed up the slip entry process by copying certain fields from the
from the current slip to a previous slip. Mark the fields that you want to copy to new slips.
new slip. Timekeeper Type of Slip
[ client [ Task
Reference |:| Expense
|:| Dates |:| Extra
Slip Timer

[T start timer when creating a new time slip

Using default values

When you create new task names and expense names, you can assign slip-making defaults to
these names. This helps you when you create slips, because Sage Timeslips automatically applies
slip-making defaults from the current task or expense to the slip. See “Creating Time and
Expense Activities” on page 7-15 for more information.

When you create clients, you can set up rate selection rules. These rules determine which billing
rate Sage Timeslips will use on time slips for each client. You can set up rate selection rules on
the Rates page of the Client Information dialog box. See “Creating Clients” on page 7-9 for more
information.

You can also set up reference settings for each client. These settings determine if Sage Timeslips
will automatically assign a reference to a slip. You can set up reference settings on the Client
Setup page of the Client References dialog box. See “Creating Client References” on page 7-14 for
more information.

Understanding values on slips

Each time and expense slip tracks two values:

+  Slip value: On a time slip, this is the Rate multiplied by the Time spent. On an expense
slip, this is the Quantity multiplied by the Price.

This value appears in the upper right corner of the Slip Entry dialog box.

Click on aslip’s value
to open the wIP

Slip Values dialog box.
Walue 330.00

+ Billed value: This reflects the effects of client bill arrangements such as flat fees and
adjustments. Slip-based adjustments, rounding, and markups will also affect billed
values. Depending on settings like bill arrangements and slip adjustments, the billed
value may differ from the slip value.

8-9
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Sage Timeslips calculates
the Profitability of a slip by
subtracting the Slip Value
from the Billed Value.

On the Slip Entry dialog box, click Slip Value & at the top of the slip to open the Slip

Values dialog box. This dialog box lists the slip value, billed value, and profitability of
the slip.

Slip Values E|
Slip % alue 330,00
A\ Billed Value 510.00

Prafitability

120.00

Mote: Billed Y alue has not
reached itz final value.

Understanding slip classifications

When preparing

reports to print, you
can set up a selection
filter to include slips

8-10

based on the slip
classification.

Asslip’s

classification determines how Sage Timeslips can use the slip. When you create a new

slip, it is considered an open slip. As you maintain your database, you may alter names or slips,
which in turn may change the slip classification. Slips can have the following classifications:

Open: When you create a slip, it has a classification of Open. Open slips are visible
throughout Sage Timeslips and are available for reporting and billing.

Closed: Closed slips are not visible in Sage Timeslips, nor are they available for billing,
however you can include them on reports. You can reopen closed slips for further use
or purge them from the database if you no longer need them. See “Closing and
Reopening Slips” on page 15-5.

Inactive: If you change a client’s Classification to Inactive or Closed, slips for that client
are also considered inactive. These slips are not visible in Sage Timeslips nor are they

available for billing, however you can include inactive slips on reports. See “Hiding
Names” on page 15-6.

Temporary: If you bring slips into Sage Timeslips from another source (for example,
from another program), you can designate these slips as temporary slips. These slips are
not visible in Sage Timeslips, nor are they available for billing, but you can include
them on reports. See “Including temporary slips on reports” on page 15-12.

O -R

a=agl

Description

Filter Groups

Slip Listing

Group  Slips

| Filters ‘ Sart

Timekeeper

&

Slip Type
Slip Date
Slip Billed

Slip Value
Slip Time Es
Slip Extra

Hignt Selection

ctiviGelection Slip C icn =
Fieference™Selection Timekeeper Selection Include C. Harding

Slip Has Client IEaca
Slip Selection
Slip Transaction [0

Slip Billing Status
Slip Time Spent
Slip Time Estimated

Slip Billed on 1nvoice)

Selection ~ Type Fram To

Field Name

|3

G S e s Bt

Filter, for Slip Classification

Select ltems to be Included

T emporary
[ Inactive

tvs Spef

ok I [ Cancel ] [ Help

I£3

Overview

] [ Optionz ] Print to | Display v| I Print
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Using other slip entry features

Several other features relate directly to working with slips:

Bookmarking slips

For more info,

@ look up

He “bookmarks”
BPin the online

Help.

locate slips by bookmark.

When dialing the
phone, Sage
Timeslips can
automatically create
a slip and track the
time spent on the
call.

Entering slip notes

You can use bookmarks to identify certain slips for convenient retrieval. You can click Bookmark
EH to toggle a bookmark on or off.

On the slip list, you can use the View by field to show bookmarked slips or click Go To # to

Notes allow you to communicate with other timekeepers about slip details or changes to slips.

Click Slip Notes

Slip Motes - Slip Id: 26

2/20/2007 11.57:15 AM - CLH:
Flease inchude additional description. Which reference
i thiz slip for?

2/22/2007 4:08:12 PM - DAB
Resubmitted slip with description and reference
conections.

from the toolbar to view or enter slip notes.

o} Enterslip notes that other

timekeepers can view.

Slip notes will never appear
on bills.

For example, when using the slip approval feature (see “Approving Slips to Appear on Bills” on
page 8-24), an approver can use slip notes to indicate why a slip was rejected. Or, if you’re not
using slip approval, a timekeeper can use slip notes to highlight changes made to another

timekeeper’s slip.

Dialing the phone

Select Names; Dial the Phone to open the Dial the Phone dialog box. If your computer has a
modem installed and configured, you can select a client and dial the phone using any of the

client’s phone numbers.

Dial the Phone 3]

Telephone numbers

Cligtt
(%) Phone

) Home:
\‘ N O Other

Slip creation

Turn the timer on

Task

Disling device

Sargent Supply Company
E78-555-6417

B78-555-5014

Conference

Modemn

[#] Create a time slip for this call. Billto the Client above:
Create slip if not new

v|kaeol

| ke e e

Sleme

Coa |

Cancel

| [

J

Editing many slips at once

You can export settings from one slip to other slips. Click Export [& to copy specific fields from
the current slip to other slips. Use this feature when you need to make the same change to a

group of slips (see “Updating Slips” on page 15-4).
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Viewing the slip entry summary

Select Slips; Slip Entry Summary to open the Slip Entry Summary dialog box.

Click the Clear
toolbar button to

Slip Entry Summary

: reset the summar
The Slip Entry Summary —{ | since 8/17/2013 43335 FM & values y
dialog box totals new :
d edited sli _ Stop_ watch
and eaiteda ships. Count b anual tirme: time Walue
Mew slips 3 2:30:00 0:40:03 200,70
Slip edits 9 &12:09 10241 2008.28
Total 12 10:42:09 14244 2208.98

This summary shows totals for slips added and edited since the last time this summary was
cleared. It also shows the total amount of time entered manually and with timers.

Finding and viewing slips

‘ You can use the slip list (select Slips; Time and Expense Slips) to view all slips at once. You can
IForkmore info, | also find the specific slips you want to review.
ook up
Hel f’finhding ls_lips” Sage Timeslips offers many ways to limit this list to show a smaller group of your open slips. The
Help in the online following fields are located at the top of the slip list:

*  You can use the Time/Expense/Both tabs to view only time slips, only expense slips, or
all open slips.

*  You can use the View by field to view all slips that match a simple filter, like all slips for
client Atlantic.

*  You can use the Selection button to view all slips that match multiple filters, like all
slips for client Atlantic that have not been billed.

When you find the slip that you want, double click on the slip or click Open & to view the
details of the selected slip. You can also use the buttons on the toolbar to navigate through the
other slips that you have found.

You can review slip information in many other areas of Sage Timeslips. See Chapter 10,
“Reviewing Data” for more information.

Using Mini Slip View

Selecting Slips; Mini Slip View reduces the size of the Slip Entry dialog box to fit in a corner of
your screen. This is useful when you want to work in another program while timing your work
in Sage Timeslips. The shortcut (right-click) menu includes additional commands.

Mini Slip View T T
displays inFE)s ina KI\D e E=H/ECR =Y
much smaller Price 129 i ]
interface. Valus 1550 2,
Client Mickerson B
Reference ':I‘>
Activity Local travel
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Starting TimeCapture

Entering Time Using TimeCapture

@

Help

Timekeepers who primarily use Sage Timeslips to track services they are providing to clients
may want a simpler time-tracking method. TSTimer is a complementary application included
with Sage Timeslips that allows timekeepers to track time quickly with timers.

Timers allow you to enter as much or as little information as you want. For example, as you track
time for multiple tasks, you can choose to identify only the client. Before billing clients, you can
easily convert timers into time slips and then enter any other information Sage Timeslips needs.

TSTimer has been replaced with a new application called TimeCapture.

For more information on TimeCapture, please see the Help system for TimeCapture.

Starting TimeCapture

The TimeCapture icon shows red

You can start TimeCapture using the TimeCapture shortcut in your Sage Timeslips program
group or from with Sage Timeslips by selecting Special; TimeCapture.

If the Launch on startup option is marked, TimeCapture can start automatically when you start
your workstation.

When TimeCapture is running, it will display as an icon in your status bar.

10:12 AM [l

RN [

when it is actively timing.

When you double click on the icon, it opens a list of time entries.

o Sage TimeCapture EI'E'@
Created Caption s Duration E%
3/11/2014 Adobe Acrobat 5 entmes 1:02:44 » l=

- 2(24/2014 Client ABC < entries 1:00:58 x
v 3/18/2014 0:15:18
2/24/2014 ABC vs. Smith.doc 0:22:31 0g
2/24/2014 Really Important Letter.doc 0:09:12 -
v 3/11/2014 Statement of Accounts for ABC.doc 0:13:57 4=
2/24/2014 Drophox & entries 1:22:48| | &3
- 3/5/2014 General Documents 7 eninies 0:18:40
3/5/2014 Address List.doc 0:03:16
3/11/2014 Bonus Letter.doc 0:10:53
3/5/2014 Office Mema.doc 0:04:31
4 2/24/2014 Google Chrome & 13:20:49
2/25/2014 Internet Explorer 0:08:19
- 2/25/2014 Microsoft Excel 5 0:20:02
2/25/2014 Budget List.xsx 0:08:22
3/6/2014 Client List.xlsx 0:05:35
2{25/2014 Expenses.xlsx 0:06:05
+ 2/24/2014 Microsoft Outlook 55 4:30:25
» 2/24/2014 Microsoft PowerPoint & 0:04:23 1
4 3/11/2014 Paint Shop Pro XI = 0:01:57
+ 2(25/2014 Sage Timeslips 2015 & 1:40:32 _
[ Carveart ta Slips... ] [ Filter... <hane: Total 26:30:16
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Click &= to open preferences for TimeCapture. Here you can control how TimeCapture starts
and tracks time.

Preferences

0 Launch on startup

Shaow list on launch e

7] always on top

[ show hours as decimal

Allow multiple running timers

|| apply default description

@ Automatically capture time spent in applications

Stop auto capture when idle for 5§ = minutes, (0 = never)

-

l OK l [ Cancel

Some examples include:
1 you can launch TimeCapture when you start your workstation
2 when TimeCapture starts, it can show the list of entries

3 when you use other applications, TimeCapture can track the time spent

Editing Time Entries

8-14

While you are tracking the time spent in other applications, you may want to change details
about one or more entries.

You can do this in the following ways:

Merging Time Entries

You can quickly merge time from one or more time entries to another. Simply drag the source
time entries and drop them onto the target time entry.

For example, if you want to move the time spent from an entry for the timer named Microsoft
Word: Document! and add it to the timer named Microsoft Word: MyLetter.doc, drag the
Documentl time entry and drop it onto the MyLetter.doc time entry.

TimeCapture will remove the time entry for Documentl and add its time to the time entry for
MyLetter.doc. Any notes in Document! will also be merged with notes for MyLetter.doc.

Editing Details of Entries
You can edit the details for one or more entries.
+ To edit a single time entry, double click it from the entry list.

+ To edit multiple entries, click on an entry in the list and then hold the Ctrl key while
clicking additional entries. Once all the entries that you want to edit are highlighted,

you can click Open & from the toolbar.

+ To edit a group of entries, double click on the group name from the entry list.



Entering Time Using TimeCapture 8
Setting Up Rules

The TimeCapture Entry dialog box will open where you can change values for the selected
entries. In the bottom left of the dialog box, TimeCapture will indicate how many entries you
are editing.

TimeCapture Entry
Caption ABC vs. Jones.doc [Compatibility Mode] - Microsoft Word
Group Client ABC -

Window tile  ABC vs. Jones.doc [Compatibility Made] - Microsoft Ward

File name C:\Program Files (x86) \Microsoft Office \Office 19\WINWORD.EXE

Timekeeper D, Brickley ~ | DavidB
Client ABC v | 02-1001
Task Review/analyze v  Al04
Reference -

Motes Reviewed case document

Date 5/16/2014

Time Spent  0:13:44 @

Ok l ’ Cancel

Moving Entries to Another Group

You can easily move an entry to another group. Simply drag the source time entry and drop it
on the caption of the target group. The time entry will move from the current group to the target

group.

Setting Up Rules

You can click [#] to set up time entry rules.

Rule Entry @I

MName
o Ignore Rule 2

Rule

If the [pmcess file name v] [mahches v] C:\Users\thinds \AppData\Local\Google\C

| and the [window caption v] ’coniﬁins v] Facebook

@ Then [ignore it V]

Each rule consists of:
1 arule name
2 up to two conditions

3 an action to take when the conditions are met
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Some examples of rules that you can set up include:

+ you can set up rules that prevent TimeCapture from tracking specific applications or

windows

*  You can set up rules that rename, group, or merge entries based on the application or

windows being tracked

* You can set up rules that assign Sage Timeslips names to entries based on the

application or windows being tracked.

Converting TimeCapture Entries

You can convert all entries or specific entries into time slips for reporting and billing.

To convert a single entry:

1 Open the group containing the entry.

2 Right click on the entry and choose Create Slip.

3 To confirm slip creation, click Yes.

To convert a batch of entries at once:

1 Click Convert to Slips at the bottom of the Sage TimeCapture entry list to start this process.

L2 Convert timers to slips

green anow next o them.

o Caption
v Client ABC

¥ AB
¥ St

v Google Chrome
¥ Westlaw.com

There are 3 items selected totalling 2:39:30 e

Only timers with all information needed to create a slip are shown here. I you don't see a timer, return to
the main list and enzure it has all information needed to create a slip. Timers that are glip ready will have a

©

==l

Duration
0:18:15

[

Ok

H Cancel |

2 All entries that are assigned names and are ready for transfer are included in the list. Unmark
any entry that you do not want to convert at this time.

3 The total of entries that will be converted is included at the bottom of the list.

4 Click OK to convert time entries into time slips so you can include those slips on reports and

bills.

Deleting Time Entries

If there are entries that you do not want to bring over to Timeslips, you can delete them from

the list.

Select the entries to delete and click % from the toolbar.
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Entering Time Using the Time Sheet

The days and dates
for the current week N || Davict EZTRES &
are listed across the ;‘
top of the time |f|]:| = {qr % Sun tdon Tue Wwed Thu Fri Sat Weekly &;’
sheet. 3/23/08 | 3/24/08  3/25008 ) 3426408 | 3/2708 | 3/28/08 | 3429408 Totals
ABC, Bismarck v. ABC. Counsel = 2.00 5.00 | A x
You must create time —g) | #BC. Longley v. ABC. Counsel 2 Bm 8.70 =
sheet S||p temp|ates Hickersan. . Counsel 2.25 225 '?
to enter time on the Pierce, . Counzel 1.50 150 53
time Sheet. Seacoast Marine, . Counsel 0.00 &
L3k 2 b nameas 0.00 =
The time sheet totals—\‘
each day at the N
bottom of the ¥
time Sheet. Non-template Totals 0.0 1.00 200 4.00 0.00 0.0 000 T.00
Daily Totals 0.0 10.00 7.75 E70 0.00 0.0 000 24.45
ABC, Longley v, ABC, Counsel I

As an alternative to the detailed method of time entry (see “Entering Time and Expense Slips”
on page 8-3), timekeepers can quickly enter time on a time sheet.

The time sheet enables timekeepers to track their time for a given week using a familiar
spreadsheet format.

- Time Sheet Slip Entry - [ZHE\E|

You can click Print from the toolbar to ]
print the current time sheet.

The rows of the dialog box represent time sheet slip templates. Time sheet slip templates provide
information needed to convert time sheet entries into slips. See “Creating and using time sheet
slip templates” on page 8-17.

The columns of the dialog box represent days of the week. The days of the week determine the
Start date that Sage Timeslips uses on the time slips. You can use the Date field to change the
week currently displayed.

The intersection of a row and column forms a cell. The values in each cell represent the total
time spent on that day for all slips associated with the current time sheet slip template.

You can use the Time Sheet Slip Entry dialog box to review slip totals or you can enter time
directly in a cell to create new slips.

You can customize the Time Sheet Slip Entry dialog box to suit your firm’s needs. Click Options

i= on the Time Sheet Slip Entry dialog box to access settings such as determining the first day
of the week on the time sheet, or the format for time entries on the time sheet.

Creating and using time sheet slip templates

For more info
@ on time sheet
slip templates,
Help look up “time

sheet slip templates” in
the online Help.

Before you can create slips using the Time Sheet Slip Entry dialog box, you must create time sheet
slip templates. Time sheet slip templates provide names and other information needed to create
slips from time entered on the time sheet. Sage Timeslips provides two methods of creating time
sheet slip templates:
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Using the Time Sheet Slip Template Entry dialog box

Select Slips; Time Sheet; Slip Templates or click Show template list E from the Time Sheet Slip
Entry dialog box to enter slip templates using this method.

Only Active
templates will = =
appear on the time - Time Sheet Slip Template Entry -
sheet. Template details
Hame | Longley Courgel | Active
Timekeeper  |D. Brickley + || Davide | I]j:
Task |E0nference ~ || T-021 | o
Client |a8C + || 9810011 | oy
Reference  |Langley v. ABC v || ABC012 | R
D escription Conference regarding Longley case %
You can optionally — ¥y
KT

specify the rate and \
bill status settings on
each template, Fate settings and billing status

Uze these defaults

Drefault rate |Timekeeper v| |‘I vl |150.UU | |H0ur|}l v

Biling status | Billable -

When creating templates using this dialog box, you can select timekeeper, client, task, and
optionally reference names. Each template must have a unique name.

You can also include optional fields, such as a slip description, rate settings, and the billing
status.

When you create a slip using the Slip Entry dialog box that includes Court Date, Sage Timeslips
uses the default description from the Task Information dialog box.

When Sage Timeslips creates time slips from entries on the time sheet, it will use the default
description from the Time Sheet Slip Template Entry dialog box.
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When you click Click
to select names,
Sage Timeslips opens
the New Time Sheet
Template dialog box,
where you can
quickly create a new
template.

I

Entering Time Using the Time Sheet
Entering time in time cells

Creating templates directly on the time sheet

You can also create templates quickly on the time sheet. Click Click to select names from the
template list to enter slip templates using this method.

Time Sheet Slip Entry E\
Timekesper D Brickley « || DavidB < | 3/24/08 | | o LJ!]:
=
Si ] T wied Thi Fii Sat f“’?
Ln an e = ] i a =
>k Weekly

SR X /2308 | /24008 | 3/25/08 | 326008 3/27/08 | 3/28/08  3/28/08 Totak lge
ABC, Bismarck v. ABC, Counsel = 200" 500 |4 x
ABC, Longley v. 4BC. Conference 0.00 =

Mickerson, . Counsel 225 228
Pierce, . Counsel 1.50 =
Seacoast Marine, , Counsel 0.00 =]
Lok i ekt s {,:? 0.00 =

v
n-template Tatals 0.0 7.00 200 E.70 0.0 0.00 0.00 18.70
D 3jly Total: 0.00 10.00 775 E.70 0.00 0.00 0.00 24.45

Pierce, \Counsa\

\

Clent Reference Task =]

Bishop w | <Mone> + | |Conference vl @&

When creating templates here, you can which names appear on the template. Sage Timeslips
automatically assigns these templates to the current timekeeper.

If needed, you can edit the template later (right click on a template and select Open) to enter
rate, description, and billing status information.

Entering time in time cells

The time sheet provides many ways to view and enter time. The simplest way to enter time is to
click on a cell and enter the time spent directly within this cell. You can enter the time spent in
either hours.decimal format or hours:minutes:seconds format.

You can also select a cell and click Timer & to track time as you work. When using a timer,
Sage Timeslips highlights the cell in red.

The time sheet allows you to enter time for a single slip or multiple slips in each cell. To create
a single entry, simply click on the cell and enter the time spent.

After entering time spent for single slip, you can click New =k from the toolbar to the right to
enter each successive slip for that cell.

Saving time sheet entries

After entering time on the time sheet, clicking Save @ to save the entries. Sage Timeslips uses
information (such as client names and task names) from the associated time sheet slip template
to create new slips from the entries.

8-19
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Viewing and editing cell entries

For info on the
@ appearance of
time sheet
cells, look up
“time sheet slip entry”

in the online Help.

Help

Values in the cells of the time sheet represent actual slips, either entered through the time sheet
or entered through the Slip Entry dialog box. Each value can represent a single slip or multiple
slips.

Editing time sheet entries

You can click on any cell to edit its contents. You can also use the Slip Entry dialog box to edit
an associated slip (click on any cell and click Open & to view the associated slip).

Viewing non-template totals

Sage Timeslips automatically totals all cells at the bottom of the time sheet. You can also display
daily totals from slips that do not match an existing slip template.

Click Options i= to open the Time Sheet Slip Entry Options dialog box and mark Show non-
template totals to include the Non-template Totals field at the bottom of the time sheet. When
displaying non-template totals, Sage Timeslips also includes these values as part of the Daily
Totals at the bottom of the time sheet.

Receiving Time and Expense Slips by Email

Some timekeepers need to create time and expense slips while they are out of the office. Sage
Timeslips can create slips from information it receives within specially formatted email
messages.

©

Help

8-20

For more information, look up “creating slips:from email messages” in the online Help.

Other ways to create slips while out of the office

Sage Timeslips offers other solutions for timekeepers who need to track time while out of the
office. Please visit www.SageTimeslips.com for information on Sage Timeslips eCenter.



Receiving Time and Expense Slips by Email
Setting up Sage Timeslips to receive slips by email

Setting up Sage Timeslips to receive slips by email

Use the Message
filtering options to
determine which
messages Sage
Timeslips will accept.

Please note that you
have to enter a
Subject line
indicator in order to
use this feature.

Use the Name
selection options to
determine the
format Sage
Timeslips expects for
name fields.

Before Sage Timeslips can create slips by email, you must set up this feature. This includes
choosing which messages to read and then indicating the format used to identify slips fields in

those messages.

Select Setup; Receive Slips by Email to set up this feature.

Create Slips by Email Settings

These settings determine how Timeslips creates slips from email messages. First, you must specify the
'Subject line indicatar.' This determines which messages Timeslips will review. Use the 'Message processing'
options to determine if message scanning is automatic and if Timeslips will zend eplies when it creates slips
Usze 'Mame selection’ options to determine how Timeslips matches the names in meszages to Timeslips names.

teszage filtering

teszage processing
Automatically scan for messages when opening the Timeslips database

Reply ta the message sender with a confimation message

W Mame selection

Client Mickname 1 w Timekeeper Mickname 1

Activity Mickname 1 w Reference Mickname 1

[ &llow wildoard characters

X

Subject line indicator |SLIFS
Accept messages from Timekeeper email addresses only /

e T

]

—Use the Message

For example, you can set up Sage Timeslips to receive messages only from timekeepers it

processing options to
determine how Sage
Timeslips processes
individual messages.

recognizes, using nickname 1 to identify all names, and Sage Timeslips can reply to each message

indicating if a slip was created successfully.

Receiving slips from email messages

After you have set up Sage Timeslips to receive slips by email, Sage Timeslips can scan your email

messages for new slips.

Depending on your settings for this feature, the scanning process can start automatically when
you open Sage Timeslips. You can also manually scan for new slips at any time using the Slips;

Scan Email for Slips command.

If email messages are in the correct format, Sage Timeslips processes them automatically and

creates new slips.
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Reviewing slips that Sage Timeslips receives

When Sage Timeslips processes email messages, it places the entries on the Entries from Email
dialog box whether slips are created successfully or not. You can open this dialog box by
selecting Slips; Slip Entries from Email.

#® Entries From Email

Use the View by

The list of entries _— a p=d field and Selection
shows when email D hs P button to filter
messages were Al entries on the list.
received and when \ ®
S|IpS were created Status < Sent Date Sent Time From 5lip Created On | Slip 1D =
from them. Siip Created | 09/05/2008 | | sam@example.com  09/0R/2008 |
Eror 019/05/2008
\gp Created  09/20/2002 i 09/20,/2009 Use the buttons on
g\rl::mﬂreated ggigg;’gggg ?;t:gaizar;ﬁplla.com 09/22/2008 the toolbar to
1 . H _/' " H 34 ple.com H ; i . .
Entries that Timeslips Slip Created  109/22/2008 | {mke@example.com  (09/22/2008 5229 maintain email
cannot translate into Slip Created  109/25/2008  11:23:00 AM | tom@example.com i09/26/2008 {5243 entries. view details
slips are marked of the source
with an Error. message, and go to

You must correct the created slip.

these entries before
Timeslips can create
a slip from them.

You can view this list any time to review the status of received messages, search for text within
the entries, and even open slips created from entries. You can access these commands on the
toolbar.

Sage Timeslips uses this list to keep track of slips that were create from received messages. Do
not delete an entry from this list unless you also delete the message from your Inbox, otherwise
Sage Timeslips will attempt to create another slip from that message.
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Correcting entries with errors

If the sender did not enter codes correctly or didn’t include all required fields, Sage Timeslips
will mark the email entry with an error. You must correct entries with errors before Sage
Timeslips can create slips from these entries.

From the Entries from Email dialog box (select Slips; Slip Entries from Email), select the entry
and click Open =

® Email Message Details EJ@|E|
‘When there is an eftor creating a slip from email, you can use these fields to comect that error, After a slip is created from email, f you use these
ErrO rs are |nd icated fields to make further changes to it, be sure to click 'Update Slip with Changes'.
in bold red text Enor in Email Entry uj:
i Sip fields el et e ot
Entler thfe COLreCt — e Sent: 05/15/2008 [3:34:47 Ph zﬂ When editing entries
values for these o ’ R i EeEmn s with multiple errors,
fields. Timekeeper - I
L dave you can save the
Client Bishop - < 030400 ) .
v o / 2. deposiins updated values while
ou can use ctivily v - ;
ou are researchin
information from Rifeserce v ?/emaining errors K
the Original email Exis )
content field to Discc o)
help you.

~— When you are ready
to create a slip, click
Start date 5152008 | 8 Time estinated (10000 | & Create New Slip.
Time spent #0000 | &
[CIHold Ratealus (0,00

] Recuriing Fiate Type Huurly w

Markuple) 200 (B % Show slp field definiions

Adjustment |0.00 ill time: | 0:00:00
justment Do Mot Bill time: & [ Create New Siip ]

Sage Timeslips will indicate incorrect fields in red. You can use the Original email content field
to determine the correct values for these fields. After making corrections, click Create New Slip
to create a slip from the entry.

It is important that the message’s sender does not resend the message with corrections;
otherwise Sage Timeslips could create duplicate slips from the entries.
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Approving Slips to Appear on Bills
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Some firms need more control over the slips that are included on bills.

For example, new timekeepers may enter incorrect or private information on slips. Remote
timekeepers might enter many slips by email or through Timeslips eCenter. In these scenarios,
incorrect or unauthorized charges could get past a review cycle and be included on a bill.

The slip approval feature adds more safeguards to the billing cycle, requiring approvers to
authorize slips before they can appear on bills.

Help

For more information, look up “approving slips to appear on bills” in the online Help system.

Understanding approval statuses
Sage Timeslips uses three statuses for slip approval:

+ Pending — As timekeepers enter slips, Sage Timeslips sets their approval status to
Pending. This status indicates that the slip is awaiting slip approval. Pending slips will
not appear on bills.

* Rejected — If an approver requires the timekeeper to change details on the slip, the
approver will change the slip’s approval status to Rejected. This status indicates that
the slip must be edited and resubmitted for slip approval. Rejected slips will not appear
on bills.

+ Approved — When an approver authorizes a slip to appear on a bill, the approver will
change the slip’s approval status to Approved. This status indicates that the slip can
appear on bills.

When you use this feature, these statuses can appear on slips throughout Sage Timeslips, such
as within the Slip Entry dialog box or on the Time and Expense Slip List dialog box.

The following diagram illustrates how timekeepers and approvers use slip approval statuses
within the slip approval process:

3 o= 2
Tlm!sllps l Approver | §|
marks marks
[ ] \ =» i ( =» i ™
APPROVED
Tluwkﬂ.‘euel enlers FRlLibk wer reviews lhe slp 2::;‘;:“::;“;“'9‘-1!!

a new slip,
1 '
P‘i A Approver

(1) ™ (2=

Timekesper edits slip as
indicatad by approver



Setting up slip approval

For more info,

look up
“setting up slip
Help approval” in

the online Help.

Mark Enable Slip
Approval to enable
this feature.

Approving Slips to Appear on Bills
Setting up slip approval

Before you can use the slip approval feature, you must enable this feature within global security,
indicate which timekeepers are approvers, and then indicate which timekeepers require slip

approval.

Enabling the slip approval feature

You can enable the slip approval feature within the Global Security dialog box. (Select Setup;

Security; Global to open this dialog box.)

& Global Security @

Use these settings to enable and describe general requirements for security

BRequire login and activate security Passward required ta log in

Security Supervizor's passward

Default Profile for a new Timekeeper Drefault w
Guests log in without a password using GUEST -
Enable Slip Approval

[ QK. ] [ Cancel ] [ Help ]

Enabling slip approval security for approvers

You also use Sage Timeslips security to set up access rights that allow approvers to change the
slip approval status for slips. (Select Setup; Security; Profiles to maintain security profiles.)

- Security Profile -

For more info
on setting up
security rights,
look up
“security rights” in the
online Help.

©

Help

Profile name | &pprover 0K

Access rights Cancel

Area Slip Help
# Rights
A Mew
kA Open
kA Edit

First

Mark Slips require
approval to be billed

£ Delete or Purge
b Change slip

[ Reports

| Export to File

[ Export

A Edit time spent on new slip

A Edit time spent on existing slip
[ Edit rate settings

A Timer On/Off

k& Stop all timers

A View slips of other timekeepers
| Edit timekeeper on new sip

EA Cloze

approval status Eretiong

Mext

IIIIEIIIM

Last

You may want to
create a new security
profile for approvers.

L Mark Change slip
approval status for
the security profile that
approvers will use.

Remember, only approvers should be able to change the slip approval status. Otherwise

unauthorized charges can appear on bills.

Indicating which timekeepers need slip approval

In some offices, only certain timekeepers may need to have their slips approved before billing.
Within the Timekeeper Information dialog box, you can require slip approval on a timekeeper-
by-timekeeper basis. (Select Names; Timekeeper Info to maintain timekeepers.)

Meeds Approval
Slipz require approval to be hilled
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Entering slips

When slip approval is enabled, Sage Timeslips automatically sets the slip approval status for new
slips to Pending.

slip slip
PENDING APPROVED Approved slips can

(?]aﬁ_l_, Tk (Q\ S [ || 1 (B

a now st - I \
( li j\-'—| - At

appear on a bill

slip
REJECTED

Timekesper edits clip as
indicated by approver

Please note that when you print bills, Sage Timeslips reviews the slip approval status only for
those timekeepers that require approval.

Reviewing slips

Before slips can appear on bills, approvers must review pending slips for timekeepers that

Look up require approval
@ “reviewing q PP '
Holp SIS for slip Approvers will change the status for these slips as needed, approving slips to appear on bills or

approval” in the
online Help for more
info.

rejecting slips that need corrections.

r' - Timeslips - P Approver paaz)
( _]"j['ug’—‘“ sy N\ /“—|,’ ks [_VL‘ =Y

- - APPROVED
Timakesper anlers PENDNG Approver reviews the slip, xﬁ:::‘::.g:ﬁrcm

a'now . - I L
( li j\-'—| - Mt

slip
REJECTED

Timekesper edits clip as
indicated by approver

Sage Timeslips offers many areas where you can review slips and change statuses, such as the Slip
Entry dialog box, the Time and Expense Slip List dialog box, and the Billing Assistant.

On the Time and
Expense Slip List dialog L4 20 daiis usIuG i
box, approvers can
click on a slip approval
status within the list to
change it.

3 =
Trial and :00:00 1400.00
FRisrnark w ARC . H Rillahla

On the Slip Entry
dialog box, approvers
can click on a slip
approval status in the D 25 WwiP ‘gending |

top right corner to
prg change it Type @ Time (O Expense HE] Walue 700.00 | [
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Correcting rejected slips

Approvers can also change other fields on slips without affecting the slip approval status. For
example, an approver might correct text within the description.

However, if a timekeeper without rights to change the approval status edits a slip, Sage Timeslips
will automatically change the approval status for that slip to Pending. See “Correcting rejected
slips” on page 8-27 for additional info.

Using slip notes

Because multiple employees in your firm may be reviewing and editing slips, you can use slip
notes to communicate with them about changes to slips. Click Slip Notes [ | from the toolbar
at any time to review or enter slip notes. For example, an approver can use slip notes to indicate
why a slip was rejected, or a timekeeper can use slip notes to highlight changes made to a slip.

Slip Motes - Slip Id: 26 [X]

242042008 11:57:154M - CLH:
Pleaze include additional description. which reference
iz thiz slip for?

2/22/2008 4:08:12 P - DAB:
Fesubmitted slip with description and reference
corections.

Depending on the preferences set up for slips, Sage Timeslips can automatically open slip notes
when an approver rejects a slip.

Correcting rejected slips

Hedlg

For more info,
look up
“correcting
rejected slips”

in the online Help.

If an approver rejects a slip, the timekeeper must edit that slip before it can appear on a bill.

Timekeepers can find their rejected slips anywhere in Sage Timeslips that they can review the
slip approval status. We recommend using the slip list (select Slips; Time and Expense Slips) to
review rejected slips because it offers useful tools, such as filtering slips by timekeeper or slip
approval status.

- FJ [ _‘ | Timeslips O '._- — l Approver [ —] ozl 2
| marks o ’ marks | 1 K i }J
( 1 \I ‘ slip ‘ ( h \ ’ ‘ slip : I
Timekeoper onters PENDING Approver reviews the slip. APPROVED :pp;:‘,'c:,dns:ﬁfm
a new slip I PP
P‘ b Approver
™ | 1 marks
[ ] \] -
REJECTED

Timekaeper edis slip as
indicaled by approver

When timekeepers edit rejected slips, Sage Timeslips automatically resets the slip approval
status to Pending. (Please note that if an approver edits a rejected slip, Sage Timeslips will not
change the approval status.)

Approvers can then review the slips again to determine if they are ready for billing. See
“Reviewing slips” on page 8-26 for more information.
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Including approved slips on bills

When you generate bills, Sage Timeslips will automatically exclude Pending and Rejected slips
for those timekeepers that require slip approval.

slip
TIIIDEK'.‘U_II-UI enlers PRNONG er reviews lhe shp

a now slip. I . l

ﬂ \’—l Approver
[ ] ‘] “EEJEIL:TED

Timekesper edits slip as
indicatad by approver

ﬁ R G = Approver el
[ ] ] Wt oy Tlmari:I: - r‘ \ re —|” pmpmhn - /T/T [P 4]
s o) | e

See Chapter 12, “Billing Clients” for more information on preparing for billing.
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e Entering Transactions e

Overview

9-2

In your daily use of Sage Timeslips, you can enter transactions, such as payments, that affect
accounts receivable and client funds balances. This chapter describes the types of transactions
you can use to increase or decrease these balances and shows you how to enter them.

Types of transactions

You will use the following transaction types to track financial exchanges:

Accounts receivable transactions

These transactions increase or decrease a client’s accounts receivable balance—the amount owed
for the services that your firm provides to the client. Invoices, refunds, and reverse payments
increase a client’s balance. Payments, credits, and write-offs decrease a client’s balance.

Click Accounts Receivable List [, from the toolbar or select Transactions; Accounts
Receivable to open the list of accounts receivable transactions.

See “Entering Accounts Receivable Transactions” below for more info.

Client funds transactions

These transactions move money into and out of client funds accounts. A client funds account is
a balance that represents funds your firm stores for a client. Perhaps you charge a retainer for
future services or have control over a trust fund for a client. Client funds accounts allow you to
keep track of these funds and provide a clear audit trail on reports and bills.

Click Client Funds List iii , from the toolbar or select Transactions; Client Funds to open the
list of client funds transactions.

See “Entering Client Funds Transactions” on page 9-11 for more info.
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Accounts receivable transaction types

Entering Accounts Receivable Transactions

Sage Timeslips maintains an accounts receivable (A/R) balance for each client. You can use
transactions to detail increases or decreases to a client’s A/R balance. You typically increase the
A/R balance by sending a bill and decrease it by receiving and entering a payment.

Sage Timeslips can generate A/R transactions automatically, such as when you approve bills.
You can enter A/R Transactions manually, such as when you receive a check from a client and
enter a payment.

Accounts receivable transaction types

For more info
@ on accounts
He receivable
&R transactions,
look up “accounts
receivable transactions”

in the online Help.

The invoices you send and the payments you receive modify your clients” accounts receivable
balances. You can also correct balances as needed with credit and refund transactions.

The following A/R transaction types are available:

Payment: When you receive money from a client to pay existing charges, you enter a
payment. A payment reduces a client’s A/R balance when you apply it to one or more
invoice transactions. If a payment exceeds the client balance, Sage Timeslips can hold
the excess money to offset future bills. See “Applying payments and credits” on page
9-5.

Credit: Use this transaction to remove an incorrectly billed charge. You apply credits to
specific invoices or to a future invoice, reducing a client’s A/R balance. See “Applying
payments and credits” on page 9-5.

If you want to adjust unbilled charges, use bill arrangements instead. See “Using bill
arrangements” on page 7-11.

Write-off: Use this transaction to write off bad debts. It decreases the client’s A/R
balance. See “Applying write-offs” on page 9-7.

Refund: Use this transaction to reverse the effects of an overpayment. Sage Timeslips
adds the amount to the client’s A/R balance to correct the overpayment. See “Applying
refunds” on page 9-7.

Invoice: An invoice transaction represents charges that you have billed. It details
amounts for fees, costs, interest, and taxes on fees or costs.

Sage Timeslips creates invoice transactions automatically when you approve bills (see
“Approving bills” on page 12-43). You can also enter invoice transactions to represent a
starting balance for a client. See “Creating invoice transactions” on page 9-8.

Reverse Payment: Use this transaction to reverse the effects of a payment, usually in the
case of a returned check. It increases the client’s A/R balance. See “Applying reverse
payments” on page 9-8.

Transfer: Use this transaction to distribute money from an overpayment to other
projects. See “Transferring unapplied amounts” on page 9-6.

Transfer To Funds: Use this transaction to send money from an overpayment to a
funds account to use later. See “Transferring unapplied amounts” on page 9-6.

Discount: Use this transaction to discount an invoice. You may discount an invoice, for
example, due to early payment. You can also modify client settings to apply discounts
automatically if payments are received early. See “Applying discounts” on page 9-8.

Special Credit: Use this transaction to credit or discount an invoice that is already paid
in full. See “Applying special credits” on page 9-10.

Reports based on A/R transactions are available in the A/R Transactions page of the Report List
dialog box (see “Accessing Standard Reports” on page 11-3).
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The Accounts Receivable —W o] @ |5l
ID N

Entering transactions

Entry dialog box lists
the current accounts
receivable and
funds balances.

The steps for entering accounts receivable (A/R) transactions vary according to transaction type.
However, some steps are common for each type. Use these steps to enter A/R transactions; refer

to the sections that follow for specific instructions on each transaction type.

How to enter an A/R transaction

1 Click Accounts Receivable List 5 from the main toolbar or select Transactions;

Accounts Receivable to open the list of A/R transactions.

2 Click New =i to open the Accounts Receivable Entry dialog box.

3 Select the transaction type and enter the date of the transaction.

search for the client.

Select the client for the transaction. Optionally, you can click Find Client by Invoice to

L=

A/R balance 844206 | Total funds balance 0.00
Tvpe |F'ayment v| |Eheck v| Check Mo. | 2434
Clent  [4BC [=]| p2-1001
Date 5/26/2011 ||E [ Deposit Slip Amount  |300.00
B 7 Payment - Thank vou
U
Mot yet applied 300.00

Date Ivoice Mo, | Amount FeesDue |FeesPaid | Costs Due | Costs Paid | Int Due | Int Paid
1143042005 G:10000 1500.00 1500.00 1000.00 0.00 0.00 0.0 0.00
12/31/2005)  G:10002 1600.00 1600.00 0.0 0.00 0.00 0.0 0.00
si2ot|  Gioon]  ess2cs] ] I ooo| 204224 om0
[] Remaining amount applies to future invaice | Transfer Maoney | | Apply All | | Apply One | | Clear Applies

oWt & 4 F m

5 Enter additional details for this transaction.

Please note that the transaction Amount can automatically default to the client’s current A/R
balance total or you can enter an amount manually. Look up “Transactions page”in the online

Help for more info.

The Description field may contain a default description. You can modify or replace the default
description as needed. Look up “Transactions page"”in the online Help for more info.

6 Click Save @ to save the transaction.
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Reviewing the Status column

The transaction list contains a status column, which identifies the status:

g3 — Proof Stage (red envelope)

=3 — approved transactions (yellow envelope)

o — transactions that have been posted to the general ledger

This information also appears within the Accounts Receivable Entry dialog box. Sage Timeslips

marks approved transactions with the date and invoice number.

Applying payments and credits

When entering payments and credits, you can control how Sage Timeslips applies the amount
of the transaction to current invoices.

Setting automatic payment rules

By default, Sage Timeslips applies payments and credits to invoices according to automatic
payment rules. You can set up these rules within the Invoices page of the Client Information
dialog box.

Choose if Sage Timeslips will
pay the oldest or Payment distribution rule

newest invoice first. First pay invoice Oldest v/ When app|ylﬂg payments or credits to
“

Drder of charges Interest, Casts, Fees multiple invoices, choose if Sage Timeslips
Choose the order that Sage—* restpayin ul o = will pay off an entire invoice first, or if it will
Timeslips pays fees, costs pay specific charges (like fees or costs) on
o ! [ Require manual distribution all invoices first
and interest. :

When you save new payments and credits, Sage Timeslips applies that transaction according to
the automatic payment rules.
Distributing payments manually

If you mark the Require manual distribution check box, the automatic payment rules do not
apply. You can apply a transaction manually by entering amounts in the Fees Paid, Costs Paid,
or Interest Paid columns for any of the invoices.

The following buttons are also available when entering payments and credits:

+ Apply All: This button is available only on payments. Click this button to apply the
payment to as many open invoices as possible, following the automatic payment rules.

+ Apply One: Click this button to apply the payment or credit to the highlighted invoice.

+ Transfer Money: This button is available only on payments. Click this button to divide
the payment among other projects or client funds accounts (see “Transferring
unapplied amounts” on page 9-6).

9-5
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©

Help

Transferring

How to enter a payment or credit

1 Click Accounts Receivable List £ from the main toolbar or select Transactions;
Accounts Receivable to open the list of A/R transactions.

2 Click New k= to create a new transaction.

3  Set Type to Payment or Credit, as appropriate. If you are entering a payment, then also select
a Payment Type.

4  Select the client for the transaction.

Optionally, you can click Find Client by Invoice to search for the invoice you are paying
or crediting.

5 Enter the date and description of the transaction.

6 Enter the transaction amount.

Please note that the transaction Amount can automatically default to the client’s current A/R
balance total or you can enter an amount manually. Look up “Transactions page”in the online
Help for more info.

Sage Timeslips applies the transaction amount, based on payment distribution rules (see
“Setting automatic payment rules” on page 9-5 and “Distributing payments manually” on
page 9-5).

