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License agreement

You can review the license agreement at any time. Within Sage Timeslips, select Help;
Contents and Index and select Sage Timeslips Software License Agreements from the
Contents page.

Copyright

© 1992-2011 Sage Software, Inc. All rights reserved.

Portions of Sage Timeslips, Sage Timeslips Remote, 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 as follows:

© 1994-2011 Borland Software Corporation.

© 1990-2011 Flexera Software, Inc.

© 1995-2011 Microsoft Corporation. All rights reserved.
© 1995-2006 Wintertree Software, Inc.

Trademarks

Sage, the Sage logo, Timeslips, the Timeslips logo, TAL, Timeslips eCenter, Timeslips
Remote, Timeslips Today, TSTimer, Peachtree, ACT!, "It Turns Time Into Money," "Your
business in mind," and the Sage product and service names mentioned herein are registered
trademarks or trademarks of Sage Software, Inc. or its affiliated entities.

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 registered trademark of Intel Corporation. AMD is a registered
trademark of Advanced Micro Devices, Inc. Palm OS is a registered trademark of Palm
Trademark Holding Company and is exclusively licensed to ACCESS Systems Americas, Inc.
Palm is among the trademarks owned or licensed to Palm, Inc. AOL is a registered service
mark of AOL LLC. QuickBooks is a registered trademark and service mark of Intuit Inc. 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://www.SageTimeslips.com before contacting us for technical support.

For info on technical support, refer to http://www.SageTimeslips.com/support. Terms of
technical support are subject to change without notice.
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Introduction to Sage Timeslips

Timeslips User’s Guide

e 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

1-2

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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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.

£
Time and & Practice
Expense Entries % Management

Reports
& Timeslips %

=

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.

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.

1-3



1 Introduction to Sage Timeslips

Timeslips User’s Guide

Types of Information Entered in Sage Timeslips

You can
@ customize the
terms used to
Note identify
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”.
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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 9-14.

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 7-12 and
“Maintaining client history” on page 7-17.



1

Introduction to Sage Timeslips
Timeslips User’s Guide

1-6

Programs Installed with Sage Timeslips

'.;!I"':

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.

TSTimer

TSTimer is a smaller, complementary application that runs in your
workstation’s system tray. TSTimer allows timekeepers to track time quickly
without having to open Timeslips. TSTimer allows you to enter as much or as
little information as you want to describe the task. When you are ready to print
reports or bills, you can send the time entries to Sage Timeslips.

See “Entering Time Using TSTimer” on page 8-15 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 16-18 for more information.



2

How Sage Timeslips Implements Time Billing
Programs Installed with Sage Timeslips
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 4-6 for more information.

Procedure Editor

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

See “Playing Procedures” on page 4-7 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 16-8 for more information.
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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 6-14 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.

User's Guide Terms and Considerations

1-8

When reading this user’s guide, you should consider the following:

*  Menu names are printed with initial capital letters and in italics, for
example, the File menu, the Edit menu or the Names menu.

*  Menu commands are indicated in the format Menu; Submenu;
Command. For example, the command Setup; Security; Global is
executed by selecting Global from the Security submenu of the Setup
menu.

+ Buttons and special keys that perform specific operations in Timeslips
are printed in bold, for example, the Print button or the F1 key.
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Other Reference Materials

For more info
onusingonline
Help and
guides, see
Chapter 3, “Using
Online Help and
Guides”

Note

You can access
additional PDF files
through the

Other Documents
submenu of the
Help menu.

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://www.sagetimeslips.com/Support-and-Training/Overview or call
800-285-0999 for your support options.
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Overview

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.

This chapter is for the Sage Timeslips system administrator. 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.

Preparing to Install

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

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 for using Sage Timeslips.
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System Requirements and Recommendations

Operating system

Minimum

‘Windows 7 Ultimate, Windows 7 Professional,
‘Windows Vista Business, Windows Vista
Ultimate, Windows XP SP3

Recommended

‘Windows 7 Ultimate, Windows 7 Professional,
‘Windows Vista Business, Windows Vista
Ultimate, Windows XP SP3

Preparing to Install
Reviewing system requirements

ote

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

Computer/
processor

PC with 500 MHz Intel Pentium, AMD, or
compatible processor

PC with 1 GHz Intel Pentium, AMD, or
compatible processor

Performance improves as CPU
speed is increased.

RAM (Memory)

1GB

2 GB or higher

Performance improves as the
amount of RAM is increased,
especially for your server station.

Free hard disk 300 MB for installation (excluding your database) | 300 MB for installation (excluding your database) | Database growth and installation
space - g of Sage Timeslips Add-ons will
75 MB additionally required for your database require additional disk space.
100 MB additionally recommended for files
created over time (such as backup files, report
files, PDFs of bills and reports, etc.)
Adobe Reader Adobe Reader to review PDF files. (Adobe Reader | Adobe Reader v9 or higher to review PDF files. See Adobe’s Web site or

v9 is included on the Sage Timeslips CD-ROM.)
25 MB hard disk space additionally required.

(Adobe Reader v9 is included on the Sage
Timeslips CD-ROM.)

25 MB hard disk space additionally required.

documentation for additional
requirements.

CD-ROM drive

CD-ROM drive

CD-ROM drive 4x or higher

Required for installation only

Display/Monitor Super VGA or better resolution, supporting Super VGA or better resolution, supporting
1024x768, 256 colors, normal fonts 1024x768 or higher, high color depth, normal
fonts
Peripherals PC-compatible keyboard, mouse, printer PC-compatible keyboard, mouse, printer
14.4 KBps modem if using the dialing features 56 KBps modem if using the dialing features
within Sage Timeslips. within Sage Timeslips.
Internet connection required for using Sage High-speed Internet connection, if using Sage
Timeslips web features, such as eCenter. Timeslips web features, such as eCenter.
Sound card and speakers for enhanced
interaction.
Network If using Sage Timeslips in a multiple-user A network adapter appropriate to your type of Highest quality network hardware
connectivity environment, a network adapter appropriate to network. possible.
your type of network
Miscellaneous MAPI-compliant email program required for MAPI-compliant email program required for AOL® mail is not compatible with
sending bills and statements by email, or sending bills and statements by email, or these features.
reprinting bills to email. reprinting bills to email.
Microsoft Outlook 2010, 2007, or 2003 required | Microsoft Outlook 2010, 2007, or 2003 required [ AOL® mail is not compatible with
on the Sage Timeslips workstation for using the on the Sage Timeslips workstation for using the these features.
Outlook Link, or receiving slips by email. Outlook Link, or receiving slips by email.
Microsoft Word 2010, 2007, or 2003 required for | Microsoft Word 2010, 2007, or 2003 required for
merge functionality and viewing enhanced RTF merge functionality and viewing enhanced RTF
Microsoft Excel 2010, 2007, or 2003 required for | Microsoft Excel 2010, 2007, or 2003 required for
using the Print to Excel feature. using the Print to Excel feature.
Internet Explorer required to access web pages Internet Explorer required to access web pages
from Sage Timeslips. from Sage Timeslips.
TSRemote 35 MB additional hard disk space for installation | 40 MB additional hard disk space for installation. | Database growth will require

(excluding database).

MAPI-compliant email program required for
sending TSRemote slips to Sage Timeslips by
email.

10 MB additional hard disk space for your
database.

MAPI-compliant email program required for
sending TSRemote slips to Sage Timeslips by
email.

additional disk space.

AOL® mail is not compatible with
this feature.
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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. If you purchased Sage Timeslips from a retail store, this information
is located on your CD case.

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

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.



Note

Preparing to Install
Understanding network configurations

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 2-11 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 the program files. If you are installing Sage Timeslips on
more than one workstation in a network environment, you must use the
identical file drive letter and path from each workstation.

If you install Sage Timeslips to a network drive and path, then all other
workstations should also access Sage Timeslips from that same network drive
and path.

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

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

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

2-5
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In some configurations, Windows may not permit you to share or modify
folders below the Program Files folder. In this case, we suggest that you create
another path on the hard drive, install Timeslips to that path, and share the path
accordingly.

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

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.

Understanding station licenses

2-6

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 16-8 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.
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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 2-8).

+ Install other add-ons, if appropriate (see “Installing additional licenses or
other add-ons” on page 2-10).
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 2-8).

+ Install Sage Timeslips add-ons, if appropriate (see “Installing additional
licenses or other add-ons” on page 2-10).

* Run the local installation procedure on each network workstation that
will use Timeslips (see “Installing Sage Timeslips locally” on page 2-11).

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 (SageTimeslips2012.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 Start the Sage Timeslips installation by double-clicking on the Sage Timeslips
download file. This file is named SageTimeslips2012.exe. The download file
will extract the necessary installation file and will open a menu of options.

Sage Timeslips
Setup and Installation CD

»

» Install Sage Timeslips 2012 '
» Update to Sage Timeslips Remote Plus 2012 o
+ Install Add-on .

» View Documentation

» Install Trial Version

Se

|Support | Timeslips.com | Exit |

3 Click Install Sage Timeslips 2012. 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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Installing Sage Timeslips
Downloading the installation file

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

Configuration Code

A confiuration code is requited to set up Sage Timesiips

=
Se

Please ente the configuration code provided with your Sage Timeslips product. This configuration

code is located either on the back of the Sage Timeslips User's Guide or on the Product
Intormation Shest

Alter entering the configuration code exactly as it appears, click Next ta continue

12345 12345 12345 12345 12345 12345

< Back Next >

Cancel

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.

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 2-5 for additional information.

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

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.

2
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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.

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

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 the Sage Timeslips installation CD-ROM.

In a multi-

user

environment,
Note install add-

ons before installing
Sage Timeslips locally. 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.
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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.

The local 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 2-5 for additional information about
mapping network workstations to the Sage Timeslips program folder.

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.

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.

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).

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.

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.
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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.

+  Within TSRemote, select Help; TSRemote 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.

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
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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.
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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

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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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. Select Start; Programs;
Timeslips; Timeslips to start 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 4-6 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 3-10 for more
info.
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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 3-10).

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.

3-3
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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.

-
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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 the Online Help System

Using context-sensitive Help

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.

Using the Contents page

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

E? Timeslips Help

oo & B @

Hide Back Print  Howto Glossary

Cortents | Index | Search Overview of Reports

Q License Agreement, Copyright, and Trademarks
@ Summary for Uparaders (new features and chang See also How to... E
@ Introducing Timeslips
@ Setting Up Timeslips

bl | k | d Q Tracking Time and Expenses Timeslips compiles comprehens

Double click onac OSQ —\ @ Enteing Transactions Choosing reports to print
book to open it W\ = Viswing Timesips Data

: = m Printing Reports Select a report group from the

@ box, you can access the repo

X /( Printing Reports Each report i different in hov

Double click on a page—1 Designing Reports you can select the report nam

to view that He|p topic_ @ Pirting Bils If none of these reports suits

Q Connecting to other applications customize a report.