7 Click Save & to save the transaction.

Generating payment receipts

You can confirm that you received a payment from a customer by generating payment receipts
that you can print for the customer or send by email.

For more information on payment receipts, look up “payment receipts” in the online Help.

unapplied amounts

If you use client projects (see “Using client projects” on page 7-11), you may receive a check
paying bills for several projects. Or, if you maintain client funds accounts, you may receive a
check that pays new charges and also includes a deposit to a client funds account. Sage Timeslips
provides two transaction types—Transfer and Transfer To Funds—for distributing one payment
among multiple projects or funds accounts. While you can enter these transactions manually,
the Transfer Money dialog box provides a more convenient method.

When you enter these transactions, your client will see the correct check amount on the bill,
even if the payment was divided into several transactions.

How to transfer money to projects or funds accounts

1 Enter the full amount of the payment as normal (see “How to enter a payment or credit” on
page 9-6). After applying the correct amount to the current client, the Not yet applied field
shows the unapplied amount. You can distribute this amount to other projects or funds
accounts.

2 Click Transfer Money to transfer the unapplied money.



Entering Accounts Receivable Transactions
Applying write-offs

3 To transfer an amount to another project for the current client:

a. Set Apply to to the appropriate option:

All invoices — Lists all related projects with unpaid invoices.

Invoice by date — Lists only projects with invoices for the date you specify. Use this
option when paying off a single consolidated bill.

No Invoices — Not yet applied - Lists all related projects with unpaid invoices. Sage
Timeslips applies the transferred amount to future invoices for the selected project. If you
use this option, you can later manually edit the associated payments to distribute the
money as needed.

If you have set up automatic discount for a client (see “Setting up automatic discount” on
page 9-8), set Apply to to No Invoices — Not yet applied. When you later apply the
associated payments, Sage Timeslips prompts you to create a discount if applicable.

b. Click Apply All to apply the entire amount in the Total unapplied field to as many
projects as possible starting from the top of the list.

Otherwise, highlight the To Apply field for the appropriate project and click Apply One to
apply as much money as possible to the project’s unpaid balance.

You can also enter an amount manually. If you enter an amount in excess of the unpaid
balance, Sage Timeslips will apply it to future invoices for the project.

4 To transfer an amount to a client funds account for the current client or a related project:

a. Inthe Transfer to Client Funds group box, highlight the To Apply field for the appropriate
funds account.

b. To apply the entire amount in the Total unapplied field, click Apply One. Or, you can
manually enter the amount to transfer. When you move the focus to another field, Sage
Timeslips updates the Total unapplied field to reflect the transfer amount.

5 Click OK when you have entered all transfer amounts. Sage Timeslips applies any amount still
remaining in the Total unapplied field to a future invoice for the current client. If you
transferred money to a project, Sage Timeslips creates the appropriate Payment and Transfer
transactions. If you transferred money to a funds account, Sage Timeslips creates the
appropriate Payment To Account and Transfer To Funds transactions.

Applying write-offs

You enter write-offs similarly to payments and credits. You apply the write-off amount to one
or more invoices. The difference is that you must fully apply the entire amount of the write-off
to current invoices. You cannot apply any of the write-off amount to future invoices.

Applying refunds

You can only apply a refund to a payment that has unapplied amount (an amount that has been
applied to future invoices). When you create a refund for a client, Sage Timeslips lists any
payments with unapplied amounts for the client. You can select one of the payments and apply
either a full or partial refund to the unapplied amount.

9-7
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Creating invoice transactions

You can create invoice transactions in several different ways:

* When you approve a bill, Sage Timeslips generates an invoice transaction
automatically.

+ Ifyou create a new client and enter starting balances (on the Balance page of the Client
Information dialog box), Sage Timeslips generates invoice transactions automatically
for each balance.

+  You can also enter an invoice transaction manually to represent a starting balance or
balance correction for a client.

Applying reverse payments

When reversing a

payment, you can also

9-8

apply a finance
change.

When entering a reverse payment, you must select a specific payment transaction to reverse.
When you save a reverse payment, you can charge a finance charge as a fee for the reverse

payment.

Fee on Reversed Payment

Showld there be a finance charge for thiz Reversed Payment?

() Mo fee for this Reversed Payment
(2) Yes. Add this Finance Charge to the next bil | 20.00

Descriphion | Fee for returned check.

Lok J[ tee |

If your bank assesses a fee for a returned check, you can use this finance charge to pass along the
fee to the client. On the transaction list, the original payment is marked REV in the status
column to indicate that it has been reversed.

Applying discounts

The discount transaction type allows you to offer clients an incentive to pay bills early by giving
a discount.

Setting up automatic discount

You can set up rules that will automatically apply a discount to eligible charges. The Charges
page of the Client Information dialog box contains settings that determine the nature of the
discount. You can enter the discount percentage and the number of days after billing for which
the discount is available. Additionally, you can decide whether the discount should apply to fees;
costs; both fees and costs; or fees, costs, and interest.

For example, suppose you bill a client $1000.00, consisting of $800.00 in fees and $200.00 in
costs. You set up a 10% discount for 20 days applied to fees only. The potential discount is
$80.00 on fees. Once the client pays $800.00 toward the bill (within 20 days), they will receive
the discount applied to their next bill.

Because you applied the discount to fees only, you must apply the total amount of the $800.00
payment directly to fees in order for the client to receive the discount.
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Applying discounts

Viewing potential discount amounts

The bill will show the discount amount and the date by which the client must make a payment
in order to take the discount.

You can edit the discount phrase along with other phrases that appear on the bill (“Setting global
phrases:” on page 12-20).

When you approve the bill, Sage Timeslips creates an invoice transaction. The Accounts
Receivable Entry dialog box for the invoice transaction will contain a Discount page that shows
the potential discount amount and the date through which the client is eligible for the discount.
The Entry page contains an Apply New button that allows you to apply a discount.

Prepayment and automatic payment from client funds

You may have a prepayment or have set up automatic payment from a client funds account. If
the available money satisfies the discount requirements, Sage Timeslips will automatically create
the discount when you approve the bill.

Entering a payment for a client who is eligible for a discount

When you enter a payment that meets the discount requirements for a client, Sage Timeslips
asks if you want to apply the discount. Click Yes to create a discount transaction. Sage Timeslips
applies the discount amount to the invoice first. If the payment amount exceeds the amount due
on the invoice after the discount is applied, Sage Timeslips applies the difference to a future
invoice.

Manually entering a discount

You can apply a discount manually by creating a new transaction and selecting Discount as the
transaction type. You can apply the discount to any open invoice. You must fully apply the entire
amount of the discount. You cannot apply any of it to future invoices.

If you have not set up the automatic discount for the client, enter the discount amount. If you
have set up the automatic discount, Click Apply Discount To One to let Sage Timeslips calculate
the amount of the discount and apply it to the selected invoice.

9-9
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Applying special credits

Occasionally, you may need to issue a credit or discount for a bill that has already been paid in
full. The special credit transaction allows you to do so.

How to apply a special credit

1

Click Accounts Receivable List L from the main toolbar or select Transactions;
Accounts Receivable to open the list of A/R transactions.

Highlight the invoice transaction that you want to use as the source of the special credit and
click Open.

Click Apply New and select Special Credit from the menu that opens.

The Accounts Receivable Entry dialog box contains two pages. In the Source Invoice page,
enter amounts for fees, costs, and interest that you want to credit. Sage Timeslips adds these
amounts together in the Amount field.

Sage Timeslips does not confirm the values you enter against the amounts on the original
invoice.

In the Applied To page, you can apply the special credit to an existing invoice, if any, or mark
Remaining amount applies to future invoice.

Creating bank deposit slips

When creating a bank

deposit slip, you can

specify that total that you

9-10

plan to deposit.

In Sage Timeslips, bank deposit slips provide a method of associating payment and deposit
transactions with a deposit that you make to a specific bank. You can define specific banks as
bank accounts in the Bank Accounts dialog box (select Setup; Bank Accounts).

For accurate data entry, you can check the total amount of a bank deposit against the
transactions you enter in Sage Timeslips. Additionally, you can print a Bank Deposit Slip Listing
report (select Reports; A/R Transactions) to accompany the checks to the bank.

How to create and use a bank deposit slip

1

Select Transactions; Bank Deposit Slips. If you have not entered a bank deposit slip today,
Sage Timeslips prompts you to create a new bank deposit slip.

a. Click Yes to open the Bank Deposit Slip Entry dialog box.

b. Select a bank account and enter the total amount of the bank deposit.

Sage Timeslips automatically takes the Deposit Number from the Bank Account Entry
dialog box. You can control the starting number there.

- Bank Denosit Slip Entry -

Bank Aiccount |First Bank Depozit Mumber | Mext
Date 6/3/2006 | R Total Flanned (1300000
[ ok, | [ Cancel ] [ Help ]

c. Click OK to accept the setting for the new bank deposit slip.



Entering Client Funds Transactions

You can use client funds accounts to track retainer fees or manage trust funds for your clients.
You can set funds accounts to automatically pay new charges on a bill and to maintain
minimum balances. You use client funds transactions to increase or decrease funds account
balances.

Entering Client Funds Transactions

Using bank accounts

At the bottom of the Bank Deposit Slips dialog box, click New and select a transaction type

from the menu that opens.

Enter the details of the transaction as you normally would. Sage Timeslips automatically marks
the Deposit Slip check box and displays the bank account and bank deposit slip number next

to it.

Click Save and Return & to save the transaction and return to the Bank Deposit Slips dialog
box. The transaction you entered displays on the list.

Continue entering the rest of the transactions for the current bank deposit slip. The Tota/
Entered shows in red text if it doesn't match the Total Planned.

Click EJ to close the Bank Deposit Slips dialog box. If the Total Planned does not match the

Total Entered, a reminder message appears.

Using bank accounts

For more info
@ on bank
Hel accounts, look
up “bank
accounts” in the online

Help.

You can setup —_|

custom transaction
terminology for
each bank account.

Bank Account Entry

Name First Bank
Applies to | All Charges
Type A/R and Funds
Description | PO Box 123321

Boston, Ma
Contact: Linda Shaw

RS

Default descriptions on tranzactions
PFg | Payrnent from account

PTA |Payment to account
DEFP |Deposit to account

WIT |Withdrawal from account
BAL |Starting balance

Bank deposit slip information
Mext deposit number m

| [Default]

w

First
Previous
Mext

Last

1=
(x]

Dplicate

0K

) [

Cancel

l

Help

Sage Timeslips allows you to set up bank accounts for your firm and funds accounts for each
client. Bank accounts provide a way to group funds accounts for multiple clients.

You may want to create a bank account in Sage Timeslips to represent all accounts at a particular
bank or all accounts belonging to related clients. When printing funds-related reports, you can
group information by bank account, allowing you to review this information easily.

Select Setup; Bank Accounts to open the Bank Accounts dialog box, where you can maintain all
your firm’s bank accounts.

Click New or Duplicate to create a bank account or click Open to edit an existing one. This
dialog box allows you to set up bank details and custom terminology for each bank account.

9-11
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Using funds accounts

Each client can have multiple funds accounts. This allows you to track funds for different cases

For more info
or matters separately.
@ on funds b Y

Help  2ccounts: look | Use the Funds Accounts page of the Client Information dialog box to maintain funds accounts for
up “funds each client.
accounts” in the online
Help.

How to enter a new funds account

1 From the Client List dialog box, select the client for whom you want to add a funds account
and click Open = .

2 Switch to the Funds Accounts page of the Client Information dialog box. The Accounts list
displays the current funds accounts.

- Client Information -

1[Eastem | 2 000700 | Clssfcation

General | Custom | Rates | Arangement 1| Arangement 2 | Accounts Receivable | Clisnt Funds |Laynut Motes

The Balances total field
totals all funds accounts
for the current client.

Accounts

M ame Auto Pay Mew Charges Fieplexizh Minimum Current Balance
B ank Account Bill Farmat Style Fieplenih To Applies Ta

""" 750000
First Bank Detail

Click New to create a
new funds account or‘\

click Open to review the
details of a funds
account.

PR SEL e T m |

[ MNew... ] [ Open... ] [ Delete Balances total

3  Click New below the list to create a new client funds account.
4 Enter the name of the new funds account in the Name field.

5 Use the Bank account field to select the bank account with which to associate the new funds
account.

6 Use the Applies to field to choose the type of charges this funds account can pay and
optionally mark Automatic payment of new charges on the bill.

7  Use the Current balance field to set the starting balance of the account.
8 Optionally, set Style on the bill to choose to show funds activity from this account on the bill.

9 If you want to request replenishment automatically, you can set the requirements for
replenishment using the When the balance falls below and request replenishment to fields.
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The replenish message uses the text associated with the “Please replenish client funds with”
bill phrase (see “Setting global phrases:” on page 12-20).

Enter the details of a :
funds account. Client Funds Account Entry X

X

Name Eastern va Julius
Bank account Mational Bank - [W] Eirst
Applies to Fees Only v
Current balance 1000.00
‘when the balance fallz below [500.00 reguest replenishment to | 1000.00
Style on the bill Deetail ~
[¥] &utomatic payment of new charges on the bil

akK | [ Cancel ] [ Help

10 Click OK to save the new funds account.

Client funds transaction types

- - Sage Timeslips provides the following transaction types for use with client funds accounts:
or more info
@ on funds + Payment From Account: Use this transaction to apply money from the client funds
Helo transactions, account to the client’s A/R balance. This transaction also decreases the client funds
look up “funds account balance.
transactions” in the
online Help. When you create a payment from account, Sage Timeslips automatically creates a

corresponding payment transaction.

+ Payment To Account: Use this transaction to detail a payment from the client that
increases the client funds account balance.

+ Deposit: This transaction also increases the client funds account balance. You can use it
to track third-party deposits separately from client deposits.

When you create a funds account with a starting balance, Sage Timeslips automatically
creates a deposit to represent the starting balance. It is marked as approved
(“Reviewing and Approving Bills” on page 12-42).

+  Withdrawal: Use this transaction to remove money from the client funds account
without affecting the accounts receivable balance. You can use it to pay third-party
charges.

Select Reports; Funds Transactions to print reports based on client funds transactions.
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Entering transactions

The following steps explain how to create a new client funds transaction. To edit an existing
transaction, find the transaction and make changes as necessary.

How to enter a client funds transaction

1

w N

current balance for the
selected funds account.

The A/R balance field also

Click Client Funds List iii from the main toolbar or select Transactions; Client Funds to
view the current list of funds transactions.

Click New @i to create a new client funds transaction.

Select the transaction type and enter the date of the transaction.

Select the client for the transaction. Optionally, you can click Find Client by Invoice to
search for the client.

The Account field below the Client field lists each funds account for the current client. Select
the funds account for this transaction.

- Client Funds Transaction Entry -

The Funds account D New
balance field lists the ; N Funds account balance

lists the current accounts
receivable balance
for the selected client.

6

7

9-14

780.00 | AR balance 1277.29 &
Type | Payment From Account A | &
Client |Bishop || 3504002 |3 :;]
Account |Bish0p vz, Smith /r/ EI,}
Diate 341442008 | B Amount £00.00 ]
B ¥ |Paymert from account ok
Tl &
Mot yet applied I BDD.DDI
Date Invoice Mo, | Amaunt FeesDue |FeesPaid | Costs Due | Costs Paid |Int Due | Int Paid
10/18/2007 sonoo]  soocofERE  zooo 0,00 0.00 0.00
5/26/2008) Go10024 72729 500.00 0.00 0.00 0.00 227.29 0.00
[ Remaining amaurt applies to future invaice Apply Al ] [ Apply One ] [ Clear &pplies

Enter the transaction amount in the Amount field.

Please note that for some transactions, the Amount can automatically default to the client’s
current A/R balance total or you can enter an amount manually. Look up “Transactions
page”in the online Help for more info.

If you are creating a payment from account, a list of invoices with unpaid amounts appears
below the Description field. Use the buttons at the bottom of the dialog box to apply the
payment (see “Applying payments and credits” on page 9-5).
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8 The Description field contains a default description for each transaction type. Sage Timeslips
stores this default text in the Transactions page of the General Settings dialog box. Modify or
replace the default description as needed.

Each client funds account is associated with a specific bank account. Default descriptions for
client funds transactions are contained in the Bank Account Entry dialog box for the
associated bank account.

9 C(lick Save @ to save the transaction.

Reviewing the Status column

The transaction list contains a status column, which identifies the status:
3 — Proof Stage (red envelope)

3 — approved transactions (yellow envelope)

o — transactions that have been posted to the general ledger

This information also appears within the Client Funds Transaction Entry dialog box. Sage
Timeslips marks approved transactions with the date and invoice number.

Displaying client funds transactions on the bill

A payment from account transaction appears in the same section of the bill as payments and
credits. You can print all four types of transactions in a separate section on the bill using the Style
on the bill setting in the Client Funds Account Entry dialog box (select a funds account and click
Open on the Funds Accounts page of the Client Information dialog box).

Viewing Transactions

For more info
@ on viewing
Hel transactions in
=R lists, look up
"filters:filtering slip and
transactions lists” in the
online Help.

You can review transaction details at any time. Use the Accounts Receivable List dialog box (select
Transactions; Accounts Receivable) and the Client Funds List dialog box (select Transactions;
Client Funds) to view many transactions at once. Within these dialog boxes, you can use the
View by field and Selection button to limit the transactions displayed.

Double click on a transaction or click Open & to view the details of the transaction. If needed,
use the buttons on the toolbar to move through the current transactions.

You can review transaction information in many other areas of Sage Timeslips. See Chapter 10,
“Reviewing Data” for more information.
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e Reviewing Data e

Overview

As timekeepers enter slips, transactions, and other billing data, you can review that data using
many different tools. You can view data in dialog boxes as you enter it or you can print reports.
Sage Timeslips also offers interactive tools that allow you to display specific data and drill down
to the source records.

This chapter introduces reports that you can use to view most types of Sage Timeslips data. This
chapter also introduces the Billing Assistant and Firm Assistant that you can use to view billing
data. We discuss each of these topics in detail in later chapters of this user’s guide.

The remainder of the chapter details Sage Timeslips Today, Enhanced Navigators, and Alerts.
These tools allow you to set up Sage Timeslips to present specific data. Using these tools, Sage
Timeslips actively informs you about the status of your data at all times.

Viewing reports

Switch to a different
page to view other

10-2

report groups.

Sage Timeslips offers over 100 standard reports that can display your data in many formats. You
can view the standard reports, manually modify them to suit your organization, or create your
own reports. Select a report group from the Reports menu to open the Report List dialog box.

For example, select Reports; Slips to view slip-based reports.

# Report List

Biling Shps |A/R Tranzactions | Funds Transactions | Client | Timekeeper || Activis | Spstern|| Tax|| Other op
Mame Preview =5
tanthly Billed Walues x
tanthly Billed ws. Original W alues n1E0s s Bornets Conparian . lé
Maonthly Slip Tatals e Wkl ey P b
Manthly Slip Yalues [—— (=]
tonthly Time Uzage 5 - EJL N
P[Dductivit}' b}‘ Pe[iod Timsshuepser (hand wel include O &u.lh. d E:lﬂ:l\.:\li Eﬂlﬁ t Harden %
;'Irofilt_ability by Period pr— word ezl Suei whx  wma  wel El

IpListing el e owe ow oe  om o
Slip Summary Listing foe 0 05 e 14 (173
Time Sheet Slip Entry Jf;_-iwn :t ::: :: :: ::
Uszer Defined Slip Listing Frmn o 74 i i -4 5
User Defined Slip Surmmary B o e Bt Qe i
‘weekly Slip Totals e o s i 15—
How iz this report used? Wiews Full Example

Thiz report summarizes slip charges entered into the pragram in a periodic table,
Lze this report ta evaluate slip values for client, timekeeper. or activity on a daily,
weekly, manthly, quarterly, semiannual, or vearly basis

Change your report settings by double-clicking
the report name o selecting the repart and
clicking the Open toolbar button.

[rate Fange
Fram | |ﬁ ta | it

See Chapter 11, “Designing and Printing Reports” for more info.



Overview
Viewing billing data

10

Viewing billing data

Sage Timeslips offers tools that provide an overview of your billing data and an opportunity to
edit any billing data quickly. Because these tools are closely related to the billing cycle, we
describe them in more detail in Chapter 12, “Billing Clients”.

+ Billing Assistant: Use Billing Assistant to view billing details for clients that are ready to
bill. Like the Pre-bill worksheet (select Bills; Pre-bill Worksheet), Billing Assistant
offers insight into each client’s up-to-the-minute status and provides every detail that
contributes to the calculation of the client’s next bill.

# Billing Assistant

Billing Assistant List View

[ Go10Biling Detais] &L Get Updates
Client Billing Overview for: ABC

@ i
(@ ChongeBilingRue] | o Corporation 17 Noith Thunder Way

Include | Nickname 1 < Nickname 2 Hold  Stage  Balance Suite 1001
A B17]666-2313 Boston, M& 02114

Showing Al clierts with new charges

5] Allantic 01-0300 2557EL apofmensmple.com
2 Bishop 030400 563647
0 Keley Engineering  [05-165 18313 Bill SN o
2 Nickersan 018956 W7 Stage | 7 o = o ':>A ;
=2 Horth Project 020101 71000 ) asdy o BN A
[ North Project2 020102 33750 Bill Overview
O Pierce 01-3426 15255 Total fees flime charges) 760.00
@2 Seacoas! 009425 5925.28
Total costs [expense charges) 5B4
. . Tatal fees and casts 7EGE4
Billing Assistant shows _— Tatalinterest and fance charges son53
billing details for clients Total teves om
. Previous balance #0000
that are ready to bill. Total payments and other A/R transactions 2200.00]
New balance 114617
Funds accounts balance 00
Funds accounts replenishment 000
Hold crieria none applies
Select Al Mone Total 20806.13 Has the: hold criteria been met? none applies

Release s matked hold [slis marked Hald willbe included on the bill InReference tn

General counsel

(&) Generate Bills
O Preill Worksheet

o [POFfis v|[ @ Pin | Dolions

Switch viewing mode to one client 5t 5 time

See “Using Billing Assistant to review billing data” on page 12-10.

+ Firm Assistant: You can also use Firm Assistant to view billing totals for all clients in
your firm at once.

# Firm Assistant

Date Range

=
Start Date l:l B[ EndDate l:l | &

Firm Assistant shows —l u

additional billing totals

for all clients. Details | Gummary =
Client Billable Fees | Billable Costs  Interest Tatal &/ Previous Balance =)
Last Bill Date Unbillable Fees | Unbillable Costs Finance Charge' Total Funds MNew Charges
Last Papment Date Tax on Cost: BAWIP Funds Bal New Bal
Atlantic 2087.50 (.00 98.63 0.00 2000.00
12/31/08 0.00 0.00 0.00 0.00 218613
11418/08 0.oo 0.00 0.00 0.00 4186.13
Bishop 2000.00 J225 14795 0.00 3000.00
12/31/08 37.50 19.43 (.00 0.00 2180.20
0.00 0.00 0.00 0.00 5180.20
Eastern 18750 700.00 0.00 [887.50) 0.00
12/31/08 0.00 0.00 0.00 (667.50) 867.50 —
12/31/08 0.00 0.00 0.00 741250 0.00
Kelley Enginesring 180.00 875 0.00 0.00 0.00
45.00 0.00 0.00 0.00 189.19
0.oo 0.44 0.00 0.00 189.19
Hickerson 1740.00 1E.ED 500.55 0.00 2500.00
02/28/08 40.00 0.00 (.00 0.00 2267.20
0.00 0.00 0.00 0.00 A767.20 %

See “Using Firm Assistant to review billing data” on page 12-13.
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Viewing general Sage Timeslips data

Sage Timeslips also offers tools for you to use to view many different types of data through a

central location in Sage Timeslips:

+ Sage Timeslips Today: You can customize Sage Timeslips Today so timekeepers can

view and edit almost any information from one location.

See “Using Sage Timeslips Today to View Data” below for more info.

+ Navigators: Enhanced navigators can also present up-to-date information that can be

useful when choosing commands.

See “Using Navigators to View Data” on page 10-7 for more info.

+  Alerts: You can create alerts to notify timekeepers when particular data-related events
occur, like overdue balances.

See “Using Alerts to View Data” on page 10-10 for more info.

Using Sage Timeslips Today to View Data

You can use Sage Timeslips Today to view data from almost any area of Sage Timeslips.

Timeslips Today can
display data from

many areas of Sage Last 10 Slips Entered

# Timeslips Today - OfficeManager,

I}
18
12
"
10

Date

9 52005
1203112008
203112005
1203112008
203112005
1203112008
A 2i3002005

Type
P&y
Py
In
I
In
I
P&y

Client
ABC
Eastern
Eastern
Bishop
Adlantic
ABC
ABC

Last 10 A/R Transactions Entered

Walue &~
(2200001
£1700.00)

1700.00
3000.00
2000.00
1600.00
(3000007

Total:  2800.00

+ . IC Date Timekee Client Yalue

Timeslips. )
50 5f29/2008 S.Santos  Morth Project! 113
49 SM82008 D.Brickl... Nickerson 300.00
45 5f3/2008 S.Santos  Morth Project! 500.00
47 4f232008 D.Brickl... MNickerson 45000
When you place the 412372005 DBkl Mickerson 1280
cursor over a section 45 4/20/2008 D. Brickl... ~Pisecg 285

heading, Sage 44 4/20/2008 O.Brickl... Pierce
. : H 43 4M972008 D.Brickl... Seacoast
Tlmesllps displays 42 4f162008 D.Brickl... Esstern ]
when it last updated 41 4132008 D.Brick.. Esstern 50000
the section. Tolal 347706
Slip Totals

Field(g) WD MTD Imo
Titne Spent 0:00:00 0:00:00 99:15:00
Slip Value 000 000 1649003
Billed Sip ... 000 000 16619.22
Profitability 000 000 12819

Clienits with Overdue Balances

Client Balance Overdue Balance
Seacoast 4300.00 430000
Bishop 3000.00 3000.00
Mickerson 2500.00 250000
Atlartic 2000.00 2000.00

Slip Value vz, Billed Slip Yalue [ATD]

Slip value
Billed Slip Value

1 Omnrer 2008

Last updated on 4/10/2008 at 2:39:36 PM,
A

126376
0.00

2 Movember 2003

3 December 2008

Alerts

%Yuu have never used the Aucdt trails festure.

(35 Track time and expenses even whie out of the office. Using the ..
(iExtend the power of Timeslips to each employes by adding additio..

Without Sage Timeslips Today, you may have to open multiple dialog boxes and print various
reports to find the information you want. Instead of searching for this information manually,
you can view this data using Sage Timeslips Today.

@ For more information on viewing Sage Timeslips Today, look up “viewing Timeslips Today” in

Help the online Help system.

Please note that Sage Timeslips Today is also displayed as part of enhanced navigators. See

“Using Navigators to View Data” on page 10-7.
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Assigning templates to timekeepers

You can use templates to determine which data is displayed in Sage Timeslips Today. Sage
Timeslips installs several of these templates. You can assign them to specific timekeepers, so Sage
Timeslips knows which template to display for each timekeeper.

You can assign templates to timekeepers using the Assign Sage Timeslips Today Templates dialog
box (select Special; Sage Timeslips Today; Assign Templates).
Displaying Sage Timeslips Today

You can display Sage Timeslips Today automatically when you start Sage Timeslips or you can
open Sage Timeslips Today manually when you want to view data.

Displaying Sage Timeslips Today automatically

To open Sage Timeslips Today when you start Sage Timeslips, you must edit your preference
settings. Select Setup; Preferences to open the Personal Preferences dialog box, switch to the
Startup/Exit page, and set Sage Timeslips Today to Yes.

Displaying Sage Timeslips Today manually
If Sage Timeslips Today is not already open, you can select Special; Sage Timeslips Today; Show
Sage Timeslips Today to display it.

Viewing data and printing data

When viewing Sage Timeslips Today, you can refresh the data displayed, print sections, or drill
down to the source data.

Refreshing data

Sage Timeslips Today can present a large amount of information from many areas of the
program. To optimize program performance, Sage Timeslips refreshes data displayed in Sage
Timeslips Today periodically—usually every fifteen minutes.

You can also force Sage Timeslips to update data. Right-click on any section and select Update
Section to update data for that specific section or select Update All Sections to update data
within all sections at once.

Printing sections

Many firms design their own Sage Timeslips Today template to display information most
important to them. Sage Timeslips allows you to print this information easily, without having
to design new reports. Simply right click on Sage Timeslips Today and select Print all sections
or Print current section.

Drilling down to source data

When viewing lists of records in Sage Timeslips Today, you can easily drill down to the specific
area of Sage Timeslips that contains that data.

For example, if Sage Timeslips Today includes a slip list, you can double-click on a slip from the
list to view or edit slip details within the Slip Entry dialog box.

10-5
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Modifying Sage Timeslips Today templates

For more info
on editing Sage
Timeslips Today,
look up “editing
Timeslips Today
Templates” in the
online Help.

@

Helgp

You can drag and drop—
sections from the
section list onto the

current template.

Help
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While Sage Timeslips provides pre-made Sage Timeslips Today templates that present key data
about your company, advanced users can also create or modify templates to present the data
most important to them.

For example, you can create your own Sage Timeslips Today template to display triggered alerts,
slips with active timers, slips or transactions created within the last week, clients with overdue
balances, and more.

Opening the template you want to modify

While viewing the template that you want to edit, right click on the template and choose Edit.
Sage Timeslips switches to the Edit Sage Timeslips Today dialog box, where you can edit the
current template. If needed, you can also open another template to edit or create a new template.

Eile = Section = Layout = (= u =1 4 51 EEﬂ LE —— -
- # Timeslips Today Section List E“ = \§|
Last 10 Slips Entered Last 10 A/R Tranzactions —
IC Date Tirmekeeper  Client Walle 4 D Date Use this dialog box to cieate or modify Timeslips 4%
50 5292008 S Santos Morth Project! 1.3 12 12312008 || Tedaytemplates Creale. add, ot remave sectons
43 SNBR008  D.Brickley  Mickerson 300.00 11 12317200 || On the template to fit your needs.
48 S/362008 5. Santos Morth Projectt S00.00 10 1203172008 *
47 4/2372008 D. Brickley licker=on 450.00 a 1203172008 Defadlt
45 472372008 D.Brickley Nickerson 1290 8 12/31/2008 sfault | Sustom
45 4/20/2008  D. Brickley Pierce b 7 123002008 [ Name
Total | 3477.08 Par S A/R Transaction List ~
A £ Billed alues Graph
- - Billed vs Original Values Graph
Slip T otals v Elark,
Field{s; WTD MTD ITD ~ i £ Bi it ) 2
ield{z) Slip alue . Biled SIp Vo | S F indds Accaunt List
Time Spert 0:00:00 0:00:00 9801500 v Client Funds Transaction List
Slip Value 0.00 0.0 16490.03 P Client List
Billed Slig ... 0.00 0.00 16619.22 L gjs B Clients with Overdue Balances
Prafitability 000 000 12919 ¥ T o Data Total
i w Data Totals List
o 0.00 Expense Ligt
Clients with 0verdue Balances 'ﬁ 2z G i h
& 1 rapl

Client Balance Overdue Balance afagh‘c e Frepot
Seacoast 430000 4308.00 i i P
Bishop 300000 4 .- ~ 300000 Overhead Cost vs Biled Valugs Graph
Mickerson 2500.00 2500.00 Record Count

: Alerts Slp List

J QYﬂu have never used | | Slio Yalues Graph
(X Track time and expen Slips wwth Achive Timers
Station Licenses
[T Extend the power of T | Task List e

Adding or removing sections
While in editing Sage Timeslips Today templates, you can add or remove template sections.

To add a section, click on the section from the section list to the right, drag it onto the template
where you want it, and then release the mouse button.

To remove a section, click on the section and then click Delete * .

For more information on the available Sage Timeslips Today sections, look up “available Sage
Timeslips Today sections” in the online Help.
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Customizing sections

You can use section options to customize individual sections. Right click on any section and
choose Options to access these options.

You can set up options to change the way data is displayed in the section. For example, you can
assign selection filters to limit the data displayed, set up sort settings to determine the order of
the data, or specify the maximum number of records displayed in the section.

By customizing sections, you can use the same type of section to display different information.
For example, you can add two Slip List sections, using the section options to display only time
slips in the first section and only expense slips in the second section. Another use is to add two
Slip List sections, using filters to display this week’s slips in the first section and last week’s slips
in the second section.

You can also set up options to determine the look of the section. For example, you can
customize the section title, font, and background color.

Using Navigators to View Data

You can use enhanced navigators to access commands and review data.

3 Sage Timeshps [E=RE =5
Enhanced e Edt Sps Trnmctiors Names Bils Beporis Spegisl Sehap Windew Hep
. NEia d-abldaronzawam
navigators ~ =
My Exped Week
allow you to 0 |Date Timekeopsr | Cliona
- 3 G204 5. Samios ABC -
access groups of w©l L mwm Doessy  dence
commands while Enter a Time Siip - @ AEEG014 8 Sanas Harth Proj
. . T+ 0, [— - 12 W04 0 Briciday Hickerson
reVIeWII’]g related 1|'.|- o o 1% W04 8 Sans ABC
B . HelLisl o Eniry it] VTR0 D Brickdey Pigrca
Informatlon m Totals 2 1282014 £ Saos Seacoa 330
Enter an Expmnae Sig 24 RTR00S 5 Sanios Teoith Prcy 75,00
x 2242015 D. Brickley ABC 25000
k-3 2252015 D. Brickley ABC 4175
= ¥ 2015 0. Brickey ABC 440
_J J g ﬂ n 2015 D Brickey Herth.Prey 270
40 AIER015 3235
Lxpenses by liﬂn;:::?;ﬂ Weakly Totals M'm?:y m AHBS01E £ B
42 AME2015 20000
a5 ANTR015 285
4% AR08 1290
My Tims Siips this Weak % 0 SR2018 1nn =
=] Dale Clhenl Hours. Value = muaEmmn "'Zb;H
1 EBH22014 ARC 100 16000 - -
2 B202014 Bishap 225 £00 00 Slip Values this Nonth
4 Tr2014 Micksrson 325 39000 Selection Slip Value
5 Tmems Bishap a8 4ET S0 Al 1672378
T 2004 Mofh Projec 00 280,00 Binatie - not on Held 16404.35
L] 122014 Pierce 1.00 150,00 Billacie - on Holg Ll
10 22014 Hickerson 433 520.00 Untillable M543
1" 82014 Bishap 200 30000
13 W2R2014 AT 475 76000
14 1072014 Bishop - 50000
16 10E12014 Seacoast 250 300 00
7 114 Plarcs 200 300 00
19 1252014 Heatoast 175 21000
20 12NTRME North Project? 128 18T S0
= M20ms Mofh Projec 00 250,00
O Quce Temciie 0 1132015 Aarte 400 400,00
El eraracseira 25 2182015 anc 400 700.00
E il Mpgsior 2 2MTROS ABC 800 140000 =
Total 10175 15187 50
4 Gides| C:Program Fles (x85]Timesios 20124Expiore’, Sarving Recond Biling Davte (Todey}: 262011 D A, Brickley
. . . . « . .
For more information on viewing enhanced navigators, look up “enhanced navigators” in the
online Help system.
Help
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Displaying an enhanced navigator

You must first choose the navigator format and template to use. You can display a navigator
automatically when you start Sage Timeslips or you can open a navigator manually when you
want to use it.

Choosing which navigator to display

To choose the style of navigator, you must edit your preference settings. Select Setup;
Preferences to open the Personal Preferences dialog box and switch to the Navigator page.
Choose Enhanced Mode and choose a Template.

Displaying navigators automatically

To open a navigator when you start Sage Timeslips, you must also edit your preference settings.
Select Setup; Preferences to open the Personal Preferences dialog box, switch to the Startup and
Exit page, and set Navigator to Yes.

Displaying navigators manually

If a navigator is not already open, you can click Navigator ¢ from the toolbar or select Special;
Navigator to display it.

Viewing data

When viewing enhanced navigators, you can refresh the data displayed or drill down to the
source data.

Refreshing data

The data displayed on enhanced navigators can originate from many different areas of Sage
Timeslips. To optimize program performance, Sage Timeslips refreshes this data periodically—
usually every fifteen minutes.

You can also force Sage Timeslips to update data. Right-click on any data section and select
Update Section or Update All Sections.

Drilling down to source data

When viewing lists of records within an enhanced navigator, you can easily drill down to the
specific area of Sage Timeslips that contains that data. For example, if a navigator section
includes a slip list, you can double-click on a slip from the list to view or ed.it slip details within
the Slip Entry dialog box.

Modifying enhanced navigators

10-8

Sage Timeslips provides pre-made navigator templates that you can use to access commands
and view data. Enhanced navigators are composed of many elements that advanced users can

modify.

For example, you can change which Sage Timeslips Today template is used or you can customize
sections that display data.

Opening the template you want to modify

You must first display the enhanced navigator template that you want to modify. See
“Displaying an enhanced navigator” on page 10-8 for information on displaying an enhanced
navigator.
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Using Navigators to View Data
Modifying enhanced navigators

Selecting the Sage Timeslips Today template to display

The first page of an enhanced navigator displays a Sage Timeslips Today template. You can use
the template that displays by default, you can display another pre-made template, you can
modify a pre-made template, or you can use a template that you created.

When you have decided which Sage Timeslips Today template to use with the enhanced
navigator, you can assign it within the Navigator Settings dialog box. Click Change settings in
the bottom left corner of the enhanced navigator.

# Navigator Settings - Office Manager E‘ .

Ja—Click Browse and select
Timeslips Navigator uses this Timeslips Today Template: | DificeManager.tst the Sage Timeslips
Topic Lower Left Upper Right Lower Right T

oday template that you
Frepare biling || Client List || Slip List | | Slip List v y p y
want to use.
Finish Billing ~ || Client List ~ || My Favaiite Reports ~ | | Other actions v
Accounts Fleceivable v | [ 4/R Transaction List || Clients with Overdue Balances v | [ Data Tatals List v
Experse ~ || Expense List || Sl List || Data Tatals List v
Callections || 4/R Transaction List || Clients with Dverdue Balances v | | Clients with Dverdue Balances v
Funds || Client Funds Account List || Client Funds Transaction List | | Data Totals List v
Manage names v || Client Lint v || Timekeeper List | [ Other actions v
Help and support || Timeslips Message Center || Tip of the Day | | Other actions v
[ ok J[ came J[ Heb |

If you want to edit the sections displayed on the Sage Timeslips Today page of the navigator,
simply right click on the Sage Timeslips Today topic and choose Edit. You can use the same
techniques that you use to modify Sage Timeslips Today templates.

See “Modifying Sage Timeslips Today templates” on page 10-6 for more information on
modifying individual Sage Timeslips Today templates.

Editing navigation sections

Sage Timeslips uses navigator files to determine which navigation elements (buttons, labels, and
lines) display on each topic of enhanced navigators.

You must use the separate Navigator Editor application if you want to change these elements.
From the Windows Start menu, select Navigator Editor within the Sage Timeslips program
group. You can then access the pre-made navigator files within the Enhanced Navigator folder,
which is below your Sage Timeslips installation folder.

For more information on editing navigator files, see the online Help system included with
Navigator Editor.

If you do not want to edit individual navigator topics, you can still change the order that these
topics appear within the enhanced navigator. Click Change settings in the bottom left corner of
the enhanced navigator.

® Navigator Settings - Office Manager 5]

A\ 7 imesiis Navigalor uses this Timeslps Today Template: | Dficshiansgertst
Topic Lower Left Upper Right Lower Right
Prepare biing | |l List | [sip List | [sip List -
Firish Billing v || Client List + || My Favorite Reports | | Dther actions -
Accounts Receivable v || A/R Transaction List ~ | Clients with Owerdue Balances ~ | | Data Totals List e
Experse v || Expense List || sip List | [Data Totals List -
Collestions | [/ Trarsastion List v | Chints wilh Dverdus Balances | | Cients with Overdus Balances
Funds || Client Funds Account List +| | Client Funds TransactionList | [Data Totals List v
Manage names | | Clien List | [ Timekesper List +| | Other actions v
Help and suppor | [ Timeslips Message Certer | [Tipof the Day | | Other actions ~

0k | [ cecel | [ Hep
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Editing data sections

Sage Timeslips includes data sections on every enhanced navigator topic except for the Sage
Timeslips Today topic. You can choose which data sections appear within each navigator topic
and modify how data appears within each data section.

To choose which data sections appear in each topic, click Change settings in the bottom left
corner of the enhanced navigator.

You can choose which— ® Navigator Settings - Office Manager DEx
data sections appear in e | s Stiar
age Selfings
the lower Ieft, upper Topic Lower Left Upper Right Lower Right
rig ht, and lower rig ht Prepare billng | [stins with Active Timers | [stn List ~| [ Top Five Repats -
corners of each topic. Finish Biling || Biled v Original Values Graph || Biled Values Graph | [ Timeslips Message Center v
Aecounts Receivable v | | A/R Transaction List + || sl List ~| [ Timeslips Message Center -
Expense + || Evpense List || Overhead Cast vs Biled Values Gr v | | Timeslins Message Certer -
LCollections || Clients with Overdue Balances | | Billed vs Original Values Graph ~ | Timeslips Message Center -
Funds ~ || Client Funds Account List ~ | | Client Funds Transaction List ~ | Timeslips Message Center v
Enter names ~ || Client List | | Timekeeper List | Task List v
Help and support || Timeslips Message Center ~ || Tip of the Day | | Other actions -
ok | [ camcel | [ Hep

To change how data appears in each data topic, view the navigator topic and click the Options
link on the specific section.

These options can change the way data is displayed in the section. For example, you can assign
selection filters to limit the data displayed, set up sort settings to determine the order of the data,
or specify the maximum number of records displayed in the section.

You can

also set up options to determine the look of the section. For example, you can customize

the section title, font, and background color.

Using Alerts to View Data

You can
you can

use alerts to notify timekeepers when particular data-related events occur. For example,
create an alert rule to notify you when a client’s accounts receivable balance has

exceeded $1000 or when a timekeeper has entered slips for the week exceeding 40 hours.

Without the use of alerts, you may have to open multiple dialog boxes and print various reports

to find t

his information. Instead of searching for these details, you can use an alert system to

notify you of information that you requested.

The following steps summarize the process of using alerts:

Setting up alert rules — The system administrator or individual timekeepers create alert
rules. Alert rules determine the type of data to review and who to notify when the
conditions of a rule are met. See “Setting up alert rules” on page 10-11 for more info.

Triggering alert rules — As timekeepers enter data, Sage Timeslips reviews that data. If
data satisfies any alert rules, Sage Timeslips triggers an alert. See “Triggering alerts” on
page 10-12 for more information.

Viewing alerts — Sage Timeslips displays triggered alerts to the timekeepers associated
with the alert rule. Timekeepers can view alerts one at a time or in a list. See “Viewing
alerts” on page 10-12 for more information.

Managing alerts — The system administrator or individual timekeepers can manage
alert rules and view the details of associated alerts. See “Managing alert rules and
alerts” on page 10-14 for more information.

E" For more information on viewing alerts, look up “alerts” in the online Help system.

Help
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Setting up alert rules

In order for Sage Timeslips to notify timekeepers of data-related events, you must first set up
alert rules. Alert rules determine the type of data to review and the timekeeper to notify when the
conditions of the rule are met.

You use the Alert Rule wizard to create alert rules. This wizard walks you through the alert-
creation process. The views of the wizard and data available for each view depend on the
selections you make on the previous views.

How to create an alert rule

The steps below show you how to create an alert rule. In this example, you want to notify D.
Brickley when a timekeeper enters a slip for client Eastern that is greater than $1000.

1  Select Special; Alerts; Manager to open the Alert Manager dialog box.

2 Click New & to open the Alert Rule wizard.

3 The Select Timekeeper to Notify view opens. In this example you want Sage Timeslips to notify
David Brickley when this alert rule triggers an alert.
Select D. Brickley and click Next.

4  The Select Name Type view opens. Use this view to select the name type that the alert reviews.
In this example, you want to review data for a specific client. Select Client, mark Select from
a list of names, and click Next.

5 The Specific Client Selection view opens. Use this view to select the specific clients that this
alert rule will review. In this example, you only want to review slips for client Eastern. Mark
Eastern on the list and click Next.

6 The Select Data Type view opens. The data available on this view depends on the selection you
made on the previous view. In this example, you want to review slip data. Select Slip and click
Next.

7  The Select Data Fields view opens. This view contains a list of the available data fields that you
can review. In this example you want to review the slip value. Select Value and click Next.

8 The Select Field Details view opens. Use this view to determine how this alert reviews
individual slip values or the total value or all slips. In this example, you want to review slips
individually. Select Value and click Next.

9 The Select Comparison Type view opens. In this example, you want to trigger alerts when a
slip's value is over $1000. Select Is greater than, enter 1000 in the right-most field, and click
Next.

e tne vicus of the AT —-a [ E————————— )

Rule wizard to set up the
new alert rule.

Select Comparizon Type

Use this view to determine additional details of this alert. For
example. if you want to display an alert when a Timekeeper
enters more than $1.000in charges, select "ls areater than'
and enter ""1000." Select the comparizon tpe and the Value
and click Mest, or click Firish to create the alert ule.

Shaw alert when a lip's Value

Iz greater than or equal to » || 1000.0000

[ < Back ][ Heut » ] [ Einish ][ Cancel ]
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10 The Select Date Range view opens. You can use this view to set a date range for the alert. In
this example, you do not want to limit the alert to a date range. Click Finish to create the alert
rule and close the Alert Rule wizard.

Sage Timeslips displays the new alert rule in the Alert rules list.

The alert’s description —\
reflects the selections Selected Alen Description

you made on the Alert A slip's Value for Eastern is greater than or equal to 1000.00
Rule wizard.

See “Managing alert rules and alerts” on page 10-14 for more information on using the Alert
Manager dialog box.

Triggering alerts

Sage Timeslips reviews alert rules whenever a timekeeper saves data. This is most common as
timekeepers enter or edit slips and transactions. Additionally, Sage Timeslips reviews alert rules
while saving data during advanced processes such as approving bills.

If data satisfies an alert rule, Sage Timeslips triggers an alert. If the timekeeper to be alerted is
not logged into Sage Timeslips, the alert will display when that timekeeper opens Sage Timeslips.
See “Viewing alerts” on page 10-12 for more information on how Sage Timeslips displays alerts.

You can also use the Alert Manager dialog box to maintain triggered alerts. See “Managing alert
rules and alerts” on page 10-14 for more information.

Viewing alerts

Sage Timeslips triggers alerts that satisfy alert rule conditions when timekeepers save data (see
“Triggering alerts” on page 10-12 for more information).

Timekeepers can view triggered alerts in the following ways:

* Viewing alerts at startup: When timekeepers start Sage Timeslips, all alerts triggered
since their last session are displayed.

Depending on the settings in the Alert Manager dialog box (select Special; Alerts;
Manager), Sage Timeslips displays alerts in the Alert dialog box or the Alert List dialog
box when you log into Sage Timeslips.

* Viewing alerts automatically as you work: If the timekeeper associated with an alert is
logged into Sage Timeslips, the alert will immediately display for the timekeeper in the
Alert dialog box when it is triggered.

+ Viewing alerts manually: Timekeepers can review triggered alerts at any time, using
the Alert List dialog box.

10-12



Sage Timeslips can display
each alert separately, or it
can display a list of alerts.

Slip : Transaction [D: 363

[or———
? A slip's Value is greater than or equal to 1000.00. /

Alert List

You can use the toolbar
buttons to view or dismiss
the current alert. Date [

The alerts being shown are for Timekeeper D, Brickley. =3
w

Using Alerts to View Data 1 0

Viewing alerts

You can use the buttons on the alert to
dismiss the current alert, remind you of
the alert at a later time, or open the
record associated with the alert.

D ata that Triggered Alert

iSlip: Transaction 10: 36
counts Receivable : Transe

le : Transs
p: Transaction 1D: 42

h/22/2004 A slip's Walue is greater than or equal to 100000
5/24/2004 A Papment Value is greater than or equal to 500.00
5/25/2004 :Tatal B

B/28/2004 i The count of all slips for a Task iz greater than or equal to 5

If you are viewing a Sage Timeslips Today template that contains a Sage Timeslips Message
Center section, Sage Timeslips displays the alerts here instead of the Alert dialog box.
Using the Alert dialog box

Sage Timeslips opens the Alert dialog box to display individual alerts. From this dialog box,
timekeepers can:

+ click Dismiss to close the alert. This alert will not display again.

+ enter a time increment and click Remind to close the alert. Sage Timeslips will
redisplay the alert after the time increment passes.

+ click Open to open the data record that triggered the alert, where timekeepers can view
or edit the data.

While you can continue with other processes while the alert is open, you must click either
Dismiss or Remind to close the alert.

Using the Alert List dialog box

You can use the Alert List dialog box (select Special; Alerts; List) to display multiple alerts at
once.

From this dialog box, timekeepers can:

+ select an alert and click Open & to open a specific alert (see “Using the Alert dialog
box” on page 10-13).

+ select an alert and click Dismiss @ to close the alert. Sage Timeslips will remove the
alert from the list and will not display the alert again.
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Managing alert rules and alerts

Select Special; Alerts; Manager to open the Alert Manager dialog box. Here you can view the
status and details of all alerts, as well as determine how alerts display when you open Sage

Timeslips.
You can unmark the Active 1@ Alert Manager WES
check box for an alert to o= =
. X it ules
disable it. A D escription Timekeeper to Motify El}
% D Brickley Al | %%
kA hen the count of all slips for a Task is greater than or equal to 5 iD. Brickley 3 .
¥ wihen a Payment Yalue is greater than or equal to 50000 iD. Brickley -
B when a Payment From Account Yalue is greater than or equal to 500.00 D. Brickley b4
When you select a rule on the KA iwhen a siip's Value is greater than or equal to 1000.00 C Harding L3 :
Alert rules list alerts ] iwhen the total Walue of all slips for a Expense is greater than or equal to % C. Harding
’ w
triggered from that rule are -
displayed in the Alerts list. I\ serts

Date D ata that Triggered Alert Triggered by Dizmizzed

14 iAccounts Receivable : Tranzaction [D: 15 0. Brickley

Sage Timeslips can display [ Open ] [ Dismiss ] [ Delete ] [ Delete Dismiszed
alerts in a list, instead of Tdlre
dlSp|ayIﬂ9 them IﬂleIdua”)/- Display alerts in a list if there are jl or more active alerts upan login,

The Alert rules list displays all alert rules. Use the toolbar buttons to the right to manage alert
rules.

For example, you can create a new alert rule, duplicate the selected alert rule, open the selected
alert rule, or delete the selected alert rule. If you delete an alert rule, Sage Timeslips automatically
deletes all the corresponding alerts for that rule.

The Alerts list displays the alerts triggered from the selected alert rule. Use the buttons at the
bottom of the dialog box to maintain alerts.

For example, you can open the Alert dialog box to display the selected alert, dismiss or activate
the selected alert, delete the selected alert, or delete all dismissed alerts.
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e Designing and Printing Reports e

Overview

Sage Timeslips provides comprehensive reports in several areas. These reports are based on
information from slips, clients, timekeepers, tasks, expenses, and transactions.

The reporting functionality in Sage Timeslips allows you to:

+  Access reports — You can access all of the standard reports from the Report List dialog
box. See “Accessing Standard Reports” on page 11-3.

+ Customize reports — Before printing any report, you can use the Report Entry dialog
box to customize it to fit your firms needs. See “Customizing Reports” on page 11-6.

+  Print reports — Sage Timeslips offers a variety of printing formats, such as printing to
your default printer, saving reports as PDF files, or exporting reports to Excel. See
“Printing Reports” on page 11-21.

* Add new reports — You can add new customized reports to Sage Timeslips. This makes
it easy for you to build lists of reports that your firm uses. See “Adding New Reports”
on page 11-25.

This chapter focuses on selecting a report, setting up the report to fit your firm’s needs, and
printing the report.

Additional resources

@

Help

" por 8

Sage Timeslips provides additional resources to help you learn how to design and print reports:

The online Help system describes all standard reports in detail and describes the fields available
on each report. For more information on creating, designing, and printing reports, look up
“reports” in the online Help.

Sage Timeslips also provides a Sample Reports Guide in portable document format (PDF). To
review samples of the reports available in Sage Timeslips, select Help; Other Documents; Report
Samples.



Accessing Standard Reports

The Report List dialog box allows you to view, set up, and print any report. Click Reports
from the toolbar or select a report group from the Reports menu to open the Report List dialog

Select a tab to view
the reports for

a particular

report group.

When you select a
report from the
Report List, Sage
Timeslips shows an
example

of that report.

box.

For example, if you want to print a timekeeper-based report, you can select Reports;

Accessing Standard Reports
Additional resources

Timekeeper to open the Timekeeper page of the Report List dialog box.

Report List

MName

|Bi||\ng |Slips AsR Transactions | Funds Transactions | Client || Timekeeper | Activity | Syetem | Tax || Other

Aged &/F Balances

Aged &/R Balances by Date
Bill Stage Listing

Firm &gsistant Listing

Firm &gsistant Totals Listing
Generate Bills

Generate Statements

Global Message Listing
History Bil

ef

Split Billing Distribution
/ Split Billing Fiule Listing
Totals Only ‘Work sheet

the report name or selecting the report and
clicking the Open toolbar buttan,

Date Fange

|@|to|

From |

Overview

Change your report zettings by double-clicking

il

Freview

Mane Harmsho S e Carparaten
180U Pire B Warkehras fage 2

How iz this report used?

iy Full Example

The Pre-Bil ‘Worksheet iz a detailed list of all the activity affecting a client's next
bill. Usze this report to review the data and calculations being used to create a
client's bill.

Frint to | Display

v [_pm ]

11

If you don’t know which report you want to print, you can select reports from the list and view
the report examples and description to the right, you can click Overview to read additional
details about each report, or you can use the Find a Report wizard (select Reports; Find a Report)

to find a report.
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For more info
@ on each report

in the report
Help list, see
“Report List dialog box”

in the online Help.

114

The default report groups on the Report List dialog box are:

Billing: Contains reports relating to the billing cycle. Some examples include: Aged A/R
Balances by Date, Pre-Billing Worksheet, Generate Bills, and Generate Statements.

See Chapter 12, “Billing Clients” for more info on billing.

Slips: Contains reports involving data from time and expense slips. Some examples
include: Slip Listing, Productivity by Period, Slip Summary Listing, and Time Sheet
Slip Entry.

See Chapter 8, “Tracking Time and Expenses” for more info on entering time and
expense slips.

A/R Transactions: Contains reports involving data from accounts receivable
transactions. Some examples include: A/R Transaction Listing, Invoice Listing, and
Payment Distribution.

See Chapter 9, “Entering Transactions” for more info on accounts receivable
transactions.

Funds Transactions: Contains reports involving data from funds transactions. Some
examples include: Bank Account Listing, Funds Account Listing, and Funds
Transaction Listing.

See Chapter 9, “Entering Transactions” for more info on client funds transactions.

Client: Contains reports involving data from clients. Some examples include: Client
Budgets, Client Info Listing, and Envelopes.

See Chapter 7, “Entering Names” for more info on clients.

Timekeeper: Contains reports involving data from timekeepers. Some examples
include: Fee Allocations, Overhead Cost by Period, and Timekeeper Collections.

See Chapter 7, “Entering Names” for more info on timekeepers.

Activity: Contains reports involving data from tasks and expenses. Some examples:
Task Budgets, Markup Analysis, and Task Rate Analysis.

See Chapter 7, “Entering Names” for more info on tasks and expenses.

System: Contains reports listing global information. Some examples include:
Abbreviation Listing, Category Listing, and Custom Fields Listing.

See Chapter 6, “Creating a New Database” for more info on databases.

Tax: Contains reports involving tax data. Some examples: Tax Collection Summary,
Tax Jurisdiction Listing, Tax Profile Listing, and Tax Rate Rule Listing.

See Chapter 7, “Entering Names” for more info on taxes.

Other: Contains miscellaneous reports. Some examples: Convert to Accrual Method,
Firm Budgets with Groups, and G/L Transfer Register.

You can print reports right from the Report List dialog box. This allows you to print the report
using the report’s standard settings or any settings that you have saved with the report.

If needed, you can edit report settings before printing the report. See “Customizing Reports” on
page 11-6.



Accessing Standard Reports
Additional resources

How to print a report from the Report List dialog box
1 Click Reports 3 from the main toolbar to open the Report List dialog box.

2 From the pages of the Report List dialog box, locate and highlight the report that you want to
generate.

If the report does not exist on the list, you can use the Create a Report wizard to add it (see
“Adding New Reports” on page 11-25).

3 Optionally, use the filter fields (when available at the bottom of the Report List dialog box) to
set the range of data to include.

4  Use the Print to field to select the destination for the report. We suggest that you set Print to
to Display as you change report settings.

5 When you are satisfied with the report, set Print to to Printer or another device (see “Printing
Reports” on page 11-21).

For some reports, the
Report List offers fields
where you can set up

quick filters that 0
T ate Aangs
can limit the data From [6/172008 | @ w0 [7/31/2008 | g3

included on the epo t.
| overview Priet to | Diisplay d
it to

Use the Print to field to
choose the destination
of the report.

6  Click Print to print the report.

For more detailed information on printing reports, see “Printing Reports” on page 11-21.
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Customizing Reports

Sage Timeslips allows you to customize standard reports to meet your firm’s needs. The

following example shows the ways you can customize reports.

You can design report ——\
headers using the
DeSIgn page Of the 10/17/2008 Willis & Henderson, P. C.
Print Preview 5:13 PM Slip Listing Page 1
dialog box.
Selection Criteria
Slip.Classification Open
/ Clie.Selection Include: ABC; Atlantic
You can Select the 1 Slip.Date 9/26/2008 - 9/30/2008
data to include
on reports using Rate Info - identifies rate source and level
the Filters page ! ) ) )
Slip ID Timekeeper Units Rate Slip Value
of the Report Entry Dates and Time Activity DNB Time Rate Info
i Posting Status Client Est. Time  Bill Status
dlalog bOX. Description Reference Variance
Date: 9/27/2008
26 TIME D. Brickley 8.00 175.00 1400.00
9/27/2008 Trial and Hearing Atten 1.00 T@2
WP ABC 7.00
Court appearance with Mr. Whitley. Bismark v. ABC 1.00
You can set up — 27 TIME D. Brickley 7.25 150.00 1087.50
9/27/2008 Communicate (other co 0.00 T@1
font styles for wiP Atlantic 0.00
reports using the Meeting with in-house reps and opposing counsel 0.00
. regarding documents; Further correspondence to
DeS/gn page of the opposing counsel; Drafting discovery responses;
Pr,'nr PfereW Review faxes from Sal Jacobs; Telephone
. conference with opposing counsel; Emails to Scott
d Ialog box. Hilt regarding motions; Telephone conference with
other in-house attorneys
31 TIME D. Brickley 1.50 175.00 262.50
9/27/2008 Draft/revise 0.00 T@2
WIP ABC 0.00
Drafted letter to DEQP. ABC v. DEQP 0.00
32 TIME D. Brickley 2.00 150.00 300.00
You can set up — 9/27/2008 Research 0.00 T@1
H wWIP Atlantic 0.00
sorti ng and SUthtaI Researched prior cases against Atlantic filed by 0.00
opt|0n5 usmg competitor companies.
the Sort page
of the Report Entry Total: 9/27/2008
. Billable 17.75 2875.00
dialog box. Unbillable 1.00 175.00
Total 18.75 3050.00
You can design report —\
footers using the
Desjgn page of the For Internal Use Only.
Print Preview
dialog box.

You can access each of these tools through the Report Entry dialog box. We discuss these
methods of customizing reports in the following sections.



Customizing Reports
Ad(ditional resources

From the Report List dialog box, select a report and click Open |2 to open the Report Entry
dialog box.

You can use the Report Entry dialog box to:

+  Select report data — You can use the Filters tab of the Report Entry dialog box to select
which records will appear on the report. See “Selecting data for reports” on page 11-8.

+ Sortreport data — You can use the Sort tab of the Report Entry dialog box to determine
the order of records on the report. See “Sorting report data” on page 11-9.

+  Setreport options — You can click the Options button to set up formatting options for
the report. See “Setting report options and formats” on page 11-10.

+ Design report sections — You can click Design Reports & from the toolbar to design
headers, footers, font styles, fields for labels and user-defined reports, and more. See
“Designing report sections” on page 11-11.

Use the Selection Filters tab to filter
the data appearing on reports.

Use the Sort tab to sort the
data appearing on reports.

& _Report Entry : Slip Listing - EHEWX\
Mame W Slip Listing Gioup  Slips
| Selection Filters ‘Sﬂll and Subtotal l=
Filter Groups -
Most Popular v - Field Name: Type From To ~ =
o Slp Classification =+
n Slip T tion D ak Date R ~ |9/1/2009 10/31/2009
Logged-n Timekeeper e e Tanoe b
Relerence Selection (=]
Slip Classification -
Slip Selection
Slip Transaction Date
Timekeeper Selection @
|
az
[E]
Click the Options %
button to set up report s ]
options and formats. Edi
|
I Overview l [ f= Options l IG\obaIDptions] Print to | Display v | & Pint |
Click the Design Reports button /

to design report sections.
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Selecting data for reports

While you may want to include all available data on some reports, you will want to limit the data
that appears on other reports. You can set up report selection filters to limit the data that appears
on a report. While some reports include default report filters, usually if you do not set up filters

For more info
on setting up
filters, look up
“selecting data
for reports” in the
online Help.

@

Help

for a report, Sage Timeslips will include all open records on that report.

To set up a report filter, open the Filters page of the Report Entry dialog box, select a filter group,
select a specific filter, and then click Add [_-_].

For example, you can use report filters to print a Slip Listing that includes only open slips for
client Nickerson by timekeeper D. Brickley.

& - Report Entry : Stip Listing - EHE\E\
Use the Filter Groups field— | Hame  SipListing Growp Sl
to select a filter group. \l Selection Filters |Sort and Subtotal ke
. . &
The list of associated AL ETEDES
) . T [ Most Popu Field N T i T Al =
filters, below, will reflect T\ (Moo ad e e e = s

o Activity Selection Slip Classification Advanced - |Open =
the SeleCted ﬁlter grOUp. Client Selection Client Selection Include ~  Mickersan \f}

Logged-In Timekeeper
Select a filter from the list Reference Selection ]
. Slip Classification o

and click Add [ Slip Selection

Slip Transaction Date
i eeper Selection @
&
. . . B

The filters available will —
vary from report to report. 3 E’
Edit
[ vewiew | [ 2= ptions | [ Global Options | Piirt to | Display vt & Print |

When you set up report —
filters, the report will
include only those records
matching the filters.

You can click Save @ and save report filters as part of the report definition. See “Saving reports”

T S . e P g™ g cstiil

Slip ID Timekeeper Units Rate Slip Value
Dates and Time Activity DNB Time Rate Info
Posting Status Client Est. Time  Bill Status
Descripti Reference Variance

\ 12 EXP D. Brickley 25 0.15 3.75

4/27/2008 Copying
wIP Nickerson
Photocopies.

23 TIME D. Brickley 4.00 150.00 600.00
8/17/2008 Communicate (in firm) 0.00 Tat
WIP Nickerson 0.00
Meeting with partners about upcoming Nickerson 0.00
project. Reviewed past projects for conflicts.

47 TIME D. Brickley 3.00 150.00 450.00
11/22/2008 Communicate (in firm) 0.00 T@1
wip Nickerson 0.00
Conference regarding Nickerson's status; review 0.00
recent rulings

= —_— o T T, e
— T P g —— =

on page 11-21 for more information.

You can also click Save Template @ to save report filters as a template for use with other reports

or for use with other Sage Timeslips features.
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Sorting report data

For more info
@ on sorting

Help

reports, see
“sorting

reports” in the online

Help.

Customizing Reports

Sorting report data ]- ]-

After setting up filters to limit the data appearing on the report, you should decide how you want
to organize the information on the report. Use the Sort page to set up sort keys and subtotal
options for the report. A sort key is a piece of data by which Sage Timeslips can sort the report.

The sort keys available vary from report to report.

On the Sort page, select a sort group, select a specific sort key, and click Add to set up sort
keys. You can set the Order to be Ascending or Descending. You can also subtotal certain sort

keys by setting the Subtotal field.

For example, you can sort and subtotal the Slip Listing by each activity name.

Use the Sort Groups ﬂeldﬁ‘ Selection Filters | Sort and Subtotal |

The list of associated sort
keys, below, will reflect—Y |activiy Category
the selected sort group.

Select a sort key from the
list and click Add .

to select a sort group. | son Grauss

Sort keys and subtotal—

G - Report Entry : Slip Listing -
Mame  Slip Listing Slips
Activity = Sort Mame Crder Suhtotal
Activity Hickname 2 ity Nickname 1
Activity Full Manme
Overview ] = Options ] [Gloha\Dplmns Print to | Display v 4 Frint

P 0 SR 5 D Ed 4T m

Activity: Communicate (in firm
23 TIME

D. Brickley 4.00
8/17/2008 Communicate (in firm) 0.00
WIP Nickerson 0.00

Meeting with partners about upcoming Nickerson 0.00
project. Reviewed past projects for conflicts.

47 TIME D. Brickley 3.00
11/22/2008 Communicate (in firm) 0.00
WIP Nickerson 0.00
Conference regarding Nickerson's status; review 0.00

recent rulings

settings allow you to

| g N W y u Total: Communicate (in firm)

further customize reports, Billable 7.00
.. " Unbillable 0.00

providing additional totals. Total 7.00

150.00
T@1

150.00
T@1

et _,—-"_'_'_‘“———Ff"'ﬂ“'-—‘f‘_hhq_'— — S

600.00

450.00

1050.00
0.00
1050.00

_m ——
e, _aemeen. e — ——

Some sort keys (such as dates) offer other subtotaling categories such as Day, Week, Month,
Quarter, and so on. Use the Move Up and Move Down buttons to arrange the order of the sort

keys in the list.
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Setting report options and formats

You can also choose report options and report formats that determine how information appears
on the report. Click Options on the Report Entry dialog box to open the Report Options dialog
box.

These options differ for each report. For example, on the Slip Listing you can choose to show
only totals, choose the format of time values, or specify the name formats to display.

Report Options

The report options

and report formats et Opfars

R P . Apply client rounding [ Check spelling first

available differ from [ Caleulat i e ti timated iz 0 [ Billed val duced by credit

report to report. | alculate variance when time estimated is illed values reduced by credits
Repart Farrmats
Only shaw subtatal: and grand totalz Shaw time in decimal farmat
[ Use wide description [ Page break on primary zort
[ Limit dezcription to 4 ines Show selection critena
Report style | D etailed format v |
Show client name as | Micknarme 1 b |
Show timek eeper name az | Micknarne 1 v |
Show activity narme az | Mickname 1 i |
Show reference name as | Mickname 1 v |
Gap after each record style | Space i |
Default [ 0k l ’ Cancel ] [ Help ]

N S ——— S
Communicate (in firm)
Billable 7.00 1050.00
. Unbillable 0.00 0.00
Settings on the Report—, Total 7.00 1050.00
Options dialog box allow
you to control the format Copying
Billable 0.00 3.75
of data on the report. Onbilable 000 000
Total 0.00 3.75
i S i

Help is available for each option. Click Help [ in the top right corner and click on an option
for more information. You can also click the Help button below for information on options for
Help  all reports.
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Designing report sections

Designing report sections

Click Design Reports & from the Report Entry dialog box to open the Design tab of the Print
Preview dialog box, where you can design many elements of the report.

Use toolbar buttons and
menu commands to
design reports.

Use the Go to section field to
move to a specific report section.

B Print Preview [Stip Listing]

Use the tabs to switch
between report design
and report preview.

Loyt = Edl =
Fd ks o AE T v [0~ B s

Vws Gechons Lok = Fostes - Laat Page
Feid Groug

Germal -

Frepon Hame | 58 Lising Gta wection | Fooe: - Lasl Page 5 Fiekd Lint

A AR N WIS Y WY YO TSP O SPO TOOT N OO POTIPR AUTVPR U000 vt SO
Use the Report Name— o tpens ol o o
field to enter a unique npvrissrid]

5/10/2005 Firm Hame Fom Address Line 3
name for each report. Al e Pagdl Fim Addasi Lna 4

Use the work area—-* Lo e i
. N82005 Legn e
to design each 0600 PH oot Pagel O Laon Tnekscerickrane

report section. e

X060 inches Y02 inchas T fedds Label - Fot brbainal Use Ondy.

Use the Field List toolbar to add J

database fields to reports.

For most reports, you will use this tab to design headers and footers, set up font styles, or adjust
margins. However, if you create user-defined reports or print mailing labels, you can also choose
which fields will appear in the report body.

The Design tab of the Print Preview dialog box offers many tools to help you design reports:

Using design menus

The commands on the design menus allow you to maintain reports and design report sections.

Use the commands on the —a
design menus to design
report sections. Layout~  Edit~ Miew~ Section~ Tools -

@ Look up “design menus” in the online Help system for more information on the each of these

menus.
Hedlg
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Using design toolbars

The buttons available on the design toolbars provide quick access to many of the commands you
can use to design report sections.

Use the buttons on the main
toolbar to maintain reports, or . .
cut, copy, and paste fields. e i NN N R

Use the buttons on the design
toolbar to add or edit objects . R O B e o
and fields on the report. b T &N = - -] 55050

Use the buttons on the font

toolbar to change the font of i o 5 T
the selected field. i Aria s 2 7 U a- =

@ Look up “design toolbars” in the online Help system for more information on each of these

Help enus.
Using the ruler
The ruler is located at the top of each report. It can help you in three ways:
You can use the——iegtlane Doy 2 o Goto section | Header - Fist Fage
ruler to set margins _|'T| S T O T T TV OO T TP T OO AT I
for the report. E| |

+ It assists in positioning items in the work area. You can also use the Status Line or the
Dimensions dialog box to do the same.

+ It contains margin positions used by the body of the report. These margins indicate the
leftmost and rightmost locations for report data. By adjusting the margins, you change
the area used by the body of the report.

You can change the margins of the template by dragging the margin indicators % to the
appropriate locations on the ruler.

+ It determines the width of the cells in a table section. See “Types of report sections” on
page 11-13 for more information about table sections.
Using the status line

When you select one or more objects, Sage Timeslips displays the following information about
the object on the status line at the bottom of the template window:

The status bar displays E
information about the s
selected field. %327 inches Y2051 inches 1 field D ata - General: Firm Mame

+ Location: The left side of the status line shows the location of the object on the page.
For example, X:3.27 inches Y:0.51 inches tells you that the upper left corner of the object
is located 3.27 inches from the left edge of the page and 0.51 inches from the top edge
of the section.

+  Number of objects selected: If you have selected more than one object, the middle of
the status line shows the number of selected objects.

+  Object type: The right side of the status line identifies the selected object by showing
either its field name or field type.
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Types of report sections

When you design report sections, there are two types of sections that you will most often design:
free-form sections and table sections.

*  On free-form sections, such as the Header - First Page section, you can place fields
anywhere in the section and you can also place graphics, lines, and boxes in the section.

@ - Print Praview [User Definad Stip Listing] -

Preview| Desion
Lopout~ Edi- Wiewr Secton Took+ | fp T | % ™\ = u5- [0 w-| 75 15-3 4]
R I - BsruAs-|EESE Foskd it

Pt B | Uit Do S Lty fio ko sncton | Heade: - Fast Page o Field Lint

=3 r r , 5 =
A T T T T T T

In free-form sections, you _ Sl
can move objects anywhere : Fam kdess A L Ho Comma

within the section. < —— Firm Name Fam ibdess Lw 2

= 12.00:00 PM Report Name Page] 0O Fum Addvess Line 4

You can also add lines and 3 Fim Preew 2
boxes to these sections. Fim rers 4

. Longen Tsvachsnsps brdioks
= SME/2005 Firm Mame :-n\'.m }mkeeoet u«r |
: 2 ’ . 5 g Timekeepe Hickname
. 120000 PM Report Name Page o Logn T Hircknesene 2

= 2 o T Freataed Verson
d - eper Tms[l:sl '\;amdt Slip Valug PeverHoda
g ime Spen Fiepos Type
3 Acthity
= Mickname 1 0.00 $0.00 Time Of Day
Nickname 1 0.00 Tecn/'s Disin
1
= Mickname 1

+  On table sections, such as the Slip Details section on a user-defined slip listing report,
you use tables to align fields within a report section. You can place only database fields
within this section. You can also use text fields to set up column headings.

@ - Print Preview [User Dafined Slip Listing] -

Previews  Deson
Lapour= Ed= Wew< Secton+ Took= | R T o I PR A A =S | Sy Dtk
(== R e e X Borou Es S Fiokd Goonps
Artny -
Fisport Mame | Uze Drined Sip Listng Goto section | Sip Detsls v| [ Optwrs.. | Field List
DTN oDV O] (et OIRUEJOOTION ovrolk WOV TOIION (v VR O AN [ MR AR o oot
A Ful Hame o Nickname 1
Full Hame or Nickname 2
Mxhrume 1
MNickname 2
SNB2005 Firm Masme
12-00:00 PM Repon Narma Page] 0O
. ANBANA Firm MNasme
In table sections, you can 120000 PM Raport Narme Pagel 0
add text fields and — —
database fields within .= i T Spent
Actiit
cells of the table. . —_—— = P
= Macknarme 1 0.00
i Mickname 1
The rows and columns :
of the table align fields L2
on the report. :

You can use the following methods when designing report sections:
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Adding text fields

You can add text fields within a report section as field labels, headings, or custom messages. To
add a text field:

1  Click the Text button T from the toolbar.

2 Click within the report section where you want to place the new text field. Sage Timeslips
places the new text field on the report. Sage Timeslips highlights this field so you can edit the
text.

3 Enter the new text for the text field.

Mote: This report contains confidential infarmation.

Adding database fields

You can add database fields within a report section to display additional values on the report.
To add a database field:

1 From the Field List toolbar to the right, set the Field Group to the appropriate group. For
example, to add data about your firm, set Field Group to General.

2 From the field list below the Field Group, click on the appropriate field and drag it onto the

report section. For example, you can add the firm’s phone number to a report header section.

[Firm Phone 1 ]
3 You can now move or format the field as necessary.

Adding graphics
You can add graphics to free-form report sections. To add a graphic:
1  Select Tools; Insert; Graphic to select a graphic file.

2 Set the Files of type field to the appropriate graphic type (for example, if you want to insert a
bitmap, select Windows Bitmap).
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3 Select the folder that contains the graphic that you want to add.

Open @
Look jn: ‘@ Logos \,| Q= m
i
My R
D;’:u;iirl‘; ‘Bﬂ g @>
~

=

Desktop hse.brp

-~
My Documents

e

My Computer

File narne: [ Open 1

Cancel

by Metwork, Files of type:

4  Select the graphic to insert and click Open.

5 Sage Timeslips places the graphic within the report section. You can now move or format the
graphic as necessary.

You can also insert graphic images into free-form report sections by copying images from a
graphic program and pasting the graphic into the report section.

Adding lines

You can add lines within a free-form report section to highlight or separate items on the report.
To add a line:

1 Click the Line button > from the toolbar.

2 Click within the report section where you want to begin the line and, while holding down the
left mouse button, drag the mouse cursor to where you want to end the line.

~

3 Release the mouse button when you are at the position where you want to end the line.

4  With the line still selected, you can click the Line Styles button = from the toolbar to open
the Line Style dialog box, where you can change the style of the current line.
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Adding boxes

You can add boxes within a free-form report section to surround or call attention to items on
the report. To add a box:

1  Click the Rectangle button ™ from the toolbar.

2 Click within the report section where you want to place the top left corner of the box and,
while holding down the left mouse button, drag the mouse cursor to where you want to end
the box.

3  Release the mouse button when you are at the position where you want to end the box.

4 \With the box still selected, you can click the Line Styles button = from the toolbar to open
the Line Style dialog box, where you can change the style and fill of the current box.

When drawing boxes, you can place the box behind another field or object for a more complex
effect. See “Layering fields” on page 11-19 for more information.

Changing font styles

You can change the font styles used to display data on reports. For example, you can change the
font and bold the font for the firm name on the report header. To change font styles:

1 Within a free-form report section, click on a text field or database field.

[ Firm Narne % ]

2 Using the Font toolbar, select the font name, font size, and other font options to use for the
selected field.

[ Firm Name ]

You can also use the Font Styles tab of the Global Report Layout Options dialog box to change
font styles for specific types of data on the report. You can also use these options to set the default
font for the report. Select Layout; Global Options to open this dialog box.



Formatting fields

Customizing Reports
Designing report sections

You can format fields on the report to appear in a different style. For example, you can change
the format of the date field on the report header to include the day of the week. To format a field:

1 Within a report section, click a field to format.

[B:1 afznua

2 Select Tools; Format to open the related Format dialog box.

3 Select the new field format. For example, you could select Full with day of the week for a

date field.

[Wednesday, May 18, 2005]

Formatting graphs

You can format graph fields on graph reports to appear in a different style. For example, you can

switch from the standard bar chart to a pie chart. To format a graph:

1 Within a Graph report section, click on a graph.

100.00
&0.00

o
60.00
40.00
20.00
o.oo

2 Select Tools; Format to open the related Format dialog box.

1 Walue #1

2 Walue #2

3 Walue #3

4 Walue #4

3 Select the new graph format and any other graph options and click OK.

6.34%

42.47%

O walue #1

W velue #2

B vslue #3

B vslue #4
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Aligning fields to each other

You can align fields with each other on a report to provide a more professional appearance. To

Whendesigning | align fields with each other:

free-form

sections, you 1 Select the fields to align. Sage Timeslips will align the selected fields with the last field you

Help . . . . :

can use grids to select. For example, you can align a Phone Number: text label with the Ffirm Phone 1
help align fields in each database field.
section. For more info,
see “moving:layout If you want to align the database field to the text label, first click on the database field and
fields and objects” in then hold the Ctrl key and click on the text label. The status bar will indicate the last field
online Help. selected and will also indicate the number of fields currently selected.

hone Mumber:
e El|:Firm Phaone 1 ]

2 Select Tools; Align Fields; Align Top to align the Last Bill Date database field to the top of
the Last bill date: label.

fFhone Number:d [Firm Phone 1 ]

When aligning fields, you may also want to justify the text of those fields.

Aligning fields to margins

You can also align fields with report margins to provide a more professional appearance. To
align fields with margins:

1 Select one or more fields to align. The status bar will indicate the last field selected and will
also indicate the number of fields currently selected.

Iﬂrm Address - Standard I

[Firm Phone 1 ]

2 Choose how to align fields. For example, you can align the fields with the left margin. Select
Tools; Align Fields; Snap to Left Margin.

zrm Address - Standard I
o

irm Phone 1 ]

When aligning fields, you may also want to justify the text of those fields.
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Justifying field text

You can justify the text within fields to align on the left, right, or center of the field. This is useful
when you move or change the alignment of the field on a report. To justify text:

1 Select one or more fields for which you want to justify text. For example, if you centered fields
within a report section, you may also want to center justify the text of the field. The status bar
will indicate the last field selected and will also indicate the number of fields currently selected.

Firm Narne
Report Mamey

2 Click the Center Text Justify button = from the toolbar.

Firm Narne
Report Mame

Layering fields

You can stack fields and then move the layers up or down to create effects. For example, you can
draw a box around a field.

1  Click the Rectangle button ™ from the toolbar.

2 Click on the report section above the top left corner of the field to begin the box and, while
holding down the left mouse button, drag the mouse cursor past the bottom right corner of
the field to end the box. The box covers the field.

Firm Name

Firm Address - Standard
11—

3 With the new box still selected, select Tools; Field Layer; Move to Back to move the box
behind the address fields.

Firm Narne
Firrm Address - Standard
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Working with cells in a table

When you work with table sections, Sage Timeslips uses the table’s cells to align report data, so
your report formatting options are limited. See “Types of report sections” on page 11-13 for
more information about report sections.

If you want to add more fields to a table than can currently fit on it, you can use buttons on the
toolbar to add rows or columns.

» Select a cell in the table and click Insert Column 3 to insert a column to the left of it.
» Select a cell in the table and click Insert Row +Z to insert a row above it.

If you have removed fields from a table, you can delete rows or columns.

» Select a cell in the table and click Delete Column itz to delete the current column.

» Select a cell in the table and click Delete Row !z to delete the current row.

Using the ruler, you can also determine the width for each column of cells.

Report Name |ser Defined Slip Listing | Go o section ‘Shp Details v| Options. ..
vl [ A ALt &
bl .\..1‘..\..\..|..?D‘.|‘.I‘.|‘.?‘.| .i’no‘.l‘.‘.‘.‘.l.‘l.‘l. %‘{“Dl.‘l.‘l.‘?.‘l. (I TOIO IOR e
4 |
E EIUZEIDS/ Micknarne 1 $0.00 $0.00
- -

The column indicators on the J

ruler establish the widths
of columns on reports.

For more information on working with table sections, look up “working with tables” in the

online Help system.
Help

Previewing reports

While designing reports using the Design tab of the Print Preview dialog box, you might want to
see the effects of your design decisions before printing the report. You can click the Preview tab
to preview your changes.

Print Preview [Slip Listing]

Click the Preview tab to
preview the report. Preview | Desian |

' Layout~ Edit~ %iew= Sectionr Tools~ % T |~ =i -

See “Previewing reports to display” on page 11-21 for more information.
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Saving reports

Saving reports

You can select the
page of the Report
List dialog box where
this report will
appear.

Choose the settings
to save with
the report.

As you make changes to reports, you might want to save certain settings with the report. For
example, you may always want to use the same sort settings with a specific report or you may
want to send the report to a particular printer.

From the Report Entry dialog box, click Save @ to open the Save dialog box.

Save E|
Type Group
Slip Listing Slips -
Mame
Slip Listing
N Save these settings
Fiepart Filters Fiint to choice
Report Sorting [ Report device options and print zetup
Optiorz

[ ak. l [ Cancel ] ’ Help ]

Mark the settings you want to save as part of the report. You can also assign the report to another
report group or change the report name.

Using report groups

Each tabbed page in the Report List dialog box represents a report group. Report groups are
categories that you can use to organize reports.

You can use the Edit Groups dialog box to change the name of a report group or change the order
in which the report groups appear on the Report List dialog box. For example, you can create
report groups for individual users. Click Edit Groups (1 from the toolbar to open the Edit
Groups dialog box where you can maintain report groups.

Printing Reports

@

Help

After you set up filters, sort keys, and report options, you are ready to print the report. The Print
to field determines the device where you will print the report or the format in which you will
save the report.

Look up “printing reports” in the online Help for more information on the methods you can
use to print reports.

Previewing reports to display

You can print Sage Timeslips reports to the display to preview report information before
printing it to a printer or file. This allows you to quickly see if the report includes the correct
data, sorting, formats, and design. See “Customizing Reports” on page 11-6 for more
information on customizing reports.
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When you print reports to the display, Sage Timeslips previews the report within the Preview
page of the Print Preview dialog box. There are two ways to preview reports:

+  From the Report List dialog box or Report Entry dialog box, you can print a report to
the display to preview the report.

Set Print to to Display
and click the _\
Print button to Print to | Display v

preview reports.

+  When using the Design tab of the Print Preview dialog box to design reports, you can
switch to the Preview tab, where you can preview the report. See “Designing report
sections” on page 11-11 for more information.

Click the Preview tab [@|Print Preview [Stip Listing]
to switch to the Fravien| Desian
Preview page.

Layout~ Editw View= Section~ Tooks~ k T | |~ =[5 T —

When you preview reports, you can click on report data to review specific records.

Clicking on report fields to drill down to source data

When you preview reports on the display, you can click on report data on the screen to drill
down to the Sage Timeslips records that affect the report. Sage Timeslips presents clickable data
in two formats:

* When you click on an area highlighted in yellow, Sage Timeslips drills down to a
specific record. For example, you can click on a time slip to open that slip in the Slip
Entry dialog box.

Roberts, modiications 1oF exciusive and
non-exclugive provisions; termination and default
provizion and various other material provisions:

2 TIME D. Brickley 225 500.00 500.00
172452008 {rj Appear forfattend 0.00 Flat
WylF Bishop 3.00
Appeared in court to enter arders; filed copies at - Bishop v. Roakes 0.75)
office and sent copies ta Mr. Bishop

3 EXP 5. Santos 10 01s 150
1/30/2008 Copying
WP ABC

+ When you click on an area highlighted in blue, Sage Timeslips drills down to a specific
field on that record. For example, you can click on the slip date to open that slip in the
Slip Entry dialog box and highlight the Start date field.

Agreemments trom Wir Whitley al AD 1o Lim
Roberts; modifications for exclusive and
non-exclusive provisions; termination and default
provision and various other material provisions.

2 TIME D. Brickley 225 500.00 500.00
172472001 Appear forfattend 0.00 Flat
WP i Bishop 3.00
Appeared in court to enter orders; filed copies at  Bishop v. Roakes {0.75)
office and sent copies to Mr. Bishop.

3 EXF 5. Santos 10 0.15 1.50
1/30/2008 Copying

WP ABC

You cannot drill down on data that represents a total because totals are generated from
more that one record in Sage Timeslips.

When you drill down to report data, if you make any changes, Sage Timeslips will highlight
changed records in a red highlight. After you are done making changes to the report data, click
Update 5 to refresh the report with your changes.
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If you do not have many slips or transactions in your database, you may want Sage Timeslips to
update your report data automatically. If you mark Automatically update the report after
making changes on the Preview page, Sage Timeslips will update the displayed report every time
you make a change.

Automatically update the report after making changes

See “previewing reports” in the online Help system for more information on previewing reports
interactively.

Printing reports to the printer

You can print Sage Timeslips reports to any printer accessible by your workstation.

+  Set Print to to Printer and click Print to print the report to your default printer.

You can click Print Setup & from the Report Entry dialog box to set up the default
printer. You can click Save g from the Report Entry dialog box to save the printer
selection as part of the report definition.

+  Set Print to to Printer... and click Print to open the Print dialog box, where you can
select the printer to print the report.

Printing reports to Excel

Choose where the
worksheet will print.

Choose how to format N

data in the worksheet.

Help

If you want to perform your own calculations on report data, Sage Timeslips allows you to
export report data to a Microsoft Excel worksheet. Set Print to to Microsoft Excel file and click
Print to print the report to an Excel worksheet.

Before printing the report, Sage Timeslips opens the Print to Excel dialog box, where you can set
up options that determine how the report will print.

Print to Excel g|
\ E=port aptions

(%) Create a new Miciosoft Excel workbook.

() Add a new worksheet o an existing Microsoft Excel workbook

Ineiude column tites

Farmatting

Date | MADAYYY - Duration  |H.OD -

Time | AMIPM v Boolean |v/M ~

I ok ] [ Cancel ] [ Help ]

Sage Timeslips will not transfer totals or total headings to Excel. Even if you have set up subtotals
for the report, the Excel worksheet will include only the detail from the report, excluding
calculated subtotals, totals, and their headings. However, the values within the worksheet will
reflect any sort keys that you have set up.

Although you are able to suppress zero values on reports, Sage Timeslips will always include zero
values when printing to Excel. This will make it easier for you to perform calculations on
columns of data.

Look up “excel” in the online Help system for more information on printing reports to an Excel
worksheet.
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Printing reports to PDF

If you want to distribute reports electronically, you can print Sage Timeslips reports to PDF
(portable document format) files. Set Print to to PDF file and click Print to print the report to a
PDF file.

When you print to this format, Sage Timeslips creates a file that contains an exact representation
of a printed report. This is convenient because it allows you to send PDF copies of the report to
other employees in your firm or to your clients.