Q Online User's Guide (other overview topics)

@ How To__ (procedural topics) Creating, designing, and cu

@ Administrator’s Guide Timeslips provides many way
@ Glossary of Terms Cresting Reports — This alk
@ Addtionial Tmeslips 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.
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Searching the Help system

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.

Enter the topic that you
want to display. \

E? Timeslips Help

H e & B B

Hide Back Print Howto Glossary

Qontents‘ Index |§earl:h

Type in the keyword to find

“nverviaw of clients

overview of client funds accounts

EJ See o

Overview of Clients

so.. EdHow to...

overview of client funds transactions
averview of client history

overview of client projects

overview of clients

The ClOSE‘St match iS The term client refers to the persen or erganization being c!
. . . All current clients are listed on the Client List dialog box. E

displayed in the list. N

Double click on any

Tracking client information

topic is display it.

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

overview of data verfication
overview of database maintenance
overview of database styles

overview of databases

Printing Help topics

box.

B3 How to add clients

Timeslips tracks extensive biling data and other related in

“Y'ou can use the client Status fields on the General pag
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.

Double click on a closed—
book to open it.

Double click on a page——
to view that Help topic.

E? Timeslips Help

& &
Hide Back Print Howto Glossary

Cortents |\ndex Search

Q License Agreement. Copyright. and Trademarks
Q Summary for Upgraders (new features and chang|
Q Introducing Timeslips
@ Setting Up Timeslips
Q Tracking Time and Expenses
@ Entering Transactions
‘ Q Viewing Timeslips Data
= |:Q| Printing Reports

2

P

rinting Reports

- Designing Reports

@ Fiirting Bills

Q Connecting to other applications

Q Online User's Guide {other overview topics)
Q How To... [procedural topics)

@ Administrator's Guide

@ Glossary of Tems

@ Additional Tmeslins Help Files

Overview of Reports

Seealso Howto . 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.



Viewing Training Videos

Sage Timeslips provides many training videos to help new users get started

Viewing Training Videos
Accessing and playing training videos

entering data in Timeslips and more experienced users explore more advanced
features before using them.

Accessing and playing training videos

@

Help

online

Look up
“playing
training
videos” in the
Help system for

more information.

Select a training —1

video to view from

the list of videos.

Timeslips displays a

check mark @ to

the left of any

training video you

s Ld
Use these buttons on the—!/'

control bar to restart,
play, or pause the current
video.

have already
viewed.

Select Help; View Training Videos to open the Training Videos dialog box. Sage
Timeslips offers several groups of training videos.

Click on a group title to view the training videos in that group. Click on the

name of a training video to play that video.

® Training Videos

+ Intraduction
 Getting Started
»» Wiorking with
timekeepers
Wiarking with clients
g >» working with tssks
»» Warking with
expenses
»» Wiorking with
references
»> Working with funds
accounts
»» Working with
accounts teceivabls
»> Hew features in
Timeslips 2007
» Entering Time and
Expenses
} Printing Bills
b Printing Reports
) Advanced Name
Features
b Linking with Dther
Applications
b Customizing
Timeslips
# All Videos on
Timeslips.com

=S

O Timestips =13
Fle Edt Slps Trensations Names Bls Reports Spedal Setup Window Hep
hlad( g0\ el AP oL AL G
[® - Client Information il
1|Homed ~ |8
Hew k=
&
selection ssens istaad of the
; pmary Rckname. +
Clhenl delauts 1
Ghobal mefeencer Ef"
o
o
©
5
Apgly Deltak:
= Guides [CProgram Fiee T mesip 2006 Emphorel D& By
W » o

You can use the control bar at the bottom the dialog box to pause, move
forward, or move backward through the current training video.

rewind, or fast forward the

current video.

When you view a training video, Sage Timeslips places a check mark to the right
of the name of the video, indicating you have viewed it.
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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

Select Help; Guides or click | 5-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

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

different pages.

Guides | ‘Your Dwn | On Mavigator

Training Yideos -

How to add a Clientspecific Reference

How to add Clients

How to add Expenses

How to add Tasks

How to add Timekeepers

How to enter expense slips

How to enter payments

How to enter payments from funds

How to enter reverse payments
0 entertime :

How to print & bill

How to print & daily totals by period report

How to print & monthly slip walues graph

How to print & monthly time usage graph

Howe to print & monthly totals by period report

How to print & pre-bill worksheet “

This guide will assistyou in
creating a time slip to track your
time. Atime slip records wvour
services for billing and reporting
purposes.

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
@ Look up streamline your work. Timeslips displays these procedures on this page,

pfgg:;ﬁiig o allowing you to access and play them easily. Select Special; Automated

the Help system
for more info on .
creating procedures.

Help Procedures to access these procedures.

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

Playing 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
1D Mew
AR balance 1310.71 | Total funds balance 0.00
A HIntS. prowde Type |F'ayment v| [] Deposit Slip
instructions and
additional information Client |4BC [ 3810011 |5

throughout guides.

Trmard &4 Fm

Date 42772008 | @ CheckMo| | Amount 1310.71
B 7 Payment - Thank vd
i On payments, enter the check number here. This is 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 1310.71 I
Dat Iwoice N overide thiz option in the Tranzactions page of the General Int. Paid
e I¥0Ice/iH0: Settings dialog box.] s, [Pl
4/22/2007|  G:10023 Aui] 0.00

[ Remaining amount applies to future invoice | Transfer Money Apply One 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.
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Using the Tip of the Day

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 dialog box, vou can highlight any
report and click Overview for a description of the

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

Show tips on startup [ Mewt Tip ] [ Cloge ]

For some areas of the program, Sage Timeslips will show only those tips related

@ 't‘ﬁoz up ",t”i;’f to the current dialog box. In other areas, Timeslips will show tips for the entire
e day” in the

g | program.
Help online Help
e in f;yStem for For example, if the Slip Entry dialog box is open, then only tips related to slips
| .

are available.
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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 P b

menus” in the

online Help.

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: Contains 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: Includes standard Windows clipboard commands such as cut,
copy, paste, and delete.

Slips: Includes commands for entering and maintaining time slips and
expense slips.

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

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

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

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

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

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

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

+ Help: Allows you to access automated guides, training videos, and the
online Help system.

Using toolbars

Toolbars provide you with easy access to commands. The main toolbar appears
@ For more beneath the menu bar.

information on
toolbars, look

Help up “toolbars” \iﬁ%@ '#‘"'\n G@%El‘l@ a}f%'—?ﬁl E?%'ﬁ] 3

in the online Help.

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 in dialog boxes” on page 4-4).

Toolbars also have the following properties:

*  Movable: You can move a toolbar to any place on your screen by
clicking on its handle and dragging it to the desired location.

The handle is the raise
double line located at thg\ jﬁ % IE E[
end of a toolbar.

+ Dockable: You can dock a toolbar to any side of its related dialog box by
clicking on its title bar and dragging it close to the desired side. When
the outline changes shape, release the mouse button to dock the
toolbar. Double-clicking on the handle of a docked toolbar will return
it to its last floating position.

4-3
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When you
@ encounter
Hel additional

toolbar

buttons, press F1 for
info on those buttons.

4-4

Toolbars 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.

EEE 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.

W

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.

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.

X | B B

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

5

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

(T

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

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

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

2 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.
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Using shortcut menus and shortcut keys

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 EHE‘E'

1[a8C | 2021001 | Classification [Open |
General | Custom | Rates | Anangement 1) Anangement 2 | Accourts Receivable | Client Funds | Layaut | Notes I
Name and address | &
Name |AEE Corporation |
Spell Check Current Word F4
Addhess [17 Marth Thunder way Spell Check Entire Fild ShiftsEa I
[5uite 1001 Grammar Check Entire Field Shift+F5 "
| Edit speling and grammar preferences F7 i
Ci |Buslur’\ Undo cul+z
a4 cut ctrl4x
Countiy [ Copy ctrl+C |
Paste Crl4v
Phene numbers and Emal addresses Sl s ol b
Phone (617] 555:2313 CIMaste st al
e (I B L e — Alt+ns
Italic
Bt
abci@example.com Underine
CC Email
addresses Insert Current Date shift+Alt+D
Insert Current Time Shift+Alt-+M
|

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

Many commands have keyboard equivalents for fast access. Menus and shortcut
@ ';Oﬁk i’p . menus display keystroke combinations and toolbar buttons next to their
kZ sr icnuthe 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
online Help for . ! . N
used as standards throughout Sage Timeslips. For example, F6 and Shift+F6 will

a detailed list of - -
shortcut keys. navigate between pages of most tabbed dialog boxes.

Help

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

Look up
navigators”in |
the online Help
for more info
about navigators.

@

Help

ow workflow between them.

Sage Timeslips provides two types of navigators:

Enhanced navigators

While you can access commands and functionality from menus, Sage Timeslips
also provides navigators. Navigators group commands into major topics and

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

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

Use the navigation section _|
of the enhanced navigator
to access groups of
commands.

Click a topic icon to—
change the topic displayed
on the navigator.

& Timealign by Sope

Sie Ean gos [enssctons Domes S5 Geoors Soegel Seng lrome ben
N AbEE IO A a0
fne Timeshys Today

[~ 5

Enter a Write-ot

" Prepare Hilieg

2| Fmishsiing

i :“”""“m‘“’ Reveras s Payment ’

& Time and txpense “w :L_
Bl coections Enter a paymen: -t
S Fends "‘.}:5 =

{ntac s atuna

fEN——— v -

A Hele 2l Support e n Crent

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

Paymacas Liet 30 Dot

o
s

El]
o

BAY  Seacoas

T s [ P Pl Tarmon 20050

AR Yoo Lit M Dapy
Seluction

Famnts

Rtunds

Creatts

Wiike Offy

Vatue
(13048 58)

000
[1500.09)

D & By

Use the data sections of the enhanced navigator to /

review related information.

See "Using Navigators to

View Data” on page 10-8 for more information.

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



Playing Procedures
Choosing the type of navigator to use

Classic navigators

Classic navigators group related commands together.

Classic navigators provide P — ®
access to groups e ()
of commands. j E =N
Y Frepare and :ﬁ] F;::‘ Review Client lﬂ‘ if-::
i i | Fint il = : : _
Click a topic icon t Lo Information

Nevit Slip Sho\o\i ISlips Hew I;?ymem Show Retf‘eivahles

Tirne and b, l

Expenss == " = ,=5 ?f

Pre-bill Worksheet Generate Bills Billing Assistant

change the topic displayed =T
on the navigator.

g

)

Accourits
Receivable

Click a navigator button to — M" v @‘”T|
play tge aSSOCIated ]‘;f Edit Bill Layout @ Aged AR
procedure (macro). — Bt oueior Eheir Balances

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 & 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.