In order to view PDF files, workstations must have Adobe Acrobat Reader.

Printing reports to a rich text file

If you want to edit reports in a word processing program, you can print Sage Timeslips reports
to RTF (rich text format) files. Set Print to to RTF file and click Print to print the report to an
RTF file.

Even with all of its report formats and report options, you may need to format report
information in a way that Sage Timeslips cannot. When you print to this format, Sage Timeslips
creates a file that is editable in word processing programs.

This format preserves the fonts, formatting, and positioning of report data, while still allowing
you to edit the report. Changing the font size and style should not disrupt the formatting.

Sage Timeslips does not support graphic images when printing to an RTF file.

Printing reports to a text file

If you want to edit reports in a word processing program, you can also print Sage Timeslips
reports to text files. Set Print to to Text file and click Print to print the report to a text file.

When you print to this format, Sage Timeslips creates a file that is editable in word processing
programs, but does not retain any of the formatting or layout of the original report.

This file contains plain text only.

Printing reports to a delimited file

11-24

If you want to export report data for use within another program, such as a database program,
you can print Sage Timeslips reports to delimited files.

When printing delimited files, Sage Timeslips separates each data value with a specific type of
character. This makes the data easily readable by other types of programs.

+  Set Print to to CSV file and click Print to print the report to a file that places quotes
around text data, does not place quotes around numerical data, and separates all data
values with commas.

For example, the file might include lines that look like this:
"Bishop","Hours",5.00,"Fees",180.0000,"Costs",65.50

+  Set Print to to Tab-delimited file and click Print to print the report to a file that places
quotes around text data, does not place quotes around numerical data, and separates all
data values with tabs.

For example, the file might include lines that look like this:
"Bishop" "Hours" 5.00 "Fees" 180.0000 "Costs" 65.50



Adding New Reports

Sage Timeslips provides many standard reports on the Report List dialog box. If needed, you can
create additional reports to use with the standard reports installed with Sage Timeslips.

Adding New Reports 1 1

Creating new reports based on standard reports

Creating new reports based on standard reports

You can create new reports based on the standard reports provided in Sage Timeslips. This is
useful, for example, if you want to save a copy of the Slip Listing report that uses different saved
filters or different report options.

If you know which report you want to make a copy of, you can duplicate the report.

How to duplicate a report

Click Reports L3 from the main toolbar to open the list of reports.

On the Report List, select the report that you want to duplicate.

Click Duplicate %, to duplicate the report.

You can then customize the report and save the copy as a new report.

See “Customizing Reports” on page 11-6 for more information on customizing reports.

@ Look up “how to duplicate reports” in the online Help system for more information on
duplicating reports.

Help

If you do not know which report you want to make a copy of, you can use the Create a Report
wizard to create the new report based on your selections.

How to create a new standard report

1
2
3

Click Create a Report B from the main toolbar to open the Create a Report wizard.

Mark Choose a standard report to customize and click Next.

Use the views of this wizard to select the new report.

4 On the Select a Report view, select the report that you want to base the new report upon.

Sage Timeslips displays the —
reports that match your
selections. Select a

report and click Next.

Create a Report

X

Select a Report

The list below includes the reparts that mateh pour selections on the previous views. Select
one of the reparts and click Next to set up the report. Othenwize, click Back to change your
selections.

Client Fiate Analpsis
Prre-bill \wiark sheet
Replacement Slip Listing
Slip Listing

Task Rate Analysis
Timekeeper Rate Analysis
User Defined Slip Listing

I < Back I [ Nest > 1 I Einish I [ Cancel ]

@

Help

Look up “how to create
new reports based on
standard reports” in
the online Help for
more information on
creating standard
reports.

5 You can optionally use the remaining views of the wizard to customize the new report.
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Creating new user-defined reports

You can create new user-defined reports if you want to print reports that include specific fields

from slips, clients, or transactions.

How to create a new user-defined report

1 Click Create a Report ‘& from the main toolbar to open the Create a Report wizard.

2 Mark Create a completely new report based on one of the following types of data and

click Next.

3 Select the type of user-defined report to create and click Next.

For example, to create a detailed report that includes slip data, select Slip Detail.

4  On the Select Fields for User-Defined Report view, choose the fields that you want to

include on the first row of the report. Click Next.

Create a Report [User,

Defined Slip Listing]

Choose a data group, —
choose a data field from
the list below, and click

Add [>] to add the
data field to the report. %

Select Fields for User-Defined Report

Chonse the data ta show in Fow 1 of the report. Select the appropriate Group of data and
then select the fislds from the Available fislds list

Group

Selected -~

Slip v

Available

Start Time [if available] A
Stop Time [if available]

Timne E stimated
Time 5pent [optional rounding]

Transaction [D
Tranzaction Type
Transaction Type [Short]
Unbillable Overhead Cost
Unbillable Slip Value
Unbillable Time Spent

Wariance Ao

~ v

Clie.Nickname 1
Tirmne 5pent [optiohal rounding]

[ <Back | [[he> | [ Emsh | [ cancat |

5 You can optionally use the remaining views of the wizard to customize the new report.

6 If needed, you can also use the Design page of the Print Preview dialog box to add and remove

fields manually.

Look up “creating reports” in the online Help for more information on creating user-defined

reports.
Help
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Creating new graph reports

You can create new graph reports. This is useful when you want to graph specific slip
information.

How to create a new graph report

1 Click Create a Report & from the main toolbar to open the Create a Report wizard.
Mark Create a completely new slip-based or client-based report and click Next.

Select Graphs (Slips) and click Next.

H W N

You can use the remaining views of the wizard to customize the new report. On the Report
Format view, use the Graph this field and Also graph this field settings to choose the data
values to graph.

Create a Report [Slip Information Graphs] E|

Times]_il)s' Report Format

The list below includes the report settings available ta this report. You can optionally

Choose the data values that — edit the items in the right-hand column,
h( lso click the: Print Now b int th diatel
you Want to graph‘ \ oL may also click the Print Mow button ta print the repart immediately.
MName Settings

Graph this field Slip Value
Alzo graph this field [nat on pie charts] | Billed Slip Walue

ikeris | Yes hd

Edit @
[ < Back ][ Mest > ] [ Finish ][ Cancel ]

5 If needed, you can also use the Design page of the Print Preview dialog box to change the type
of graph (for example bar chart or pie chart) you are using.

Look up “How to create graph reports” in the online Help system for more information on
creating graph reports.

Creating new label reports

You can create new label reports. This is useful when you want to include specific information
on printed labels.

How to create a new label report

1 Click Create a Report & from the main toolbar to open the Create a Report wizard.
Mark Create a completely new slip-based or client-based report and click Next.

Select Client Labels and click Next.

A W N

Select the label style that you want to use and click Next.
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Create a Report [Mailing Labels]

’l‘]‘rn%]jl‘)s' Select a Label Style

C hOOSe the type Of | Choose one of the Label styles listed belowe. and then click Nest to continue.
labels to create.

Custom labels

#10 Erwvelopes
1.5" Mailing Labels
File Folder Labels
HF Laseret Labels
Rolodex Style Cards

5 You can use the remaining views of the wizard to customize the new report.

6 If needed, you can also use the Design page of the Print Preview dialog box to design the
dimension or content of the label further.

See “How to create label reports” in the online Help system for more information on creating
label reports.
Help
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e Billing Clients

Overview

12-2

You can print bills to charge your clients for services rendered to them or costs incurred on
behalf of them. Sage Timeslips provides many tools to help you create accurate, presentation-
quality bills.

Printing bills is a simple process: you select Bills; Generate Bills you choose the clients and
charges that you want to include on bills, and then you print the bills. However, there are a
number of steps that precede and follow the process of printing bills.

This chapter focuses on the billing cycle, the steps needed to generate bills and correctly update
histories and accounts receivable balances based on the billings. It discusses many of the
commands found in the Bills menu.

@ 2R A by
1. = &7 . bilﬁr?slzgta 3[;etermine bill
appearance

Enter
billing data

BILLING
CYCLE

]
|
6.P % 5@ @

management reports ]
Approve bills

Print bills

The following sections detail steps of the billing cycle.

Please note that each step of the billing cycle comprises several smaller steps. Some firms may
not use every step of the billing cycle.



You can use

the Prepare @
Billing and

Finish Billing Note
topics of the Office
Manager navigator to
access many of the

steps involved in the
billing cycle.

Overview

The billing cycle consists of these actions:

Preparing data for billing: Entering billing data (such as time slips, payments, and
client billing arrangements) over the course of your firm’s bill cycle. See “Preparing for
Billing” on page 12-4.

Reviewing billing data: Reviewing billing data for accuracy and completeness. See
“Reviewing Billing Data” on page 12-9.

Determining the appearance of bills: Setting up bill layouts to establish the content
and appearance of bills and assigning layouts to each client. See “Determining the
Appearance of Bills” on page 12-14

Printing bills: Using the Bills; Generate Bills or Bills; Billing Assistant commands to
print bills and place them in Proof Stage while you review them. See “Generating Bills”
on page 12-37.

Reviewing and approving bills: Using the Bill Stages dialog box to indicate whether the
printed bills are ready to be sent to clients. See “Reviewing and Approving Bills” on
page 12-42.

Printing post-billing reports: Reprinting bills; printing other reports such as
statements, Aged A/R Balances, and the G/L Transfer Register. See “Printing Post-
Billing Reports” on page 12-46.

The following sections of this chapter will discuss each of these steps in detail.

Definitions

Some businesses use the terms bills, invoices, and statements interchangeably. Sage Timeslips
defines these as separate concepts.

A bill is a document that you send to the client that describes new charges and states
changes to the client’s accounts receivable balance and funds account balance.

An invoice is a portion of a bill that reflects new charges. When you print and approve a
bill, Sage Timeslips creates an invoice transaction that represents the totals of new
charges (time, expense, interest, and tax).

A statement is a document that shows a history of invoices, payments, and other
transactions with a running balance. Statements are useful to remind clients of
balances due.

In addition, Sage Timeslips uses the terms fees and time charges interchangeably and the terms
costs and expense charges interchangeably. Your business may use other terms for expense
charges, such as disbursements.

12-3
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Preparing for Billing

Before generating bills, you should confirm that Sage Timeslips will bill the charges you are
expecting it to bill. This step of the bill cycle includes entering data in Sage Timeslips that you
will bill to your clients, updating bill arrangements that determine how to calculate new charges
for each client, and optionally setting up billing features like split billing and sending bills by
email.

Entering billing data

12-4

Note

Before generating bills, you should confirm that you have entered the following information in
your Sage Timeslips database.

Sage Timeslips provides many tools to help you review billing information. See “Reviewing
Billing Data” on page 12-9 for more information.

Time and expense slips

Time slips detail services provided to your clients, and expense slips detail expenses and
disbursements charged to your clients. On each slip, you can include text descriptions, rates, and
billing options. See “Entering Time and Expense Slips” on page 8-3 for more info.

Payments and other accounts receivable transactions

Accounts receivable transactions allow you to modify your clients’ accounts receivable balances.
For example, you enter payments to reduce the accounts receivable balance. See “Entering
Accounts Receivable Transactions” on page 9-3 for more info.

Client funds transactions

Client funds transactions allow you to manipulate a client funds account, putting money into and
taking money out of your clients’ funds accounts. You can optionally apply money from funds
accounts against the accounts receivable balance. See “Entering Client Funds Transactions” on
page 9-11 for more info.

Client information

You can track extensive billing data and other related information for each client. Sage Timeslips
stores the client address so you know where to send bills. You can use the email addresses to send
a PDF copy of the bill. Other client information determines the client’s bill arrangement settings
and bill layout. See “Creating Clients” on page 7-9 for more information.

Tax information

If your tax system has new rules or settings, confirm that you have assigned clients the correct
tax profiles. Also confirm that tasks and expenses are using the appropriate tax-rate rules. See
“Setting up taxes” on page 7-17 for more info.
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Updating bill arrangements

Updating bill arrangements

For more info
@ on billing

arrangements,
Help look up “billing
arrangements” in the
online Help.

As you prepare bills, the most common element that you need to review is the setting of bill
arrangements for each client. Bill arrangements are rules for calculating new charges.

Many firms simply use the default setting for bill arrangements, which is to bill clients only for
the charges that appear on time and expense slips. However, if your firm needs to bill a different
amount than the charges on slips, you can use bill arrangements to determine the amount to bill.

Using bill arrangements

When working with bill arrangements, you will most likely need to update flat fees, add
adjustments (write-ups and write-downs), or determine amounts for progress or interim bills.
Flat fees often change from one bill to the next. Some flat fees may require a different fee
amount. For flat fees that have been distributed across a series of bills (called a job), you may
need to indicate that this is the final bill of the job.

You enter bill arrangements in the Arrangements page of the Client Information dialog box. See
“Using bill arrangements” on page 7-11 for a description of the available bill arrangements.

Excluding slips from bill arrangements or holding charges

Time and expense slips can also affect bill arrangements. You can exclude a slip charge from
being covered in the bill arrangement charge by setting its Billing status to Override. You can
also exclude a slip from the next billing entirely, by marking its Hold check box. If you want to
hold all slips from billing for a client, you can use Hold options on the Holds page of the Client
Information dialog box.

Adjusting bill amounts

If you are not using a flat fee, your slip charges may exceed or fall short of your expected charges.
You can use write-ups or write-downs to adjust new slip charges—entering one of three
adjustment-style bill arrangements or an adjustment on a specific slip—so the values match
your expectations.

If you need to correct an overcharge from past billings, do not use write-downs. Instead, use a
credit accounts receivable transaction (see “Applying payments and credits” on page 9-5).

Splitting charges on bills

For more info
@ on split billing,

look up “split
Help billing” in the
online Help.

Split billing allows a firm to split charges automatically from one client—the primary client—
among one or more other clients—secondary clients. You determine how Sage Timeslips splits
charges by establishing split billing rules.

A primary client is the client who collects and generates the charges to bill. These charges are the
slips you enter for the primary client and the billing arrangements you set up for the primary
client. When splitting the fees and costs, the primary client may be responsible for paying some
of the charges.

Secondary clients are responsible for paying some of the charges generated by the primary client.
In addition to charges split from the primary client, secondary clients may also have their own
charges (for example, slips entered directly for the secondary client).

There are two steps to splitting your bills using Sage Timeslips:
+  Creating the split billing rules

+ Billing the primary client, which invokes the split billing rules

12-5
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Setting up rules for split billing

Before you can split charges, you must first set up split billing rules. Use the following dialog
boxes to maintain split billing information:

+  Select Bills; Split Billing Rules to open the Split Billing Rule List dialog box, where you
maintain rules for primary and secondary clients.

T Split Billing Rule List
You can set up split billing —al

rules for primary and View by Al v
secondary clients.

Frimary Client ules

Client Split bill information Recurir Invoice Mumber [nvoice Date
Atlantic 012-854-8460 i NoiG:10028 $11/30/2005
Pierce 012-565-0899 Yes!G:10023 111/30/2005 Dpen...

Pieice 012-569-8888

=

(=]

EA YesiG100Z5 112/31/2005
Pierce 0125698888 =

=

=

B2

+3/24/2008 Delate

. Pierce 012-569-8658 144142006
When you select a primary Pierce 012 583 8888 14/2472006 B
client rule, you can view the N e R Rl
secondary client rules

associated with it.

Open..
Delete

Duplicate...

Totals £5.00 30.00

= 1=
E5

+ Click New in the Primary Client rules group box to set up a primary client and create a
primary rule for this client.

You can create and edit
split billing rules for
primary clients. Active

Clert | || m-3425 | Fist

Spit bl information | 0124663-8383 |

Split Billing Primary Client Rule Entry

Frevious

BRecuring
Mext

Bill format options
Show the original value of the slips Last

1=
i}
=

Show the distribution table on the bil
Show on distribution table

Split bill information Payments

[ oK ] [ Cancel ]

Help

+ Click New in the Secondary Client rules group box to set up a secondary client and
create a secondary rule for this client.

Splitting slip charges

When you print a bill for a primary client, the slips entered for that client will be split according
to the split billing rules. The split charges will appear on both the primary client’s bill and the

secondary client’s bill. When you approve this bill, Sage Timeslips will modify the original slips
for the primary client and will create new slips for the secondary client to reflect the split charges.

You can also enter slips for secondary clients. These slips will not affect the primary client’s bill
and will appear in their own section on the secondary client’s bill, separate from the split billing
charges.

When you print a bill for a client that is part of a split billing rule, Sage Timeslips must also print
bills for all other clients associated with the split billing rule.

12-6
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Setting up clients to receive bills by email

For more info
@ on sending bills
Hel by (?Imail, 'Iook

up “sending
bills to clients by email”
in the online Help.

Use the buttons on

When you send bills to the printer and approve them, Sage Timeslips can also send PDF copies
of the bills to your clients by email. First, you must set options for each client and set options for
the bill run.

To send bills by email, you must use a MAPI-compliant email system, such as Outlook, Outlook
Express, or Eudora (please check with your system administrator to determine if your email
system is MAPI-compliant).

Maintaining bill email templates

When you send bills via email, Sage Timeslips sends a text email message to your client and
attaches the approved bill as a PDF (portable document format) file. Sage Timeslips uses email
templates to determine the subject line and body text of the email message. The PDF file of the
bill will be attached to the email message.

You can select Setup; Email Templates to maintain bill email templates.

Email Template List [g|

“f'ou can uze the templates below to customize the message Clients receive with emailed bills.
Using the pages of this dialog bow, pou can create new email templates and edit existing email
templates.

Bills | Statements

L efault

uarterly Billihg Duplicate

AN
X

the right to
duplicate, edit, or
delete the selected
template, or create a
new template.

Email Template Entry L

Specify the subject ——|
line of the email
message.

Specify the body ——
text of the email
message.

’ Done ] ’ Help

Click New, Duplicate, or Open to open the Email Template Entry dialog box, where you can
specify the name of the bill email template, the subject of the email message, and body text of
the email message.

X

Name |Marthly Bil |

Duplicate

Subject | Yaur morthiy il |

First

Body  |For your convenience, your bill is attached to this message.
Previous
Fleaze review the attached bill and submit your payment.

If you pay your entire balance by [Early payment discount - Date Due), pou Mest
will receive a [Early payment dizcount - Amount] discount.

1=
o
=

Last
Thank you.

QK l [ Cancel ] Help
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Select the bill email
template to use for
each client.

Use the buttons on
the right to
duplicate, edit, or
delete the selected
template, or create a
new template.

Sage Timeslips will send
bills to marked email
addresses.

This list includes all clients
on the bill run that have
email addresses.

It automatically selects
clients that have Send
bills via email marked
within the

Client Information
dialog box.

12-8

On the Invoices page of the Client Information dialog box, use the Email options fields at the
bottom of the page to select the bill email template for each client.

Email template Monthly Biling

Assigning email addresses to clients
In order to send bills by email, you must set up options for each client.

Use the Email address and CC Email addresses fields to assign email addresses to each client that
will receive bills by email. These fields are on the Contact Info page of the Client Information
dialog box.

Phone numbers and Email addresses

plens (6171585 213 Enter a valid email address

Fau for each client.

Haome

Other X
You can also enter CC email

Email addiess | abo@example com addresses (carbon COpieS) for

Egdizis abe.billing@example. com each cIient.

Email addresses should be in the format name@domain.extension. Examples of valid
formatting include john.smith@example.com and jsmith@example.org.

Identifying clients to receive bills by email

When you approve bills, Sage Timeslips can automatically select clients to receive bills by email.
Mark Send bills via email for each client that should be selected automatically. This option is on
the Invoices page of the Client Information dialog box.

Mark Send bills via email for each
client that will receive bills by email.

Email options
Send bill: via email

Send statements via email

Before printing and approving bills

The Send bills via email report option (in the Report Options dialog box) determines if Sage
Timeslips will prompt you to send bills via email on approval. If you mark this option before
you print bills, then when you approve bills from this bill run, Sage Timeslips opens the Email
Bills to Clients dialog box.

Email Bills to Clients

want to zend bills and copes via email. Only clients with email addieszes are shown
arked automatically.

M ark the clients to whom po
below. Clients that you have\set up for email delivery are

Clients selected far biling

Client » | Send bil to ¥ Also zend a copy to

ABC i i} abct@example.com i [0} abe. biling@example. com
Atlantic 1[0 atlantic@example. com
Bishop i [0 bishop@example. com
Eastemn i 1} eastem@example.com stein-managerst@example. com;eastern-af
Felley Engineering i [ kelleyeng@exanmple. com
Mickerson i I nickersont@example.com . .
Morth, Project? % north@example. cam th1 @example. com:north2@example. cor Choose which bills
Marth.Project2 R4 northSexample. com th1@example. com;narth2@erample. cor H H
D el oo tosend viaemail and

Pierce

click OK to continue.

Cancel Help ]

J
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Reviewing Billing Data

Before printing bills, you should review billing charges to ensure you will bill the expected
charges. The following list summarizes the easiest ways to review billing information.

Each of the following features displays nearly all elements of a bill and provides additional details
on charges.

+  Use the Pre-bill Worksheet to print a hard copy of the billing information, so that
others in your firm can review the data (see “Using pre-bill worksheets to review billing
data” on page 12-9) before you generate bills.

+  Use the Billing Assistant dialog box to interactively explore and edit billing data for
clients that are ready to bill. Here, you can view bill totals for each client and the
detailed records that produce them (see “Using Billing Assistant to review billing data”
on page 12-10).

+  Use the Firm Assistant dialog box to review a billing overview for your entire firm with
totals and subtotals for each client. Here, you can view billing totals for all clients at
once (see “Using Firm Assistant to review billing data” on page 12-13).

Please note that after you use one of these methods to review billing information, you can also
print bills to the screen to review them. See Chapter 12, “Previewing bills” for more information.
Using slip approval

If you use the slip approval feature, approvers must also approve slips before those slips can be
included on bills. Pending slips and rejected slips will not appear on bills. See “Approving Slips
to Appear on Bills” on page 8-24 for more information.

Using pre-bill worksheets to review billing data

For more info
on the pre-bill
worksheet,
look up “pre-
bill worksheet” in the
online Help.

Help

When you print bills, they hide much of the original information and settings that is used to
calculate the total charges. For example, If you are using flat fees, adjustments, markups,
progress bills, or interim bills, the details of individual slip charges are often omitted. The Pre-
bill Worksheet report can display every detail affecting a bill. You should use it when preparing
bills to review the details of each charge.

How to print worksheets
To print the Pre-bill Worksheet:
1  Select Bills; Pre-bill Worksheet.

2 The Report Entry dialog box opens to this report. Use the settings available here to determine
how worksheets will print.

a. If you want to exclude some clients or some charges, you can use the Filters page to set
up selection filters.

b. If you want to sort the individual slips on the worksheet or subtotal those charges for
each client, use the Sort page to set up sorting.

¢. If you want to omit some types of information (for example, bill messages), client Options
to access the Report Options dialog box.

For more details on these report settings, see “Customizing Reports” on page 11-6.

3 When you are ready to print worksheets, set the Print to field to the proper destination and
click Print.

12-9
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When printing this worksheet to display, you can drill down to review specific data. See
“Previewing reports to display” on page 11-21 for more information.

If you don’t want to see all the billing details, but only billing totals, you can use the Totals Only
Worksheet report (select Reports; Billing). This worksheet shows the billing totals for all clients
in a columnar report.

Using Billing Assistant to review billing data

If you are in charge of the billing process or are responsible for editing any errors found when
printing Pre-bill Worksheets, you can use Billing Assistant to review billing data and make
corrections.

For more info,
look up “using
the billing
Help assistant” in

) To open Billing Assistant, click Billing Assistant & from the main toolbar or select Bills; Billing
the online Help.

Assistant.

Click on any underlined field or
total to review additional details.

# Billing Assistant

Billing Assistant List View [ oo Biling Dataik] | (5] et Updates

Click Change Billing
9 9 Client Billing Overview for: 48C

Rule to determine T‘
Showing: All clients with new charges %2 Change Biling Fule ABC Corporation

which clients are ready
for billing.

Include | Mickname 1 Mickname 2 | Hold | Stage | Balance Suite 10071

i 61715552313 Boston, M4 02114
i Atlantic 07-0300 414885 opo@essmole com
[l Bishop 03-0400 512398
[¥i| Eastern 00-0700 0.00 Bill = | =| . )
(¥ Mickerson 01-3956 471035 Stage .. = __F :> - = :>A g
¥} Moith. Project] 020101 278131 . aasy . ian - Appreve
¥l Mo Prajectz 020102 677.70 Bill Overview
% Elerce : gégﬁg éggg Eg Tatal fees [time charges) 2997.50
Fameas Tatal costs [expense charges) 302,32
Tatal fees and costs 428382
The Client ||St ShOWS 1 Total interest and finance charges B4

all clients that are Tetal s un
ready for bllllng Frevious balance . 2100.00
Tatal payments and other A/R transactions n.oo

New balance E464.03

Funds accounts balance n.oo

Funds accounts replenishment 0.0oo

Client hold Ho

Select: Al Mone Total 30997.83 Days since last bil B2 daws

Release slips marked hold [slips marked Hold will be included on the bill In Reference to

ta | Display v Optionz

General counsel
() Generate Bill:

O Pre-Bill'worksheet
Wiew one client at a time

Pre-bill ‘w/orkshest Generate Bill Budget Analyzis Histarp Aged 'wP Analysis Approve Last Bill
Biling Date (Revized]: 51542008

Sage Timeslips shows which clients are ready to bill

The List View of Billing Assistant uses billing rules to determine which clients are ready for
billing. Click the Change Billing Rule button at the top of the screen to set up your own billing
rule to fit how your firm bills clients.

For example, you may want to print bills for clients with new charges or you may want to print
bills for clients who haven’t received bills in the past 30 days.

When clients match your billing rule, they are automatically included on the list.

12-10
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Using Billing Assistant to review billing data

You can review information like the current balance or the current bill stage from this list. If
need, you can click on a column heading to quickly sort the list.

# Billing Assistant

- . - For more info on
. . Billing Assistant List View [}3 Go to Biling Detans] ['5:{ Get Updates . . .
Click on a client to displaying clients
review bllllhg Shnwkﬂ.\l\ clients with new charges HElFI on this ||St' look
information in the up “how to select
i . Include  Mickname 1 Nickname 2 | Hold | Stage Balance . R K
Billing Overview ; ] which clients appear in
i [l Allantic £r1-0300 414855 a ) "
to the right. SR qioa L billing assistant” in the
i Eastern 00-0700 0.00 online He|p
i Nickerson (1-8956 471035
il North.Project 02-0101 27813
il North.Project2 02-0102 E77.70
i} Pierce [M-3426 135569
¥} Seacoast 009425 573612

Reviewing details for a specific client

When you click on a client from the list, you can review billing information for that client. You
can review totals for the next bill to the right. If you see a problem, click on a link to drill down
to more detailed information.

<«———TheBilling Overview section to the right of

Bill Overview the screen displays totals and other
For more info on Tetalfees [fime charges) ] information for the client’s next bill.
displaving details Total costs [expense charges] 30232
playing Total fees and costs 423382 . . .
of totals, look up i i Click on any underlined amount or click the
HE'F:I ’ Total interest and finance charges B4 e A
“how to review s i Go to Billing Details button at the top of
details of each total in Frovious balance 10000 Billing Assistant to drill down to billing details.
bl”lng assistant” in the Tatal payments and other 4/R transactions 000
onIine Help. New bhalance E4E4.03
Funds accounts balance oo
Funds accounts replenishment oo
Clignt hold Ho
Days since last hill B2 days

The Billing Details screens include a list of pages to the right, so it is easy for you to move to the
information you need. Each page groups a specific type of billing information for the client.

# Billing Assistant - Billing Details

Help
X . ¢| Back ta List }%{ Get Updates | Client ABC
Click on the links along — | I l T heading indicat
the left side of the N\ o« € page neading indicates
: Fees - . . which details you are viewing.
screen to navigate to S Billing Details: Time Slips
TR . Time Slips »
other billing details.
Ve Include ' Date Iniitial: Task
Costs 1o} Extra| Reference
Expense Slipz
Ve 2 104172007 |5J5 | Review/analyze
Other Charges J 13 Longley v ABC
Interest (v} 2/18/2003|DAE  |Research
25 Bismnark v. ABC
Finance Charges k4 2/19/2003|DAE | Trial and Hearing Adte
Tares 26 Bisrnark v. ABC
Blasmus (x| 2/22/2008|DAB | Draft/revize
il ABC v. DEGP
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Print worksheets and bills quickly

As you work within Billing Assistant, you can determine which clients and which slips will
appear on the next bill run. In order for bills to reflect your selections, you must print your bill
run from Billing Assistant.

# DBilling Assistant

[}3 Gio to Billing Deta\ls] [L% Giet Updatesl

When you unmark-

Billing Assistant List View

Showing: All clients with new charges

For more info on

[=¢ Change Billing Rule

printing bills from
Billing Assistant,

clients... l\ Include | Mickname 1 Mickname 2 | Hold | Stage | Balance HEIp click the He|p
[¥i] Alantic 07-0300 14865 button from the current
[ Bishop 030400 512398 i ;
o o o e screen of Billing Assistant.
[l Nickerson 01-3956 4710.35
(34 Noth Project] 2o 27813
[l North Project? 020102 57770
3 Pierce 013426 1355.63
[l Seacoast 009425 B73E.12
...Sage Timeslips
excludes them from Select Al Mone Total 21163.50

the run.

() Generate Bils
) Pre-Bil Worksheet

to | Display

Releaze slips marked hald [slips marked Hold will be included on the bill]

When reviewing billing details for a specific client, you can use the Print button in the bottom
left corner to print that client’s bill.

Finance Charges
Taxes

Discounts

Payments and Other AR

Balances

Funds

Advanced

Click Print from any———

Billing Details screen to
print a bill for the
current client.

12-12

& Print Bil

28 Bismark w. AL
¥ 2/13/2008 |DAB | Trial and Hearing Attendance
26 Bisrnark w. 4BC
kA 2/22/2008|DAB | Draft/revise
il ABC v, DEQIP
R 2/26/2008|DAB - |Analysis/Strategy
34 Bismark w. ABC
Select: Al Mone

[ escription of highlighted slip

Preparation of review of Patent License Agreerments fram Mr.
Whitley at ABC ta Tim Roberts; modifications for excluzive and
non-exclusive provisions; termination and default provision and
warious other matenal provisions.



Using Firm Assistant to review billing data

For more info
on the Firm
Assistant, look
up “using the
firm assistant” in the
online Help.

@

Help

Use the Details page to
review totals for
each client.

Use the Summary page
to review a summary of
all clients.

Double click on a

Reviewing Billing Data
Using Firm Assistant to review billing data

While you can use Billing Assistant to check which clients are ready to bill and review billing
details for each client, you can use Firm Assistant to review billing totals for all clients in your

firm.

The Firm Assistant dialog box contains two pages for reviewing billing totals:

Details: Shows the up-to-the-minute status for each client in your database.

Summary: Provides grand totals for all clients in your database.

Double-clicking on a total on the Details page will open the associated dialog box, where you can
review and edit the original source data.

For example, double-clicking on an Interest amount opens the Charges page of the Client

Information dialog box, where you can review or edit interest settings for the client.

~

Finm Assistant

o

value to opens the
dialog box
associated with
the value.

Date Range Start Date | EndDate H
\
Dietails | Summary
Client Billable Fees Billable Costs | Interest Total 4/R Previous Balance
Last Bill Date Unbillable Fees ' Unbillable Costs Finance Charge Total Funds Mew Charges
Lazt Payment Date Tax on Fees Taxon Costs | BAWIP Fundz Balance  Mew Balance
ABC 500.00 3376 0.00 [700.00]) 158221 &
05/07/08 0.00 0.00 0.00 0.00 84835
05/05/08 0.00 1E.59 0.00 500.00 1730.56
Early Bird Inc. \27131} 0.00 0.00 0.00 000 2709.06
050 0.00 24.75 0.00 000 0.00
02/28/08 T 0.00 0.00 0.00 1500.00 2709.06
GUD &ssociates 360.00 2.40 0.00 0.00 38829
05/02/08 0.00 2.00 0.00 0.00 36250
0.00 010 0.00 0.00 750.79
Lawrenceville 0.00 0.00 0.00 [300.00] 47550
05/02/08 200.00 0.00 20,00 0.00 0.00
0.00 0.00 0.00 0.00 195.50
Mickerson 42000 043 353 0.00 I264.73
05/02/08 0.00 120.00 0.00 0.00 424.04
0.00 0.02 0.00 0.00 3J688.77
Narth. 1 £20.00 200.00 0.00 0.00 127.08
05/02/08 0.00 0.00 0.00 0.00 820.00
0.00 0.00 0.00 0.00 947.08 »

Iy

(1
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Determining the Appearance of Bills

To accommodate the variations in billing styles among firms, Sage Timeslips provides many
ways to establish the bill’s appearance to suit your needs.

Use bill layouts to —
control the appearance —\
Of the headerS, fOOtersl Hamilton Services Corporation

column headings, the P.O. Box 286
. Hamilton, MA 01936
order of sections, and
much more.

Invoice submitted to:

After creating or editing North Shore Consulting

bill layouts, you can 24 Grove Street
assign them to Porter MA 02198
each client.

November 01, 2007

In Reference To: 2007-2008 sales compaign.
Invoice # 10005

Use the Report Entry —
dialog box to select data \

R . . Professional Services
to include in the bill run,

set sort options, and _ Hrs/Rate
more. 10/11/07 Edited first draft of project evaluation. 3.00
125.00/hr
10/14/07 Drafted plan for spring promotional campaign. 6.00
125.00/hr
10/26/07 Read first 15 pages of draft and returned them with extensive revisions. 1.00
125.00/hr
Amount
For professional services rendered 10.00 $1,250.00
Additional Charges :
Qty/Price
Use bill Iayouts to set — 10/30/07 Copies for October 60 6.00
. . X 0.10
which slip fields to _—
. Total costs $6.00
include for each charge.
Total amount of this bill $1,256.00
Previous balance $2,200.00
10/25/07 Payment - Thank You ($200.00)
Balance due $3,256.00

Thank you for your business!

The two main items that determine the appearance of bills are:

+ Bill layouts — You can design bill layouts to control the format of the bill, including the
placement of fields, fonts, and graphics. See the following sections for more
information on designing bill layouts.

+ Bill settings — You can establish bill settings to determine which clients and which
charges appear on the bill, set sort options, and set up billing options. See “Configuring
the report definition for bills” on page 12-37 for more information on bill settings.
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Understanding bill layouts

Understanding bill layouts

For more info
on designing
bills, look up
“designing
layouts:bill layouts” in
the online Help.

Help

@

Help

Your bills should present the work you do for clients in a professional-looking manner. You can
edit bill layouts to change the appearance of your bills.

When generating bills for your clients, Sage Timeslips uses bill layouts to determine the format
and position of items on each client's bill. These formatting and positioning options determine
how printed bills will look. For example, you will commonly edit bill layouts to adjust the
headers and footers to match company stationery.

When you create a new bill layout, Sage Timeslips offers many samples that you can use as a
starting point for your bill layout. There are two basic styles of bills:

Willis & Henderson, PC Invoice
130 Wt

Sute
s, A 0151 w100
Fass, U8 07578 Hamilton Services Corporation

v
ox 206
Hamilon, MA 01936

For prosessnal sanates spasensd s N
. A
— s 1000 $1,250.00

LT S — T
Torad sdncnat chargen

Ve o e B i

o
b0, 123 53,0000

TOTAL

MR

5800000

Bill Layout for
Blank Paper or Letterhead

Bill Layout for
Pre-Printed Forms

When you create a bill layout that will be used to print bills on pre-printed forms, Sage Timeslips
will position bill fields to line up with the form fields. If you change the bill design, please verify
that bill fields still line up with form fields.

When you create a bill layout that will be used to print bills on blank paper or company
letterhead, you can design the bill anyway you like without having to design the layout to print
on a bill form.

Visit www.SageTimeslips.com to purchase pre-printed bill forms that you can use with Sage
Timeslips. Look up “pre-printed forms” in the online Help system for more information on the
bill forms that are available.

12-15
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Maintaining bill layouts

You will most likely use one or two bill layouts for all of your clients. However, you can create
as many bill layouts as needed.

You use the Bills page of the Bill and Statement Layout List dialog box to maintain bill layouts.

1 Within Sage Timeslips, select Bills; Bill and Statement Layouts to open the Bill and
Statement Layout List dialog box.

2 Click on the Bills tab to switch to the Bills page.

Bill and Statement Layout List

Adjustment Mote
Bill - Dretail

. . You can uge thiz dislog box ko manage the layouts for your client's bill: and lf,}

The Bills page of the Bill statementz. The options here allow you to create new lapouts, edit existing
and Statement Layout \l\ lapouts, azsign lapouts to clients, and delete layouts no langer uzed. %
List dialog box lists the o =
available bill layouts. Bils | Statements *

Bill - Summarized

Bill - Summarized w/Funds
Hiztom Bill

Hiztom Bill w/Cover Page
Wy Bill Layout

3 Use the toolbar buttons to the right to maintain bill layouts.

To open an existing bill layout:

1 Open the Bills page of the Bill and Statement Layout List dialog box.
2 Select a bill layout and click the Open |2 toolbar button.

3 Sage Timeslips opens the selected bill layout in the Design page of the Bill Preview dialog box.
Use the toolbar buttons and menu commands on this page to edit the bill layout as needed.

See “A tour of the Design page” on page 12-18 for more information.
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To create a new bill layout:

1 Open the Bills page of the Bill and Statement Layout List dialog box.

2 Click the New & toolbar button. Sage Timeslips opens the Create a New Layout wizard.

Create a New Layout El

Bill Layout

The bill layout determines bill formatting characteristics.
Select the layout template to use when printing bills.
Customized layouts can be created to meet the specific
needs of your company. Double click the image to enlarge it.

The settings on the Create—|
a New Layout wizard
determine how Sage

Timeslips initially formats

b” | t Include a cover page on the bill
your oIl layout.

Available lapouts Lapout preview
Basic bill ~

After creating your new
bill layout, you can change
any of the settings on the
bill layout as needed.

Bill via email -

Bill with firm heading

Bill with formatted header ———

Bill with papment stub = ==

Lavout for Form LCN33P
F: CI78

" - -
Layout for Form POLI22 —
1 eiterhead hil A

Finizh [ Cancel ]

3 Use the views of this wizard to select the type of bill layout to create, choosing a predefined
layout and the amount of detail you want to include.

If you previously printed your bills on bill forms, you can base your new bill layout on one of
the popular pre-printed forms that Sage Timeslips offers.

4 When you click Finish, Sage Timeslips opens the new bill layout in the Design page of the Bill
Preview dialog box. You can use the toolbar buttons and menu commands available on this
page to further customize the new bill layout.

See "“A tour of the Design page” on page 12-18 for more information.

To duplicate an existing bill layout:

1 Open the Bills page of the Bill and Statement Layout List dialog box.

2 Select a bill layout to duplicate and click the Duplicate *s toolbar button to create a new bill
layout based on a current layout.

3 Sage Timeslips creates a new bill layout in the Design page of the Bill Preview dialog box. The
design of this bill layout is based on the bill layout that you duplicated. You can use the toolbar
buttons and menu commands available on this page to customize the duplicated bill layout.

See “A tour of the Design page” on page 12-18 for more information.
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A tour of the Design page

Use menus to access commands
that help you design specific
sections or global options that
affect the entire bill.

Use the tabs to switch
between the Design and
Preview pages.

Use the Layout name—1

field to assign a unique
name to the bill layout.

Use the Go to section
field or the scrollbar to
move to a specific bill
layout section.

Use the work area to
add, edit, and format
fields and objects on

each section.

ror

12-18

The Design page of the Bill Preview dialog box offers many tools and resources that allow you to
design and customize sections of bill layouts.

Use the toolbar buttons to
add or edit fields and
objects on the bill layout.

Using the Field List
toolbar, you can click and
drag database fields onto

the bill layout.

- Bill Preview

Freview | Design

Lapout~ Edt~ Wiew~ Secton= Teoks~ ||k T | N = i@~ - e 7/ Bil Headr - Fist Fags
L A== i e ) P viiow] B 7 o a- Field Group
Client v
Layout Mame | Detailed Bill Layout ‘Eu ta section | Bill Header - First Page v Field List
Address Line 1 ~
’7.I\\\I.‘!\\|.\\?\I.\/\\?.\\\.I.f‘\\.|.\\éul\\\\.?\\\\.l\?\lu|\\--\ Address Line 2
] | |Address Line 3
3 Address Line 4
K Firn Mame Bill Date
3 Firm Address - Standard E:nyma"Add'esses
E Client Addess - Standaid
E Client City, State Zip
-~ . ) Client Name and Address - Star
3 Invoice submitted to t || Client Name and Addiess - U5
= Full Mame Client Name and Addiess - w/o
E Client Address - Standard Custom Field
= Discount Days
3 Discount: Amount
E Discount: Balance if paid sary
; Discount: Date Due
o [May 24,2008 ] Email Adchess
4 Full Mame
= Full Mame or Mickname 1
= oo B2 5 Refare To Ful Name or Nickname 2
N InReference To
E Invoice #Inwoice Numbe Irvwaics Nurber
E Last Bl Date
= Nickname 1
N Mickname 2 2
= Hrs/Rate Armount Hotes.
= 52473006 [initials] [Full Narme or Nicknarme 1 0.00 0.00
= Description 0.00
= Nicknarne 1
i Qty/Price Armount
__: 52472005 Initials| |Full Name or Nicknarme 1 0.00 0.00
- Description 0.00
E Nickname 1
EE
= Current 30 Days B0 Days 90 Days 120+ Days
E| $0.00 $0.00 $0.00 $0.00 $0.00 b
050 inches ':1.95 inches 1 field Data - Client Bill Date:

When you design bill layouts, some options can affect multiple bill layout sections or affect the
entire bill layout. See “Setting options that affect multiple bill sections” on page 12-19 for more
information.

There may be entire sections that you want to move to another part of the bill or completely
hide. See “Hiding or reordering bill layout sections” on page 12-22 for more information.

Finally, you can edit fields and objects on the current section to change how that section displays
on the bill. For example, you can change the format in which dates appear for each slip. See
“Designing bill layout sections” on page 12-28 for more information.

The Sample Bills Guide includes many examples of how you can design bills. To open this guide
from within Sage Timeslips, select Help; Other Documents; Bill Samples.
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Setting options that affect multiple bill sections

Use the Settings fields
to choose footers and
adjust column
headings.

Use the Alignment —

fields to control the
alignment of headings.

Use the Billing —ta.

arrangements fields to
control how billing
arrangement charges
appear on bills.

You can use the Global Bill Layout Options dialog box to set bill layout options that can affect
several sections of the bill.

1 From the Design page of the Bill Preview dialog box, select Layout; Global Options to open
the Global Bill Layout Options dialog box.

2 Select the appropriate page of the dialog box.

The following pages of this guide summarize the global options.

Setting global layout options:

Use the Layout page of the Global Bill Layout Options dialog box to set options that affect the
appearance of multiple bill layout sections.

Global Bill Layout Options X
Lapout | Phrases | Fort Styles | Page Orientation
Settings
Page foater on a one-page bill Last v
Space after column headings 1 Teut lines -
Show glip column headings above Uitz and Amount Column v
[[] Page break after each subtotal when itemizing slips
A Alignment
Section headings to Second column of slps
Total headings to Second column of slps %
Subtotal headings to Second column of slps
Summarized slips to Second column of glips %

Eiling arangements
[ itemize client adjustments after printing slip charges

Subtatal #ip charges prior to printing client adjustments
[1'with a flat fee show charges from slips marked override

[ Only shave ships marked overide

ak } [ Cancel ] [ Help

12-19

12



1 2 Billing Clients

Timeslips User’s Guide

Setting global phrases:

Use the Phrases page of the Global Bill Layout Options dialog box to change phrases that appear
throughout the bill.

Global Bill Layout Options X

You can edit any phrase —
that appears on the bill. La_pnutl Phrases TFeat Styles | Page Orientation

Global phrases

Default Phrass \ Phiase )
Prof Frofessional Services
Phrases that have been — Professional Services from Primary %CLIENT Frofessional Services fram Primary %CLIENT
Edlted are b0|d Frogress biling amount Pragress biling amaunt
in the list. oy o
Gty Price Gty Price
Phrase Description —, \Fats Rlale
indicates how Sage Fiestatement of billed Additional Charges Restatement of billed Additional Charges
Timeslips uses the Restat t of billed Professional Services | Restatement of billed services
current phrase ubtatal of charges Subtotal of charges v
on the bill. Bezet All ] [ Default ] [Data Token: w

Phrases used if7 —Ta FPhraze Descli.plion
. . . Section heading for time charges.
section(s) indicates
which bill sections use
the current phrase.

Phrazes uszed in section(z]
Time Charges from Ships

I 04 1 [ Cancel ] [ Help ]

You can also change phrases that affect a specific section of the bill. See “Setting up section
phrases” on page 12-26 for more information.

Setting global font styles:

Use the Font Styles page of the Global Bill Layout Options dialog box to change fonts that appear
in the various parts of the bill.

Global Bill Layout Options X
You can change the = Font Style used in
font Styles for any Layout Phrasesl Fart Styles |Paga Orientation section indicates
i Font Sty B H

area of the bill. ﬁDU"Fan:t . Fort St used i section / which layout sections
i 4 | Time Charges rom Slips include the current
T T Expense Charges from Slips .
> " Tares for Time and Experse bill area.

Detail item text Finance Charges
I Detall tem charges Accounts Receivable Transactions
I Detail item hours and quantity Total Time Charges
Ir Total text Total Expense Charges
Ir Tatal hours Total Time and Expense Charges
D Total charges Tirne: Charges fram Slips - it Biling
Ir Subtotal title Expenze Charges from Slips - Split Biling
I Subtotal text Tatal Time Charges - Spiit Biling
T Subtotal hours Total Expense Charges - Spiit Biling
T Subtotal ch Tatal Time and Expense Charges - Spiit Biling
b guntotaleherges Distribulion T able - St Biling
I Balance Due charges
I Flat Fee Bill Messages
I' Balance Due and Aging messages
D Test For & Bils 1 e | _——— Sample shows you a
I TestForAlBils 2 ample = A
D Coont Message P preview sample‘of the
D Cient Message 2 v Sample text 100.00 font style used in the
) [Ea. | current area.
You can quickly change N \
the font for all fonts sfak Forts
styles. LChange Default Font| Arial 10 Apply Default to Al Font Styles
I ok 1 [ Cancel ] [ Help ]

You can also change font styles that affect a specific section of the bill. See “Setting up section
font styles” on page 12-27 for more information.

Changing font styles can affect the size and placement of fields on the bill layout.
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The Margins fields
allow you to change
the left and right
margins.

You can also change —
the orientation and
paper size for the
current layout.

Determining the Appearance of Bills
Setting options that affect multiple bill sections

Setting global page orientation:

Use the Page Orientation page of the Global Bill Layout Options dialog box to set the page size,

orientation, and margins for the bill.

Global Bill Layout Options le

Layout | Phiases | Font Styles PageDnenlatlonl

The page Orientation selected here will impact the Design view only. Due to variations of paper sizes and printer
settings, Timeelips may not apply the selections you make here to printed pages. Check the printer settings before
printing this report ta confirm the page orientation. Please review the Help documentation for more information.

targing [inches)

Orientation
Eortrait
<\ O]
(O Landscape
Faper

QK 1 [ Cancel ] [ Help
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Hiding or reordering bill layout sections

There can be over 30 bill sections that appear on the printed bill. You may need to hide some
sections, change the order in which they appear, or set options for specific sections. For example,
you may want a bill message to appear at the beginning of the bill or you may want to include a
page break before the timekeeper summary table.

The Configure Layout Sections dialog box lists all bill layout sections that you can show, hide, or
reorder.

1

2

From the Design page of the Bill Preview dialog box, select Section; Configure Layout
Sections

Select a bill layout section from the list and use the Show check box to show or hide the
selected section. You can also use the Move Up and Move Down to change the order of the
section. Finally, you can click the Options button to set section-specific options.

Configure Layout Sections

Order your sections the way you want them to appear on your bill. Use
the show checkbox to indude or exdude the section from your bill.
MNote: Certain sections must be incduded on the bill. Those sections are
induded for ordering purposes and must always be shown on the bill.

Cover Page — You can include a
o Sh the kil /
The section list displays —f . 2o 2cerpege e cover page as part of

all layout sections that
you can reorder or hide.

Use the Show column to —

show or hide a bill
section.

Use the Move Down —

and Move Up buttons
to reorder bill sections.

12-22

When printing duplex. cover page is on its ovn page. yOUr b| || |ayOUt.

n a consolidated bill have [Ennsn\idated COVEl paie ‘]

SectioMeettings

Fe ble

Time Charges fram Slips - Split Biling

Total Time Charges - Split Biling

Expense Charges from Slips - Split Biling
Tuotal Erpense Charges - Split Biling

Tatal Time and Expense Charges - Split Biling
Time Charges from Slips

Total Time Charges

Expense Charges from Slips . .
Tatal Expense Charges I — Click the Optlons
Tatal Tire and Expense Charges bUttOn to access

Finance Charges

B Interest - section-specific options.

Projects
Projects are included on a consalidated bil

m

[m]
O
'
%]
v
il
O
1
%]
]
il
O
%]

[] Start sach project on a new page
Print a summary of all projects
Include project subtotals Include project headers

ak ] [ Cancel ] [ Help
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Hiding and showing layout sections on the bill
You can use the Show column to show or hide sections from the bill.

For example, you can unmark Show for the Time Charges from Slips section to exclude this
section from the bill. These charges, however, will still affect the bill total.

— — i
H ill- . —— - —'_‘-\.___r-""—'_ e
On the printed bill: e e
March 31, 2006
In Reference To: 2007 campaign.
Invoice #10000
When Show is marked — ) )
for the Time Charges \ Professional Services
from Slips section, the —Hrs/Rate  ___Amount
prln‘EEd bill shows detail 2/9/2006 Phone conference with client to review campaign materials. 4.00 600.00
from time slips. 150.00/hr
2/17/2006 Reviewed the three contracts and submitted extensive revisions. Will need to 8.00 800.00
speak with Roger before the final contract can be completed. 100.00/hr
2/27/2006 Initial meeting with client to kick off Fall campaign projects. 450 NO CHARGE
90.00/hr
3/1/2006 Drafted plan for fall campaign. 5.00 450.00
90.00/hr
For professional services rendered 21.50 $1,850.00
e g T e T e ]

InSage Timeslips:

Unmark Show for the —— i@ e Charges fram Slip

Time Charges from Slips /i Total Time Charges
kA Expense Charges from Slips

section.
+  iTotal Expense Charges
On the printed bill: o
B R — —————
When ShOW is March 31, 2006

In Reference To: 2007 campaign.

unmarked for the Time Invoice #10000

Charges from Slips

section, the printed bill Hours Amount
hldeS time Sllp charges, For professional services rendered 21.50 $1,850.00
but shows the total.
— e —— ]
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InSageTimeslips:

The Previous A/R
Balance section appears
after the Total New
Charges section.

On the printed bill:

Reordering layout sections on the bill:

You can use the Move Down and Move Up buttons to reorder sections on the bill.

For example, you move the Previous A/R Balance section above the Total New Charges section.

¥

{Tatal Mew Charges

iAcoountz Receivable Tranzactions

kA iMew AR Balance

— S

e —
Total amount of this bill $1,986.77
The printed bill reflects ————®  previous balance $450.00
the order of bill
sections. Total payments and adjustments ($75.00)
Balance due $2,361.77
e e e m— e——— ]
InSageTimeslips:
The Previous A/R
sorcesctoncppers RGNy o
; [l {Accounts Receivable Transactions
Charges section. i@ iMew &/F Balance
On the printed bill: e
R e SR S—— — .
Previous balance $450.00
The printed bill reflects —+——»
the new order of bill Total amount of this bill $1,986.77
sections.
Total payments and adjustments ($75.00)
Balance due $2,361.77
T e e— i

Accessing section-specific options:

You can use the Options button to open the Layout Options dialog box, where you can set
section-specific options. See “Setting options that affect specific bill sections” on page 12-25 for
more information.
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Setting options that affect specific bill sections

While you can use the Global Bill Layout Options dialog box to change settings that affect

multiple bill sections (see “Setting options that affect multiple bill sections” on page 12-19), you
can also change individual sections. This allows you to customize settings that affect specific bill
sections.

For example, the Phrases page of the Global Bill Layout Options dialog box includes all phrases
that you can change on the entire bill. On the Layout Options dialog box for the Time Charges
from Slips section, you can change phrases specific to the Time Charges from Slips section.

3

1

Sections.

button is not available for all sections.)

Select the appropriate page of the dialog box.

From the Design page of the Bill Preview dialog box, select Section; Configure Layout

Select a section from the list and click Options to open the Layout Options dialog box. (This

The following pages of this guide summarize the options available for each section. These
settings will vary for each bill layout section.

Setting section format options

Use the Section Format page of the Layout Options dialog box to set up how this section appears
on bills.

You can set the style for —
some sections, which
allows you to detail or
summarize records in
this section.

You can include page —
breaks, spaces, or lines
before or after this
section.

Layout Options: Time Charges from Slips

When thiNwindow iz accessed from either section any changes will impact both sections.

Section Formal\ Columng - ltemize | Phrases || Font Styles

Time charges

Slhip style Itemize
LDiouble space
[ Show tatals anly

Aftributes
Biefore this section

(O Page bieak (&) Space |1
Line separator style

After this section
() Page bieak, (3) Space |0

Line separatar style

Lines

Lines

None

Inzet line separators from marging
Inset line fram left margin by |0

Inset line from right margin by |0

Charges from Slips section and the Time Charges from Slips - Split Biling section bath utilize the same options.

Characters v

Characters v

Ok ] [ Cancel

] [ Help
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Adjusting section columns

Use the Columns page of the Layout Options dialog box to format widths, spacing, and lines for
columns appearing in the current section.

For sections that include —
tables, you can specify
column widths, set
gaps, and include lines
on the table.

Layout Options: Time Charges from Slips

The Time Charges from Slips section and the Time Charges from Slips - Split Biling section both wtilize the same options.
‘wihen this window iz accessed from either section anp changes will impact both sections.

Section Format | Coluns - ltemize

Phrases | Font Styles

Colurins

Leaws the width value blank to allow Timeslips to automaticallp calculate the width of the column based on the data
contained in the field that is included in the column. Columns that are automatically calculated will displap the word

ke in the ruler for that column,

ENRE 2 3 -
Width 12 Characters 2 Characters E Characters
Gap 1 Characters 1 Characters 1 Characters
Lines Mone Hone Nane
Keep if Empty [l = [l
<1 mil >
ak ] [ Cancel ] [ Help

Setting up section phrases

You can also use the
ruler on the Design
page to adjust
widths of table
columns.

Use the Phrases page of the Layout Options dialog box to specify phrases that appear within the
current bill section.

Layout Options: Time Charges from Slips

You can edit each —

The Time Charges from Slips section and the Time Charges from Slips - Splt Billing section both utiize the same options.

“when this window iz accessed from either section any changes will impact both zections

phrase that appears in
the current bill layout
section.

Phrases that have been —im

edited are bold
in the list.

\

See the Phrase —
Description to review
the purpose of each
phrase.

Section Format | Calumns - ltemize | Phrases | Fant Styles
Section-specific phrazes
Default Phiase Phrase 5
Frofessional Services from Primary 2CLIENT Professional Services from Primary %CLIENT
Rate Rate
™ R of billed Prof | Services Restatement of biled services
SUBTOTAL: SUBTOTAL:
Tautt Tanit E
[ | v
Beset Al ] [ Default ] [Data Tokens w
Phrase Description
Section heading for time charges
Phrazes uged in section(s)
Time Charges from Shps
QK l [ Cancel I [ Help
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Setting up section font styles

Use the Font Styles page of the Layout Options dialog box to set fonts that appear within the
current bill section.

Layout Options: Time Charges from Slips

The Time Charges from Slips section and the Time Charges from Slips - Split Biling section both utiize the same options.
‘when this window is accessed from either section any changes will impact both sections.

You can set up font —
styles for types of data
that appear in the

Section Farmat | Columrs - Itemize | Phrases | Font Styles
Font Style

Font Style used in section

current bill Iayout Section Titles Time Charges from Slips
. Detail item text Expenze Charges from Slips
section. Detail item charges Taxes for Time and Expense

e 5 Finance Chaiges
el L hours and quantity Accounts Receivable Transactions
Subtaotal it

Total Time Charges
Subatal texst Total Expense Charges
Subtatal haurs Total Time and Expense Charges
Subtotal charges Time Charges from Slips - Split Billing
Expenze Charges from Slips - Spiit Biling
Total Time Charges - Spiit Billing
Total Expense Charges - 5piit Biling
Total Time and Expense Charges - Split Billing
Distribution Table - Split Biling

See the Sample to
preview the current
font settings.

Sample

Sarmnple text. 100.00

[ oK ] [ Cancel ] [ Help ]

Some of the examples in the following sections of this guide will use the settings available in the
Layout Options dialog box.
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Designing bill layout sections

For a complete
@ list of all bill

layout sections,
HEIR ook up “bil
sections” in the online

Help system.

12-28

Each bill is composed of multiple bill layout sections. Each page of the bill begins with the bill
header and ends with the bill footer, with a variety of other bill sections in between.

You can use the Design page of the Bill Preview dialog box to design specific sections of the bill.
Not all bill layout sections are available here to design. Use the Go to section field to select the bill
layout section that you want to work with.

You can also change settings that control phrasing, font styles, and other options for each
section. See Chapter 12, “Setting options that affect specific bill sections” for more information.

Some examples of bill layout sections that you can design include:

Cover Page - Body: Use this section to design a cover page to use as a personal greeting
or to summarize totals (such as services and expenses) included on the bill.

Bill Header - First page: Use this section to design the top of the first page of the bill.
For example, you can add your company logo to the top of the page.

Footer First Page: Use this section to design the bottom of the first page of the bill. For
example, you may want to add today’s date or the page number to the bottom of the

page.

Customizable Section 1: This section starts off empty. Use this section to design your
own custom section or custom page. For example, you can create a cover page that
summarizes bill totals.

Time Charges - Itemized: Use this section to design how time charges will display on a
detailed bill. For example, you can include billing rates for each charge or expand the
Description column.

Expense Charges - Itemized: Use this section to design how expense charges will
display on a detailed bill. For example, you can include the price for each charge or
change the format of dates.

Aged Balances Table: Use this section to design how the aged table of owed balances
will display on the bill. For example, you can choose which aging periods to include on
the table.

Tax Table Items: Use this section to design how the optional tax table will display on
the bill. For example, you can show one total for each tax rule, or you can break out
taxes for fees and taxes for costs.

Project Summary Subtotals: Use this section to design how project subtotals will
display on the bill when consolidating projects. For example, you can change the font
for the values appearing on this table.
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When you design bill layout sections, there are two basic types of sections that you can design:
free-form sections and table sections.

+  On free-form sections, such as the Bill Header - First Page section, you can place fields
anywhere in the section and you can also add graphics, lines, and boxes to the section.

B - Bl Preview
In free-form sections, you can Ly E8- o gecsons Lok || B T| W\ =43 [T- v | 22 w2 ed Tarinodn Fiare
N @ oo Borou S S AL

move fields and objects
anywhere within the section.

| Bl Heder - Frol Page -

. . (TR N TR RN N T IR O I |
You can also add lines and < a :Tn
boxes to these sections. < Firm Name H
e Firmn Address - Standand o

Imanice submitted fo
Full Name
Cliont Addrss - Standaed

When designing &
@ free-form sections, q verram
you can use grids to Refranes 7o
HElFI . . ;| Invoice Flnvoice Numed
help you align fields E

and objects in each section.
Look up “moving:layout

fields and objects” in the E
online Help for more info. o2

Fuil Namo Pagel [

HrsRate Amount v

+ On table sections, such as the Time Charges - Itemized section, you use tables to align
fields within a bill section. You can place only text fields and database fields within this

section.
i - Bill Proview
Proviews | D
Lot = = Yoow< Gecson= Josk= B T |0 | a2 ] T Chisgns - Raiaed
| i ® X By ES S Fiokd Grovp:
Actred, -
et o (Do i [ g i 9 =
B TR R R R PR K TR [
: : : o
) p 4 51702004 | niishs| Full Nama or Mickname 1 000 00g rerd
In table sections, you can add—T[~ Drscigien o
text fields and database fields ||.: —nPiice J— Y
. . SAT2004 Initiaks Full Mame or Nickname 1 0.00 00d
within cells of the table. : ' pesartan o0
The rows and columns of the = —r —_ - — e e
table align fields on the bill. || 0w 0w 00 00 B0

Frem Phooe 1

Prev, Ball
Sanvine Tax! Paymants! Hew Chis!

See “Adjusting section columns” on page 12-26 for information on adjusting columns
in table sections.

o The Sample Bills Guide includes many examples of how you can design specific sections of your
/&: bill layout. To open this guide from within Sage Timeslips, select Help; Other Documents; Bill
Zu  Samples.

You can use the following methods when designing bill layout sections:
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Adding text fields

You can add text fields within the bill layout section as field labels, headings, or custom
messages. To add a text field to the current bill layout section:

1

2

Click the Text Tool button T from the toolbar.

Click on the bill layout section where you want to place the new text field. Sage Timeslips
places the new text field and highlights it, so you can edit the text.

Enter the new text for the text field.

If you have any questions about your bill, call Paul @ 555-0312.

Adding database fields

You can add database fields within the bill layout section to display up-to-date values on the bill.
To add a database field to the current bill layout section:

1

From the Field List toolbar to the right, set the Field Group to the appropriate group. For
example, to add a client-related field to the current section, set Field Group to Client.

From the field list below the Field Group, click on the appropriate field and drag it onto the bill
layout section. For example, you can add the client’s email address to the current section.

[Email Address ]

You can now move or format the field as necessary.
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Designing bill layout sections

Adding graphics

You can add graphics to free-form sections. To add a graphic to the current bill layout section:
1 Select Tools; Insert; Graphic to open the Open dialog box.

2 Set the Files of type field to the appropriate graphic type (for example, Windows Bitmap).

3 Select the folder that contains the graphic that you want to insert to the current bill layout

section.
Open @
Look in: |L'f) Logos v| 0 1} + [m-
N
M}%gant B
Documents ‘[H] g @>
~

Desktop

2

tdy Documents

.|

5
My Camputer
‘;'] File name: |hsc.bmp o | [ Open ]
-
My Mebwark Files of bupe: |Windows Bitrnap [*.bmp; .dib; *.re; *.bmz] v | [ Cancel ]

4  Select the graphic to add and click Open.

5 Sage Timeslips places the graphic onto the current bill layout section, where you can move or
format the graphic as necessary.

You can also insert graphic images into free-form bill layout sections by cutting or copying
images from a graphic program and then pasting the graphic into the free-form section.

Adding lines

You can add lines within the bill layout section to highlight or separate items on the bill. To add
a line to the current bill layout section:

1 Click the Line button > from the toolbar.

2 Click on the bill layout section where you want to begin the line and, while holding down the
left mouse button, drag the mouse cursor to where you want to end the line.

~,

3 Release the mouse button when you are at the position where you want to end the line.

4  With the line still selected, you can click the Line Styles button = from the toolbar to open
the Line Style dialog box, where you can change the style of the current line.

You can also automatically add lines before or after bill sections. See “Setting section format
options” on page 12-25 for more information.
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Adding boxes

You can add boxes within the bill layout section to surround or call attention to items on the
bill. To add a box to the current bill layout section:

1  Click the Rectangle button ™ from the toolbar.

2 Click on the bill layout section where you want to place the top left corner of the box and,
while holding down the left mouse button, drag the mouse cursor to where you want to end
the box.

i
3  Release the mouse button when you are at the position where you want to end the box.

4 \With the box still selected, you can click the Line Styles button = from the toolbar to open
the Line Style dialog box, where you can change the style and fill of the current box.

When drawing boxes, you can place the box behind another field or object for a more complex
effect. See “Layering fields” on page 12-35 for more information.

Changing font styles

You can change the font styles used to display data within bill layout sections. For example, you
can change the font and bold the font for the firm name on the bill header. To change font styles:

1 Within a bill layout section, click on a text field or database field.
[ Firm Narne ]
%

2 Using the Font toolbar, select the font name, font size, and other font options to use for the
selected field.

[ Firm Name ]

You can also use font styles to change the font used for specific types of data on the bill. Select
Layout; Global Options to open the Global Bill Layout Options dialog box and switch to the Font
Styles tab.



When designing
@ free-form

sections, you
Help can use grids to
help align fields. Look up
“moving:layout fields
and objects” in the
online Help for more
info.
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Designing bill layout sections
Formatting fields

You can format fields on the bill layout to appear in a different style. For example, you can
change the format of the date field on the bill header to include the day of the week. To format
a field:

1 Click a field on the bill layout section to format.

B BQDD%

2 Select Tools; Format to open the related Format dialog box.

3 Select the new field format. For example, you could select Full with day of the week for a
date field.

[iWednesday, May 18, 2005]

Aligning fields to each other

You can align fields with each other on the bill layout to provide a more professional appearance.
To align fields with each other:

1 Select the fields to align. Sage Timeslips will align the selected fields with the last field you
select. For example, you can align a Phone Number: text label with the Firm Phone 1
database field.

If you want to align the database field to the text label, first click on the database field and
then hold the Ctrl key while clicking on the text label. The status bar will indicate the last field
selected and will also indicate the number of fields currently selected.

hone Mumber:
e El|:Firm Phaone 1 ]

2 Select Tools; Align Fields; Align Top to align the Last Bill Date database field to the top of
the Last bill date: label.

fFhone Number:d [Firm Phone 1 ]

When aligning fields, you may also want to justify the text of those fields.
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Aligning fields to margins

You can also align fields with report margins to provide a more professional appearance. To
align fields with margins:

1 Select one or more fields to align. The status bar will indicate the last field selected and will
also indicate the number of fields currently selected.

Iﬂrm Address - Standard I

[Firm Phone 1 ]

2 Choose how to align fields. For example, you can align the fields with the left margin. Select
Tools; Align Fields; Snap to Left Margin.

zrm Address - Standard I
o

irm Phone 1 ]

When aligning fields, you may also want to justify the text of those fields.

Justifying field text

You can justify the text within fields to align on the left, right, or center of the field. This is useful
when you move or change the alignment of the field on the bill layout. To justify text within
fields:

1  Select one or more fields for which you want to justify text. For example, if you centered fields
within a section, you may also want to center justify the text of the field. The status bar will
indicate the last field selected and will also indicate the number of fields currently selected.

[Firm Mame o
irm Address - Standard

2 C(Click the Center Text Justify button £ from the toolbar.

Firm Name
Firm Address - Standard
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Layering fields

You can stack fields and then move the layers up or down to create effects. For example, you can
draw a box around a field.

1  Click the Rectangle button ™ from the toolbar.

2 Click on the bill layout section above the top left corner of the field to begin the box and,
while holding down the left mouse button, drag the mouse cursor past the bottom right
corner of the field to end the box. The box covers the field.

Firrm Mame
Firrn Address - Standard

11—

3 With the new box still selected, select Tools; Field Layer; Move to Back to move the box
behind the address fields.

Firm Narme
Firm Address - Standard

Previewing bills

While designing bills, you might want to see the effects of your design decisions before printing
a bill run. You can click the Preview tab to preview your bill layout.

- Bill Preview -

Click the Preview tab
to switch to the Rieview | Design
Preview page. Lapout~ Editr Wiew~ Section+ Tools+ e T ™~ = i@~ #~

When you are ready to print bills, you can also print the bills to Display to preview the content
and charges. See “Previewing bills to display” on page 12-38 for more information.

Assigning bill layouts to clients

After creating bill layouts, you must assign them to your clients. You can use the Client
Information dialog box to assign bill layouts to individual clients or you can use the Bill and
Statement Layout List dialog box to assign bill layouts to one or more clients.

~— You can also use
\/ these methods to
2  assign statement

Tip .
layouts to clients. . . . .
Using the Client Information dialog box
On the Layouts page of the Client Information dialog box, use the Layout fields to select the bill
layouts for each client.
You can assign bill e _
layouts to clients for use e
when printing bills and [7] Message 1 [gobal 1 v] [ongeing |
printing history bills. [lMessagez  [Custom +] (=] [ongeing -
History Bil
Lavout
Statements
Lavout
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Using the Bill and Statement Layout List dialog box

On the Bill and Statement Layout List dialog box, you can assign a bill layout to multiple clients
at once.

1 Select Bills; Bill and Statement Layouts to open the Bill and Statement Layout List dialog
box.

2 From the Bills page, select a bill layout and click Assign.
3 On the Assign Layouts to Clients dialog box, mark the clients to associate with the current bill

layout and click Assign.

Including messages on bills

. Bill messages can add clarity to a bill by detailing billing arrangements, explaining policies, and
Formoreinfoon | pointing out overdue charges. Sage Timeslips provides several types of messages to your bills.

bill messages,
Help lookup You can enter messages that will display on all bills, messages that are associated with specific
working with | clients, and messages that appear based on how long accounts receivable balances have been

bill and statement
messages” in the online
Help for more info.

overdue.

Entering messages

You enter messages that can be used by all clients in the Messages dialog box (select Setup;
Messages). This dialog box lists all global bill and statement messages available. To edit a
message, select it from the list and click Open.

edit messages that can appear
D .
Customize these messages so they appear on bills on bills and statements.
and statements as you want them to appear.
Help

Charges Due in Period 1
Charges Due in Period 2
Charges Due in Period 3
Charges Due in Period 4+
Debit Balance

Credit Balance

Glabal 1

Glabal 2

Glabal 2

Glabal 4

Glabal &

Glabal B

Glabal 7

Glabal &

Glabal 9 b

You can also enter custom messages for each client on the Layouts page of the Client Information
dialog box. Mark the Message I or Message 2 field, select Custom from the list, and then click
Edit.

. When editing messages, remember that you can right click in the message text to access the
shortcut menu of additional commands. Use these commands to format text, access

TE abbreviations, and insert field data tokens.

Showing messages on bills

When designing bills, you can also determine which messages to show on the bill (see “Hiding
and showing layout sections on the bill” on page 12-23 for more information).
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Generating Bills

After you have prepared billing data (see “Preparing for Billing” on page 12-4) and designed the
look of the bill (see “Determining the Appearance of Bills” on page 12-14), you are ready to print
bills. You print bills using the Generate Bills report (select Bills; Generate Bills) or through
Billing Assistant (select Bills; Billing Assistant). Printing a bill to printer prepares the bill for
approval.

Configuring the report definition for bills

For more info
@ on selecting or

sorting data,
Help ,,g. )

see “printing

bills” in the online Help.

Select Bills; Generate Bills to open the Report Entry dialog box for bills. You can use the Report
Entry dialog box to:

+  Select data for the bill run — You can use the Filters tab of the Report Entry dialog box to
select the data to include on the bill run. For example, you can select specific clients for
the bill run.

You can use a Slip Date filter to select slips and transactions within a specific date
range.

You cannot print a bill for a client with a bill in Proof Stage. See “Placing bills on Proof
Stage” on page 12-42 for more information.

+ Sorting billing data — You can use the Sort tab of the Report Entry dialog box to sort
slips on bills by several levels. However, you can calculate subtotals only for the top
level. For example, you may want to sort slips by Activity (with subtotals) and then by
Slip Date.

You cannot sort bills by Nickname 2 or Full Name because Sage Timeslips uses
Nickname 1 to establish multi-project bill groupings.

+  Setting up bill options — You can click the Options button to open the Report Options
dialog box, where you can set up additional options for the bill run. Bill options
include printing the Bill Summary Worksheet (a variation of the Totals Only
Worksheet), checking for spelling and grammar errors, or displaying bills that are on
Proof Stage.

See “Customizing Reports” on page 11-6 for more information on setting up selection filters,
sort keys, and other options.
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Previewing bills to display

You can print bills to the Display to preview bill information before printing the bill run to the
printer. This allows you to quickly see if your bills include the correct data, sorting, formats, and
design.

How to preview bills
To preview bills to display:
1  Select Bills; Generate Bills.

2 On the Report Entry dialog box, set up the report definition for the bill run. (See “Configuring
the report definition for bills” on page 12-37).

3 Set Print to to Display and click Print.

Set Print to to Display
and click the N

Print button. it | JeRay k

How to preview bills from Billing Assistant
To preview bills to display from Billing Assistant:
1  Select Bills; Billing Assistant.

2 If you are not viewing the List View, click Switch viewing mode to a list of all clients at the
bottom right corner of the screen.

3 Unmark the check boxes on the left to exclude clients from the bill run.
4  Below the list of clients, mark Generate Bills.
5 Set the print destination to Display and click Print.
Mark Generate Bills,
set the print destination \G) Generate Bills

to DlIsplay, and click O Pre-Bil worksheet
the Print button.

ta Display - & Print Options

Sage Timeslips also provides the ability to print draft bills that can limit the description printed

- or include watermarks. For more information, look up “draft bills” in the online Help.
Elp
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Editing bills onscreen

For more info
@ on editing bills

onscreen, look
Help B S

up “previewing

bills” in the online Help.

When you preview bills to Display, you can edit billing data or remove items from the bill run.

Changing billing data

To change data on the bill, click Drill down | ;| from the toolbar and click on the data to review

or change. When you place the mouse pointer over data on the bill, it will display in yellow or
blue.

Click on an area highlighted in yellow drill down to a specific record. For example, you can click
on a time slip to open that slip.

I/lo/0ld Freparation of review o Fatent LiCense Agreements rom Wr wehitley at Aol 1o .U
Tim Roberts; modifications for exclusive and non-exclusive provisions; termination 160 .00¢hr
and default provision and various other material provisions.

5/2/2008 Review fax from Longley and then responded with proposed settlement 375 B00.00
documents; phone calls to the office of Mr. Howard; Follow-up correspondence to 160.00/Mhr
™ Mr. Howard with requested clarification; Draft Release; Correspondence to Mr.
Elack.
9f2652008 Met with Mr. Whitley to review details not discussed in the original meeting 4.00 700.00
175.00¢r

Click on an area highlighted in blue to drill down to a specific field on that record. For example,
you can click on the slip date to open the slip and highlight the Start date field.

1/ 1b/200s Freparation of review of FPatent License Agreements fram e, Whitley at ABC to 100 (1=}
Tim Roberts; modifications for exclusive and non-exclusive provisions; terrmination 160.00¢hr
and default provision and various other material provisions

5/2/2008 Review fax from Longley and then responded with proposed settlement 375 500.00
“documents; phone calls to the office of Mr. Howard, Follow-up correspondence to 160.00¢hr
Mr. Howard with regquested clarification; Draft Release; Correspondence to Mr
Elack.
9/26/2008 Met with Mr. Whitley to review details not discussed in the original meeting, 4.00 700.00
175.00/r

Removing slips from the current bill

To remove slips from the bill, click Remove slip | from the toolbar and click on the slip to
remove.

|/16/2005 Freparation of review of Fatent License Agreements from Wr. Whitley at ABC to .00 160.0u
Tim Roberts; maedifications for exclusive and non-exclusive provisions: termination 160.00/hr
and default provision and various other material provisions.

9/26/2008 Met with Mr. Whitley to review details not discussed in the original meeting 4.00 700.00

Sage Timeslips does not delete the slip, it just removes it from the bill.

If you close the Print Preview dialog box before printing the bill, Sage Timeslips will not
remember which slips you removed from the bill.

The next time you print bills, Sage Timeslips will include the removed slips.
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Removing bills from the bill run

To remove a specific bill from the bill run, use the Filter clients control to move to the client that
you want to remove. Click the Remove from Bill Run button to remove the current bill.

Filtered clients
Atlantic

k= ¢ = =0 |Remove fomBill Run

Sage Timeslips does not change any data for this client, it just removes the client’s bill from the
current bill run.

If you close the Print Preview dialog box before printing the bill run, Sage Timeslips will not
remember which bills you removed from the bill run.

The next time you print a bill run, Sage Timeslips will include this bill.

Updating previewed bills with changes

When you change billing data, you may want Sage Timeslips to update the previewed bill
automatically. Mark Automatically update the report after making changes at the bottom of the
screen to update the displayed bill when you make a change.

Automatically update the report after making changes

If you are not updating the previewed bill automatically, click Update & from the toolbar to
update the bill when you are done making changes.

Other ways to preview billing data

Sage Timeslips provides many resources to allow you to review billing data in other ways. See
“Reviewing Billing Data” on page 12-9 for more information.

Printing the bill run

12-40

After previewing bills (see “Previewing bills” on page 12-35), you are ready to print bills to the
printer. On the Report List dialog box or the Report Entry dialog box, you can use the Print to
field to determine where to print bills.

When you are ready to print bills for your clients, you will typically print the bill run to the
printer. This allows you to review a hard copy of the bills before mailing them to your clients. If
you do not have any changes for these bills, you can use this copy to mail to your clients.
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When bills are finished printing to a printer, Sage Timeslips opens the Generation of Bills
Completed dialog box.

Generation of Bills Completed

After printing bills,

. Bills have been printed. Would you like to...
place them in I
Proof Stage while ® {3 Lock bills in Proof stage while they are reviewed. Leamn more. .
managers review them. Mo changes can be made to client billing information while
in Proaf stage.
() ¢ Putbills in Revision stage so they can be edited. Learn male. .

“While in Revizion stage, vou can edit client biling
infoimation using Billing Assistant

(& Approve bills to send to clients. Learn more. .
Timeslips will update client balances and records.

(@) Approve some bills from this bill run. Learn more...

Timeslips will approve the bills you specify and place the
remaining bills from the bill run in Proaf stage.

O {7 Do nothing. Leam more. .

Timeslips will not update biling information. You can edit
bills as needed. You wil need to print theze bill: again.

Clients o1 Projects with billz printed: 10
Clients o Projects with bills processed but not printed: 0

You can use this dialog box to approve bills immediately or place them in Proof Stage for further
review. We recommend that you place bills on Proof Stage while managers review them. See
“Placing bills on Proof Stage” on page 12-42.

Reprinting copies of bills

When you print bills to the printer, Sage Timeslips stores copies of each bill image in your
database for later use with the Bills; Reprint Bills command. For more information on
reprinting bills, see “Reprinting bills” on page 12-45.

Printing matching envelopes or mailing labels

. After placing bills on Proof Stage or approving bills, Sage Timeslips will prompt you to print
Formore info, | epyelopes or labels for the clients in that bill run. If you do not want to print envelopes or labels
see “printing at this time, click Cancel.
Helo envelopes for
" bills” inthe If needed, you can unmark the Print matching envelopes or labels option to prevent this step in
online Help. the future.
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Reviewing and Approving Bills

When printing bills is completed, Sage Timeslips will prompt you to approve the bills from the
current bill run.

Approving a bill updates your clients” accounts receivable balances and updates billing histories
with new monthly values. See “Approving bills” on page 12-43 for more information about
approving bills.

You will most likely want to review these bills for last-minute changes or errors. Instead of
approving bills immediately, you should place them in Proof Stage.

Placing bills on Proof Stage

Help

When you place a bill on Proof Stage, Sage Timeslips locks all records associated with the bill so
that you can review the data. If you find an error, you can clear Proof Stage to unlock the records,
fix the problem, and then print the bill again. If you find no errors, you can approve the bill.

While a client’s bill is on Proof Stage, you cannot generate any further bills for that client. Before
printing another bill for that client, you must approve the bill or clear the bill from Proof Stage.

You can review all bills on Proof Stage within the Bill Stages dialog box (select Bills; Approve or
Clear Bills). From here you can approve or clear a group of bills at once.

You can review the bill stage for a specific client using Billing Assistant (select Bills; Billing
Assistant). From here you can approve or clear the current bill for a client.

For more information on approving bills from Proof Stage or clearing bills from Proof Stage,
look up “reviewing bills for bill approval” in the online Help.

Clearing Proof Stage bills

If you find errors on a bill that is in Proof Stage, you must remove that bill from Proof Stage in
order to correct errors.

+ Ifyou don’t want the next bill to follow selections from the Proof Stage bill, you should
clear the bill from Proof Stage.

+ If you want the next bill for the client to include the same slips, transactions, and
invoice number as the original bill, you should move the bill to Revision Stage. Revision
Stage remembers the data that originally appeared on the bill. You can use Billing
Assistant (select Bills; Billing Assistant) to add or remove items from this bill.

Using Audit Stage with electronic bills

12-42

Help

If you have installed an electronic bill delivery add-on product or audit firm add-on product,
you cannot approve bills immediately after printing. Instead, you must export the bills and send
the files to an audit firm for review.

Setting up the electronic bill delivery feature

Before using an electronic bill delivery feature, you must configure it according to instructions
provided with the add-on. Each firm has unique settings and file formats. Select Setup; Audit
Houses to set up electronic billing templates to use with your audit firms.

You must also associate clients with the audit firm. On the Invoices page of the Client Information
dialog box, use the Electronic Delivery field to assign an electronic billing template to each client.

For information on setting up an electronic billing add-on, look up “electronic billing” in the
online Help.
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Printing bills

After setting up electronic billing, you will print bills and place them on Proof Stage. Next, select
Bills; Send Bills to Audit Houses to choose which bills to send for review. Click Export and Sage
Timeslips prompts you for the location of the exported bills.

Placing bills in Audit Stage

With most audit firms, when the export is complete, Sage Timeslips moves the bills from Proof
Stage to Audit Stage. Audit Stage is similar to Proof Stage, locking the bills while the audit firm
reviews them. Send the exported files to the recipient firm.

Approving electronic bills

When the firm contacts you with their assessment, you can approve the bills if no changes are
required. If changes are required, you can clear selected bills from Audit Stage and make the
necessary changes. When you print the bills again, you will repeat the electronic delivery process.

You can use the Bill Stages dialog box (select Bills; Approve or Clear Audited Bills) to approve
or clear a group to electronic bills.

You can also use Billing Assistant (select Bills; Billing Assistant) to approve or clear electronic
bills for individual clients.

Approving bills

You can approve bills immediately after printing them, using the Generation of Bills Completed
dialog box (see “Printing the bill run” on page 12-40). However, most firms will use Proof Stage
and will approve bills later.

You should approve bills as soon as the managers at your firm are satisfied with them. If you do
not approve bills, your accounting will not be accurate and new bills will contain charges that
have already printed on older bills.

Approving a group of bills

You can approve a group of bills using the Bill Stages dialog box (select Bills; Approve or Clear
Bills). The Proof page of the Bill Stages dialog box displays all clients with Proof Stage bills. Mark
the check box to the left of any bill that you want to approve and click Approve. Sage Timeslips
will approve all selected bills.

Approving a bill for a specific client

You can use Billing Assistant if you prefer to approve bills for one client at a time. Billing
Assistant displays the current bill stage for each client. For clients with a Proof Stage bill, right
click on Proof Stage and choose Approve.
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How approving bills affects Sage Timeslips

12-44

@

Help

Approving bills updates your database in the following ways:

For a more detailed list of how approving bills affects Sage Timeslips data, look up “approving
bills:updating data” in the online Help.

Time and expense slips

All slips included on the bill are assigned their final values, which reflect the effects of flat fees
and adjustments. They are also marked as billed, so that they will not be printed on future bills.

These slips are no longer considered work in process and you can no longer edit these slips. When
viewing slip details within the Slip Entry dialog box, billed slips will include the invoice number
and date.

Accounts receivable and client funds transactions

All transactions included on the bill are marked as billed, so that they will not be printed on
future bills. For each of these transactions, Sage Timeslips displays a yellow envelope = on the
Accounts Receivable List dialog box and the Client Funds List dialog box. You can no longer edit
these transactions. When viewing transactions details, billed transactions will include the
invoice number and date.

Sage Timeslips creates a new invoice transaction for any clients that included new charges on the
bill.

New transactions are created in association with automatic payments from client funds, early
payment discounts, and progress bill credits.

Client information

The Last bill date field is updated for each client. This field is located in the Charges page of the
Client Information dialog box. This date determines when balances will age and it also affects
interest calculations.

Billing arrangements are updated. Status and billed totals are updated for flat fees that cover
multiple bills. Non-recurring adjustments are deleted.

Billing history values

Client billing history reflects the updated totals in the current month and any month containing
A/R transactions or client funds transactions.

Timekeeper history reflects updated totals in the current month.
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Undoing approved bills

@

Help

Sage Timeslips maintains details on the most recently approved bills. If a client reports an error
on the bill, you can undo approval of the bill, make any necessary change, and print a new one.

To undo bill approval, select Bills; Undo Approved Bills. Within the Bill Stages dialog box, mark
the bills to undo and then click Undo. Sage Timeslips prompts you to place the data in Revision
Stage or clear the bill.

If you want the next bill for the client to include the same slips, transactions, and invoice number
as the original bill, you should click Revision to move the bill to Revision Stage. Otherwise, you
should click Clear to clear the bill.

After undoing an approved bill, you should print and approve a new bill.

Please note that some actions in Sage Timeslips, such as purging slips, can prevent you from
undoing bill approval. Look up “undoing bill approval” in the online Help for more
information.

If you cannot undo approval, simply enter a credit transaction to correct the error.

Reprinting bills

For more info
on reprinting
bills, look up
“reprinting
bills” in the online Help.

@

Hedlg

After you print and approve a bill, you may need to print another copy. For example, a client
may call weeks later and request another copy of the bill, or you may want to send another copy
to remind a client of an unpaid balance.

Sage Timeslips keeps images of each printed bill in your database. Select Bills; Reprint Bills to
open the Reprint Bills dialog box. This dialog box lists all the bills that are available to reprint.

Reprint Bills E\EI
This dialog box allows you to print copies of past bills. Note that the balances displayed on the list below do not necessarily reflect current dient accounts
receivable balances., Other bills, which may not be induded on this list, will also affect dient accounts receivable balances. Please dick the Help button for
additional information about these balances.
~ Optionally use the ﬂ\ I -
View by field and the
H All
Selection button to
fi |ter the bl”S X | Inv No. Bill Date | Client » Type Pages | Cover | Mew Charges | Invoice Status | Invoice Balance
d isplayed [ ic:12348 1/27/2013 | Adams 2 Yes 691.82 | Partially Paid 275.72 o
. [ iG:12447 2/27/2013 i Adams 2% Yes 2,50 Unpaid 2,50
[[]iG:12653 3/27/2013 i Adams 2% Yes 1.86 Unpaid 1.86
[[]iG:12a41 4/27/2013 | Adams 2 Yes 781.87 Unpaid 781.87
G:13027 11/27/2013 i Adams Split (G:13027) 3 Yes 1276.85 Unpaid 1276.85
[ iG:12348 1/27/2013 : Agawam 2% Yes 455,18 | Partially Paid 35.08
Mark the bills that you [ iG:12448 2/27/2013 i Agawam 2: Yes 148 Unpaid 1.48
A [7] iG:12654 3/27/2013 | Agawam 2! Yes 0.24 Unpaid 0.84
want to reprint. [CliGi1z42 | 4/27/2013 |Agawam 2 s 898,09  Unpaid 898,09
[ :1:253 2/27/2013  Alford 2 Yes A
[ ir:398 3/27/2013 i Alford 2 Yes MfA
[ iG:12843 4/27/2013 | Alford 2 Yes 1036.62 | Partially Paid 612.52
G:13028 11/27/2013 | Alford Cons (5:13028) 4: Yes 4068.94 Unpaid 4068.94
G:13029 11/27/2013 | Alford.Morth Cons (5:13028) 4: Yes 530.45 Unpaid 530.45
[]iG:12350 1/27/2013 ; Amesbury 2 Yes 811.35 | Partially Paid 383.25
[ iG:12449 2/27/2013 i Amesbury 2 Yes 2.99 Unpaid 2.99
G:12655 3/27/2013 Amesbury 2 Yes 2.29 Unpaid 2.29 |
Total page count for marked invoices 13 Total invoice balance for marked invoices $5878.53
Total page count for listed invoices 2318 Total invoice balance for listed invoices §155283.44
Choose where to T .
reprint bills. prin to. Dispay o[ et [ e |[ rep |

You can use the View by field or the Selection button to filter the bills listed, which can help you
find the bills that you want to reprint. For example, you can list all bills for a specific client or
list all unpaid bills. You can also click on column headings to sort the bill list.