4
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Creating your own procedures

Sage Timeslips allows advanced users to create and edit procedures. Working
@ For more info with procedures is straightforward if you are comfortable writing macros for
on editing Microsoft Word, Microsoft Excel, or other simple programs.
Help procedures, see
the online Help | After creating procedures, you can create or edit navigators and attach the
included with the procedures to navigator buttons.

Procedure Editor.

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 Movement

Tab, Shift+Tab 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.

4-8



Entering Data 4
Using dialog boxes

Using dialog boxes

Some dialog boxes contain more fields than will fit on your screen at one time.
These dialog boxes will have horizontal or vertical scroll bars to accommodate
the extra fields. Use the scroll bar to view additional fields.

Personal Preferences [C:\Program Files\Timeslips\PREFS.PRF]

StartupExit || Interface Nawgalur/F’rDcedules‘ Slips |Bi|\ingAsswslanl Other | Speling

On a new slip -~

Copy Timekeeper Copy type of slip Cancel

[] Copy Client ] Copy Task Help
[] Copy Expenze

[ Copy dates [ Copy Extia

] Start timer on a time sip Default

Use the scroll bar to

. P Other 5
view additional  » =
[[] Minimize command on the main Timeslps window switches b Mini 5lip Yiew

fields. . . — Retrieve...
Show both nicknames simultaneously

Pemit multiple imers simultaneously running on this station

o
G =]
i =

Mumber of recently modified slips tracked él
Mumber of recently timed slips racked él

[£4

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.

Mame and address

Name [A8C Corparation ‘

Text fields accept Addhess [17 Morth Thunder 'way ‘
direct entry of text [Sute 1001 |
characters. | |

City [Bastan | state Ma | 2P o211 |

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

For more info,
@ look up
Helb  “apbreviations”
in the online Help.

4-10

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 gp 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:



Click the month or
year fields, or use
the arrow keys on

either side of these

fields to change the
calendar displayed.

Click the Today
button to select
today’s date.

Entering Data
Using text fields

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

B 7 telephone call to client concerming
U T
=]

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.

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
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.
‘ -
Date Entry @
I [ [« 2008 ]
Sur | Mon| Tue |'wed| Thu| Fri | Sat

12 34 5
5 7 8 3 1w 1 12 [ Heb |

1314 15 16 17 18 |19
25

SIEREIES RS - E:
1

27028029 30 3

4
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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

. Date Range
rule field to use a <Eletanes &)
relative date rule. apoly e [A1 3
Starting date Ending date
Actusl | Relative Actual | Relative
Em [2) [ 2008 =] [ sugust|[35] [<¢] 2008 E]
Sun | Mon| Tue [wed] Tha| Fii | Sat Sun [ Mon| Tue [wed] Thu| Fri | Sat_
12z 3 4 5 2
E 7 8 310 1 1z 304 5 85 7 & @
13 1415 15 17 18 19 0011 12 13 1415 15
BN R R %* 718 13 M o
R R R 40 ® T oW o@ oA
. El
Click the Same As -
button to use the [ Today ] [ Same Ag ] [ Earliest ] l Today ‘1 Same Az Latest
same Ending date as
the Starting date. [ ok J[ e J[ e |

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.

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 [@] to the right of the
Time field or by pressing S when the cursor is in the field.

Time Range @

Start time  [3:30:00 PK

Use the Options
field to choose to
add to, subtract
from, or replace the
current duration.

Stop time  [4:45:00 P

%ota\

Options

—

11500

Fieplace duration with this amount -

J J

Cancel Help

[ o

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.

4-12
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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.

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

Tabs at the top of —/‘
lists separate
different types
of data.

@\ Stient List CEX
P Hakndmnd EEa ,
LDPE"T |Templates Inactive || Closed /_ Click on column

M | Mickname 1 <

“TFull Name

Hickname 2

L oration
0 Atlantic W arehouse & Supply

Bishop 03-0400 Bishop & Sonz
Eastern 0o-0700 Eastern Associates
Mickerzon 1-8956 Mickerson Boat vard

B Morth.Project1 02010 Morth Lake Consulting
Marth Project? 020102 Marth Lake Conzulting
Pierce 1-3426 Pierce Oceanics
Seacoast 00-9425 Seacoast Marine Corporation

headings to sort the list.

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.

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 | | 0565270

Eastern

92-07005
05-65270
01-8956

34-01001
94-01002
01-3426

00-94253

Seacoast Marine
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Instead of selecting

names individually, P uekane e -

you can enter a
nickname range to
select.

Right-click on a
name list to toggle
between your
custom list of names
and all names.

4-14

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 El

You can select individual records by marking them in the list or by a range of nicknames. You can use a combination of
bath methods. There is a limit of 350 records you can select from the list. IF you need to select more, use the Transfer
Range commands to move items from the list to Mickname ranges. If you want to include all records except a few, choose
"Excluded”. Then mark the records ta exclude in the list or Nickname ranges.

The zelected items wil be | Included R

%M/ Nickname 1 Nickname 2 Full Name

ld  ABC 021001 ABC Corporation

[d  Atlantic 01-0300 Allantic Warehouse & Supply
[J  Bishap 03-0400 Bishop & Sons

9] 00-0700 E sl B3

k] Nickerson 018356 Nickerson Boat Yard

[7] 60 North. Project1 020101 Morth Lake Consulting

[d  Morth.Project2 020102 MNorth Lake Consulting

[ Pierce 01-3428 Pierce Oceanics

1 Seacoast 00-3425 Seacoast Marine Corporation

:
o Com 1 [ ]

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.

Timekeeper D. Brickley + || DavidB

Task W 2l 7443
Mew Shift+CerH-N

Client Harper Open Shift+Crl+0 05-65270

Reference Palmer v. H o Mickname 1 Shift+Ctrl+1 Harper-002

Mickname 2 Shift+Chrl+-2

Extia
B 7 Shift+Chrl+M
u E Shifk+Ctra
op= v Task Shift-+Ctrb+3

Expense  Shift+Cira

For more information on setting up and using My Lists, see “Using My Lists to
filter names” on page 7-9.
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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.

I 1] I[ Cancel ][ Help ]

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 only

[ 5lips detault to Mo Charge [ Restrict slip entry

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 defaul 5.0
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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  5guides 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. Ql@@\

Guides | Your Own || On Navigater

Howi to add Clients ~
How to acd Expenses

How to add Tasks

How to add Timekeepers

Haowe to enter expense slips

How o enter payments

How to enter payments from funds

How to enter reverse payments

How to enter time slips

How to print a daily totals by period report
Howe to print & monthly slip values graph
How to print & monthly time usage graph
Howe o print & monthly totals by period report
Haovw o print a pre-hill worksheet

How to print a slip listing

Howe to print & weekly tatals by period repart

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

How to search for text v
guide to play ﬁ
and click Play.

Highlight an automated

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.

5-2
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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.

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

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

3 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.
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Creating Names

5-4

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 = &uides in the lower left corner of the Sage Timeslips window to open
the list of automated guides.

2 Highlight How to add Timekeepers and click Play.

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

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

5  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.

6 Click Continue on the Automated Procedure Active control bar.

Automated Procedure Active
Click here to continue »
Sage Timeslips shows the fields for this timekeeper.

7  Enter your full name, Chris L. Harding, in the Name field.

8 Press Tab to enter your initials, CLH, in the Initials field.

9 From the Title field, select Attorney.

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

11 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.

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

® - Timekeeper Information - E”E|E|
1 [C. Harding | 2 [chisH | Cisssfication
General | Custom | My List Setup k=
&
Name [Chis L. Harding | sl [CLH | o
Title | Attomey v 2]
Rate table [~}
1 2 3 4 5 6 ©
an.on [100.00 [12000 [o.o0 [n.o0 [o.o0 | &

< ] >
. : &
Wit hours Dverhiad i

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

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

a )
~/

Tip

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

15 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.

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

Click Close [ to close the Timekeeper List dialog box.

User's Guide

For more information on creating timekeepers, see “Creating Timekeepers” on

page 7-8.
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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 S 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 = 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.

5-6
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making defaults to save
time when creating
slips. Default values are
used automatically
when you select this
task.
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Creating tasks and expenses

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.

9 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 - E||E|g‘
1 [Counsel | 2[cam Classification
General | Billing &

o
Mame ‘Counse\ing analysis and advice | o
Categomy <Mone ha Open =]
Rate table ﬂl}
1 2 3 4 5 5] o

[noo [0o0 [ooo [00o0 [ooo 000 |
¢ | TN (e
[gr
L&

x‘ |

Slip-making defaults

Time spent | 2:00:00 Time estimated | 0:00:00

Counsel with client concerning |

Drescription

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.

User's Guide

For more information on creating tasks (time activities), see “Entering task
information” on page 7-20.

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

2 Highlight How to add Expenses and click Play.
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3 After reading the Information message box, click OK to close it. Sage
Timeslips opens the list of expenses defined for your firm.

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

5 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.

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 Enter 8.75 in the Price field as the default price for shipments.

9 Enter 1in the Quantity field as the default quantity for shipments.

- Expense Information - [:HE|E|

1 (3PS Shipping | zlEme Classification | Open %

General ‘ Eiling I+

&

MName ‘Superlasl Parcel Service shipment | -

Use slip-making defaults Caegoy [choner  v| [ Open. =+

10 save time when e Sipmsting sstauts dl
creating slips. Default

values are used Billsiatus o “

. &

automatically when you Dieseriptian B

select this expense.

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

11 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.

12 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 7-21.



Creating Names
Creating a client

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
In reference to:  General counsel

5-9
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® _ Client Information -

1 |KeHey Engineering ‘ 2 |DE-UWE5 Classification

General | Custom | Rates | Arangemert 1 | Arangement 2 | Acoounts Recsivabls | Cient Funds | Lapout | Notes I+
Mame and address el
The General page of the _| .o | Kelley Enginesing Services || ]2
Client Information dialog bddess 2765 Commerciol Sireel || =t
box includes information \ M
about each client, \ | @
including the client’s City [wiakefield | sl MA | zP [01980 [ ]2
billing address. - bir
ountiy [ | B
Phone rurbers and Emal addresses Status o)
Phone [[] Master Client [[] Overhead only
Fa [7] Sl default ta No Charge [ Restict sip enty

Home In reference to
Email address kelleyeng@example.com

CLC Email
addiesses

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 7-12.
User's Guide

Tracking Time and Expenses on Slips

In Sage Timeslips, you use slips to track time and expenses. A slip can detail a
partofajob 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.

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.

5-10
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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 guides 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 HF 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.

o)

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

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 @ next to the Start
date field to open a calendar.

a. Set the Month to September, set the Year to 2011, and then click on
the 15th of the month.

b. Inthe 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.
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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.

13 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.

14 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.

(2 Slip Entry =] @ |5
D 51 wIP
Nicknames identify who 182 o fme  Owperse  BH | valie il
is doing what type of ™ Timckeeper [T Harding []] orist N
work for which client. Task [Counsel [=] cam :u
Clignt ‘Kal\ay Engineering Iz' 0B-01B5 E‘\}’
Reference ‘<None> |z| %
You can enter free-form Extia =
text to describe the Work \B?Euunsel with client conceming upcoming court date.
performed. u g +
qr=
Start date 352011 @ | Tiveestimated 00000 || H on Gﬁ u@:
End date 915/2011 @] | Time spent znm | = o &
[ Billing Status and Rate Settings + ]
Billing status | Billable ~| [C1Hold [ Recuring
Rate IT\mekeeper '] ‘1 E‘ 90.00 Hour\y—v
I Markup, Adjustment, and Do Not Bill Time: = ]
Markup(+#) @ default ) 0.00 Hx
tdjustment @ defsult ) 000 Do Mot Bil tme 03000 ||

15 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.

16 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.

£

17 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 8-5.

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 &k 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.

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

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.

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

Enter 09/15/2011 for both the Start date and End date fields.

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

Press Ctrl+W to close all open dialog boxes.

E8

User’s Guide

For more information on creating expense slips, see “How to create an expense
slip” on page 8-8.
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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 Click | 56uides in the lower left corner to open the list of guides.
2 Highlight How to enter payments and click Play.

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

4 Click New HF from the toolbar on the Accounts Receivable List dialog box.

5 On the Accounts Receivable Entry dialog box, the Type field is automatically
set to Payment. Set Client to ABC.

6 Enter 9/15/11 in the Date field.

7  You want to include the check number for this payment. Enter 6370 in the
Check No. field.

8 In the Amount field, enter 2200 for the amount of the check.

9 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.

o)

) 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.

5-14
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directly to open invoices.
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10 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.

(D - Accounts Receivable Entry - E =] @
1D New
A7R balance 210000 | Total funds balance 0.00 K=
Type |F'aymenl '| |Check | Check Mo, 370 &
Client  [4BC [+] 02100 x| ::u
Date 31s20m | Dieposit Slip Amount | 2200.00 ':ll}'
B 7 Payment - Thank You =]
lig| )

s
Mat vet applied 100.00
Date Irwoice Mo. | Amaunt Fees Due |FeesPaid | Costs Due |Costs Paid | Int Due | Int Paid
11/28zmz GAoooo|  1soooo[ | 150000 0.00 0.00 0.00 0.00
12429/2M3)  G:0002 160000/ 160000, 1600.00 0.00 0.00 0.00 0.00
| Remaining amount applies to future invoice | Tranzfer Monay‘ | Apply &l ‘ | Apply One | ‘CIearAppIias

11
12

Click Save @ from the toolbar to save the payment.

The payment now appears on the list of transactions. Click Yes if you want to

view the Overview of Accounts Receivable Transactions topic.

13

L
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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.
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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 | 5 6uides 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.

What's Next?

5-16

You can click Open & to set up details of the report. For example, you can set
up selection filters, determine the sort order, and choose options for the report.
We will not open the report definitions in this example.

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.

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

6-2

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.
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Identifying administrators

Understanding Database Concepts

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.

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.

@

Help

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 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.

6-3
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You can create a
new database or
select an existing
database to open.

You can create __|

a database

pre-populated with

data for a specific

profession or create an

6-4

empty database.

¥ ¥ ¥ Y V¥V ¥

Welcome to Sage Timeslips
Sage Timeslips
Open an existing database

Create a new database

Restore a backup

Explore the sample database

View introduction video for new users

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.

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.

(3 Create a New Database

Select a Datab

‘1.
‘o

ase Style

The datahase style can pravide a starting set of tasks, sxpenses, and custom fields. You

can choase Emply to install anly necessary infarmation into the database or choase one of
our pre-defined professional styls databases.

() Empty Database

@ Professional Diatabase

Description
Accountant
Architect New emply database pre-defined
Computer Consultant with legal lasks and expenses,

Constiuction

Legal
Legal with 4B 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 2-10 for more
information on how to install Sage Timeslips Add-Ons.
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1 Select the appropriate profession, electronic billing, or audit house database
from the list. To create an empty database, select Empty from the list.

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.
Elp

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.

(D) Create a New Database =3

Select a Database Location
Select the location
of the new
database.

Select the folder whers you want Sage Timeslips to create the new database. Each
database requires a unique folder. Use the default folder or click Browse [ ] to select the
folder where pou want to create the database.

‘ cation

C:\Program Files (4861 Timeslips 20124DATANT []

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.

6-5
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Enter Firm Name

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

1D Create a New Database ==

Enter Firm Name

Enter the nams of your fitm. T his name: will appear on bills and reparts. You can enter mare
information about your fim at any tine within the General Settings dialog box

Firm Mame

Willis & Henderson, P.C.

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.

() Create a New Database ()

Select the Number of Decimal Places

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

Choose how Sage
Timeslips tracks and
displays numerical

data. )
© Whole numbers (100]
‘ ()1 Decimal Place (100.0)
a @ 2 Decimal Flaces (100.00)
. ) 3 Decimal Plages [100.000)

1 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.

(D) Create a New Database =3

Select First Month of Fiscal Year

The start of your fiim's fiscal year determines how Sage Timeslps calculates values on
some reports. For example, on year-to-date history reports, this will detemmine which months
are included in the report. Use the field below to select the starting month of your fim's
fiscal year

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.

(D) Create a New Datebase =

Select Starting Invoice Number

Sage Timeslips usss invoics numbers to track. billed information. Sags Timeslips will
increment invoice numbers as you print and approve bils. Use the field below to enter the
starling invoice number, ‘e suggest that you enter this infamation now sa Sage Timeslps
tracks your biling praperly

Select the starting
invoice number for
invoices generated

in Timeslips.

Invaice number 10000

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

2 Click Next to continue creating the new database.

6-7
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@ \‘ You can double click the Preview box to preview the level of detail for each

\

Tip

/
Select the default bill—|

layout that Sage
Timeslips will assign
to clients.

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.

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.

(D) Create a New Database

==
Select Bill Format

The bill lapout determine the appearance of your printed bills. Select one of the styles below
and you can edit it further to match pour fim's curment style.

Lapaut Preview

Basic bil A

Bill with firm heading
Bill with formatted header

‘ Bill via email =
Narrative style flat fee bil
Bill with payment stub
a Layout far Farm LCI7E

Layout far Farm LCITS
Lapout for Form LCI133P -

— Optionally include a
ot = | coverpage on the bl
7] Include a cover pags on the bil that can summarize
billing totals and
include custom
greetings.

Double dlick to enlarge

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.

E8
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For more information on controlling the level of detail on bills, see
“Determining the Appearance of Bills” on page 12-16.



Select an accounting—

link so you can send
transaction information
to your general ledger.

Using the Create a New Database wizard

Identifying administrators

Select Accounting Link

If you want to transfer your transactions to a general ledger, Sage Timeslips lets

you choose an accounting package link.

(D) Create a New Database [==3a)

Select Accounting Link

1F you track your invoices in & general ledger, Sage Timesips may be sble to tansfer biling
transactions ta it. This can help you avoid entering transaction information twice. You can
change this selection at any time by selecting Setup; Choose Accounting Package

‘ () Timeslips Accounting Link (TAL)

@ TAL Fro for Sage Peachiies
a . ©) TAL Fra for QuickBooks
/ )1 do ot uge an accaunting package

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 =3
Select Additional Features

1F pou firrn will not use some features, vou can disable them to simplify S age Timeslips. The
features listed below are a sample of features you can hide. From the S ettings menu, select
Features Enabled for a full list of features pou can hide or shaw.

‘ ‘ Synchronize data with MS Outlook
a

Use Client Funds accounts

Unmark features to—

hide them in Sage
Timeslips.

Cancel

1 Unmark any features that you want to hide.

2 Click Next to continue creating the new database.

6
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For more information on enabling or disabling features, see “Disabling
features” on page 6-14.

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.
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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

G) General Settings
Use the tabs at the —_| ? =
. N irm - -
left of the dialog box e w— 5 Firm: Address Information
to access other Terminlogy Address
pages of the Other This is the address and phone numbers of your firm. These fislds appear on bills and reports.
General Settings 0 —
. ‘Aging Period: Name Wills & Henderson, P. C.
dialog box. SRS
Rules Address 133 5. Main Street
Names
e — Suite 1402
New Names City, State  Essex MA ZIPCode 01929
Employee Titles other
Conflict Checking
Transactions Phone Numbers
Bills You can use phone numbers to dial directly from Sage Timeslips or you can indude them on
Slips, AR, &Funds customized reports and bills.
Default Descriptions Phone 1 (978) 555-2222 Phone 2 (478) 555-5435
Fee Allocation
R—— Fax 1 (978) 555-2121 Fax 2 (978) 555-3579
OK ] | Cancel ‘ | Help

Enter the name, address, and phone numbers 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, the terminology is already customized.
If you are using a client project naming method (as described later in this
chapter), it may make sense to change the client label. When you change a
terminology label, menus and dialog boxes will reflect the new label.

6-11
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Use the fields on the
Terminology page
to customize
terminology
throughout

Sage Timeslips.

©

Help

() - General Settings - (3w
Firm: Terminolo
Address Informat 9y
Terminology
Other If you change the default terminology, your custom terminology will appear throughout Sage
Timeslips: on slips, in menus and dialog boxes, and on reparts and bills,
Financial
Aging Periods Singular Plural
e Timekeeper Timekeeper Timekeepers
Names Client Client Clients
Nicknames Time Activity Task Tasks
New Names Expense Activity Expense Expenses
Employee Titles Any Activity Activity Activities
Conflict Chedking Reference Reference References
Transactions Project Project Projects
ills Slip Custom Field Extra Extras
Siips, AR, &Funds Category Category Categories
Default Descriptions
Fee Allocation
TS Phone Mumber 1 Phone Phone Number 2 Fax
Phone Mumber 3 Home Phane Number 4 Other
Address Line 4 Country Split Bill Info Split bill information
o 1| conedl || mep |

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

Determining aging periods

6-12

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

Using the Getting Started wizard
Other settings

@ General Settings
Firm
Address Information
Terminology
Other

Periods fields, you T —

can determine how
to track overdue
balances.

Help

Aging Periods »
Rules
Hames
Nicknames
New Mames
Employee Titles
Conflict Checking
Transactions
Bills
slips, AR, &Funds
Default Descriptions
Fee Allocation
Payment Types

Financial: Aging Periods
Aging Periods
These periods are used in tracking overdue balances and calculating interest. Use the fields below to

spedify the number of aging periods and the number of days that a billed balance must age before it
moves to the next aging period.