You can also use the Billing History page of Billing Assistant to reprint bills on a client-by-client
basis. Select Bills; Billing Assistant, click the Go to Billing Details button, and then switch to the
Billing History page.
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Because bill images consume hard disk space, you may want to establish a limit on the number
of bill images stored per client. Select Setup; General, switch to the Other page, and use the Save
the last nn bill images per client field.

Sage Timeslips creates bill images only when you print and approve bills.

Printing Post-Billing Reports

Help

Some reports are most useful at the end of the billing cycle. Typically, you print the Aged A/R
Balances report (select Reports; Billing) after billing so you can monitor a client’s outstanding
debt.

If you use TAL Pro, now is a good time to transfer entries to your general ledger. See “Posting
Entries to Your General Ledger” on page 17-14.

Other reports may suit your needs at the end of the billing cycle. If there are reports that you
want to print as part of your billing cycle, you may want to move them to the Billing page of the
Report List dialog box.

For more information on reports, look up “overview of reports” in the online Help system.

Printing a history bill

12-46

@

Help

If you are required to submit a bill to the court, you may need to show both billed and unbilled
charges for a client. The History Bill (select Reports; Billing) allows you to combine billed and
unbilled slips on a report that resembles a bill, but has no effect on client balances.

For more information on history bills, look up “history bill” in the online
Help system.
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Overview

At the end of the billing cycle, you can send statements to your clients to document the recent
changes to clients” accounts receivable balances. There are several steps to set up and print
statements:

*  You can set up clients to receive statements by email. See “Setting up Clients to Receive
Statements by Email” on page 13-2 for more info.

*  You can establish the appearance of statements. See “Determining the Appearance of
Statements” on page 13-6 for more info.

*  When you are ready to print statements, you can print them to the printer or to a file.
After printing, you can finalize the statements to prevent items from appearing on
statements again. See “Printing Statements” on page 13-10 for more info.

Setting up Clients to Receive Statements by Email

For more info
@ on sending
Hel statgments by

email, look up
“sending statements to
clients by email” in the
online Help.

13-2

When you print statements to the printer and finalize them, Sage Timeslips can also send PDF
copies of the statements to your clients by email. Before you can send statements by email, you
must set up options for each client and set up options for the statement run.

To send statements by email, you must:

+ use a MAPI-compliant email system, such as Outlook, Outlook Express, or Eudora
(please check with your system administrator to determine if your email system is
MAPI-compliant)

* have an Internet connection

Maintaining statement email templates

When you send statements via email, Sage Timeslips sends a text email message to your client
and attaches the finalized statement as a PDF (portable document format) file. Sage Timeslips
uses email templates to determine the subject line of the email message and the body text
appearing in the email message. The PDF file of the statement will be attached to the email
message.

Sage Timeslips provides statement email templates for each of your firm’s aging periods. When
you send statements by email, Sage Timeslips automatically uses the email template associated
with the client’s oldest balance.

You can use the Statements page of the Email Template List dialog box (select Setup; Email
Templates) to edit statement email templates.



Sage Timeslips ——|
provides a
statement email
template for each
aging period and for
the current period.

Setting up Clients to Receive Statements by Email 1 3

Email Template List

T'ou can uze the templates below to customize the meszage Clients receive with emailed
statementz. The email template cormezponding to each Client’z oldest balance will be uzed as
\fhﬁody tewt of the emailed statemnent,

Statements

Bill:

%]

C z Due in Current Period
Charges Due in Period 1
Charges Due in Period 2
Charges Due in Period 3
Charges Due in Perod 4

[ Dore

J {

Help

Select an email template and click Open to view or edit the template details.

Specify the subject ——|
line of the email
message.

Specify the body —
text of the email
message.

\Nam: | |

Email Template Entry

Subject | Staternent of Overdue Charges |

First

A0y 1You have a balance of [Oldest Balance &mount] that iz [Oldest Balance

Days] daps overdue. Your total balance is [New B alance)]. Previous

Fleaze submit a payment. Nest
Thank you.
Last
Naote: The attached statement is in FDF fils format. &dobe Acrobat Reader
iz necessam to view this file. If you do not have Adobe Acrobat Reader
inztalled, pleaze download the free reader from the Adobe website

[http: # v adobe. com/products/acrobat/readstep2 html] and install it on
your computer.

IIII X

[ ok Help

J

Cancel ]

In order to be able to send statements by email, you must set up options for each client.
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Mark Send
statements via
email for each client
that will receive
statements by email.

13-4

Assigning email addresses to clients

Sage Timeslips can store multiple email addresses for each client. The Phone numbers and Email
addresses group box, on the Contact Info page of the Client Information dialog box, includes the
Email Address and CC Email addresses fields. You must assign a valid email address for each
client that will receive statements by email.

Enter a valid email address

Email add i
mail addresses / for each client.

Primary atlantic@example.com E

cc atfantic. biling @example. com You can also enter CC email

addresses (carbon copies) for
each client.

Separate addresses by using commas, semicolons, or
carriage returnfline feeds.

Email addresses should be in the format name@domain.extension. Examples of valid
formatting include john.smith@example.com and jsmith@example.org.

Identifying clients to be sent statements by email

The Email options group box, on the Invoices page of the Client Information dialog box, includes
the Send statements via email field. Mark Send Statements via email to determine if Sage
Timeslips will automatically mark this client when prompting you to send statements via email.
See the next section, “Sending statements by email”, for more information.

Email options

| Send bills via email Default - d | ==

V| Send statements via email

Sending statements by email

When you print statements, the Send statements via email report option determines if Sage
Timeslips will prompt you to send statements via email on finalization. This option is located
on the Report Options dialog box for the Generate Statements report.

For example, you mark this option before you print statements, and clients included on the
statement run have email addresses. When you finalize statements from this statement run, Sage
Timeslips opens the Email Statements to Clients dialog box. You can use this dialog box to choose
which statements to send via email. Click OK to continue.
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Sage Timeslips will send
statements by email to
marked email addresses.

Email Statements to Clients

This list includes all Mark the clients to whom yo want to send statements andxopies via email. Only clients with email addresses are
clients on the statement shown below. Clients that pold hawve set up for email delivery abe marked automatically.

run that have email

addresses. Clients selected to receive statements
It automatically marks Client # | Send statement to # Aleo gend a copy to
clients that have Send :Blt ) glﬂéablc@egmple.clom g%gabc.billing@example.com
R . Hattic ; antic(@exarple.com
statements via email Bishop : shop@example.com Hu}
. marked on the Eastem EEEeastem@example.com 5ElSeastem-managers@example.com;eastem-ap
Invoices page of the Kelley Engingering elleyengi@example. com i
Client Information Mickerson ickerson@example. com HmH
dialog box. Marth. Praject1 [ northi@example. com [ northl @example. comnorth2@example. com
Marth. Project2 [ northi®example.com [ north (@example. com:north2(®example.cor

Fierce

[ Ok ] ’ Cancel ] [ Help

For more information on finalizing statements, see “Printing Statements” on page 13-10.
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Determining the Appearance of Statements

To accommodate the variations in statement styles among firms, Sage Timeslips provides many

ways to establish a statement appearance to suit your needs.

Use statement layouts
to control the \

appearance of the
headers, footers,
column headings, and
much more.

After creating or editing
statement layouts, you
can assign them to each
client.

Use the Report Entry
dialog box to \

Willis & Henderson, P.C.
133 S. Main Street
Suite 1402

Essex, MA 01929

ABC Corporation

17 North Thunder Way
Suite 1001B

Boston MA 02114

May 05, 2008

In Reference To: General counsel.

select data to include, Date Description Amount Balance
set sort optlons, and Beginning Balance (37.79)
more. 4/24/2008 Invoice #10049 651.00 464.42
4/29/2008 Invoice #10118 430.25 894.67
5/2/2008 Invoice #10159 538.75 1,433.42
5/5/2008 Payment - Thank You. Check No. 456 (700.00) 733.42
Ending Balance 733.42
Amount Due 733.42
Current 30 Days 60 Days 90 Days 120+ Days
733.42 0.00 0.00 0.00 0.00

Use statement layouts to L

determine if messages

and tables will appear,

and to establish project
settings.

The two main areas that determine the appearance of statements are:

+ Statement layouts: You can design statement layouts to control the format of the
statement, including the placement of fields, fonts, and graphics.

+ Statement settings: You can establish statement settings to determine which clients and
which charges appear on the statement, set sort options, and set up statement options.

13-6
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Accessing statement layouts

For more info
@ on designing
Hel statements,
=P ook up
“designing layouts:
statement layouts” in
the online Help.

The Statements page of ——

the Bill and Statement
Layout List dialog box
lists the available
statement layouts.

When generating statements for your clients, Sage Timeslips uses statement layouts to
determine the format and position of items on each client's statement. These formatting and
positioning options determine the appearance of printed statements. For example, you will
commonly edit statement layouts to adjust headers and footers to match company stationery.

If you previously used pre-printed forms to generate statements, you may be able to modify your
statement layout to resemble these forms.

Maintaining statement layouts

You use the Statements page of the Bill and Statement Layout List dialog box to maintain
statement layouts.

1 Within Sage Timeslips, select Bills; Bill and Statement Layouts to open the Bill and
Statement Layout List dialog box.

2 Switch to the Statements page and use the toolbar buttons to the right to maintain statement
layouts.

Bill and Statement Layout List

You can uze this dialog box to mahage the layouts for your client's bills and

staternents. The optiohs here allow pou to create new lapouts, edit existing

layoutz, assign layouts to clients, and delete layouts no longer uzed.
~~layqut ian lay ) g

Billz Statements

Detalled Statement Layout

Pl R T

My Statement Layout

To open an existing statement layout:

1 Open the Statements page of the Bill and Statement Layout List dialog box.

2 Select a statement layout and click the Open |2 toolbar button.

3 Sage Timeslips opens the selected statement layout in the Design page of the Statement

Preview dialog box. Use the toolbar buttons and menu commands on this page to edit the
statement layout.

See "A tour of the Design page” on page 13-8 for more information.

13-7
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To create a new statement layout:

1

2

Open the Statements page of the Bill and Statement Layout List dialog box.

Click the New = toolbar button.

Sage Timeslips creates a new statement layout and opens it in the Design page of the
Statement Preview dialog box.

Use the toolbar buttons and menu commands on this page to edit the statement layout.

See "A tour of the Design page” on page 13-8 for more information.

To duplicate an existing statement layout:

1

2

Open the Statements page of the Bill and Statement Layout List dialog box.

Select a bill layout to duplicate and click the Duplicate . toolbar button.

Sage Timeslips creates a new bill layout and opens it in the Design page of the Statement
Preview dialog box.

The design of this statement layout is based on the statement layout that you duplicated. You

can use the toolbar buttons and menu commands available on this page to customize the
duplicated bill layout.

See “A tour of the Design page” on page 13-8 for more information.

A tour of the Design page

When you create a new statement layout or open an existing statement layout to edit it, Sage
Timeslips opens the statement layout in the Design page of the Statement Preview dialog box.

Use the toolbar buttons
and menus to access
commands that help

you design and edit
statements.

Use the tabs to switch —
between the Design and
Preview pages.

Use the Layout name—
field to assign a unique
name to the statement

layout.

Use the Field List toolbar
to add database fields
to the statement layout.

@ - Statement Preview -
| oy | Desn
Lagout= Ede= View= Sechion= Iooh= | Iy T | W ™ = L=+ PR Statemert Hesdes - Fist Page
Gk W oo ¥ B 7y TR Fiekd Group.
Ciert v
Layend riarive i bo sechon | Statement Heades - Fust Page (v Fiedd List
T Fubdies L 1
A T N A T A A A T A AN A, . e
7 2 [Addiess Line 3
z Aidines Line &
- Chert fubiess - Slaradand
. Fimn Mame Clerw City. State Zip

Fim Addmess - Standard

Ciert Name snd Addess - wio g
Cusluon Freid
Frmod Ahess

Full Narme
Full N o Nchname 1
name 2

Use the Go to section
field to move to a
specific statement

layout section.

Use the work area to

Full Name
Client Address - Standard

May 17, 2004

n Reference To

In Reteverece To
Hickname 1
Hickname 2
Hubes

Phane Murber 1
Phone Nurmber 2
Phane Murmber 3
Phone Nurrber 4
Pranay Clenl Ful Masme
Stale

ZIP Code

add, edit, and format
fields and objects on the

statement layout.

13-8
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Assigning statement layouts to clients

You will use the same resources and methods to design statements that you use to design bills.
See “Determining the Appearance of Bills” on page 12-14 for more information on how to edit
bill layouts and statement layouts.

open this guide from within Sage Timeslips, select Help; Other Documents; Bill Samples.

The Sample Bills Guide includes many examples of how you can design bills and statements. To
Q Within the Sample Bills Guide, see “Working with Specific Layout Sections” on page 16.

Note
Previewing statements

While designing statement layouts, you might want to see the effects of your design decisions
before printing a statement run. You can click the Preview tab to preview your statement layout.

Click the Preview tab - Statement Preview -
to switch to the
Preview page.

Fresview | Desidn

Assigning statement layouts to clients

After creating statement layouts, you can assign them to your clients. You can use the Client
Information dialog box to assign statement layouts to individual clients or use the Bill and
Statement Layout List dialog box to assign statement layouts to one or more clients.

Using the Client Information dialog box

On the Layouts page of the Client Information dialog box, use the Statement Layout field to select
the statement layout for each client.

You can assign \
statement layouts to -~ Statemenis
clients for use when  Layout My Statement Layaut v

printing statements.

Using the Bill and Statement Layout List dialog box

The Bill and Statement Layout List dialog box allows you to assign a statement layout to multiple
clients at once.

1 Select Bills; Bill and Statement Layouts to open the Bill and Statement Layout List dialog
box.

2 From the Statements page, select a statement layout and click Assign.

3 On the Assign Layouts to Clients dialog box, mark the clients to associate with the current
statement layout and click Assign.

13-9
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Printing Statements

A statement will include all accounts receivable transactions created since you last printed
statements.

Configuring the report definition

Before printing statements, you can set up selection filters, sort keys, and report options. See
“Customizing Reports” on page 11-6 for more information on setting up reports.

Select Bills; Generate Statements to open the Report List dialog box to the Generate Statements
report. Set up this report like others, with selection, sorting, options, and formats (see
“Customizing Reports” on page 11-6):

+  Selecting data for the statement run — You can use the Filters tab of the Report Entry

For more info dialog box to select the data to include on the statement run.

on selecting
Help data, look up For example, you can select specific clients for the statement run. If you want to print
“selecting data transactions up to the end of the last period, set the Date filter with the end date of the
for reports” in the last period.
online Help.

' . + Sorting statement data — You can use the Sort tab of the Report Entry dialog box to sort
For more info on sorting statements. Transactions that appear on statements automatically sort by date. You can

data, look up "sorting also sort clients by custom field.
reports” in the online

Help. When printing consolidated (multi-project) statements, keep in mind that sorting by a
custom field may force projects onto separate statements if they do not share the same
value in the custom field.

+  Setting up statement options — You can click the Options button to can set up
additional options for the statement run. For example, you can reprint already
finalized transactions, suppress statements that are paid in full or have no new
transactions, or show payments distributed to multiple invoices.

See “Customizing Reports” on page 11-6 for more information on setting up selection filters,

sort keys, and other options.

Previewing statements to display

You can print statements to the Display to preview information before printing the statement
run to the printer. This allows you to quickly see if statements include the correct data, sorting,
formats, and design.

How to preview statements
To preview statements to display:
1  Select Bills; Generate Statements.
2 On the Report Entry dialog box, set up the statement report.
3 Set Print to to Display and click Print.
e ik the primt

button to preview Print to | Display w Q Print

statements.
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Printing and finalizing statements
Editing statements onscreen

When you preview statements, you can edit statement data onscreen. When you place the
mouse pointer over data on the bill, it will display in yellow or blue.

Click on an area highlighted in yellow to drills down to a specific record. For example, can click
on a payment to open the details of that payment.

SA7/2005 Payment from account {7 (300.00) 70.00

Click on an area highlighted in blue to drill down to a specific field on that record. For example,
you can click on the payment date to open that transaction and highlight the transaction Date
field.

B/17/20051 Payment from account (300007 70.00

When you change statement data, you may want Sage Timeslips to update the previewed
statement automatically. Mark Automatically update the report after making changes at the
bottom of the screen to update the displayed statement when you make a change.

Automatically update the report after making changes

If you are not updating the previewed statement automatically, click Update & from the
toolbar to update the statement when you are done making changes.

Look up “previewing statements” in the online Help system for more information on editing
statements onscreen.

Printing and finalizing statements

For more info,
@ see “printing
Hel envelopes for

statements” in
the online Help.

When you have configured all settings, select the output device (using the Print to field) and click
Print.

When you print statements to the printer or to a file, Sage Timeslips prompts you to finalize the
report. Finalizing a statement marks the transactions you included on the statement, so they do
not appear on the next statement. However, you can override this marking if needed.

Printing matching envelopes or mailing labels

After printing statements, Sage Timeslips will prompt you to print envelopes or labels for the
clients in that statement run. If you do not want to print envelopes or labels at this time, click
Cancel.

If needed, you can unmark the Print matching envelopes or labels option to prevent this step in
the future.

13-11
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e Linking with Outlook e

Overview

For more info
@ about the
Hel Outlook Link,

look up
“Qutlook” in the Sage

Timeslips online Help.

14-2

The Outlook Link allows you to connect your Sage Timeslips database with Microsoft Outlook.
This link offers functionality that enhances both products:

+ Synchronizing clients with contacts. When you link Sage Timeslips client names and
Outlook contact names, the Outlook Link can automatically update a name when you
change the name linked with it. This eliminates double entry.

For example, client Eastern in Sage Timeslips is linked with contact Eastern in Outlook.
When you update the address for Eastern in Sage Timeslips, the Outlook Link
automatically applies those changes to Outlook.

See “Synchronizing Names” on page 14-3 for more information.

+ Creating Outlook records within Sage Timeslips. When you create Outlook email
messages, tasks, meetings, or appointments within Sage Timeslips, the Outlook Link
can populate some fields in Outlook for you.

For example, while viewing a slip in Sage Timeslips, you create a new Outlook email
message. The Outlook Link can automatically populate the message’s To and Subject
fields.

See “Creating Outlook Records within Sage Timeslips” on page 14-7 for more
information.

+ Creating Sage Timeslips slips within Outlook. When you create Sage Timeslips time or
expense slips within Outlook, the Outlook Link can populate some fields of the new
slip for you.

For example, after you complete an Outlook meeting, the Outlook Link can
automatically prompt you to create a new slip to track the meeting time.

See “Creating Slips within Outlook” on page 14-11 for more information.

Outlook requirements

The Sage Timeslips Outlook Link supports Outlook 2000, Outlook 2002, Outlook 2003, and
Outlook 2007. We require that you install Sage Timeslips and Outlook on the same workstation.
If Outlook is not on the same station as Sage Timeslips, the Outlook Link will not work.



Synchronizing Names
Setting up name synchronization

Synchronizing Names

You can synchronize client names in Sage Timeslips with contact names in Outlook. This
ensures that information for clients and contacts is maintained correctly in both databases,
without double entry.

Setting up name synchronization

Before you can synchronize names, you must establish synchronization settings.

How to set up synchronization options

1 In Sage Timeslips, select Setup; Sage Timeslips Outlook Link; Settings.

2 The Outlook Link Settings dialog box opens. Switch to the Synchronize page.

Outlook Link Settings E|
Synchronize | Linked Fields

Use this page to configure the Outlook Link. First, select the Dutlook contact folder with which you want to
Use the Contact folder sunchronize pour Timeslips clients. You must select a glabal contact folder if mare than one uzer will be
path field to Specify the \ synchronizing with this database. Next, select when the synchronization process will occur, Finally, determine if
contact folder that you are Timeslips will auto-populate email meszages, tasks, meetings, and appointments with information when created

fram within Timeslips.
linking with Sage \ fom piin T mestps

Times|ip5_ Select Outlook folder
Contact folder path | “\Mailbos - Brickley, David\Cortacts
Use the SVUChronizatiqn P Synchronization les
rules fields to SpeQIfy [¥] &pply changes from Timesip: Clients b Outlook Contacts
.hOW .to Sy!’]Chl’Oﬂ I_Ze Update Dutlook Contacts immediately when editing Timeslips Clients Agk W
Sage Timeslips clients with
Outlook contacts Prompt before adding Clients to Dutlook

Apply changes from Dutlook Cortacts to Timeslips Clients
Sunchronize Clients when opening the Timeslips databaze

Creating email mezzages, tasks, meetings or appointments
[ Awuto-populate Outlook fields with Timeslips data

[ ok | [ canesl | [ Hep |

3 Within the Select Outlook folder group box, click Browse. Select the contact folder to use
with the Outlook Link and click OK.

If more than one Sage Timeslips user will be synchronizing Sage Timeslips clients with Outlook
contacts, you must select a global contact folder. The Outlook administrator must provide the
proper folder rights for Outlooks users who will synchronize names. These users need for Edlit
rights for all contacts in the global contact folder.

4  Use the settings within the Synchronization rules group box to enable name synchronization
and determine when names synchronization occurs. Mark one or more options to enable
name synchronization.

5 Click OK to save the settings.

14-3
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Linking client fields with contact fields

Before synchronizing names, you can optionally verify how the Outlook Link maps fields. This
ensures that the proper data is being updated between names.

How to link client fields with contact fields

1 In Sage Timeslips, select Setup; Sage Timeslips Outlook Link; Settings.

2 Inthe Outlook Link Settings dialog box, switch to the Linked Fields page.

Outlook Link Settings

X

Synchronize | Linked Fislds |

The Outlook Link enables you to synchronize Timeslips Clients with Outlook Contacts. Use this tab to link
Timeszlips Client figlds with Outlook Contact figlds. To link fields, select a field from the Timeslips Clients list, select a
field from the Outlook, Contacts list, and click the Link button.

Use the Linked Fields page Mate: The Timeslips Mickname 1 field will always spnchronize/link. with the Outlook "'File As" field.
to map client fields Timeslips M Outlook Contacts
to contact fields. Field Field Lirked with
Mickname 1 Y N Buzinessz City City ~
Mickname 2 3 Clear Link Business Country Country 0
Full Mame Buziness Fax Fax
A Business Home Page <not linked:> —
Buziness Phone Phare
Buziness Phone 2 <nat linked:
ZIF Code Buziness Postal Code ZIF Code
Country Buziness State
You can click the Use E:s”e & 5
Defaults button Hame \ Car Phone <hot linked:
to restore the default Other L Catenssies <not linkeds v
field links set by the In Reference To ’ — ]\;’ e Do ]
Outlook Link. iotes b ear & se Defaults
I ak. l ’ Cancel ] ’ Help ]

3 To link name fields manually:

a. Inthe Sage Timeslips Clients list, select the client field that you want to link with a contact
field.

b. In the Outlook Contacts list, select the contact field that you want to link with the
selected client field.

¢. Click Link to link the selected fields.
4 If you want to link additional fields, repeat steps 3a through 3c.

5 Click OK to save the settings.

14-4



Synchronizing Names
Linking client names with contact names

Linking client names with contact names

@

Help

The Outlook Link uses name links to identify which names can transfer data to each other. The
Outlook Link can establish these name links automatically during the synchronization process,
or you can establish name links manually.

See “Understanding the synchronization process” on page 14-5 for more information on how
the Outlook Link synchronizes names.

How to link client names and contact names manually

1 In Sage Timeslips, select Setup; Sage Timeslips Outlook Link; Linked Data to open the
Data Linked with Outlook dialog box.

2 If Sage Timeslips displays a message about linking names, click OK.

3 Inthe Sage Timeslips Clients list, select the client that you want to link with an Outlook
contact.

4 Do one of the following:

a. Click Find Equivalent to select the closest match in the Outlook Contacts list
automatically, or

b. Manually select the name in the Outlook Contacts list that you want to link with the
selected client.

5 Click Link to link the selected names.
6 If you want to link additional names, repeat steps 3 through 5.
7 Click OK to accept the settings.

For more info on maintaining name links, including clearing name links and setting the ignore
status, look up “setting up Outlook name synchronization” in the Sage Timeslips online Help.

Understanding the synchronization process

After you have set up name synchronization, Sage Timeslips can synchronize names with
Outlook.

The name synchronization process can perform three functions:
+ automatically sets up links between matching client and contact names
+ prompts you to set up links for names that don’t exist in the other database

+ updates changed information in linked names

The Outlook Link
sends updated client
data 1o linked contacts

Timeslips Qutlook

Outlook Link
database contact list
The Qutlook Link
sends updated contact
data to linked clients

Depending on your synchronization settings and how you start the synchronization process, the
Outlook Link will perform each of these functions, or it will just synchronize data between
linked client and contact names.

14-5
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Starting the synchronization process
Different actions in Sage Timeslips can start the synchronization process.
+ Starting synchronization manually

You can start the synchronization process manually by selecting Names; Synchronize
Names with Outlook. When you synchronize names in this way, this process will
review all client and contact names.

+ Synchronizing when opening the Sage Timeslips database

When Synchronize clients when opening the Sage Timeslips database is marked in the
Synchronize page of the Outlook Link Settings dialog box, the synchronization process
starts when you open this database.

Synchronization rules
Apply changes from Timeslips Clients to Dutlook Contacts

Update Outlook Contacts immediately when editing Timeslips Clients Azk W

soon as you open the

Apply changes from Outlock Contacts to Timeslips Clients
database.

Synchronization can start as \ Prompt before adding Clients to Dutiok,

Sunchronize Clients when opening the Timeslips database

When you synchronize names in this way, this process will review all linked client and
contact names.

+ Updating Outlook contacts when adding or editing Sage Timeslips names

When Update Outlook Contacts immediately when editing Sage Timeslips Clients is set to
Yes (within the Synchronize page of the Outlook Link Settings dialog box), the Outlook
Link updates data in Outlook contacts when you edit linked client names in Sage

Timeslips.
When editing clients in Sage Synchiorization rles
Ti meslips, you can apply Apply changes from Timeslips Clients to Dutlook. Contacts
changes to Outlook Update Dutlook Contacts immediately when editing Timeslips Clients Azk W
contacts Immedlately' or Prompt before adding Clients to Outlook,

the Outlook Link can prompt

you to make changes Apply changes from Dutlook Contacts to Timeslips Clients

Synchronize Clients when opening the Timeslips database

The synchronization process will ignore some types of names. See “Names ignored during
synchronization” on page 14-7.

How Sage Timeslips synchronizes names
Sage Timeslips follows this process when synchronizing names:
1  The Outlook Link reviews each open Sage Timeslips client and does one of the following:

a. If the Sage Timeslips client is linked with an Outlook contact, the Outlook Link makes
updates to those names as needed.

b. If the Sage Timeslips client name matches an Outlook contact name exactly, the Outlook
Link automatically links the names. If information for either name changes in the future,
the Outlook Link will update the names.

c. If the Sage Timeslips client is not linked with an Outlook contact, the Outlook Link will
prompt you to link the name. This step happens only when you start the synchronization
process using the Names; Synchronize Names with Outlook command.

14-6



Creating Outlook Records within Sage Timeslips 1 4
Enabling auto population

2 The Outlook Link reviews each Outlook contact. If the Outlook contact is not linked with a
Sage Timeslips client, the Outlook Link will prompt you to link the name. This step happens
only when you start the synchronization process using the Names; Synchronize Names with
Outlook command.

3 If this synchronization process adds a client name to Sage Timeslips that is too long, the
Outlook Link will prompt you to shorten it. If this process adds a client name to Sage Timeslips
that already exists, the Outlook Link will prompt you to change the new client name.

When the synchronization process is complete, you should select Setup; Sage Timeslips
Outlook Link; Linked Data to review the name links.
Names ignored during synchronization

During the synchronization process, Sage Timeslips will not review or synchronize the following
types of names:

+  Sage Timeslips clients that have a name classification of template, inactive, or closed

+ Sage Timeslips clients that are marked <ignore> in the Data Linked with Outlook dialog
box

*  Outlook distribution lists

Fields updated during synchronization

Sage Timeslips maps data fields between Sage Timeslips clients and Outlook contacts, based on
the settings in the Linked Fields page of the Outlook Link Settings dialog box. See “Linking client
fields with contact fields” on page 14-4 for more information.

Preventing synchronization through security

You can use security settings to prevent unauthorized users from synchronizing names. Use the
Outlook Link Name Synchronization option in the Other area of the security profile controls
access to synchronization. See “Controlling access to Sage Timeslips” on page 6-13 for more
information about program security.

Creating Outlook Records within Sage Timeslips

You can use the Outlook Link to create Outlook email messages, tasks, meetings, and
appointments within Sage Timeslips.

Enabling auto population

When creating Outlook records within Sage Timeslips, you can set up the Outlook Link to auto-
populate some Outlook fields for you.

How to enable auto-population for Outlook records

1 In Sage Timeslips, select Setup; Sage Timeslips Outlook Link; Settings.
2 The Outlook Link Settings dialog box opens. Switch to the Synchronize page.

3 Within the Creating email messages, tasks, meetings, or appointments group box, mark Auto-
populate Outlook fields with Sage Timeslips data.

4 Click OK to save the settings and close the Outlook Link Settings dialog box.
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Entering email addresses

When sending messages, assigning tasks, or inviting contacts to meetings, the Outlook Link also
relies on client and timekeeper email addresses that you enter in Sage Timeslips.

*  You can enter email addresses for each client on the Contact Info page of the Client
Information dialog box. The Outlook link only uses the email address from the Email
address field; it does not use email addresses from the CC Email addresses field.

*  You can enter email addresses for each timekeeper on the General page of the
Timekeeper Information dialog box.

When you create new Outlook records within Sage Timeslips, the Outlook link uses the email
address of the current timekeeper.

Look up “associating timekeepers with databases” within the Sage Timeslips online Help system

for more information.
Help

Creating Outlook records

There are two ways to create Outlook records in Sage Timeslips:
+ Select the appropriate command from the Special; Outlook submenu.

For example, to create an Outlook task, you could select Special; Outlook; Outlook
Task.

+  Select the appropriate command from the main toolbar.
For example, to create an Outlook meeting, you could click [ on the Outlook button
@ on the main toolbar and then select Outlook Meeting.
Populating Outlook fields with Sage Timeslips data

The Outlook Link can use data in the current Sage Timeslips window to populate fields in the
new Outlook record.

Email messages

Sage Timeslips can populate the following fields when you create Outlook email messages
within Sage Timeslips:

Outlook field Timeslips data Alternate Timeslips data
To: Client’s email address other timekeeper’s email
address
CC: other timekeeper’s email | (none)
address
Subject: reference name task or expense name

14-8
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Tasks
Sage Timeslips can populate the following fields when you create Outlook tasks within Sage
Timeslips:

Outlook field Timeslips data Alternate Timeslips data

Subject: reference name task or expense name

Start date: start date today's date

Due date: end date (none)

Date completed: end date (none)

Total work: time estimated time spent

Actual work: time spent (none)

Companies: client name (none)

Notes: description (none)
Meetings
Sage Timeslips can populate the following fields when you create Outlook meetings within Sage
Timeslips:

Outlook field Timeslips data Alternate Timeslips data

Subject: reference name task or expense name

Start date: start date today's date

End date: end date today's date

Required attendees:

client's email address

Other timekeeper's email
address

Appointments
Sage Timeslips can populate the following fields when you create Outlook appointments within
Sage Timeslips:

Outlook field Timeslips data Alternate Timeslips data

Subject: reference name task or expense name

Start date: start date today's date

End date: end date today's date
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Example of auto-population

You are reviewing the charges for a client's next bill using Billing Assistant and you want to email
a question to the client.

You click [] on the Outlook button | @ on the main toolbar, and then choose Outlook Email
Message to create a new email message.

# Billing Assistant

Billing Assistant List View [ fotogiling Detais] [ 5 Get upeites

- X¥lient Billing Overview for: Neely & Hannah
[ice

Showing: All tients with new charges [£T Change Biling Rule Nesly & Harmnah Stesl 432 Industial Ptk
Hold Bufiord, G4 30519

When creating Outlook
records from Sage Include | Mickname1 <
ABC 021001 ‘

Mickname 2 Stage

E7E-555-5050
nhsteel@example. com

B 6= o O o B

Proof  Rewision  Approved

Timeslips, the Outlook atlriic 010300
Link can automatically [ — s
populate Outlook fields [
with Timeslips data.

ages) 749.38

File Yiew Insert Format  Tools  Actions  Help Al Ip— 1250
Mormal - arial -0 - A BT b 761.88
[=15end 5 E\ @. @ g’/ ! 1 r inance charges 0.00
o.00

To... |nhsteel@examgle‘com 0.00
| d other A/R iansactions 000
7E1.88

Bec... | alance 0.00
Subject: | plenishment 0.00
none spplies

ia been met? none applies

Switch vigwing mode to one sliert at 2 time

Sage Timeslips will populate the message's To: field with the email address from the current
client. Because there is not a specific reference name, task name, or expense name in the current
Sage Timeslips window, Sage Timeslips will not populate the Subject: field.

For more examples of populating fields in Outlook records, look up “creating Outlook records

. within Sage Timeslips” in the Sage Timeslips online Help.
elp
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Entering email addresses

Creating Slips within Outlook

When linking Sage Timeslips and Outlook, you can create Sage Timeslips time and expense slips
within Outlook.

Entering email addresses

When you create new time and expense slips within Outlook, the Outlook Link uses the email
addresses to select timekeepers and clients for the new slip.

+  You can enter email addresses for each client on the Contact Info page of the Client
Information dialog box.

*  You can enter email addresses for each timekeeper on the General page of the
Timekeeper Information dialog box.

For example, you can create a slip from an email message. When choosing the timekeeper for
the new slip, the Outlook Link will search through Sage Timeslips timekeeper records to match
a timekeeper with an email address on the email message.

When choosing the client for the new slip, the Outlook Link will search through Sage Timeslips
client records to match a client with an email address on the email message. However, the
Outlook Link will not match email addresses that you have entered in the CC Email addresses
field in Sage Timeslips.

Creating time and expense slips

Help

@

Help

The Outlook Link provides two ways of creating time or expense slips from Outlook email
messages, tasks, meetings, or appointments:

Using the Create Slip When Complete button

You can open an Outlook record and use the Create Slip When Complete button to mark
an Outlook record for slip creation.

Please note that this button may not appear in Outlook in some cases. Please see “considerations
when using the Outlook link” in the online Help for more info.

When that Outlook record is complete, the Outlook Link will prompt you to create a slip based
on it.

For example, if you mark an email message for slip creation, when you send that message the
Outlook Link will prompt you to create a slip based on the message.

If you mark meetings or appointments for slip creation, the Outlook Link opens the Completed/
Meetings Appointments dialog box when it detects completed meetings or appointments. You
can use this dialog box to select a completed meeting or appointment for slip creation.

For more information about creating slip from meetings and appointments, look up “creating
slips:based on Outlook records” in the online Help.
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Using the Create Slip command

You can create a slip from an Outlook record at any time, even if the Outlook record is not yet
complete. To do this, highlight a record within Outlook and use the Timeslips; Create Slip

command.

For example, if you highlight a task in the Outlook task list and select Timeslips; Create Slip, the
Outlook Link will prompt you to create a slip based on that task.

When using either method, the Outlook Link opens the Create Slip from Outlook dialog box to
allow you to create a slip. When you save the slip information, the Outlook Link saves the new
slip in Sage Timeslips. See “Using the Create Slip from Outlook dialog box” on page 14-12 for

more information.

Using the Create Slip from Outlook dialog box

When you create time or expense slips from Outlook, the Outlook Link opens the Create Slip
from Outlook dialog box, where you can specify the information for the new slip.

Create Slip From Outlook Task
The Outlook Link uses—

the Create Slips from \l”pe Tirne = el
Outlookvd|a|c')g box Timekesper [C. Hardng |
when creating time or
expense slips from Task | [~ |
OutIool_(. When you Client | =]
save the information,
the Outlook Link Rieference |<Nane> [=
creates the new slip Estra |
within Sage Timeslips.
Review Atlantic case file
This allows you to
create slips without
having to open Sage —
Timeslips. Start date 5/5/2008 oo &
End date B/5/2008 R gE0D0D0 &
Biling =tatuz |Billable -
Biate | Timekeeper ﬂ |1 00.00 | Hourly

Cancel |

Populating slip fields with Outlook data

Depending on where you are working in Outlook, the Outlook Link may be able to populate

some of the fields of the new slip automatically.
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Email messages

The Outlook Link can populate the following slip fields when you create a slip based on an
Outlook email message:

Slip field Outlook data Alternate Outlook data
Timekeeper User logged into Outlook From, To, CC, or BCC
Client From: To, CC, or BCC
Start date Message start date/time task or expense name
End date Message sent date/time
Time spent Elapsed time between
message start date/time and
message sent date/time
Description Subject:
Tasks
The Outlook Link can populate the following slip fields when you create a slip based on an
Outlook task:
Slip field Outlook data Alternate Outlook data
Timekeeper User logged into Outlook From, To, CC, or BCC
Start date Start date
End date Date completed
Time estimated Total work
Time spent Actual work
Description Subject and Notes

Meetings/Appointments

The Outlook Link can populate the following slip fields when you create a slip based on an

Outlook meeting or appointment:

Slip field Outlook data Alternate Outlook data
Timekeeper User logged into Outlook From, To, CC, or BCC
Start date Start date

End date End date

Time spent Start time - End time

Description Subject and Descriptions

14



1 4 Linking Sage Timeslips with Outlook

Timeslips User’s Guide

Examples of auto-population

Using the Create Slip When Complete toolbar button

You are sending an email message in regards to a phone conference and you want to create an
associated slip.

Within the email message, click Create Slip When Complete [&)].

When you click the
Create Slip When
Complete toolbar
button, the Outlook

= Phone conference - Message (HImL!

File Edit Wiew Insert Format  Tools  Actions

record indicates slip | "™ | el -0 - AR I UE : E=—
creation is pending the | == H & BE0 8% !4 v omos. & @, [Erendngcreaon],

completion of the
Outlook record. | _Tex: | [ebe@esanple.com

e ||

Subject: |Phone conference

Today's phone conference has provided the background information we needed. Feel free to call me if
you have any guestions. Otherwise, | look forward to our meeting next week.

- Chrig L. Harding

When you send the email message, the Outlook Link prompts you to create a new slip. The
Outlook Link populates many of the slip fields of the Create Slip from Outlook dialog box with
Outlook message fields. For instance the slip Description field is populated with the message

Subject.
Create Slip From Qutlook Email Message PZ|
Tupe Time - Walue 125.00
Timekeeper |E. Harding j
Task | j
Client [sBC [=]
When the Outlook Link —j—Heerence | one> |
prompts you to create a A Exta
new Slllp' ;ome of the Phone conference
slip fields can be
populated for you.
Start date /372008 H Time estimated ]
End date B/3/z2008 H Time spent o000 &
Billing status |Billable - ™ Hold
Rate | Client ~ ~] [1zmm [Hourly -l
Cancel | Help |

You can set values for the remaining slip fields or edit any of the slip fields as necessary.
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Examples of auto-population
Using the Create Slip menu command

You are reviewing your tasks in Outlook list and want to create a slip from a task. Within
Outlook, you highlight the task from which you want to create a slip.

o (| Subject Date Completed Due Date
You can highlight an —

Outlook record and |-
select Timeslips;

Create Sllp to create a ] Reeview Atlantic case file
new slip based on that [1|Meet with Jones this week about budget Thu 4/13/2008

record.

With a task highlighted, select Timeslips; Create Slip. The Outlook Link prompts you to create
a new slip. The Outlook Link populates many of the slip fields of the Create Slip from Outlook
dialog box with Outlook task fields. For instance the Time estimated field is populated with the
Total work amount and the Time spent field is populated with the Actual work amount.

Create Slip; From Qutlook Task PZ|
Tuvpe Time - Walue E00.00
Timekesper |EI. Harding j
Task | j
Client [ |
. Reference |<N0ne> j
When the Outlook Link —

prompts you to create a | &F*®

new slip, some of the Fievizw Ablartic case file \

slip fields can be
populated for you.

Start date /A/2008 H Time estimated w0000 &

End date BAS008 HE Time spent 0000 &

Billing status |Billable - ™ Hold

BRate | Timekesper ﬂ | 1 j |‘I 00.00 | Hourly j

Cancel | Help |

You can set values for the remaining slip fields or edit any of the slip fields as necessary.
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e Updating and Removing Data

Overview

During the course of your business, you may need to update your Sage Timeslips data to reflect
changes in your organization or to remove data. For example, you may increase your rates at the
start of a new fiscal year as well as perform your year-end procedures.

Over time, your database will collect many records. Although they are sometimes valuable, older
slips, transactions, and names may get in the way of entering data in Sage Timeslips or printing
reports. There are several ways to hide infrequently used data until you need it.

Keep in mind that as the size of your database increases, it may take longer to perform some
functions. When data is no longer needed on reports, you can purge it to remove it from the
database.

Updating Rates

For more info
@ on rate

selection rules,
Help "

look up “rate
selection rules for
clients” in the online

Help system.
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Every timekeeper, client, and task has an associated billing rate table that you can use when
assigning rates to time slips. You can also set up rate selection rules for each client that
automatically assign rates to time slips based on the names selected.

At some point, you may need to change a billing rate or rate selection rule. For example, as part
of your firm’s year-end process, timekeepers may increase their rates. If there are unbilled slips
in your database that use the changed rate, you may want to update slips to reflect the new rate
value. The Update Rates wizard allows you to update rates on selected slips, without having to
edit each slip manually.

If you change a rate for a timekeeper, client, task, or rate selection rule that is assigned to a slip,
Sage Timeslips opens the Update Rates wizard automatically.
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How to update rates on slips

We recommend that you make a backup of your Sage Timeslips database before updating rates.
See “Making an effective backup plan” on page 16-8 for more information.

1 Select Special; Update Rates to open the Update Rates wizard.
2 Select the rate table containing the changed rate: timekeeper, client, task, or rate selection

rules.

Update Rates E‘

Please identify the source of the rate changes

[

Select the type of rate to —
update.

(&) Timekesper rate table
() Clignt rate table
() Task rate table

() Rate Selection ules

Click Next to continue.
3 Select the timekeeper, client, or task containing the changed rate. Click Next to continue.

4 Select the rates to update. Sage Timeslips will update only slips that use the rate table you
selected in step 2. Click Next to continue.

This view is not available if you are updating rate selection rules.

5 Select the earliest date for the slips you want to update. You can optionally use selection filters
to limit the slips affected by this change. Click Next to continue.

6 The last view of the Update Rates wizard summarizes the settings you have selected. If you
need to change any settings, click Back. Otherwise, click Finish to complete the update
process.
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Updating Slips

You may occasionally need to edit many slips at once. For example, if a partner leaves the
company, another employee may take over that partner’s clients. In a large database it would be
a lot of work to edit one slip at a time.

The Slip Export (Mass Update) wizard allows you to export fields (such as the Timekeeper field,
in this example) from one slip to other slips.

How to export slip fields to other slips

We recommend that you make a backup of your database before updating slips. See “Making an
effective backup plan” on page 16-8 for more information.

1 Click Slip List < to open the list of slips.

2 Highlight the slip that contains the fields you want to export and click Open |z to open the
Slip Entry dialog box.
You will most likely use this feature as you are editing a slip. Set the slip fields to the values you
want. Then export some or all slip fields to other slips.