Number of aging periods that you willuse |4 -

Period 1 Period 2 Period 3 Period 4

) ) o) () ) o

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
amounts.

First month of your fiscal year | October -

o) e | [

For more information on aging periods, look up “financial settings” in the

online Help.

Other settings

Help

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.

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.

6-13
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Sage Timeslips can_—|
include the full name or

initials on bills and

reports.

(] Getting Started @

Enter your name

—ij full name and initials [new database].

@

FullMame  Chris L Harding

Initials CLH

®

Help < Back Cancel

If you 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

6-14

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.

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.



Important Setup Options 6

Disabling features

You can review and |
disable features
using the Features Clent
Enabled dialog box. e "

Bill Arrangements

Features Enabled
Name Inforniat

Name Information: Client Settings

When you enter time, you must also choose the hourly rate at which you wil bill the time. You can
select the billing rate manually whenever you enter a time slip or you can set up Sage Timeslips to

Timekeeper assign biling rates automatically,

Activity [7]Rate selection rules Used Rarely (05/20/2011 @
References Largest Rate Tabl N d @

argest Rate Table Never use
Budgets g .
Transactions
: These fields allow you to change how the dients charges are calculated.

Slips

A/R and Funds

Bills Bill Arrangement on Full Bill Mewer used [a
Bills Client Holds Mever used @
EIzzEE Client Hold on time and expense charges Mever used @
Audit Houses

Finance Charge Mever used @
other ]
File Menu Simple interest Mever used @
Spedal Interest Grace Period Mever used @
All Features Discounts on early payment Mever used @
Feature List
[ OK ] [ Cancel ] I 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

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.

® Timeslips by Sage

Timeslips can notify
you of features you
are not using.

Eile Edt Slps Iransactions Mames Glls Reports Special Sstup  Window  Help
bl ¢-O-8 SR EE KPR ERE AT

3, “You have never used the Dullook Link feature. Regarding this feature, would you like to... Learn more or Disable the feature ? & a

You can then choose to review information about that
feature, or disable the feature to hide it from the interface.
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The Timeslips

Message Center can
also inform you of

You

features.

can determine

how Timeslips will

notify you of
feature usage.

Timeslips Message Center

Iy You have never used the Audit trails feature

( Track time and expenses even while out ofthe office. Using the we
(5> Extend the poweer of Timeslips to each employee by adding additio...

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.

Display notification when features are used
Mewver
@ Rarely (used 3 times or fewer within the past 60 days)
Qceasionally (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

6-16

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 16-6.
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Establishing preferences

Establishing preferences

The Personal Preferences dialog box (select Setup; Preferences) contains many
options and settings to customize your use of Sage Timeslips.

.SeleCt the (D Personal Preferences [C:\Program Files (x86)\Timeslips 2012\PREFS.PRF] =)
appropriate tab to Interface

access different Startup and Bxit "y Interface: Startup and Exit
groups of Navigation Rules Show at startup
prE‘fe rences. SELE e Confirm today's date for accurate aged balances

Appearance
5 Splash screen
Navigators

Procedures Maximize main window Yes -

Slips Mavigator Yes +| Enhanced (Office Manager)
Options

New Slip Rules Sage Timeslips Today As last used ¥ | (only if enhanced navigator is not showing)

Movement Rules

Transactions
Settings Also open window [None ']
—Jﬂilﬁm Exit
Biling Assistant Options
Biling Assistant Buttons
Client
Spelling/Grammar On Open/Close Database
Other
[ Remind me if a backup has not been made in E days
Database paths
Report paths
Other paths

Open window [None V]

Confirm when dosing (except with File; Exit)
Back up the database

[ ottt | [ savess.. | [remeve.. | [ o || concel ][ eb

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.
Help
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Before entering names

Before entering names, you should consider the following checklist:

a

a

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 7-14).

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 7-3).

Define custom fields if you need to track other data for clients, timekeepers,
tasks, and expenses (see “Creating and using custom fields” on page 7-6).

Before entering slips and transactions

6-18

Before entering slips and transactions, you should consider the following

checklist:

O Set up slip approval to determine which slips are ready for billing (see
" Approving Slips to Appear on Bills” on page 8-27).

0 Optionally disable features or fields that you do not plan to use (see
“Disabling features” on page 6-14).

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

U Set up abbreviations for use when entering text throughout Sage Timeslips
(see “Using abbreviations in text descriptions” on page 4-10).

U Customize personal preferences to suit the way you use Sage Timeslips (see
“Establishing preferences” on page 6-17).

U Set up custom fields for fee allocation (see “Allocating fees to timekeepers”
on page 7-11).

U Enter tax settings: jurisdictions, tax rate rules, and tax profiles (see “Setting up
taxes” on page 7-22).

0 Set up security to limit database access (see “Maintaining Database Security”
on page 16-2).

0 Enable audit trails to track changes (see “Enabling audit trails” on page 16-6).
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Before printing bills and statements
U Define bank accounts to group client funds accounts (see “Using bank
accounts” on page 9-14).

0 Define client funds accounts to track retainers for clients (see “Entering Client
Funds Transactions” on page 9-14).

O 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.

0 Define time sheet slip templates so users can enter time using the time sheet
(see "Entering Time Using the Time Sheet” on page 8-20).

0 Set up database alerts to monitor accumulated charges for specific clients and
timekeepers (see “Using Alerts to View Data” on page 10-13).

Before printing bills and statements

Before generating bills and statements, you should consider the following
checklist:

O 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 12-39).

U If you have TAL (Timeslips Accounting Link) or TAL Pro (Timeslips Accounting
Link Pro), set up accounts and link to your general ledger (see “Using Sage
Timeslips Accounting Link” on page 17-2 or the TAL Pro Quick Start Guide).

U Design or modify the bill layouts that control the appearance of bills (see
“Determining the Appearance of Bills” on page 12-16).

O If you are preparing bills for electronic delivery, set up formatting
requirements (see “Using Audit Stage with electronic bills” on page 12-46).

6-19
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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:

6-20

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 16-8 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 6-11).

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

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)
@ Look up contains several settings that can affect the format of nicknames. You can set the

n?glzrr:a\?:e”;? n nurpber of characters ayailable for each ni(.:kname. If your firm uses a specific
coding scheme, the settings that you enter in the Auto-format fields will enforce

the online Help h
for more info on these your met od.

formatting options.

Help

(2 General Settings [zl
Firm -
e —— Names: Nicknames
Terminology Client Project
Other Determines the character used to identify dient projects. You can use the Client project naming
You can setu p— system to define each matter or file for a dient.
Financial

formatting rules to
enforce a consistent Rules size and Format

nam|ng SCheme- Names ‘You can set up auto-format rules to regulate the entry of nicknames. The 'Next Mumber' field is

e Project Separator | . (period) ~ | Example: Smith Projectt

Nicknames > used wh_en you create a new name and leave the secondary nickname blank; this number will
automatically increment.
New Names
Nickname 1 Nickname 2
Employee Tities Size Auto-Format Size Auto-Farmat Next Number
Conflict Cheddng Client 1 z
Transactions
Slips, A/R, &Funds Task 2 =
Default Descriptions
Fee Allocation Expense 2 =

Payment Types Options

Allow duplicate Nickname 2 Search for existing duplicates

l oK ” Cancel ” Help I

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.

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

() General Settings

Firm
Names: New Names
Addres: tion
Terminology Clients
Other The fields determine the source of default settings for new dients. For each area, you can select
Mone, Template, or Master.
Financial
3 Client Information Default -
Aging Periods
L i
Nicknames m  |Template v g Arrg 2 Template v | Lay Template ¥
ewames > oo an
Empl Titlh
BHOEIULEE Funds Accounts
Conflict Checking
Transactions Other Names
Bills 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.
Slips, AR, &Funds General  Biling Custom
Default Descriptions Timekeeper Information <Mone> -
Fee Allocation
Payment Types Task Information <Mone> -
Expense Information <Mone> -
o] e )

=

If you are using the client project naming system (see “Using client projects” on
page 7-14), you can choose to draw default values from the master client
associated with the new project you are creating.

Accessing names

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.

Sage Timeslip
automatically groups
names by their
classification. Click the
appropriate tab to view
names of different
classifications.

Client List

Open |Templales Inactive || Closed

D SRulidbhd 2E

]

&

EEX

M | Mickname 1 < Mickname 2

02-1001

Atlantic 01-0900
Bishop 03-0400
Eastern 00-0700
Kelley Engineering  05-0165
Nickerson 01-8356

B0 North. Project 0z2-01m
North Project? 020102
Pierce 01-3426
Seacoast 00-3425

Full Mame

ABC Corporation
Allantic W arehouse & Supply
Bishop & Sonz

Eastem Associates

Kelley Engineering Semvices
Mickerzon Boat ard

Morth Lake Consulting

Marth Lake Cansulting
Pierze Oceanic:

Seacoast 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

To change
classifications, you can
optionally select a new

value from the
Classification field.

Help

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.

® Client Information

1 |ABC 2 (021001 Classification | Open b

General | Custom | Fiates | Arangement 1 | Anangement 2 || Accounts Receivable | Client Funds | Layout | Notes

Name and addess

For more info on changing classifications, see “Changing name classifications”
on page 15-8 or look up “classifications” in the online Help.

Assigning billing rates

When creating slips,

you can optionally
select which rate to
use from the

rate table.

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.

TR Rt table

1 2 3 4 5 [ 7
125.00 150.00 175.00 200.00 0.o0 0.o0 0.o0

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.

7-5
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The custom field Type _|
determines the type of
information this new

Creating and using custom fields

field can store.

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.

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.

A

Date Type Custom Field Attributes @

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

Mame Birthday

This is a required field
Default to today for new names

[ QK ] | 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.
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Each type of custom field has specific attributes that you can define.

List Type Custom Field Attributes (=23

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

Mame Biling Cydle /

[ This is a required field

Moniﬁ

Quarterly

o J [ come | [ bep ]

You can mark the This is a
required field check box to
require an entry in the field when
you create a new name.

Sage Timeslips indicates that this
field is required with an asterisk (*)
to the left of the custom field on
the Custom page of the
Information dialog box.

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.

7-7



7

Entering Names
Timeslips User’s Guide

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

2

4

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

Click New dF to open the Timekeeper Information dialog box. Enter the
nicknames for the client.

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

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 Infarmation

1 |C. Harding 2 | ChrisH Classification | Open v
General | Custom || by List Setup l=
&
Mame |Chris L Harding Initials  |CLH <
Title | Attorney w =]
Email address |chris@example.com Additional email addresses 'ﬂ‘
Rate table =
1 2 3 4 5 5]
50.00 100.00 120,00 0.00 0.00 0.oo &
< >
&
timirmum hours Overhead
Hourg (HH: M) |40:00 per [Wesk v Hourly cogt |E0.00

Meeds Approval
Slips require approval to be billed
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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.

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.

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.