3 Click Export [& to open the Slip Export (Mass Update) wizard. Click Next to continue.

4  Select the fields that you want to export from the slip. Click Next to continue.

Slip Export (Mass Update) E]

Slip Fields:

Select the fields that you want to export from this slip. This wizard will export these
wvalues from the currently displayed =lip. If you da not want to export values fram this slip,
click Cancel, view the corect slip and set the proper field values, and restart this wizard.

. Field Curent Data
o [ Recuring Mo A
Select the slip fields to —\ [0 Rate Source Client
i [ Rate Level 1

export to other slips. Dl L
[ Rate Type Hourly
A Markup ¥ alue 0.0
[ Adjustment n0.oo
[d Do Mat Bill Time 0:00:00 4

This process will not export references unless the destination slips use the same client as the
source slip. When you export references, you must also export the client name.

5  You can use selection filters to determine which slips will receive the selected slip fields. Click
Next to continue.

6 To change any of the current settings, click Back. Otherwise, click Finish to export the slip
fields.

7 The Back Up Current Database dialog box opens, prompting you to make a backup. Since you
are making changes that cannot be undone, we recommend that you make a backup before
exporting slip fields. Select a destination for the backup and click Save.

8 When the back is successful, click OK to continue the slip export.

9 When the export process is finished, Sage Timeslips indicates the number of slips that the
wizard updated. Click OK to return to the Slip Entry dialog box.
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Closing and Reopening Slips

Closing slips

Sage Timeslips tracks more slip records than any other type of data in the database. After you
approve bills, slips provide vital and detailed records of who was billed, when they were billed,
and at what value. There are many reports that use this data for practice management analysis.
Consider keeping slips available in the database for as long as you intend to use them in these
reports.

If your timekeepers have entered thousands of slips into your database, it will take longer to
display slips and many reports will take longer to generate. You can use selection filters to limit
the records in some lists and reports, but the process that prepares the list or report can still slow
down dramatically. You can avoid this delay by closing older slips periodically.

You can close slips to hide them from Sage Timeslips, while still being able to report on them.
Select Slips; Close Slips to close slips. Use the Limit slips to fields to determine which slips to
close. If you select use filters, you can use the filters interface to specify the slips to close.
Otherwise, you can use rules based on the age of the slips.

The rules “billed, not exported, older than” and “billed, exported, older than” use the
computer’s system date to determine which billed slips to close. For example, if today is April
15th, and you select billed, not exported, older than 1 month, you will close billed slips with an
end date of March 15th or earlier.

The Include slips on undoable approved bills option determines whether you will close a billed
slip that is on an approved bill for which you can undo approval.

After setting up your selection filters, click OK to close the slips. Once closed, slips are no longer
available for billing and are not visible within Sage Timeslips.

Closing slips does not remove records from your database or reduce the size of your database.

Including closed slips on reports

When filtering slips by
classification, you can
mark Closed to include
closed slips on the report.

Closed slips are available on most slip-based reports. By default, Sage Timeslips will omit closed
slips from reports. Sage Timeslips uses the Slip.Classification selection filter to determine if
closed slips will appear on reports. You can edit this filter and mark the Closed check box to
include closed slips on the report.

Filter, for Slip Classification

Select [tems to be Included

kA Open
[ Closed

Ok, ][ Cancel ]l Help

15-5

15



1 5 Updating and Removing Data

Timeslips User’s Guide

Reopening slips

If you need to access closed slips, you can reopen them. Use the Reopen Slips dialog box (select
Slips; Reopen Slips) to select closed slips to reopen.

Reopen Slips E|

You can set up The Reopen Slips command changes selected slips with a Closed classification to an Opened classification. Opened slips
X X R are available for editing and bills. Use this dialag to select the slips to be recpened.
selection filters to

choose which closed *;i]’t:ir';‘?'i Li'ie“ Selected fikers
slips to reopen.

L

Client v

Drescription

Clignt Micknams 2
Client Full M ame
Client Billing cycle

Client Inception date

T T S Edi.. ][ Clear ]

[ Saveds.. ] [ Betrieve... ] [ Ok ] [ Cancel ] [ Help I

You can set up selection filters to choose which closed slips to reopen. When you click OK, Sage
Timeslips will update the slips. When you reopen closed slips, those slips will once again be
visible throughout Sage Timeslips.

Visible slips always have the classification of Open in the Slip.Classification filter on reports and
in other functions.

Hiding Names

Over time, names in your database (such as clients, timekeepers, tasks, and expenses) can

become old or obsolete. You can change classification of a name to hide or remove it from Sage
Timeslips.

1 | Atlantic 2 |96-09001 Classification | Open e

For example, if you want to change the classification of a client, you can use the Classification
field at the top of the Client Information dialog box.

The classifications are:

+  Open: The name is active and visible. You can see it in any list of names and its
associated records are available on reports by default.

Inactive: The name is not currently active. You cannot enter slips or transactions for
inactive names. You cannot print bills for inactive name. However, inactive names can
appear on reports when you use the classification filter to include inactive names.

+ Closed: The name is obsolete and ready to be deleted. You can delete the closed names
with the File; Purge command. Until you purge the name, you can reopen it by

changing the classification to Open (see “Purging Data and Closing Periods” on page
15-8).
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Changing name classifications

You can change classifications at any time. When you change a classification from Open to
Inactive, or from Open to Closed, Sage Timeslips displays a confirmation dialog box. For
clients, it will list types of associated active data such as unbilled open slips, non-zero balances,
and unbilled transactions.

Once you change an Open client to Inactive or Closed, Sage Timeslips hides all slips and
transactions for that client from the entry dialog boxes, list dialog boxes, and reports. You can
include inactive slips and transactions on reports by using classification filters.

When you reopen a client, Sage Timeslips restores all hidden and inactive slips and transactions,

allowing you to access them within entry and list dialog boxes.

Changing name classifications

You can change the classification for multiple names at once. This is useful any time you have
more than a few names requiring a classification change.

For example, if you have finished work for a large number of projects (see “Using client projects”
on page 7-11), you may want to inactivate these projects.

How to change the classification on multiple names

1 Open the appropriate List dialog box. For example, if you want to change classifications for
clients, then open the Client List dialog box.

2 Click Change Classification 5a. The Change Classification dialog box displays all open
names. To change classifications for inactive or closed names, change the Change classification
from setting before clicking Change Classification.

(D) Change Classification o 2|
Use this dialog to change the dassification of open multiple dients at once. Clients that are part of an unbilled split bill rule are not allowed to change their
dassification.
Change dassification from | Open to Inactive v] [ Selection... Al
Sage Timeslips will issues—~_J
warnings for names that N i : ! ! :
t want to X | Client / Balance | Suspense | AMInc| AM Dec| Funds Inc | Funds Dec Slips Bill Stg Bill Arg Warning
you may no Last Unbilled Activity | Days Due | Funds Bal Count Count Count Count Count Timers Split
change. W ABC 2100.00 4633.99 Undoable VIARNING
3/25/2015 120 days 11
[ i Atlantic 1500.00 500.00 1987.50 | Undoable WARNING
2/23/2015 | 120 days 1 3
[ iBishop 3000.00 2176.68 | Undoable WARNING
3/26/2015 | 120 days 7
[ iBrady
I:‘ Eastern 500.00 887.50 | Undoable WARNING
4f13/2015 8800.00 1 3
[T iNickersan 2500.00 1676.65 ;| Undoable WARNING
5/15/2015 | 120 days 3
I:‘ Morth.Projectl 2281.31 WARNING
5/26/2015 8
[T iMarth.Project2 377.70 WARNING
2/25/2015 3
[F] iPierce 1655.40 WARNING
4f17/2015 5
| iseacoast 4050.00 250.00 813.30 { Undoable WARNING
4f16/2015 | 120 days 1 4

3 Mark the names that you want to change. When changing the classification for Open clients,
Sage Timeslips will warn you of any conditions that may affect your decision. If you have
unbilled charges, unbilled transactions, a non-zero A/R or funds balance, or a bill in Proof
Stage or Audit Stage, you may not want to make a client Inactive or Closed.
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4 Optionally, use the Selection button to set up selection filters to limit the names displayed.

5 When you click OK, a message confirms your intent to change classifications. Click Yes to
continue.

Purging Data and Closing Periods

Changing name classifications and closing slips (as discussed in the previous sections) hides data
well. However, you will eventually need to remove older data to reduce the size of your database.

Closed names and slips, old histories, and approved transactions will eventually become
obsolete. You can purge this data to remove it permanently from the database. Select File; Purge
to purge data.

The Purge dialog box contains two pages that you access by clicking the tabs at the top. Start on
the Select Data to Purge page. Mark the types of data you want to purge; you can purge more than
one type of data at a time. When purging slips, purging transactions, or consolidating histories,
you set the selection criteria using the fields to the right of each selected data type. You can also
print detailed reports of purged data for record keeping.

Purge g|
Use the Select Data —-&
to Purge page to Select Data bo Purge | Options

select which types of i . ; =
data to removyepfrom Slip tranzactions biled and clozed, alder than | |12 z‘ months
the database. Accounts feceivable ianzactione | use filkers w
Funds tranzactions biled and clozed, older than | |12 j‘ months

[ Cligntz with & Clozed clazsification

[ Timekeepers with a Clased classification

Tasks with a Clozed clazsification

Expenses with a Closed classification

Consalidate Client histary alder than 12 manthz
Conzolidate Timekeeper history older than 12
[ Bank Deposit Slips

[ Split Billing Rules

mahths

L [ [ [d

[ &l ] [ Hone ]

’ Purge ] [ Cancel ] ’ Help ]

Purging names

Sage Timeslips can purge clients, timekeepers, tasks, and expenses that you have marked Closed
(see “Hiding Names” on page 15-6). For example, to purge timekeeper names, mark
Timekeepers with a Closed classification.

When you purge names, Sage Timeslips will permanently remove slips and transactions
associated with those names from the database.
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Purging slips and transactions

Purging slips and transactions

Many firms choose to purge slips and transactions at the end of a billing or accounting period.
The Purge function simplifies this process by offering rules to delete data by age.

Selecting which records to purge

When purging slips and transactions, we suggest you use the billed and closed, older than rule
to quickly remove obsolete data older than a number of months.

+  For slips, billed and closed means appearing on an approved bill and closed.

+  For accounts receivable transactions, billed and closed means appearing on an approved
bill, posted to your general ledger (if you have TAL or TAL Pro), and printed on a
statement. If a payment is applied to an invoice, that invoice must be fully paid, and all
payments applied to it must also be billed and posted to your general ledger (if you
have TAL or TAL Pro). Additionally, you cannot purge a fully paid invoice until you
first purge the transactions that pay it off.

+ For funds transactions, billed and closed means appearing on an approved bill and
posted to your general ledger.

The billed and closed, older than rule determines the number of months by date from the
computer’s system date. For example, if today is April 15th, and you select billed and closed, older
than 1 month, this rule will include slips and transactions with a date of March 15th or earlier.
For slips, this rule applies to the end date. You can also use the use filters option to set up your
own filters.

Archiving slips when purging

Although purging slips removes them from the database, you may still want to keep the purged
slips somewhere in case you need them at a later date. On the Options page, you can send purged
slips to an archive file (see “Archiving Slips” on page 15-10).

Consolidating histories

You may want to consolidate the historical totals that appear on the Client History dialog box or
the Timekeeper History dialog box. Consolidating histories merges separate months of historical
totals into one total.

When you consolidate history, Sage Timeslips merges months of historical data into the Prior
column of the History dialog box, based on the number of months specified. Before
consolidating history, you should consider the number of months for which you still want to be
able to view detailed history figures.

Completing the purge function

Help

For more info
on purging,
look up
“purgingdata”

in the online Help.

When you have established all settings, click OK. Sage Timeslips prompts you to make a
database backup. We strongly recommend that you make this backup in case you remove some
data accidentally (see “Making an effective backup plan” on page 16-8).

Before completing the purge function, Sage Timeslips prints the purged data report and
generates the slip archive (if you selected those options). Finally, a dialog box asks you to
confirm that you want to purge records.

When completed, Sage Timeslips displays a summary of what was purged.

15-9
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How to purge slips

While you can purge many types of data using the Purge dialog box, the most common use of
the Purge process is to purge slips.

1

Archiving Slips

Select File; Purge to open the Purge dialog box. This dialog box offers options to delete
several types of data. For this process, mark the Slip transactions check box.

Use the fields to the right of the Slip transactions check box to determine which slips to
purge.

If you select billed and closed, older than, you will purge slips that are billed, closed, with an
end data matching the criteria.

If you select use filters, you can set up selection filters interface to select slips.

Click the Options tab. Mark the Place purged slip transactions into an archive file in
check box. Enter a path and file name for the archive file. Archive files use an extension of .sar
(for example, you can name the file C:\MyData\11-2012-Slips.sar). If the file does not
already exist, Sage Timeslips will automatically create it.

If you want to add records to an existing archive file, mark Add to an existing archive and
click Browse to locate the archive file.

Mark the Print a purged data report to check box and select Printer.

When you have modified the settings of the Purge dialog box, click OK. Sage Timeslips will
first prompt you to make a backup of your data. Since Sage Timeslips will delete records, we
recommend that you make the backup. Click Yes.

After Sage Timeslips creates the archive file, a dialog box confirms your intention to purge.
Click Yes to purge.

You can copy slips to a slip archive for retrieval later. The archive file also provides a simple way
to move slips between two databases that are not on the same network.

When archiving slips, you can mark them as exported. This helps you identify slips that have
already been archived. You can also use this indicator to purge the slips you have just exported.

Archiving slips while purging

The Archive process does not remove slips from the database. However, Sage Timeslips offers a
way to archive slips as part of the Purge process.

Typically, most users will archive slips while purging slips. They will use the File; Archive
command only when making a file to move slips between databases.

Moving slips between databases

If you maintain separate databases and you can use the File; Archive and File; Combine
commands to move slips between them.

We recommend that you make a backup of your Sage Timeslips database before archiving slips.
See “Making an effective backup plan” on page 16-8.
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How to move slips between databases

1
2

Select File; Archive to open the Archive dialog box.

In the Archive file path field, enter the path and file name for the archive file (for example,
C:\MyData\MysSlips.sar).

If the file does not already exist, Sage Timeslips will create it. You can also add slips to an
existing archive file using the Add to an existing archive option.

Use the Limit slips to fields to determine which slips to archive. For example, you can select
use filters to set up selection filters to select slips.

Optionally mark Mark slips as exported check box. Sage Timeslips will assign a status of
Exported to all archived slips.

After you have determined which slips to archive, click Archive to archive the slips.

Next, move the archive file to the computer with the other database and use the File;
Combine command to import the slips (see “Restoring Archives” on page 15-11.

Restoring Archives

When you want to use the slips that are stored in an archive file, you must restore the slips
through the Combine function. This function uses TSImport to import slips from the specified
archive file to your Sage Timeslips database.

When combining slips from the archive, you can use the features of TSImport, such as record
selection and translations to simplify the process. Refer to the TSImport Help file for more
information on these features.

How to combine slips from an archive file

1

When you select File; Combine, the TSImport program will open with a template to read
archives called Combine.tpl (see “Importing data with TSImport” on page 16-16).

Timeslips Import [C:\Program Files\Timeslipsicombine.tpl] E| [E|E|
File Templates 3Special Help

Put data into: (#) Default  C:\Program Files\TimezlipsE xploret,
() Cuztom

Getdatafiom:|4\2003slips. 54A =
Make the records: | Open M [] Limit records ta

Verify that Put data into is set to Default and that the path to your database is correct.

Specify the file path to your archive file in the Get data from field. By default, TSImport will
import all slips from the archive.

The Make the records field allows you to open or close slips upon import. However, you may
need to access the archived slips temporarily for reporting purposes. If you set Make the
records to Temporary, the slips will be available for reports, but you can delete them instantly
when you are finished with them.

15-11
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5 When you are ready to import slips, click Import.

6 If any names stored in the archive are no longer contained in the main database, Sage
Timeslips will prompt you to add the names back into the database, match the name to an
existing one, or skip the slips that use unknown names.

Including temporary slips on reports

When combining slips, if you marked the slips as Temporary, you can use the Slip Classification
filter in Sage Timeslips to include temporary slips on reports. Mark the Temporary check box
in this dialog box to include only temporary slips on the report. You can remove the Slip
Classification filter to include slips of all classifications.

Filter for, Slip Classification

Select [tems to be Included
L] Open

[ Clozed
EA Temporarny

[ Inactive

I ak l[ Cancel ]’ Help ]

Removing temporary slips from the database

15-12

W

Note

After you are finished with temporary slips, you can remove them from Sage Timeslips. Select
Slips; Delete Temporary Slips to remove temporary slips from Sage Timeslips.

If you forget this step, the next time you use the File; Combine command to make temporary
slips, Sage Timeslips will prompt you to delete the old temporary slips before making new ones.

When Sage Timeslips adds a name to the database during the Combine process, it becomes an
open record. The Delete Temporary Slips command will not delete any names that you have
added to a database.
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e Managing Databases

Overview

Whether you are using Sage Timeslips on one workstation or many timekeepers in your firm are
using Sage Timeslips, preventive maintenance is important to safeguard your valuable Sage
Timeslips data. This chapter contains recommended procedures for the Sage Timeslips
administrator to perform.

This chapter also discusses topics related to safeguarding the validity and integrity of your
investment—ryour databases. These topics include maintaining security, using audit trails,
reviewing data entry, and protecting your databases through backups.

Opening Databases

When you first create your Sage Timeslips database, you choose where Sage Timeslips will store
main.db and all other files associated with this database. When you launch Sage Timeslips, it
automatically opens this database. If you maintain multiple databases, you can also open
another database with the File; Open Database command.

Maintaining Database Security

16-2

Your business depends on the valuable data in your Sage Timeslips database. You should protect
it from unauthorized access by setting up security in Sage Timeslips. You can establish password
access for each timekeeper and set restrictions to limit a timekeeper’s access to specified data.
Security settings are specific to each database. If you use you use multiple databases, you will
have to establish security for each database separately.

Only the Sage Timeslips administrator should have access to the Sage Timeslips security system.
The administrator will set up a master password called the Supervisor password. Keep this
password in a safe place; you will need it to access any security function. You should do this
shortly after you create the database.

If you misplace your Supervisor password or it was set up incorrectly, contact our Technical
Support department.

There are three types of security settings; all found in the Setup; Security submenu:

+ Global options — Allows you to establish the Supervisor password, activate the login
prompt, set usage options, and enable slip approval.

+  Profiles — Allows you to establish templates, called profiles, for security restrictions.
Timekeepers can share security profiles.

+ Timekeeper rights — Allows you to assign a password and profile to the timekeeper and
override profile rights when needed.

After you activate security and set up initial passwords, timekeepers can change them with the
Special; Change Password command.

They can also use the Special; Logout and Lock command to log out of the database without
exiting the program. This command is useful for securing your database when you are away
from your desk.



Maintaining Database Security
Setting global security options

Setting global security options

Activate securlty toﬂ \Use these settings to enable and describe general requirements for security.

protect unauthorized
database access.

See “Approving Slips to —|

Appear on Bills” on
page 8-24 for
information about slip
approval.

You can select Setup; Security; Global to set up global security options. The first time you open
the Global Security dialog box, you should set your Supervisor password. You can change this
password at any time. Mark the Require login and activate security check box to require users
to log in.

# Global Security E|

Require login and activate security [ Password required ko lag in

You can determine the

Security Supervizor's password

v security profile that
Default Profile for a new Timekeeper Default hd new timekeepers use.
Guests log in without a password using <Mone> w
Enable Slip Approval
[ ] 4 ] [ Cancel ] [ Help ]

Sometimes, someone who is not a timekeeper may need to log in to Sage Timeslips.

You should create a timekeeper named Guest for this purpose. Assign this timekeeper to the
Guests log in without a password using field and anyone who logs in with this timekeeper name
will not require a password.

Assign this timekeeper’s access restrictions carefully. Third-party programs that access the Sage
Timeslips database are subject to security settings. Some programs may automatically attempt
to log in with the Guest login. Other programs will display the login prompt.

Maintaining security profiles

A security profile is a combination of access rights. Select Setup; Security; Profiles to open the
Security Profile List dialog box, where you can maintain security profiles.

You can create a separate profile for each group of similar users; for example, you can create
security profiles by department or position.

You can name each profile to reflect the profile’s restrictions. Sage Timeslips offers restrictions
in various areas. You can use restrictions for most types of data (such as slips, clients,
timekeepers, and budgets) to prevent specific types of changes (like adding, editing, deleting,
and purging records, or printing reports).

Some restrictions are very specialized. For example, timekeepers cannot view others’ slips
without the View slips of other Timekeepers right in the Slip area.

Setting timekeeper access rights

When you are ready to set up security options for each timekeeper, select Setup; Security;
Timekeeper Rights to open the Timekeeper Security dialog box.

Highlight a timekeeper and click Open to view or edit settings for that timekeeper. Use the
Timekeeper Security Setting dialog box to assign the timekeeper’s password and security profile.
Timekeepers can change their passwords at any time using the Special; Change Password
command.

16-3
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Mark or unmark rights —

to control access to
different areas of Sage
Timeslips.

Managing Databases

You can override any of the profile’s rights by changing the mark in the left column. Re-establish
the use of the profile’s rights by marking the right column.

Timekeeper Security Setting

0K

X

Mame

Passard | e Cancel

Prafile Timekeeper ~ Help

Access ights First
Area Slip hd

Previous
% Rights Prafile

e

E]
>

Mest

A Delete or Purge Last

[0 Change slip approval status
[ Fieports

[l Export to File

[ Export

[ Edit time spent on new slip
A Edit time spent on existing slip
A Edit rate settings

A Timer On/0ff

[ Stop all timers

[ View slips of other imekeepers
[ Edit timekeeper on new slip
F Clase

HEEHEHEEEEEEEEEE

Auditing Sage Timeslips Data

Your best protection against users entering invalid slips and transactions is to use security to
limit who can access and enter data (see “Maintaining Database Security” on page 16-2).
However, even after timekeepers have entered data, you can audit who entered the new records
and who changed existing records.

+  Sage Timeslips offers Data Entry Assistant to allow timekeepers to review the data they
created or modified.

+  Sage Timeslips also offers audit trails to allow the Sage Timeslips administrator to
review records for all timekeepers.

In order to use Data Entry Assistant or audit trails, you must have security set up on the
database, requiring timekeepers to log in with individual passwords. Additionally, the Sage
Timeslips administrator should use security settings to restrict timekeeper access to audit trail
information.

Reviewing data with the Data Entry Assistant

For more info
on Data Entry
Assistant, look
up “using data
entry assistant” in the
online Help.

@

Help

16-4

The Data Entry Assistant allows timekeepers to review slips, account receivable transactions,
and client funds transactions that they have created or modified. Timekeepers can view all their
work in a given time period, as well as view a summary of their information. This allows
timekeepers, for example, to verify their entries at the end of the day.

Select Special; Data Entry Assistant to open Data Entry Assistant.

Selecting which data to view

Use the Timekeeper and Date rule fields at the top of the screen to determine which data to view.
You can switch to different pages of Data Entry Assistant to view specific types of data or a
summary of all included records.



Auditing Sage Timeslips Data
Enabling audit trails

Viewing and printing data

Each page of this dialog box will list data associated with the current timekeeper. Double-click
any entry to drill down to that specific record. For example, when you double-click on a slip,
Sage Timeslips opens the details of that slip.

Click Print & to print a listing of all records on the current page. For example, clicking Print
from the Funds Transactions page will print a Funds Transactions Listing for the displayed
transactions. The Summary page allows you to print the Data Entry Assistant Summary report.

Enabling audit trails

Look up
@ “overview of
He audit trails” in
#P the online Help
for more info about

audit trails.

Enable audit trails to
track data changes.

An audit trail tracks changes to specific types of data in the database. You can enable audit trails
on names, slips, and transactions and control how much data the audit trail tracks. You can
print the Audit Trails report to review changes tracked by audit trails.

Two major uses of audit trails are:

+ Database security — Audit trails track the timekeeper responsible for changes to a
specific record. If you have a question about a value or setting, you can determine who
made the change.

* Accuracy of accounting — Slips and transactions contain values that relate to your
accounting information. Changes to any value affect your firm’s accounting records.
You can use audit trails to look for errors due to changes to this data. For example, if
you export slip information from one slip to other slips, you can affect a large number
of slips. The audit trail tracks those changes.

Audit trails can require a large amount of disk space. While each change to a record requires only
about 200 bytes of disk space, a large database can receive many changes. You should make sure
you have adequate disk space on the drive containing your Sage Timeslips database to support
audit trails.

Select Setup; Security; Audit Trails to open the Audit Trails Setup dialog box. In order to activate
audit trails, you must define the Audit Trails Supervisor Password and mark the Enable Audit
Trails check box.

Audit Trails Setup @

Use the options below to configure Audit Trails to your
specifications.

General
Audit Trail: Supervisor Passwaord | 7777702977707

Enable dudit Trails

Table Settings
Tables | Timekeeper w | [¥]Enable this table

Fields Save on any edit

# Field name

kA Mickname 1 ~
[ Mickname 2

A Full Name

k] Classification

E Initials

FA Owerhead Cost

Enable Custorn Fislds

[ 0K l [ Cancel ] [ Help
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Each audit trail record
indicates changes
made to the database.

16-6

Selecting which data to track

A tableis a collection of records in a database. Sage Timeslips organizes your database into many
different tables, each containing a specific type of information. You can enable audit trails for
specific tables, such as the Slip table. By default, all tables are enabled for tracking.

Within each table, you can determine which fields to track. The Fields list shows the fields that
you can track for the selected table. By default, all fields are marked for tracking.

When you enable audit trails, Sage Timeslips prompts you to add initial audit trail data. This
shows which entries existed before you enabled audit trails.

Viewing and printing audit trail data

Select Special; Audit Trails view audit trail data. Use the fields at the top of the Audit Trails
dialog box to determine the range of audit trail to display. When you highlight a record on the
list, Sage Timeslips displays the changes to its fields in the Field Changes group box.

You can click Print & to print the Audit Trails report for the data displayed. You can also access
this report from the Other page of the Report List dialog box.

Audit Trails
Selection -
@
&

Timekeeper |C. Harding v || ChrisH I [Kp<h g oo =1
Start Date I:l i) EndDate i) x>

Date Timekesper User Source Table

Time Action Tracked for  Record Desciiption

8/28/2008 C. Harding {5 ecuity Client A

44711 P Edit Audit Nick 1: ABC

5/28/2008 L. arding Slip

4:45:16 PM E dit iBath Transaction 0: 41 b
Field Changes

Field name Dretail

Time Spent 1:30:00

Walue 22500

Gieneral edit Gieneral edit

When you view data in Sage Timeslips that contains table information, you can select Special;
Audit Trail on this Record to view all audit data for the selected record.

For example, if the client list is open with client ABC highlighted, selecting Special; Audit Trail
on this Record will display audit trail data for ABC.

Purging audit trails

Because each change to a record generates audit trail data, the amount of audit trail information
recorded for your database can be considerable. Periodically, you should remove older audit
trail data.

Click Purge % from the toolbar to open the Purge Audit Trails dialog box, where you can purge
audit trail data from selected tables.



Using Station Administrator
Enabling audit trails

Using Station Administrator

Station Administrator is a multipurpose tool for administrators. Select Special; Station
Administrator to start Station Administrator.

Station Administrator offers these functions:

It lists all stations accessing the current database. This list refreshes as stations enter and
exit the database. When a station exits incorrectly (such as a forced exit or reboot) it
may not be logged out, which may prevent some functions from running. Use the Clear
or Clear All buttons to clear these stations from this list.

It can analyze configuration problems and perform troubleshooting functions on each
station (select Options; Diagnose This Computer). See “Diagnosing problems” on
page 16-12 for more information.

It displays the number of licenses purchased, the names of stations assigned a license,
and the names of stations accessing Sage Timeslips through terminal services.

Select Options; Licenses in Use to monitor licenses to determine if you need more
licenses. You can also use this command to clear a license when a station no longer
needs to use it, so another station can use it.

It can help solve licenses problems. Select Options; Remove Current Station at a
station that has a license problem to clear license information. When you restart Sage
Timeslips at this station, license information will be refreshed.

You can also select Options; Freshen Login to refresh login information, which may
solve license errors.

It can solve “Another program is accessing your Sage Timeslips database” errors. Select
Options; Change Install Path to select the configuration file used by the current
station. Be sure to use the same file path on all computers on which you install Sage
Timeslips (see “Installing on a server and multiple workstations” on page 2-5).

It can share licenses on a station the has multiple operating systems. Select Options;
Multiboot Station License on this computer.

It can force a station to select a database the next time it runs Sage Timeslips. Select
Options; Clear Database Path on that station.

It can automatically log out stations when they are inactive for a specified period of
time. For example, if you schedule backups at night, you can log stations out that left
Sage Timeslips running. Select Options; Change Timeout Settings to set up this
feature.

Select Options; Settings to set up security restrictions for Station Administrator.

Protecting Your Database

Your Sage Timeslips database contains irreplaceable information about your business.
Computers are not infallible; you should not risk losing this data to computer failure. You must
ensure that regular database backups are made.

16-7
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Making an effective backup plan

We strongly recommend that you use Sage Timeslips to make regular backups. Restoring a
backup may be the only way to repair a damaged database. With several recent backups, you can
recover from an otherwise costly and time-consuming disaster.

Use the following guidelines to create an effective backup plan:

*  Back up your Timeslips database on a regular basis. The more frequently you make
backups, the less data you will lose if you must restore a backup.

+  Back up your database before making lots of changes to your database like approving
bills, purging data, closing a period, or any process that modifies a large amount of
data.

+  Use a unique name for each database backup, like today’s date. This ensures that you do
not accidentally overwrite a previous backup.

+  Use several different drives in your backup schedule. Using a different drive for each
backup in a given week provides important benefits:

» If you detect data corruption, it may have been present for some time and affects
multiple backups. With several backups, you may be able to find an unaffected backup
of your database.

» It allows you to store the backup in a secure location, preferably off-site in case of fire
or other major disaster to your office.

» If one hard drive fails, backups on that drive will not be accessible.

Sage Timeslips provides preferences for making backups. Select Setup; Preferences and switch
to the Startup/Exit page.

Backing up and restoring your database

Look up
“backing up
Hel databa;es” in
the online Help
for more info.
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Sage Timeslips offers two ways for you to create backups: you can create backups manually or
you can set up backups schedules to create backups automatically.

Creating backups manually

Use the File; Backup command to back up a Sage Timeslips database manually.

How to use the Backup command

1

2

Select File; Backup to start the backup process.

Mark the Include folders within your database folder check box to include any folder
contained within your database folder in this backup.

Click Yes to create the backup file. Sage Timeslips will prompt you for the name and location
of the backup. You can place the backup on any media that you workstation can access, like a
network folder or a floppy disk.

Click Save to back up the database. Sage Timeslips compresses all database files into the
backup file that you specified.

When the backup is complete, click OK to return to Sage Timeslips.
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Backing up and restoring your database
Scheduling backups

Use the File; Schedule Backups command to set up backup schedules. These schedules can
create backups automatically at the times you specify.

# Scheduled Backups

This list details backups that you have scheduled for the current database. There are many waps that you can schedule EI}
backups, such as daily, weekly, or a one-time backup. Onetime backups that have already been completed will not

This list shows details appear in thiz list. The 'Last attempt’ and 'Result’ eolumnz show the results of the last backup attempt. You can use the =
—d toalbar buttans ta maintain scheduled backups.

of backups that are B

scheduled. File Narme Schedule et Attempt Lastattempt | Resul

Timeslips Backup yewy-mm-dd cheduled at 12:00 PM every day 1242006 -

W eek eduled at 11:00 PM every 5 0& B

Use the toolbar
buttons to maintain
backup schedules.

Please note that in order for a scheduled backup to be created successfully, Sage Timeslips must
be closed and no other applications, such as Mini Sage Timeslips or TSTimer, can be accessing
the database.

How to schedule a backup

Look up
@ “scheduling 1 Select File; Schedule Backups to open the Scheduled Backups dialog box.
backups” in the
online Help for | 2 From the list of schedules, click New dl from the toolbar. Sage Timeslips opens the Schedule

more info. Backups wizard.

Hedlg

Schedule Backups E|
imeslins
T]meS pb Welcome to the Timeslips Schedule Backups wizard
] This wizard will guide you through a series of steps that will help you schedule unattended
. The Schedule Backups backups of your database. 'ou can schedule recuring backups ta occur on a daily or
wizards walks you through weekly basis, or pou can schedule a backup to occur just once at a specified date and time.
the process of creating
scheduled. @ Select one of the chaices below, then click Mext to continue.
I'd like to back up my database:

' @ Daiy
}@ O weskp
) Once

3 Follow the onscreen prompts to determine the frequency, start time, and location of backups.
Click Finish to save the new schedule.
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Restoring backups

You can restore a Sage Timeslips database to replace the current database with the contents of
the backup.

How to use the Restore command

1
2

5
6

Select File; Restore to restore a database backup.

Click Browse to locate the backup that you want to restore. Select the backup file and click
OK.

If you want to overwrite the current database, mark Current database.

a. Mark Back up the current database first. This option makes a copy of the current
database before overwriting it.

b. Mark Include subfolders of the current database in backup. This option includes
folder contained within your database folder.

If you want to restore the backup to a new location, mark Choose a new location.

a. Click Browse to locate the folder where you want to restore the backup. Typically this will
be a new folder.

b. Click Save.
Click OK to continue with the restore process.

When the restore is complete, click OK to open the restored database.

Using other backup programs

When you are using alternate backup software to back up the Sage Timeslips database, there are
two requirements:

*  You must capture all files in the database folder in each backup. Some software
packages use an incremental backup function that saves only files changed since the last
backup. Because there are over 200 interrelated files in a Sage Timeslips database,
restoring a Sage Timeslips database from an incremental backup will cause problems.

+ To guarantee that data does not change during the backup, you must confirm that all
stations have exited Sage Timeslips. You can use the Station Administrator utility to
view if anyone is using the database (see “Using Station Administrator” on page 16-7).

If you run automatic backups overnight, you can use the Options; Change Timeout
Settings command in Station Administrator to automatically log out stations that are
left open overnight.
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Backing up and restoring your database

Verifying Data Integrity

Database errors may not show up while using the regular functions of Sage Timeslips. The Sage
Timeslips administrator should consider reviewing the integrity of the database on a regular
basis. This allows you to detect small errors before they escalate. Since it is a critical function,
you can only run it when all other timekeepers are out of the database.

Data Verification can analyze the contents of each file and identify problems. It has a repair
function as well. However, its repair function can only handle simple situations. When Data
Verification cannot correct errors, you should either restore a database backup or contact the
Technical Support department for an attempt at data repair.

To verify data, select File; Data Verification. The Data Verification dialog box contains three

areas:
You can use the _\‘ Data Verification E|
Data Verification All tables in the database
dialog box_ to ve(ify [¥] Look for errors [¥] Excluds Bill Images — 1 If Sage Timeslips detects
data integrity. P —— errors, you can attempt to
repair them.

[[] Rebuild data indices [ ] Validation errars [ Interity enrars

Accounts receiyable balances
[ Rebuild accaunts receivable balances

Rebuilding accounts receivable balances will rernove bills for selected
Clients from all bill stages [Froof Stage, Revizion Stage. and Audit
Stage). Thiz alzo prevents pou from undoing approved bills: for
selected Clients.

Funds balances
[ Rebuild funds balances

I ak l ’ Cancel ] [ Help ]

+ All tables in the database — Analyzes all tables—files with a specific type of data—for
problems. Sage Timeslips displays the results in a report at the end of the process.

*  Accounts receivable balances — Recalculates aged accounts receivable balances from
existing transactions.

+  Funds balances — Recalculates funds balances from existing transactions.

16-11
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online Help.
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Verifying all tables in the database
There are two settings that apply to general database errors:
+ Look for errors — Analyzes all tables, looking for problems in the structure of the data.

When you mark Look for errors, you can also attempt to repair errors. We recommend
that you first run Data Verification with only Look for errors marked.

+ Attempt to repair — Attempts to repair errors that are found.

Mark Rebuild data indices to rebuild all table indices. Each table keeps a copy of some
of its data in separate files for quick searches. These are index files. If they become
corrupt, lists will appear out of order and data entry may be prohibited. This process
rebuilds data indices; it does not affect real data.

Mark Validation errors to set invalid field values to their defaults and remove
unidentifiable records.

Mark Integrity errors to attempt to repair integrity errors in the database. This option
also checks validation errors automatically.

The Data Verification process will prompt you to back up your database. We strongly
recommend doing so. This process cannot repair every kind of error. If the database file
structure is damaged and Data Verification is unable to repair it, the repair process will create
an entry in the error log.

Do not use commercial utilities to attempt repair structural errors of database engines. We
recommend that you restore a backup or allow Sage Timeslips Technical Support to repair your
data.

Fixing balances

Accounts receivable and funds account balances are the sum of all associated transactions. A
bill’s previous balance is the sum of all billed transactions. With potentially thousands of
transactions for each client, it could take considerable time to calculate a balance each time you
need it. Sage Timeslips shortens this process by keeping a running balance of A/R and funds
transactions.

If you think a client’s balances are incorrect, use the Data Verification process to recalculate
them.

Analyzing results

When the Data Verification process is finished, Sage Timeslips lists the errors found and
repaired. Click Print on the Data Verification Results dialog box to print a report of this
information. This report may be valuable if you have to call Sage Timeslips Technical Support.

Diagnosing problems

Station Administrator provides the Options; Diagnose This Computer command to identify
and solve several different types of problems on your computer. As a preventative measure, you
should use this command on each station after installing Sage Timeslips. You should also use
this command if you encounter data corruption within Sage Timeslips on a particular station.



Sharing Data with Other Databases
Using the exchange process

Getting station information

The About Sage Timeslips dialog box (select Help; About Sage Timeslips) allows you to review
installation settings and Sage Timeslips database characteristics and type. It is a vital element in
communicating with our Technical Support department. You can print a report of this
information from the About Sage Timeslips dialog box.

This dialog box also provides access to the Microsoft System Information program through the
System Info button. This program investigates the your system, which may help identify
solutions to problems with Sage Timeslips.

Getting additional help

If you encounter problems with your database, and the previously mentioned options did not
solve the issues, there are additional means of getting help for your database errors.

Technical Support Sage Timeslips Technical Support is a paid service that can help answer
questions about problems and concepts with the program. Refer to your technical support
contract for your assigned support phone numbers.

For more information, visit our web site at http://www.SageTimeslips.com or by call (800) 285-
0999.

Timeslips Web site The Timeslips web site includes a free knowledge base where you can find
answers to many of your questions. Visit our web site at http://www.SageTimeslips.com.

Certified Consultants We also has trained and certified independent software consultants
who can help you install, learn about, and solve problems with Timeslips. You can find
consultants in your area by visiting our web site at

http://www.SageTimeslips.com or calling (800) 285-0999.

Sharing Data with Other Databases

If you maintain additional databases that are based on your main Sage Timeslips database, you
will most likely use them for data collection, primarily tracking slips and clients. You must send
this data to the main database so that the slips can appear on bills and reports. The exchange
process can also update each database with new names.

Using the exchange process

The File; Exchange command opens the Exchange Data With Another Database dialog box. You
can use this command from either the main database or from a database that is connected to the
main database.

Select You are in the Destination Database if you are in the main database, receiving slips. Select
You are in the Source Database if you are sending slips from the current database to the main
database.

16-13
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Exchange Data With Another Database

You can specify the —.
type of data to
exchange with

another database.

JYou are in the Source Databaze v |

Send to the other database
[¥] Slips | uze fiters £ | [ Filters. .. ]

Once complete | Mark Slips a3 Exported w |

Mew and changed Clients and associated References
Mew and changed Timekeepers

Mew and changed Tasks

Mew and changed Expenzes

Receive from the other database
[IMew and changed Clients and associated Feferences

[ Mew and changed Timekeepers
Mew and changed Tasks
Mew and changed Expenzes

l u] ][ Cancel ][ Help ]

Maintaining

You can view the —|

name types
connected to the
current database.

Next, mark options to indicate which types of data to transfer.

If you are transferring slips, mark the Slips check box and choose which records to copy. It is
easiest to simply transfer all records not previously transferred. To do this, select not exported,
older than, enter a minimum number of days old, and set Once complete to Mark Slips as
Exported.

When you are finished with your selections, click OK and locate the other database. You can
select another Sage Timeslips database by locating main.db. After you select the database, click
Open to exchange data.

connected databases

When you create a database with the File; New; Database Based On Current command, Sage
Timeslips can maintain connections for names in those databases. You can review which
databases are connected to the current database and the status of record connections with the
File; Connected Databases command.

The Connected Databases dialog box lists each connected database, identifying the types of
names (in the Connected To column) that are linked.

Connected Databases g|

The databases listed below are connected with the current database. Timeslips can automatically update data in
connected databazes, based on changes in either database.

Timeslips can establish connected databases automatically, for example, using the File; New; Database Based on
A\ Current command. Third party programs that can share data with Timeslips can alzo establish connected databazes.

[atabaze Connected To E stablizhed Last Updated

per

P

anl b :18:
Consultants 5/28/2003 5:18:47 PM
Consultants Expensze B/28/2003 5:18:49 PM
Dizconnect... ] [ Wiew Records. .. Done ] [ Help
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Maintaining connected databases

You can click View Records to see how names in your database are connected to the other
database and whether they will update when you exchange data next. Here, you can change the
status of these connections.

X

Record Connections

D atabase: Consultants

Connected to: Timekeeper

Connected | Updated

Dizconnect...

[ Update ] [ Mo Update ]

[ Done ] [ Help ]

To changes the status of a connection, mark the check box to the left of a name and click the
Disconnect, Update, or No Update buttons.

with Other Programs

Around your office there are many potential sources for billable data. Your telephone and
photocopiers can be sources for expense slips. Your contact management software can provide
time slips. Your hand-held computer may track time and expenses in the field.

Some other software manufacturers have integrated their products with Sage Timeslips. See the
documentation included with these products for information on how to connect with Sage
Timeslips.

For a list of products that connect with Sage Timeslips, visit our web site at
http://www.SageTimeslips.com.

If the program you use does not connect with Sage Timeslips, there is another option. Sage
Timeslips can import and export many types of data such as slips and clients. This section covers
the File; Import and File; Export commands.

16-15
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Importing data with TSImport

For more info
@ on TSImport,

see the online
Help

Help system
within TSImport.

Sage Timeslips includes a separate program called Sage Timeslips Import (TSImport) that can
import data into Sage Timeslips. TSImport handles several common text file formats and
generates slip, client, timekeeper, task, expense, and reference records from the data found in
those files.

TSImport is flexible. You configure it to match the data your source files contain. You can use
options to filter out undesirable records and memorize how names are matched from the source
file into your Sage Timeslips database so that you only have to match names once.

Within Sage Timeslips, select File; Import to start TSImport. You describe the structure of the
source file within a template file. You can save this file and reuse it on your next import.

When you need to use this template, run TSImport and select File; Open to select your template.
Confirm that the database and source file are correct in the Put data into and Get data from fields.

Use the Make the records field to assign the classification of these new records when you import
them into Sage Timeslips. You can use the Record Selection dialog box (select Templates; Record
Selection) and the Limit records fields to limit the data you are importing from the source file.

After setting all options, click Import to import the data into Sage Timeslips. When the import
process is complete, Sage Timeslips displays a summary of slips imported.

Exporting data

16-16

Many other applications can import records if they are formatted in industry-standard file
formats. Sage Timeslips supports two formats—tab delimited and comma delimited (CSV)—
on many of its reports. Sage Timeslips can also export report data to an Excel worksheet.

If you often need to export data from Sage Timeslips, you can create export templates to simplify
this process. Select File; Export to open the Export Data dialog box. Since export templates are
essentially report definitions that you output to file, this dialog box resembles the Report List
dialog box (see “Accessing Standard Reports” on page 11-3).

Unlike the Report List dialog box, the Export Data dialog box has almost no reports installed
because exporting depends on your specific needs. Click New df from the toolbar to add an
export template. This process is similar to adding reports (see “Adding New Reports” on page
11-25).

To move data to another program, we recommend that you create a user-defined slip report or
a user-defined client report and add database fields to the report to match the requirements of
the third-party program.
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e Posting Data to Your General Ledger

Overview

TAL Pro allows you to connect Sage Timeslips with Sage 50 or QuickBook, providing dynamic
two-way connection between databases.

+ TAL Pro can automatically synchronize information for linked names in Timeslips and
your account database.

+ TAL Pro allows you to create billable records in Timeslips, based on transactions in
your accounting database. This makes cost recovery a more accurate and automated
process.

*  When you generate bills, TAL Pro can create matching entries and post them into your
General Ledger.

Setting Up the TAL Pro Link

Select Accounting; Choose Accounting Link. Select the accounting program that you want to
link with.

(D Choose Accounting Link L&J

What type of accounting package do you use?

Sage Timeslips Accounting Link (TAL) Learn more. ..
QuickBooks 2011 - 2013

Enables the Timeslips Accounting Link (TAL). This link allows you to print
additional reports and optionally send transaction data to your general

ledger.
The TAL Pro links .
provide two-vvay Mo TAL Pro for Sage 50 Earn more. ..
communication Enables a two-way link between Sage Timeslips and Sage 50. This link can
; ; transfer transaction information to Sage 50, synchronize names, and
t()jetvveen Tlmeil,lps create slips from Sage 50 transactions.
ana your accounting
program. \Supporm Sage 50 2013 - 2014

'@ TAL Pro - Designed for use with QuickBooks Learn more...
Enables a two-way link between Sage Timeslips and QuickBooks. This link
can transfer transaction information to QuickBooks, synchronize names,
and create slips from QuickBooks transactions.

Supports QuickBooks 2011 - 2013

I do not use an accounting package

OK | | Cancel | | Help
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After choosing which link to use, select Accounting; Set Up Accounting Link to set up options

for the link.
Select a group of @ Set Up Accounting Link ﬁ
options from the left Connection C . .
. N onnection: Settings
side of the screen. Settings » g
Transfer | Database
Method/Style Database
Options 2 E]
Accounts,Taxes
Styl
Entries tyle
Closed Periods Connecting on startup will leave the data connection open the entire time Sage Timeslips is
] open. Connect when needed will open and dose the data connection as needed.
Linked Names
@
Data @ Connect at startup
Options () Connect when needed
! J Workstation
Log File

If you do not have your accounting package installed on this workstation, you can shut off the
link for this workstation without affecting the database. This is the same setting that can be
found within the Performance Settings dialog box.

Enable accounting link on this workstation

View Training Video OK ” Cancel ]’ Help

Connection settings

The connection settings differ for Sage 50 and QuickBooks. Please refer to the Help system for
more information on setup options.

@ For more information on setting up TAL Pro, look up “setting up TAL Pro” in the Sage Timeslips

Help index. You can then choose if you are setting up TAL Pro for Sage 50 or for QuickBooks.
Help

Setting up access rights
Allowing program access and setting security options also differ for Sage 50 and QuickBooks.
For more information on setting up TAL Pro, look up “security rights: considerations for TAL

Pro” in the Sage Timeslips Help index. You can then choose if you are setting up TAL Pro for
Help  Sage 50 or for QuickBooks.
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Synchronizing Names

TAL Pro enables you to synchronize names in Sage Timeslips with names from your accounting
package. This synchronization ensures that information for clients and customers, and
timekeepers and employees is maintained correctly in the two databases, without double entry.

Setting Up Name Synchronization

Before TAL Pro can synchronize names, you must set up synchronization options. Use the
Linked Names pages of the Set Up Accounting Link dialog box to set up synchronization options.

Use the Linked Names: Data page to enable synchronization. Mark Clients with Customers and
Timekeepers with Employees to allow TAL Pro to synchronize names.

r ¥
(D Set Up Accounting Link I&
Connection ] -
: Linked Names: Data
Settings
Transfer ] Data to synchronize
Method/Style 5age Timeslips Clients with QuickBooks Customers
THIE Address Lines 1-2, City, State, and Zip
AccountsTaxes
Entries Country to QuickBooks Country/Region
Closed Periods Phone to QuickBooks Phone
Linked Names ] Matter Mo. to QuickBooks Fax
Data »
. Home to QuickBooks Alt. Phone
Options
Other | E-Mail Address
Log File

[T 5age Timeslips Timekeepers with QuickBooks Employee

Mail Address

View Training Yideo QK l [ Cancel ] [ Help
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Establishing Name Links Manually

Use the Linked Names: Options page to determine when TAL Pro synchronizes names between
Timeslips and your accounting package. Mark one or more options to enable automatic
synchronization of names.

f b |
@ Set Up Accounting Link @
Connection ] - -
) Linked Names: Options
Settings
—_— J When to Sync
Method//Style Edits made to Sage Timeslips names immediately transfer to QuickBooks
Opti
plions Prompt before adding names to QuickBooks
Accounts/Taxes
Entries [T synchronize linked names when opening the Sage Timeslips database
Closed Periods [T synchronize linked dients when generating bills
Linked Names |
Data Rules
Options . When the Sage Timeslips name and the QuickBooks name both change
Other J (@) Copy data from Sage Timeslips to QuickBooks
Log File () Copy data from QuickBooks to Sage Timeslips

[T when you dear data from a field, also dear the field for the linked name.

View Training Videa [ QK ] [ Cancel ] [ Help l

If you do not mark any of these options, you can still use the Accounting; Synchronize Names
command to synchronize names at any time.

Establishing Name Links Manually
TAL Pro uses name links between Timeslips and your accounting database to identify which

names can transfer data to each other. TAL Pro can establish these links during the
synchronization process, or you can manually establish links between names.
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Linking names

Select Accounting; Manage Name Links; Clients to set up links between Timeslips clients and
customers in your accounting database manually. This synchronization ensures that
information for clients and customers is maintained correctly in the two databases, without
double entry.

# Linked Sage Timeslips Clients and QuickBooks Customers -0 1[
rUnlinked Clients and Cuskomer 1 rLinked Clients and Custamer

Sage Timeslips Clients wickBooks Customers

Unassigned Sage Timeslips Clients

Sam's Flower Shop Adam's Candy Shop Adam's Candy Shop
Andres, Cristina Andres, Cristina
Atlantic Atlantic
Balak, Mike Balak, Mike
Balak, Mike,330 Main St Balak, Mike:330 Main St
EBalak, Mike.Residential Balak, Mike:Residential
Bishop Bishop
EBlackwell, Edward EBlackwell, Edward
Chapman, Matalie Chapman, Matalie
heknis, Benjamin Cheknis, Benjamin
Corcoran, Carol Corcaran, Caral
e 9 Crenshaw, Bob Crenshaw, Bob
Crider, Craig Crider, Craig
Ignore | Add to QuickBooks | Add to Timeslips | Ignaore | D' Computers DJ's Computers
Eastern Eastern
Link | Ecker Design Ecker Design
Goliday Sporting Goods Goliday Sporting Goods
Goliday Sporting Goods, 155 Wi Golliday Sporting Goods: 155 Wil
Goliday Sporting Goods. 75 Sun Golliday Sporting Goods: 75 Sun:
o Ignoted Sage Timeslips Clients Ignored QuickBooks Cuskomers Gregory, Dru Gregory, Dru
Hermann, Jennifer Hermann, Jennifer
Hermann, JenniferResidential Hermann, Jennifer:Residential ¢
Hughes, David Hughes, Dawid
Jasmine Park Jasmine Park
Jir's Family Store Jim's Family Store J
Clear Ignore | Clear Ignore Clear Link |
Refresh | Print | Clear al | QK I Cancel | Help |

1 TAL Pro separates the list of linked names from unlinked names and ignored names, making it
easier to find names that you want to link.

2 When viewing unlinked timekeepers (QuickBooks only) or clients, you can add the name to
your accounting package with a click of a button.

3 When viewing unlinked employees (QuickBooks only) or customers, you can now add the
name to Sage Timeslips with a click of a button.

Select Accounting; Manage Name Links; Timekeepers to set up links between Timeslips
timekeepers and employees in your accounting database manually. This synchronization
ensures that information for timekeepers and employees is maintained correctly in the two
databases, without double entry.

Select Accounting; Manage Name Links; Activities to set up links between Timeslips activities
and expenses/items in your accounting database manually. This can help simplify creating slips
based on accounting transactions.
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Synchronizing Names

Synchronizing Names

The name synchronization process can perform three functions:

+ TAL Pro automatically establishes links between matching client and customer names,
and between matching timekeeper and employee names.

* TAL Pro reviews each database for names that do not exist in the other database and
prompts you to add or match them.

+ TAL Pro updates changed information in linked names.

Depending on how you start the synchronization process, TAL Pro will perform each of these
functions, or it will just synchronize data between linked names.

Starting the synchronization process

Different actions in Timeslips can start the synchronization process.

Starting synchronization manually

You can start the synchronization process manually at any time by selecting Accounting;
Synchronize Names. When you start the synchronization process in this way, TAL Pro will
review all Timeslips timekeeper names, Timekeeper client names, employee names (from your
accounting database), and customer names (from your accounting database).

Synchronizing when opening the Timeslips database

When Synchronize linked names when opening the Timeslips database is marked in the Linked
Names: Options page of the Set Up Accounting Link dialog box, TAL Pro starts the
synchronization process when you open Sage Timeslips or when you open this specific database.
When you start the synchronization process in this way, TAL Pro will review already linked
names.

Updating name information when generating bills

When Synchronize linked clients when generating bills is marked in the Linked Names: Options
page of the Set Up Accounting Link dialog box, TAL Pro updates data between linked client and
customer names when you print a Generate Bills report (select Bills; Generate Bills).

Updating names in your accounting package when adding or editing Timeslips
names

When Edits made to Timeslips names immediately transfer is marked in the Linked Names:
Options page of the Set Up Accounting Link dialog box, TAL Pro updates employee names when
you edit linked timekeeper names in Timeslips, and edits customer names when you edit linked
client names in Timeslips. If Prompt before adding names is also marked when you add a new
name to Timeslips, TAL Pro will prompt you before adding that name to the accounting
database.
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How TAL Pro synchronizes names

TAL Pro follows the process below when synchronizing data:

1 TAL Pro reviews each open Timeslips timekeeper and client name and does one of the
following:

a.

If the Timeslips name is already linked with a name in the accounting database, TAL Pro
checks if information for either name has changed. If it has, TAL Pro updates the
appropriate record with the changed information.

If the Timeslips client name matches a customer name exactly, or if the Timeslips
timekeeper name matches a employee name exactly, TAL Pro automatically links the
names. When information for either name is next changed, TAL Pro will update the linked
record accordingly.

If the Timeslips client is not linked with a customer in the accounting database, or if the
Timeslips timekeeper is not linked with a employee in the accounting database, then TAL
Pro will prompt you to match, add, ignore, or skip the name.

2 TAL Pro reviews each employee and customer name in the accounting database. If the name is
not linked with a Timeslips name, TAL Pro prompts you to match, add, ignore, or skip the
name.

3 If TAL Pro added names to Timeslips and Timeslips requires the name in a different format (for
example, the name from the accounting database is longer than your current Timeslips
nickname limit), TAL Pro will prompt you to change the name.

When the synchronization process is complete, we recommend that you choose Accounting;
Manage Name Links to review each list of names to ensure they are set up properly.

Names that TAL Pro will ignore during synchronization

During the synchronization process, TAL Pro will not review or attempt to synchronize the
following types of names:

Timeslips names with a name classification of template, inactive, or closed

Timeslips names that you have marked to ignore (using the Accounting; Manage Name
Links command)

Names in your accounting package marked prospect or inactive in the accounting
package

Names from your accounting package that you have marked to ignore (using the
Accounting; Manage Name Links command)

The links that you establish between Timeslips activities and expense accounts or items in your
accounting package are used only to determine the default activity that is assigned to slips when
creating slips based on line items. These links do not transfer in the same way as clients/
timekeepers and customers/employees.
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Synchronizing Names

Fields that TAL Pro updates when linked with Sage 50

The following list indicates how TAL Pro maps data fields between Timeslips clients and Sage
50 customers. During the synchronization process, TAL Pro compares and updates data in

mapped fields.
Timeslips client field
Nickname 1 *

Name

Address line 1
Address line 2

City

State

Postal code - ZIP code
Address line 4

Phone

Fax

Other

Email Address

Sage 50 customer field

Customer ID *
Name

Address line 1
Address line 2
City

State

Postal code - Zip code
Country
Telephone 1
Fax
Telephone 2

E-mail

* TAL Pro uses values in the Nickname 1 field in Timeslips and the Customer ID field in Sage
50 only when linking names or creating new names. When you edit these fields, TAL Pro will

not update the linked name automatically.
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Fields that TAL Pro updates when linked with QuickBooks

The following list indicates how TAL Pro maps data fields between Timeslips and QuickBooks
names. During the synchronization process, TAL Pro compares and updates data in mapped
fields.

Timeslips client field QuickBooks customer field

17-10

Nickname 1
Name

Address line 1

Customer Name
Name

Bill to: line 1

Address line 2 Bill to: line 2
Address line 3 Bill to: line 3
City City

State State/Province
Z1P Zip- Postal code
Address line 4 Country-Region
Phone Phone

Fax FAX

Home Alt. Ph.

Other Telephone 2
Email Address E-mail
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Linking Activity Names

Creating Slip Based on Accounting Transactions

@

Help

Your accounting program may use transactions (checks, bills, payments, or purchases) to track
money owed to vendors. Because you may have incurred these costs on behalf of your
customers, TAL Pro can help you create slips based on these transactions to charge to your
clients in Sage Timeslips.

For more information on creating slips, look up “creating slips: from accounting
transactions” in the Sage Timeslips Help index.

Linking Activity Names

Before creating slips based on accounting transactions, you should establish links between
expenses accounts or inventory items in your accounting program and Timeslips activities.

When you create new slips based on transactions in your accounting program, TAL Pro
automatically selects the Timeslips activity that is linked to the expense account or inventory
item and enters it on the new slips.

Select Accounting; Manage Name Links; Activities to set up links between Timeslips activities
and expenses/items in your accounting database manually. This can help simplify creating slips
based on accounting transactions.

M
[ (D) Linked Sage Timeslips Activities and QuickBooks Expense/Ttems =HEcl X
o Unlinked Activities and Expense/Items Linked Activities and Expense/Ttems
Unassigned Sage Timeslips Activities Unassigned QuickBooks Expense/Ttems Sage Timeslips Activities QuickBooks Expense/Items /
- £ Mediation Fees 1 _Postage and Delivery
Gi= E i - Knox Carrying Charges
[#: Copies E ; Accounts Payable
(% Cost with Tax E i Accounts Receivable
()i Court Reporters E i Accum Depr - Furniture & Fixt
(#): Facsimiles E i Accum Depre - Machinery & Equip
[#iFiing E i Advanced Client Hard Costs
[#:Filing Fees E i Advertising and Promotion
[#iLong Distance E i Ask My Accountant
[#: Mileage E i Automobile Expenses
[#)iParking E ; Automobile Loan Payment
[#:Pickup E :Bank Service Charges
[#)iPostage E ;Biling Services
[#): Postage - Reimb E :Business Line of Credit
[#)Process Server Fees E i Capital Stock
[# Service E i Cash Escrow In
O service E i Cash Escrow Qut
OiTask 111 E { Cash Suntrust Escrow Out
[#) i Telephonic Appearance E i Cellphone Expenses
E { CGL Insurance
E i Checking - General CB&T
E i Checking - Trust CB&T
E i Client Disburse. Recoverable
E i Client Escrow
E i Client Refunds
E i Client Refunds Costs
E i Client Refunds Fees -
I e Link I [ Clear Link I
o] o ) Lo ]

1 TAL Pro separates the list of linked names from unlinked names, making it easier to find names
that you want to link.

2 To link names, select an unassigned Timeslips activity, an unassigned accounting expense or
item, and click Link.
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Creating Slips

Choosing transactions

Select Accounting; Create Slips to begin the process of creating slips from accounting
transactions.

Note: When you create slips in Timeslips based on Sage 50 transactions, you should not also
create reimbursable expenses in Sage 50 based on the same transactions. Creating slips in
Timeslips and reimbursable expenses in Sage 50 based on the same transactions can cause

double billing.
1) QuickBooks Checks and Vendor Bills =3 Ech===)
Selection =
Startdate [/1/2012 | [H] EndDate 5312013 (M) =
o Available | Completed | Ignored
Date + Type MNum Payee Expenses Items Value
03/01/2013  iVendar Check My Company 100,00 0.00 100.00 =~
03/01/2013  iVendar Check My Company 50.00 0.00 50.00
03/01/2013  ;Vendar Chedk My Company 66,66 0.00 66,66
04/03/2013  iVendar Chedk Amica 614.01 0.00 614.01
04/11/2013  ;Vendar Chedk My Company 99.98 0.00 99.98
04/15/2013  iCustomer Check Kelleher, Brian & Laura 51.00 0.00 51.00
04/15/2013 i Customer Check Kelleher, Brian & Laura 57.00 0.00 57.00
04/15/2013  iCustomer Check Kelleher, Brian & Laura 57.00 0.00 57.00
04/15/2013  iCustomer Check Kelleher, Brian & Laura 51.00 0.00 51.00
04/15/2013  iVendar Chedk Time & Cents 4.00 0.00 4.00
04/15/2013  iCustomer Check Kelleher, Brian & Laura 51.00 0.00 51.00
04/15/2013  iVendor Check My Company 52.00 0.00 52.00
04/15/2013 i Customer Check Kelleher, Brian & Laura 51.00 0.00 51.00
04/15/2013  iCustomer Check Kelleher, Brian & Laura 5100 0.00 51.00
04/15/2013  iCustomer Check Kelleher, Brian & Laura 53.00 0.00 53.00
04/15/2013  iCustomer Check Kelleher, Brian & Laura 57.00 0.00 57.00
04/15/2013  iCustomer Check Kelleher, Brian & Laura 111.00 0.00 111.00
04/28/2013  ivendor Check Time & Cents 1075.00 0.00 1075.00
05/06/2013  iCustomer Check Barsky, Barbara 5000,00 0.00 5000.00 -
(2 e |©
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The transaction list separates transactions available for slips from ignored transactions and
completed transactions, making it easy to review the status of any accounting transactions.

You can filter the transaction list by date. You can click the Options button to hide certain
types of transactions from your accounting package, and hide transactions that do not have
customers assigned to line items.

Select one or more transactions from the list and click Create Slips. (Note: to select multiple
transactions, click the first transaction and then press the Ctrl key while you click additional
transactions.)
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Creating Slips

@ QuickBooks Checks and Vendor Bills: Line tems

[ [ [

=

| Date ¢
| Mum
04/15/2013

= &

04/15/2013

[<]

04/15/2013

=

04/15/2013

04/15/2013

=

04/15/2013

[<]

04/15/2013

=

04/15/2013

| Type | Payes

| Item Type | Memo
Customer Check  Kelleher, Brian & Laura
Expense Transfer to funds

Expense

Customer Check

Customer Check

Kelleher, Brian & Laura

Expense REFUND

vendor Check  :Time & Cents

Expense Payment from Client Trust Account.
Vendor Check | Time & Cents

Expense Payment from Client Trust Account.

Kelleher, Brian & Laura
REFUND

Vendor Check i My Company

Expense Payment from Client Trust Account.
Customer Check ; Kelleher, Brian & Laura

Expense REFUND

Kelleher, Brian & Laura
REFUND

Warning: The QuickBooks Expense is not linked to an Activity.

| Customer

| Client

Kelleher, Brian & Laura
*Kelleher, Brian & Laura
Kelleher, Brian & Laura
*¥elleher, Brian & Laura
Add Me 1

Add Me 1

Add Me 2

Add Me 2

Kelleher, Brian & Laura
*¥elleher, Brian &Laura
Kelleher, Brian & Laura
*Kelleher, Brian & Laura
Kelleher, Brian & Laura
*Kelleher, Brian & Laura
Kelleher, Brian & Laura
*elleher, Brian & Laura

You will stil able to create a slip from this item by selecting the missing data on the next dialog.

| Account

| Activity

Rimbursed Client So
WARNING
Rimbursed Client So
WARNING

Client Escrow
WARNING

Client Escrow
WARNING
Rimbursed Client So
WARNING

Client Escrow
WARNING
Rimbursed Client So
WARNING
Rimbursed Client So
WARNING

A =« |
—

Select the line items that you want to convert into slips. You will be able to select data values to override any warnings when you dick OK.

Qty
Price
1.000
57.00
1.000
51.00
1.000
1.00
1.000
3.00

1.000
52.00
1.000
51.00
1.000
51.00

| value |

| |
57.00

51.00
100

3.00

52,00
5100

51.00

Cancel

1 On the Line Items dialog box, mark the line items that you want to create slips for.

Warning: When creating slips, you should create all slips at once. When you click OK to
accept the slips, you will not be able to view or edit the details of the slips from this dialog box.

2 Click OK.

Creating slips

Create Slips

| Mames

Timekeeper

() Skip this item

(@ Use this dient

If there is no linked dient

Bishop

If there is no linked activity

(1 skip this item

o () Time slip

‘ (@) Expense slip

Description

Expenses

Use default description from the activity

[¥] Add the memo from the line item
Add the check number
[ Add the following text

O = [ o=

1  Use the fields on the Create Slips dialog box to assign names to the slips if names are not
already linked to the accounting transactions.

2 Optionally, set Description options at the bottom of this dialog box; these options control
which text to use for the slip description.

3 Click OK to create slips.
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Verifying new slips

Select Accounting; Create Slips and then switch to the Completed page. Select one or more
transactions from the list. (Note: to select multiple transactions, click the first transaction and
then press the Ctrl key while you click additional transactions.) Click View Slips. The Time and
Expense Slip List will open, showing the slips created from the selected transactions. You can
review the slips and edit them if necessary.

Posting Entries to Your General Ledger

@

Help

In your typical billing cycle, after you have prepared billing data in Timeslips, you are ready to
print bills. You print bills in Timeslips using the Generate Bills report (select Bills; Generate
Bills). Refer to the Timeslips User’s Guide for more information on billing your Timeslips
clients.

For more information on posting entries, look up “posting entries to your general ledger
using TAL Pro” in the Sage Timeslips Help index.

When you approve Timeslips bills, TAL Pro will generate associated general ledger transactions
based on your accounting method, transfer options, and the accounts that you have set up. You
can post these transaction to your general ledger.

Setting Up Transfer Options

17-14

You can determine the format of the General Journal entries created by Timeslips using the

options in the Transfer pages of the Set Up Accounting Link dialog box (select Accounting; Set
Up Accounting Link).

Use the Transfer: Method/Style page to set up the transfer method (cash or accrual), the style of
transfer (detail or summary), and if WIP will be transferred.

Transfer: Method /Style
Method
Specify the accounting method (cash or accrual) that Sage Timeslips will use to generate entries

for QuickBooks. Your selection will need to match the method already selected in your General
Ledger. If you are unsure which method to use, please consult your accountant.

I Cash

@ Accrual
Style
Transfer invoices as @) Detail ) Summary
Transfer ather transactions as @) Detail ) Summary

WIP
[] Transfer unbilled time slips as Waork In Progress (WIF)
[ Transfer unbilled expense slips as Work In Progress (WIF)
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Setting Up Transfer Options

Use the Transfer: Options page to determine if you will be prompted to transfer after billing, if
you will transfer entries as checks (QuickBooks only), and to set up date rules for entries.

Transfer: Options

Options
When suspense (such as overpayments) is transferred
() Post using the original payment date
(@) Post using the date of the transfer

When a payment date is earlier than the invoice it is paying off
(@) Post the payment using the date of the original payment
() Post the payment using the date of the invoice

Withdrawals, Refunds, and Transfer to Funds post as
() General Journal Entries
@ Checks
Payment From Account
Transfer Paymenits From Account as checks
Sage Timeslips will look for & vender in QuickBooks

Payee  Time & Cents with this name. If it cannot be found, Sage Timeslips
will attempt to add the name automatically.

() Write separate checks for each PFA in a posting
(@ Write one check for all PFA in a posting

Billing
Prompt for transfer after generating bills.
Prompt for transfer after undoing bills.

Use the Transfer: Accounts/Taxes page to determine if fees and costs will be transferred to general
accounts or specific accounts, and if tax rules are overridden.

Transfer: Accounts/Taxes

Specdific accounts

Fees Charges [Clients hd ]
Adjustments [Separate Write-ups and Write-downs ']

Costs Charges [None hd ]
Adjustments Mong

Taxes

Use Tax Rate Rule override settings for Accrual accounting
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Use the Transfer: Entries page to determine the format of entries transferred to your general
ledger.

Transfer: Entries

Detail Entries

Mext journal number 127 =

Journal Prefix TS-

Reverse Journal Prefix TSR-

Memo comes from Transaction description hd

Summary and WIP Entries

When posting as Summary or WIP, many transactions are combined into one journal entry. You
can customize the journal number and memo, Sage Timeslips will find the QuickBooks Customer
with the name entered in the QuickBooks Customer field, If the name does not exist, Sage
Timeslips will attempt to create that QuickBooks Customer automatically.

Journal Number TOTAL
Reverse Journal Number TOTAL
QuickBooks Customer TimesSlips
Memo TAL Posting

Use the Transfer: Closed Periods page to set up date rules for entries that would post to
unacceptable dates.

Transfer: Closed Periods
Settings

If there are dosed periods in QuickBooks, you can assign the earliest date accepted by
QuickBooks. You can also choose what to do with any entries that fall before the earliest date.

Earliest date acceptable to GL 7/1/2013
When an entry falls before the minimum date accepted:
() Allow the entry to show as an error
@) Use the date of the posting (today)

() Use this date

Understanding Accounts

After you link Timeslips to your accounting package, you can assign the accounts from the
general ledger's chart of accounts to the TAL Pro account categories.

TAL Pro provides many different account categories to help you accurately track your firm’s
information.

Your accounting package maintains many totals about specific elements of your business,
including how much cash is on hand, in the bank, and owed by clients. Each element is called
an account in your general ledger and is associated with the typical account types of assets,
liabilities, revenue, and expenses. Before you attempt to use TAL Pro, be sure that you
understand accounting concepts. Consult with your accountant if you have questions about the
accounting methods your business uses.
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Understanding Accounts

Like the other modules of your accounting system, TAL Pro transfers data into your general
ledger by updating accounts. Therefore, you must be sure that you have defined the accounts
needed by Timeslips in your chart of accounts. Using TAL Pro, you will assign accounts from
your general ledger to TAL Pro account categories. TAL Pro will transfer information from
Timeslips to these accounts.

The following table shows the accounting categories used by TAL Pro.

TAL Pro Account Categories

Account Name Type Increased by Tracks in TAL Pro

Cash Asset Debit Payments

Charges Revenue Credit Billed charges

Write-ups Revenue Credit Positive adjustments

Write-downs Expense Debit Negative adjustments

Tax Payable Liability Credit Taxes paid to you

Accounts Receivable Asset Debit *Billed, but unpaid charges

Tax Receivable Liability Credit *Billed, but unpaid taxes

Suspense Revenue Credit Unapplied payments (decreased by a debit
when money is applied to the invoice)

Credit Expense Debit *Credits (offsetting entry decreases A/R
with a credit)

Allowances and Discounts | Expense Debit *Discount transactions

Write-offs Expense Debit Write-offs (offsetting entry decreases A/R
with a credit)

Refund Payable Liability Credit Refund transactions (offsetting entry
decreases Suspense with a debit)

Interest Revenue Credit Interest and finance charges

Cash Escrow In Asset Debit Increase to client funds

Cash Escrow Out Asset Credit Decrease to client funds

Client Escrow Liability Credit Decrease to client funds

Bank Account for Checks Asset Credit Offsets a Refund, Transfer to Funds, or
Payment to Account transactions, crediting
the bank account checks are written from

Bank Account from Funds | Asset Credit Offsets a Withdrawal transaction, crediting
the bank account money is withdrawn from

Work in Process Asset Debit *Unbilled slips

Work in Process Offset Liability Credit *Offset for unbilled slips

Progress Billing Offset Liability Credit *Billed charges to date on a non-final
progress bill

Increase Invoice Details Revenue Credit *Increase Invoice Details (offsetting entry
increases A/R with a debit)

Decrease Invoice Details Expense Debit *Decrease Invoice Details (offsetting entry

decreases A/R with a credit)

17-17

17



17

Connecting with Your Accounting Program
Timeslips User’s Guide

Using specific accounts

Specific accounts let you dedicate individual accounts in your general ledger’s chart of accounts
to charges associated with specific names, tax rate rules, or bank accounts from Sage Timeslips.

For example, specific accounts are useful if you want to track billing and revenue amounts for
fees by each timekeeper and transfer the data to the corresponding income accounts in your
general ledger. Or, you can transfer costs to individual expense accounts such as photocopies,
postage, and courier accounts rather than a single cost account provided in the general accounts.

You can also use specific accounts to track, transfer, and report adjustments entered in Sage
Timeslips. This lets you, for example, track the full billable amount for each timekeeper separate
from adjustment bill arrangements. You can transfer write ups and write downs into separate

accounts or to a combined account.

Depending on your company’s needs, you may want to consider defining additional accounts.

TAL Pro Specific Account Categories

Account Name Additional Accounts

Cash Fees, costs, specific bank accounts

Charges Fees, specific names on fees, costs, specific names on
costs. Specific names include timekeeper, client, task
activities, expense activities, and timekeeper-type
custom fields.

Write Ups Fees, costs

Write Downs Fees, costs

Tax Payable

Fees, specific tax rate rules on fees, specific tax rate
rules on costs

Accounts Receivable

Fees, costs

Tax Receivable

Fees, specific tax rate rules on fees, costs, specific rate
rules on costs

Client Escrow

Specific bank accounts

Cash Escrow

Specific bank accounts

You do not need to define additional accounts. If TAL Pro cannot find an account type, it will
look for a more general account in the same account category until it reaches the main account.
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Understanding Accounts

For example, your firm tracks charges for timekeepers and you have the following accounts set
up:

Account Account number

General account for all charges 1300
General account for fee charges 1400
General account for cost charges 1500
Specific account for Bob Neely’s fee charges 1410
Specific account for Joan Smith’s fee charges unassigned

You approve a bill that includes fee charges for timekeepers Joan Smith and Bob Neely. When
transferring information to your general ledger, TAL Pro looks for specific accounts for fee
charges for each timekeeper.

Based on the example above, TAL Pro transfers fee charges associated with Bob Neely to account
1410. However, because you have not defined a specific charges account for fees for Joan Smith,
TAL Pro will use the general fees account for charges, 1400. If you had not assigned an account
to that account category, TAL Pro would use the general Charges account, 1300.

In the Account Links dialog box, this set up would look like this:

The general Charges account
Sage Timeslips Accounts [~ Hide assigned accounts
b Cash 1200 The general Charges account for Fees
= Charges 1300
= Fees 1400 The specific Charges account for
Timekeeper: Bob Neely 1410 Bob Neely’s Fees
Timekeeper: Joan Smith Linassigned

150 xThe specific Charges account for
Joan Smith’s Fees
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After you link Timeslips to your accounting program, you can assign the accounts (accounts

that you created in your chart of accounts) to TAL Pro account categories.

For more information on assigning account numbers, look up “assigning account numbers’

in the Sage Timeslips Help index.

Select Accounting; Link Accounts to open the Account Links dialog box, where you can assign

account numbers from your chart of accounts.

(D QuickBooks Account Links =HEcl X
Ib%
All required accounts have been assigned. 0 Show account type &
Sage Timeslips Accounts e [T Hide assigned accounts QuickBooks Accounts e Show lowest subaccount only
qh Mumber ¢ | Type MName
o Charges 8000 1010 Bank Checking - General CB&T -
op Wite-ups 4500 1020 Bank Checking - Trust CB&T
op Wirite-downs 8000 1100 Accounts Receivable | Accounts Receivable
o Tax Payable 25500 12100 Other Current Asset Inventory Asset
gk Tax Receivable 2400 1250 Other Current Asset Overpayments and Unapplied Cash -
g Accounts Receivable 1100 1300 Other Current Asset Advanced Client Hard Costs
Suspense 1250 1310 Other Current Asset Client Disburse, Recoverable
op Credit 5215 1330 Other Current Asset Lexis/Westlaw
Allowances and Discounts 8000 1340 Other Current Asset Filing Fees
wirite Off 8000 1350 Other Current Asset Court Reporters
Increase Invaice Details 4800 1360 Other Current Asset Mediators/Arbitrator Services
Decrease Invoice Details 8000 1487 Other Current Asset | Cash Escrow In
Interest 7000 1488 Other Current Asset Cash Escrow Qut
Refund Payahle 2020 1489 Other Current Asset Cash Suntrust Escrow Out
o Cash Escrow In 1487 1499 Other Current Asset  Undeposited Funds
o Cash Escrow Qut 1488 1500 Fixed Asset Furniture and Fixtures
Bank Account from Funds 1020 1520 Fixed Asset Machinery & Equipment
op Client Escrow 2020 1600 Fixed Asset Accum Depr - Furniture & Fixt
Progress Biling Offset Unassigned 1620 Fixed Asset Accum Depre - Machinery & Equip 20

Clear

view more details about accounts

Ok ]l Cancel H Help

B

There are several filters and options to simplify linking accounts:

1 You can set Show account type to All to see all available accounts.

2 You can mark Hide assigned accounts to filter the account categories to show only those that
are not yet set up. The number of required accounts not yet set up is also listed at the top of
the dialog box.

3 You can mark Show lowest subaccount only to filter the available accounts to show only the

lowest subaccount (QuickBooks only).

4  You can click column headings to sort the account list by account number, type, or name. This

makes it easier to find the account you want.

In order to transfer data from Timeslips to your general ledger, you must assign accounts to TAL
Pro account categories.

We cannot recommend account practices for your business. We strongly recommend that you
contact your accountant for advice on choosing the accounting method that is best for your

business.

>



Posting Entries to Your General Ledger
Linking Clients to Customers

How to assign an account to a TAL Pro account category

1
2
3

Select Accounting; Link Accounts to open the Account Links dialog box.
In the Sage Timeslips Accounts list, highlight the account category.

In the Accounts list to the right, highlight the associated general ledger account that you want
to link.

Click Link. TAL Pro assigns the selected general ledger account to the account category.

Repeat this process for each TAL Pro account category that you want to use. Be sure to assign
accounts to all account categories that appear in red. A message above the list will indicate
when all required accounts have been assigned.

Once you have finished assigning accounts, click OK to save your changes and close the
Account Links dialog box.

Linking Clients to Customers

TAL Pro can post entries only for Timeslips clients that are linked to customers in your
accounting database. If needed, you can set up these links manually.

See “Linking names” on page 17-6 for more information.

17-21

17



17

Connecting with Your Accounting Program
Timeslips User’s Guide

Reviewing and Posting Entries

17-22

@

Help

The general ledger entries generated from Sage Timeslips will vary greatly, depending on the
accounting method you are using. For example, invoice will only be transferred if you are using

the accrual method.

In past versions, TAL Pro could post to your general ledger automatically. The posting process
has changed, making it easier for you to review and control which entries are posted to your

general ledger.

1
2

3

In Timeslips, select Accounting; Transfer to G/L.

On the Transfer to G/L dialog box, use the transaction type filters to choose the entries that will

be posted by transaction type.

For detailed information on the entries generated from Sage Timeslips using each accounting
method, look up “how TAL Pro posts to your general ledger” in the Sage Timeslips Help
index.

Transfer to QuickBooks G/L

) v ©

9 Indude these transaction types

Payment Payment From Account
Credit Payment To Account
Write Off Deposit

Refund withdrawal

Invoice

Reverse Payment

Transfer

Transfer To Funds

Discount

Spedial Credit

Increase Invoice Details

Decrease Invoice Details

Default

Sort by
(@ Client Nickname 1
() Client Nidkname 2

() Transaction Date

[ OK

| [ conea ]

Optionally, use the Selection button to also filter entries by transaction date and client.
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Reviewing and Posting Entries

4  After clicking OK on the Transfer to G/L dialog box, the G/L Entries Ready to Post dialog box
opens, showing all entries that match your filters that are ready to post to the general ledger.

(@ G/L Entries Ready to Post (o[ B [

The following transactions can be posted to your general ledger. Use the buttons below to print a listing of these transactions or export the transactions
to the general ledger.

{ G/l Entries | G/L Account Totals I Summary |

Post | ID | Type |Trans Date | Client | TAL Account | GJL Account | Invoice % Debit |  Credit |
| Journal # /. |PostDate | Trans Desc | | G/L Account Name | Check # | | |
405 PAY  4/12f2013  *Keleher, Brian & La Cash 1499 INT 1111.00 -
T5-127 5/21/2013  PAYMENT - THAMK Yt Undeposited Funds F
405 PAY 1412j2013 :*Keleher, Brian & La¢ Suspense 1250 INT 1111.00
T5-127 5/212013 PAYMENT - THAMK Y! Overpayments and Unappli
o 1408 PAY (4/12/2013 | *Keleher, Brian & Lai Cash 1499 INT 31.00 —
T5-128 5/21/2013  (PAYMENT - THANK Undeposited Funds
o 408 PAY i4/12/2013 |*Keleher, Brian & Lat Suspense 1250 INT 31.00
T5-123 5/21/2013  {PAYMENT - THAMK Y! Overpayments and Unappli
o 414 PAY 4/15/2013 | *Kelleher, Brian & Lat Cash 1499 NT 100.00
T5-129 5212013 iPayment from Client Undeposited Funds
o 414 PAY  14/15/2013 | *Keleher, Brian & La¢ Suspense 1250 INT 100.00
T5-129 5/21/2013 iPayment from Client COverpayments and Unappli
J 433 PAY (5/3/2013 Autopay Me Mow Cash 1499 G:10124 100.00
TS-130 5/3/2013 PAYMENT - THANK Undeposited Funds
J 433 PAY (532013 Autopay Me Mow Accounts Receivable 1100 G:10124 100.00
T5-130 5/3/2013 PAYMENT - THAMK Y Accounts Receivable
o 1435 PAY i5/3/2013 Autopay MeMNow  iCash 1499 G:10124 400.00
T5-131 5f3f2013 Payment from Client Undeposited Funds
o 1435 PAY i5/3/2013 Autopay Me Mow Accounts Receivable 1100 G:10124 400.00 T
Total 5513.83 3513.83
[ Print ] [ Post to QuickBooks ] [ Close ]

+  Use the G/L Entries page to see the details of the entries. Entries with errors will
have a red X in front of them. Optionally click on column heading to re-sort
entries.

+  Use the G/L Account Totals page to see totals of each general ledger account with
entries.

+  Use the Summary page to see a summary of all entries listed.
5 Optionally click Print to print a report of the entries displayed.

6 Click Post to post the entries to the general ledger.
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After posting entries to the general ledger, you should not edit them manually in your
accounting package. Editing these values will make it difficult for you to reconcile from where
values originated.

Instead you can undo the associated bill in Timeslips to generate reversing entries.

For more information on reviewing past postings, look up “posting to the general ledger using
TAL Pro” in the Sage Timeslips Help index.

If needed, you can select Accounting; View Past Transfers to view entries from past transfers
and optionally reverse entries.

The Transfer Registers dialog box shows each posting to your general ledger.

(D Transfer Registers =HECHL X

Select which transfers you would like to review. Once you view details of these transfers you will be able to print or reverse the

entries.

0 Date / Timekeeper Initiated | Method Payments | Invoices | WIP Amount

-
] {02/13/2013 4:25:53 PM Sam Old Reverse iAccrual nfa nfa nfa 13225.00 [
] {02/13/2013 4:31:44 PM Sam COld Bills Accrual Details Details Details 13225.00 |
] f02/13/2013 4:32:10 PM Sam Old Undo Bills : Accrual nfa nfa nfa 13325.00 |
|| f02/19/2013 3:18:03 FM Sam Old Manual Accrual Details Details Details 455,60

[ in2/19/2013 3:21:41FPM Sam Old Reverse i Accrual nja nfa nja 177.00
(] {02/19/2013 3:24:20 PM Sam Old Manual Accrual Details Details Details 177.00

] {02/19/2013 3:29:23 PM Sam Old Bills Accrual Details Details Dietails 73424.98

(| f02/27/2013 2:50:10 PM Sam Old Manual Accrual Details Details Details 574.23

] i02/27/2013 2:52:08 PM Sam Old Reverse | Accrual nfa nfa nfa 574.23

] {02/27/2013 3:27:54 FM Sam Old Manual Accrual Details Details Details 629.23

[] in2/28/2013 4:12:24PM Sam Old Manual Accrual Details Details Details 62.90

(] i02/28/2013 4:15:40 PM Sam Old Manual Accrual Details Details Details 22.00

] i02/23/2013 4:23:09 PM Sam Old Manual Accrual Details Details Details 24,00

] f02/28/2013 4:25:31 FPM Sam Old Manual Accrual Details Details Details 26.00

] i02/28/2013 4:30:47 FM Sam Old Manual Accrual Details Details Details 2470.00

] i02/28/2013 4:31:52 FM Sam Old Manual Accrual Details Details Details 26.00

[ i02/28/2013 4:35:57 PM Sam Old Manual Accrual Details Detailz Details 2200 ~

Selected Total 0.00
® .

1 You can choose one or more postings to review.

2 Click View Details to open the Previous G/L Transfers dialog box where you can review and
print entries from those postings.



Posting Entries to Your General Ledger
Reviewing Past Transfers

(@ Previous G/L Transfers

= [ B [

You can select which G/L Entries to reverse, If you select a G/L entry for a specfic transaction, all other G/ Entries for that transaction will also be

reversed,
G/L Entries | G/ Account Totals | Summary
Rev |ID | Type |Trans Date | Client + | TAL Account | G/L Account | Invoice #| Debit|  Credit |
| Journal # | |PostDate | Trans Desc | | GIL Account Name | Check # | | |
444 PAY {5/13/2013 |*A Cash 1499 INT 322,00 o
T5-125 5/13/2013 i PAYMENT - THANK Undeposited Funds il [F
444 PAYT [5/13/2013 |*A Cash 1499 G:10128 11.00 |
T5-124 5/13/2013 iPAYMENT - THANK Yi Undeposited Funds |
44 PAY :5/13(2013 i*A Accounts Receivable ;1100 G:10128 11.00 |
T5-124 5/13/2013 i PAYMENT - THAMK Accounts Receivable
5/13/2013  *A Suspense 1250
5/13/2013  PAYMENT - THAMK Yt Overpayments and Unappli
445 INV  [5/13/2013 |*A Accounts Receivable {1100 G:10128 11.00
T5-126 5/13/2013 {INVOICE No. 10128 Accounts Receivable
445 INV  i5/13/2013 (%A Charges: Fees 4010 G:10128 11.00
T5-126 5/13/2013 {INVOICE Mo. 10128 Legal Fee Income
441 PAY i5/6/2013 Claire Another Pay :Cash 1499 INT 99.00
T5-122 5/6/2013 PAYMENT - THAMK Undeposited Funds L4
441 PAY 15/6/2013 Claire Another Pay ;Suspense 1250 INT 99.00
T5-122 5/6/2013 PAYMENT - THANE ' Overpayments and Unappli
436 PAY [5/6/2013 iClaireExample 1 iCash 1499 INT 100,00
T5-121 5/6/2013 PAYMENT - THAMK Undeposited Funds
436 PAY i5/6/2013 Claire Example 1 Suspense 1250 INT 100.00 T
e Total 9 554.00 554.00
0 [ Print ] [Eurse in QuickBooks ] [ Close

From the Previous G/L Transfers dialog box, you can:

1 print a listing of entries previously posted.

2

choose specific entries to reverse

3 click Reverse to post reversing entries to your general ledger
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