Using My Lists to filter names

For info on
@ setting up and
Help using M%/, Lists,

look up “my
lists” in the online Help.

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.

After setting up My Lists, timekeepers will be able to toggle between all names
and the custom lists of names on any client, task, and expense name list.

Setting up My Lists

Use the My List Setup page of the Timekeeper Information dialog box to set up
My Lists.

7-9
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When you set up My Lists for timekeepers, you will use familiar selection filters
that can limit the names displayed.

Click the Client ® Timekeeper Information i: 7

Selection button to \\ 1. Harding | 2 |cwisn Clsssfication [Open |

set up a custom list T T TS I

of clients. &

Al ::ﬂ

Click the Activity —_] -#etiv g

Selection button to Al ¥
set up custom lists

of tasks or expenses. g

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, David can set
up My Lists for clients.

To set up the custom name list:

1 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.

2 From the Filters list, add a Client Selection filter.

3 Select the three clients to add to the My Lists for clients.

Filter, for, Client Selection FE

*rou can select individual records by marking them in the list or by a range of nicknames. You can use a combination of
bath methods. There is a limit of 350 records you can select fram the list. If pou need to select more, uze the Transfer
Range commands to mave items from the list to Nickname ranges. If you want to include all records except a few, choose
"Exrcluded”. Then mark the recards to exclude in the list or Nickname ranges.

i The selected iters will be
Mark the clients to
. =/ M Nickname 1 Mickname 2
include on the SEC 521001

on
nuse & Supply

i i Hartic 01-0300 Al
My Cllen s ||St' Bishop 03-0400 Bishop & Sons
Eastem 00-0700 Eastemn Associates
Kellew Engineering 05-0165 Kelley Engineering Services
Mickerson 01-3956 Mickerson Boat Y ard
North.Project] 0z0mo Morth Lake Consulting
North Project? 0z2-0102 North Lake Consulting
PFierce 01-3426 PFierce Oceanics
Nickname ranges 2
1 | | thiu | ‘ [llansfel Hangel
v

o) (oo ] 0

4  Click OK to save the new filter and then click OK close the My Client List
Selection dialog box.

5 Click Save @ to save the settings for the timekeeper.

7-10
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Allocating fees to timekeepers

Using My Lists in Sage Timeslips

Sage Timeslips uses My Lists for the currently logged-in timekeeper.
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.

For example, when viewing a client list such as the Client field in the Slip Entry
dialog box, timekeepers can toggle between viewing all clients in the database
and viewing only those clients on the My Clients list.

Client -
. Mew Shift4+Chrl+M .

w Mickname 1 Shift+Cerl+1
Mickname 2 Shift+Ctrl4+2

s Shift+Cerl+M

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

When timekeepers add names to the database, name lists associated with the

new name automatically use the All setting. For example, when you add a new
client, the Client List dialog box (select Names; Client Info) will automatically
toggle back to use All Clients. This allows all timekeepers to see the new name.

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.

7
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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 7-17.

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.

Entering client information

For more info
@ on client fields,
look u
Help p
overview of
clients” in the online

Help.

7-12

To add a new client:

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

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

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

4 Click Apply Defaults.

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

*  General: 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 7-14).



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

dialog box.

Creating Clients
Entering client information

Custom: 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 7-6).

I

# - Client Information -

Other

1 ‘AU&I’]UC ‘ 2 ‘01 -0900 Classification | Open v |
General | Custam || Rates || Amangement 1| Arangement 2 | Accounts Receivable | Client Funds | Lapout | Motes k=
Name and address &
Marne ‘At\ant\c Warehause & Supply | 5
Addiess ‘ 100 Granite Avenusg | =
\ =
s
City Gloucester | state [Ma | 2P |30 | &
Country ‘ | |}
Fhaone numbers and Email addiesses Gtatus é)
Phone | 378y 5551897 | OIMaster Client [ Overhead arly
Fax |[STB] 5551633 | [[] Slips default to Mo Chage [ Restrict slip entry
Home | | In reference to

Email address |atlantic@example o

CC Email
addresses

General counzel

|

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.

Arrangement 1: 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. The client hold options can delay some or all charges. For more
information, see “Using bill arrangements” on page 7-15.

Arrangement 2: This page establishes additional charges, including
taxes, interest, and finance charges. It includes the rounding method
for time charges and markup percentages for activities.

Accounts Receivable: 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).

Client Funds: Use this page to his 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 9-15.

7-13
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Layout: 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 12-38). You can also use this page to
determine which messages to display on bills (see “Including messages
on bills” on page 12-39).

Notes: This text field holds miscellaneous client information, including
confidential notes that you do not want printed on a bill.

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 7-14) 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
(D) 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.

Using client projects

For more info
@ on projects,
Hel look up “client
=R projects” in the

online Help.
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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 7-19).

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.
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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.

Select a project Client Project
separator that will 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.
identify projects.

Project Separator | - (pericd) 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. Project02 2 01-0900-02 Classification | Open ~

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 General 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.

7-15
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For more info
@ on bil

arrangements,
el ook up “billing
arrangements” in the
online Help.
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You define bill arrangements in the Arrangement I page of the Client
Information dialog box. The following bill arrangements are available for each

client:

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 Arrangement 2 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.
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+  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 7-24 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.

+ 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 7-24 for more information).

Maintaining client history

For more
@ information on

client history,
Help look up “client
billing history” in the
online Help.

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.

7
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Select a tab to view
history totals by

month, quarter,

year, or since client
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inception.

Client History

Client ABC « || 02-1001 T —
as
Manthe | Quarters | Years | To Date =
= Ma}.zgns |'|'D —

Billable Hours 780,50 30.00 780.50

Unillable Hours 1250 350 16.00

Total Hours 7E3.00 3350 796.50

% Billable Hours 98.3617 89.5522 97.9912

Actual Fees 1126053 7875 12032.28

Billable Fees 987333 7875 10655.08

Unillable Fees 32540 000 325.40

Total 5lip Fees 10198.73 7875 10980.48

% Billable Fees 96.80394 100.00 97.0366

Profitability Fees 1051.80 0.00 1051.80

% Profitability Fees 10.313 000 95788

Actual Costs 113750 12870 1266.20

Billable Costs 113750 12870 1266.20

Unillable Costs 0.00 0.00 0.00

Total Slip Costs 113750 128.70 1266.20

% Billable Costs 100.00 100.00 100.00

Frofitability Costs 0.00 0.00 0.00

3 Drnfibahilibn Coote nn nn nn bt

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.

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 15-9). This process removes the
columns that you are consolidating so that you can view only recent periods.



Creating Client References
Entering reference information

Creating Client References

You can use references an alternative to client projects (see “Using client
projects” on page 7-14) 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.

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 == 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:  ABC
\Nickname 2 02100

Also use template: |Global references lz‘

Maming

Auto-format for Mickname 1 |

Auto-format for Mickname 2 WANENCH-0000
Mext number for Mickname 2 1 jl
Fieferences on slips
Default | <Mones |Z|
Bequired
| Import | | Export | OK ] | Cancel | | Help |
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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).

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 7-14).

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
Hel tasks fields,

look up “tasks”

in the online Help.
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To add a new task:

1  Select Names; Task Info to open the list of tasks.

2 Click New =i 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 7-3), you can select a template from the list.
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Entering expense information

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.

Task Information |’._||E|P5__<|
1 |Counsel | 2|cam Classification
General | Billing &=
&
Mame |E0unse|ing analyziz and advice | <
Category |<N0ne> v | Open... =
Fiate table q}
1 2 3 4 I} E o
|00 |o.00 |o.00 |o.00 |o.00 0.00 |
< ] >
Use slip makmg e &
defaults to save time Slip-making defauls
when .Creatlng S|IpS. Time spent | 2:00:00 Time estimated | 0:00:00
Timeslips enters the
tattie | o
automatically_ when Description | Counsel with client concerming
you use this task.

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
@ informationon | 1  Select Names; Expense Info to open the list of expenses.
expense fields,

look up 2 Click New k= to open the Expense Information dialog box and enter the

“expenses” in the .
P nicknames for the expense.
online Help.

Help

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

Expense Information ._. |§|[z|

1[5PS Shipping | 2[ewms Classfication

General | Eilling ]

&

Mame |Superfast Farcel Service shipment | =

Use slip-making _\‘Eategor}l |<N0ne> v| Open... =1

defaults to save time Slip-making defaults op

when creating slips. Price Quantity 1.000 =
Timeslips enters the

defackivalues | ose

automatically when Description &

you use this (=
expense.

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.

Hel
i 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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Using the tabs at the
top of the dialog
box, you can switch
to the appropriate
page of the Taxes
dialog box, where
you can maintain tax
profiles, tax rate
rules, and tax
jurisdictions.

Creating Time and Expense Activities

Setting up taxes

Select Setup; Taxes to open the Taxes dialog box. This dialog box allows you to

set up tax profiles, tax rate rules, and jurisdictions.

—

‘Tax Profiles | Tax Rate Rules | Jurisdictions

A Rate Rule is a specific tax impozed by a Jurisdiction. Rate Rules contain one
tax rate and a calculation nule. Its attributes identify if it applies to time, expense

or bath,

Tax Name Jurizdiction Rate

4 AL LISA 4,00 P

AR B AR USA E.00

AZBE% A7 USA 5.60

CA7.25% CALSA 728

Co29% COUSA 2.80

CT6.0% CT USa .00

DCE.75% DC USA 5.75

FL 6.0% FLUSA .00

G4 4.0% G USA 4.00

HI 4.0% HI USA 4.00

14.5.0% 14 USe, 5.00

1D 6.0% 1D USA .00

ILB.25% IL USA 6.25

I B.0% 1M US4 E.0O0

[ New... ] [ Open... ] [ 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 Arrangement 2 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

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 7-15).

+  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 System page of the Report List dialog box.

Setting Up Budgets

7-24

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.



Use the tabs at the
top of the dialog
box to switch to the
different types of
budgets.

B
You can break —~]

budgets down to a
second level. For
example, set Break
down by to
Timekeeper to
track budgets for
individual
timekeepers for a
client.

Timeslips can track
budget information
for hours, fees, and

costs.

Setting up budget details

Setting Up Budgets

Using activity categories

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 bugets amounts with actual values.

—

Budget Setup
Firml By Client |B_l,l Timekeeper | By Task | By Expenze #
Client |48C || ge-10017 [loces &
v x
From Date ToDate Total Hours Billable Hours | Unbillable Hour:| Tatal Fees Billable Fee xx

2 im]

14142005

74172005
104142005

9/30/2005
124312005

50.00 45.00 5.00 5000.00 4500
60.00 50.00 10.00 £000.00 500
&

300

Calculate. ..

Budgets {Groups /

To enter a budget, click New ¢k 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.

Budget Entry

From

Total
Billable
Unbillable:
Billed

Client: ABC

[rate range for thiz budget [optional]

s (@

A Fdget values

1o ] @

X

Hew

Duplicate

Haours Fees Costs
|1UU.UU 10000.00 0.00

90.00 3000.00 0.00

10,00 1000.00 0.00 [ Lst |
0.00 0.00

QK l [ Cancel ] [ Help ]

Calculate...
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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.

Printing budget reports

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

Searching for Conflicts of Interest

For more info,
look up
“conflict
Help checking” in
the online Help.
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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 /© from the toolbar
to check for conflicts at any time.
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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 8-4 for more information about
entering slips using the Slip Entry dialog box.
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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 TSTimer” on page 8-15 for more information about
entering slips using TSTimer.

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 8-20 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 8-24 for more
information about entering slips by email.
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Entering Time and Expense Slips

The Time and Expense Slip
List dialog box can display

all slips in Sage Timeslips or View by

a group of slips.

Right click on the
column headings to
change the fields
appearing on the slip list.

Help

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.

\ (D Time and Expense Slip List E@
N
&
o
A Both %,
iEtE Timekeeper T Activity Time | Qty Value =
D Client Reference Rate | Price Billing status w
4/16/2015 iD. Brickley Review/analyze 2:00:00 300,00 = &
43 Seacoast 150,00 Billable =
4/17/2015 :D. Brickley Review/analyze 8:00:00 1200.00 E‘El
4“4 Pierce 150.00 Billable =
4{17/2015 iD. Brickley Telephone 15.000 2.85 :
45 Pierce 0.19 Billable =
4/20/2015 :iD. Brickley Local travel 10.000 12.90
46 Mickerson 125 Billable
4/20/2015 iD. Brickley Communicate (in firm) 3:00:00 450,00 -5
47 Nickerson 150.00 Eillable
5/15/2015 :D. Brickley Draftfrevise 2:00:00 300.00
49 Nickerson 150.00 Eillable | |
9/15/2011  C. Harding Counsel 2:30:00 225.00 juum
-
Highlighted Slip's D escription
Counsel with client conceming upcoming court date Hours Charges
Billable: 9617 15886.85
h Unbillable 5.58 83693
Total 101.75 16723.78

You can use Slip Entry dialog box (see “Creating time slips” on page 8-5) 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 preferences” in the online Help system for
more info.
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8

Creating time slips

When creating expense slips, Sage Timeslips offers many shortcuts that can
simplify slip entry. See “Using slip entry commands” on page 8-10.

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 f=lle ==
is in Proof Stage or
) D 5l WP
has been billed.
Tupe @ Time () Expense i Yalue 22500 | [
ngknames Identlfy who T Timekeeper |E Hardir lz‘ ChrizH -
is doing what type of P - 9 2
work for which client. Task [Counszel [+] c300 <
Client [Kelley Enginesring [=]| oe-o1es &k
Reference |<N0ne> |Z| {?Q‘_
Enter free-form text to
- \EML‘ =
describe the work
performed_ B 7 |Counsel with client concerming upcoming court date.
if| L 22
You can enter when i
the task happened Start date 5/15/2011 @\(ime esfimated 00000 |[@ (&
(the start date) and how ] =
Iong the task took End date 915/2011 || HE Time zpent 2:30:00 [v]
(the time spent). I Billing Status and Rate Settings < ]
Billing status | Billable - [T1Hold [~ Recuring
Rate Timekesper - |1 /E'SD.DD ﬂ
The bleg rate x the [ Markup, Adjustment, and Do Mot Bill Time & / ]
time spent determines Markup(+/] © defaut ©|000 [
the value of the slip. Adjustment @) default () (0.00 Do Mot Billfme | 1:30:00 || &

3
4

Click the On/Off switch to start or stop the stopwatch J
timer or you can enter the time spent manually.

Set Type of the slip to Time.

Enter the details of the time slip.
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Help

For more info
on any slip
field, press F1.

8-6

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 8-10).

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.

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 a date. See “Entering dates” on page 4-11 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 Time button '@ to calculate time based on start and stop times,

or click the Timer switch to time your work. See “Entering time values” on page
4-12 and “Timing slips” on page 8-7 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.

L Billing Status and Bate 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.



Timing slips

Entering Time and Expense Slips
Timing slips

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.

L Markup, Adiustment, and Do Mot Bill Time « |

5 Click Save & tosavetheslip

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
O 1101:07 AM o e

Time zpent

In the Slip Entry dialog box, the Time/ \ 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.

For more info
Q on timers, see
“Entering
Note  Time Using
TSTimer"” on page 8-15.

The Slips page of the Personal Preferences dialog box contains the Permit multiple
timers simultaneously running on this station option. You can use this setting to
determine if multiple timers can be active for the same login simultaneously.

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 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.

8
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Creating expense slips

When entering expense slips, Sage Timeslips offers many shortcuts that can
simplify slip entry. See “Using slip entry commands” on page 8-10.

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

2

Nicknames identify who —__|
incurred what type of
expense for which client.

Enter free-form text to — |
describe the expense
incurred.

You can enter when the —
expense was incurred
(the start date),
the amount purchased
(the quantity),
and the unit cost
(the price).

3
4

Click Slip List <& or select Slips; Time and Expense Slips to open the list of

slips.

Click New = to open the Slip Entry dialog box.

[ slip Entry =] =@
D 82 WP
Type () Time (@ Expense EE] e Walue 875
Timekeeper |EI. Harding lz‘ ChrisH
Expense [5PS Shipping [=]/Et08
Client [Kelley Enginesring [=]| oe-o1es
Reference |<N0ne> |Z|
Extra
\B}Sent lot plans ta Benjamin.
u g
oA
A Start date 5/20 Quantity 1.000
End date 9/15/2011 Price 875
( Billing Status «
Billing status [T1Hold [~ Recuring

( Markup and &djustment

Markupl(+/-) @ default ) |0.00 |
Adjustment @ default () |0.00

fiPm? LS L L ¢ FTm @

Set Type to Expense.

Enter the details of the time slip.
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Creating expense slips

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 8-10).

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 further. 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.

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 4-11 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.

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.

L Billing Status and Bate 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.

L Markup and &diustment

5 Click Save @ to save the slip.

8-9
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Using slip entry commands

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
You can set up hot keys to 15_""?;'35 | O |- Moelofo
. e . . imekeel Move Up
jump to a specific slip field. Tﬂw\‘
Client  Alt+Shift+C Move Down
Reference Move To End
Custom
Description | Alt+Shift+D

You can determine which

Start Date

End Date

fields Sage Timeslips will
jump to when pressing F7.

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 Sii Fields

automatica”y copy fields The options below can speed up the slip entry process by copying certain fields from the
f previous slip. Mark the fields that you want to copy to new slips.
from the current slip to a
new Sllp [¥] Timekeeper [¥] Type of Slin
[ client [T Task
Reference |:| Expense
|:| Dates D Extra
Slip Timer

8-10
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Understanding values on slips

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 7-20
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 7-12 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 7-19 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 a slip’s value
to open the i
Slip Values dialog box.

P
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.

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 Yalues
Sage Timeslips calculates Sl Value 33000
the Profitability of a slip by Billed Value 51000 o
subtracting the Slip Value Prafitabilty 120.00

from the Billed Value.
Nate: Billed Yalue has not
reached its final valus.

8-11
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Understanding slip classifications

A slip’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
15-7.

+ 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 15-14.

- x|

Description  Slip Listing Group  Slips g

[’E R

Fiter Greups

Slip A< | Fiters |sort

Timekeeper Sekection ~ Field Mame Tupe From To -
Client Selection

When preparing | At Sekecion o
I‘eports 0 print you & ane Selection Timekesper Selection Include €. Harding
’ i Haxs

can set up a selection | |3ip Tramacton®d
filter to include slips g}:s s Select terms to be Included

. [xfs]
based on the slip | |skeikd [ Chsed
¥l

Filter for, Slip Classification

LHE Slip Biling Status
classification. S Time Spent
Slip Time Estimated
SlipValue

Slip Time Est v Spel
Slip Extra

Slip Biled on Invoice|

[lnactive

B Sl 5 marE &4 Fm

[ ok [ caesl ][ Hem v
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Using other slip entry features

Using other slip entry features

©

Help
Help.

For more info,
look up
“bookmarks”
in the online

When dialing the

phone, Sage
Timeslips can

automatically create
a slip and track the
time spent on the

call.

Client Sargent Supply Company v|eo
® Phone 6785556417
O Home 6785555014
) Other
Tl i cestion

Several other features relate directly to working with slips:

Bookmarking slips

You can use bookmarks to identify certain slips for convenient retrieval. You can
click Bookmark EEl 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 locate slips by bookmark.

Entering slip notes

Notes allow you to communicate with other timekeepers about slip details or
changes to slips. Click Slip Notes || from the toolbar to view or enter slip notes.

Siip Notes - Slip 16 26 & Enter slip notes that other
B ik S cesrpion \hich efrnce timekeepers can view.

is this slip for? . .

202242007 40812 P - DAB Sllp notes will never appear
Fiesubmitted slip with description and reference on bills.

conections.

For example, when using the slip approval feature (see “Approving Slips to
Appear on Bills” on page 8-27), an approver can use slip notes to indicate why
aslip 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

Create atime sip for this call. Bil to the Client above.
Create slip if not new
[¥] Tum the timer on

Task Conference v ieas ]
Disling deyice Madem v
Dol | [ Cancel [ hHeb ]
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The Slip Entry Summary
dialog box totals new
and edited slips.

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).

Viewing the slip entry summary
Select Slips; Slip Entry Summary to open the Slip Entry Summary dialog box.

Click the Clear
toolbar button to

o0&

Slip Entry Summary

Since 8/17/2006 4:33:35 PM & reset the summary
Stop watch values.
Count Matwal time: time: Walue
Mew slips 3 23000 0:40:03 200.70
Slip edits E] 81209 1:02:41 2005.28
Total 12 10:42:09 1:42:44 2205.98

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

For more info,
look up
"finding slips”
Help in the online
Help.

8-14

You can use the slip list (select Slips; Time and Expense Slips) to view all slips at
once. You can also find the specific slips you want to review.

Sage Timeslips offers many ways to limit this list to show a smaller group of your
open slips. The 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.
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Using Mini Slip View

Using Mini Slip View

Mini Slip View

displays slips in a N

much smaller
interface.

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.

(D Sage Timeslips f=fe ==
Piice 123 5 -
Value 12,30 =
Client Mickerzon B
Reference ':{)
Activity Local travel

Entering Time Using TSTimer

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.

Launching TSTimer

TSTimer can
automatically
load when

Note you start your
workstation. See
“Setting up TSTimer
preferences” on page
8-20.

TSTimer is a separate application in the Sage Timeslips program group. You can
start TSTimer in the same way you start other applications from the Start menu.

For example, in Windows XP, open the Start menu, select All Programs, and
select TSTimer from the Sage Timeslips program group.

When TSTimer is loaded, it appears as an icon & in your system tray. Right-
click on the TSTimer icon to access TSTimer commands.

Place your mouse pointer over the TSTimer icon to display the total number of
timers and the number of active timers.

TaTimer
L Active Timer
- imere
T =

8
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Viewing and maintaining timers

The logged in timekeeper is
indicated at the top of the list.

Red highlight lets you quickly
identify an active timer.

You can place the mouse——%=
pointer over a timer to view " Timer 2
the names associated with it. Tim Research

TSTimer
& preferences
can affect

Note  how TSTimer
displays and maintains
timers. See “Setting up
TSTimer preferences”
on page 8-20.

8-16

The TSTimer List dialog box provides a quick way to view and maintain timers.
To open the TSTimer List dialog box, double-click on the TSTimer icon ¢ in
the system tray or right click on the TSTimer icon and select View Timers.

Use the toolbar buttons to
maintain timers.

Mickerson 0:3700 |1

F'hc'[j§

46:00

23:00
Early Bird Inc

This dialog box lists all timers for the currently logged-in timekeeper. This
dialog box does not include information from slips. Timekeepers cannot see
timers for other timekeepers.

Each timekeeper can have up to 30 timers. For each timer displayed, the list
includes the timer name and time spent, but you can place your pointer over a
timer to display the names assigned to the timer. Use the toolbar buttons and
shortcut (right-click) menu to maintain timers.

Depending on your preferences, you can always display the TSTimer List dialog
box on top of other applications. This allows you to track tasks in other
applications easier.

Creating timers

To create a timer, right click on the TSTimer icon @& and select New Timer, or
click New k= from the TSTimer toolbar.

Using preferences, TSTimer can automatically create a new timer if no timers
exist when you open it. New timers can also track time automatically.

Entering or editing timer information

You can use the TSTimer Entry dialog box to enter or edit timer information.
Select a timer from the list and click Open & to view timer details.



Entering Time Using TSTimer
Viewing and maintaining timers

TSTimer automatically

assigns the timer name.
You can assign a different
timer name to help

TSTimer List dialog box. Te [

4
TSTimer automatically /] Metes
assigns the currently

client, and reference
names for the timer.

TSTimer changes the
mouse pointer to indicate
that you are about to
combine timers.

Timer name | Longley | =
— ; . -
identify the timer on the Timekeeper | | N
] 2
Client |aBC ] o
Feference |L0ng|e_l,l v, ABC _v| ™
KT

logged-in timekeeper to — Timers can track time as

the timer. You can you work, or you can enter
optionally select task, Dat 4/04/2006 ; i
p y i | U an @? the Time spent manually.
Time spent 0:46:40 O 4:29:30 PM ulis

Using TSTimer preferences, you can require specific types of names on a timer.

Starting and stopping timers

To start or stop timers you can simply double-click on a timer on the list. When
reviewing timer details in TSTimer Entry, you can use the stopwatch switch.

Sage Timeslips also includes commands and options that can affect timers. See
“Timing slips” on page 8-7 for more information.

Merging timers

While you are working with timers, you may want to transfer the time from one
timer to another. TSTimer allows you to merge the time spent from one timer
to another, even if the task, client, or reference names do not match.

To merge time from one timer to another, click on the source timer and drag it
onto the farget timer. When you drop a timer onto another timer, TSTimer will
remove the time spent from the source timer and add it to the target timer.

TSTimer

D. Brickley B D. Brickley
A7 Project  0:22:00 fla o A7 Project  0:22:00
When you combine timers, e

ABC . . BC 0:28:34
) TSTimer removes the time \

Mickerzon Mickerzon 0:37.00
) spent from the source )

Timer 2 Timer 2 0:16:00

timer and adds it to the
target timer.

Phoerix  &1:03.00

Fhoenix
I~
Timer3 WS 00000

When merging timers, if any fields are blank on the target timer, they will
assume the values of the corresponding fields from the source timer.
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If you hold the Ctrl key while dragging and dropping a timer, TSTimer will
remove the source timer after combining the time spent.

You can also drag and drop timers onto existing time slips. See “Converting
timers into time slips” on page 8-18 for more information.

Converting timers into time slips

To bill or report on the time spent captured by timers, you must convert the

@ For more info timers into time slips. Use one of the following methods:
on converting

timers to time
slips, look up
"converting timers into
time slips” in the
TSTimer Help.

Help Clicking the Convert toolbar button

From the TSTimer List dialog box, you can convert a timer to a new time slip.
Select the source timer from the list and click Convert to Slip [ from the
toolbar. TSTimer will create a new slip in Sage Timeslips and copy the associated
fields to the new slip. When you save the new time slip, TSTimer will delete the
source timer.

1] a0 WP
Click Convert to Time Type Tine v Valus LI
Slip B from the toolbar to [— 0. Biikley < [Davite i;
convert the selected timer Task Research M o
to a time slip. Cient EaryBid Inc <[5 e
Referznce <Mone> - B,
Timer 2 Extra
Timer 2 Reszarch
B imer Early Bird Tnc. Z éﬂeseawh fir client v
W= 4
When converting timers to time Stant date 42008 || | Tieestmated  [B0000 | b On
S|ipS, TSTimer copies fields from End date 4/4/2008 | @] | Time spent DIE00 | B| 124022PM oif
i i i Biling Status and Rate Settings ~ 1
the timer to the time slip. i Hafin, Adasiment st i B T j

Dragging and dropping a timer onto an existing time slip

If both TSTimer and Sage Timeslips are open, you can drop a timer onto an
unbilled time slip in Sage Timeslips. (You cannot drop a timer onto the time
sheet.)

When you drop a timer onto a time slip, TSTimer transfers time spent and timer
notes to the slip. If the Date on the timer is later than the End date on the time
slip, TSTimer will update the End date with the timer Date.

Using TSTimer preferences, TSTimer can prevent you from dropping a timer
onto a slip that contains different names. You can also determine how TSTimer
will copy timer notes to the time slip.
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Converting timers into time slips

o d Exp D i

View by [ v L

e &

[ Both [ Time | Ewpense| %%

Date Timekeeper Activity Time | Gty Yalue =

Client Reference Rate [Price | Billing Status ®

2/18/2008 . Brickley Mileage 10.000 1290 a| (7

Drag, and c_erp a timer onto N 22 Nickerson 1.29 Bilsble | .
a time S|Ip to transfer the 21972008 1D Biickley Conference 30000 45000
. . i Nickerson 150.00 Bilsble
time spent and timer notes 2/20/2008 . D. Brickley Caurt Date GOG00. 120000
. El] Atlantic 150.00 Bilable
to that 5||p_ 2/20/2008D. Brickley Fiesearch 30001 135004
Timer 3 Research 37 Atlantic 150.00 Bilable

& — Early Bird Inc.

/2008 . Brickley Counsel i 43832
33 Sargent & Sargent Phoenix Project H 15000

Billable
Highlighted Slip's Description Hours Charges
Research for client Bilable 57.14 803027
Unbilable 092 127.08
Total 55,06 8217.35

If you hold the Ctrl key while dragging and dropping the timer, TSTimer can
automatically delete the timer after transferring time spent and timer notes.

Dragging a timer onto a new time slip

If both TSTimer and Sage Timeslips are open, you can drop a timer onto a new
time slip in the Slip Entry dialog box. TSTimer transfers time spent, timer notes,
and any names from the timer that you have not yet assigned on the slip.

TSTimer preferences can prevent you from dropping a timer onto the slip that
contains different names. You can also determine how TSTimer will copy timer

notes to the time slip.

- Slip Entry -

TSTimer o

. A2 Project 02200 flat| | T (|2
Drag and drop a timer onto—g=—== om0 | |18
a new time slip to transfer - Clert | @
the time spent and timer | Reforsnce ™
notes to the slip. TSTimer : B <
will also transfer names Phazhit Timer 2 L .
that are not yet assigned || Timer3 Lo, e FS

to the sllp. Start date e etz @ i,

End date i et & H o

Biling Status and Fiate Settings
Markup, Adjustment, and Do Mot Bill Time v

You can automatically delete the timer when transferring information to a time
slip. When you hold the Ctrl key while dragging and dropping the timer,
TSTimer will delete it after transferring time spent and timer notes.
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Setting up TSTimer preferences

TSTimer offers preferences that allow you to customize its functionality. Right-
click on the TSTimer icon and select Edit Preferences to customize TSTimer.

TSTimer Preferences E\
Preferences provides Options
many options that“ [¥] Launch TS Timer on startup
control TSTimer. e Lt Gl
Start timer upon creation
Help

[ Create new timer when T5Timer list opens and the st is empty

Allays timer to be diopped onto non-matching slip?

Bequired fislds Motes conversion options
[] Client ® Append
CTask O Replace

Entering Time Using the Time Sheet

As an alternative to the detailed method of time entry (see “Entering Time and
Expense Slips” on page 8-4), 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 - E”i‘gl

The days and dates b ki S oo o (38 | @l o o
for the current week =
are listed across Athe = Sun Mn Tue Wed Thy Fi S| e <
top of the time T X 206 | 324008 | MN8N DD N2OMB | /20 Totes (r
sheet. ABC, Bismarck v. ABC, Counsel = 200 swla| X
ABC, Longley v. ABC, Caunsel ® B0 a70 o
You must create time Nickerson, . Counsel 225 225 ‘:
h | (Pt Eoumeel 150 150 =
sheet 5"9 templates Seacoast Marine, , Counsel 0.00 &
to enter time on the T 000 ;F
time sheet.
) v
The time sheet totals \‘ Nontemplste Totals oo 1.00 200 100 nom nm nm 700
each day at the N Daiy Tatals 0.00 10.00 7.75 E70 000 0.00 0.00 24,45
bottom of the
time sheet. ABC, Longley v, ABC, Counsel

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 8-21.
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Creating and using time sheet slip templates

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 = 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.

Only Active
templates will
appear on the time
sheet.

You can optionally —

specify the rate and
bill status settings on
each template.

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:

Using the Time Sheet Slip Template Entry dialog box

Select Slips; Time Sheet; Slip Templates or click Show templatelist E from the
Time Sheet Slip Entry dialog box to enter slip templates using this method.

- Time Sheet Slip Template Entry - E||E|g|
Template details
Mame Longley Counsel Active
Timekeeper [, Brickley w || DavidB ﬂj:
Task Corference w || T-021 <
Client ABC w || 9810011 =
Reference Longley «. ABC w || ABC1012 E,‘}i
Description Conference regarding Longley case {%-
&
's]

Fiate zeftings and billing status
Usze these defaults

Default rate | Timekeeper |1 w | [150.00 Hourly -

Biling status | Billable w

When creating templates using this dialog box, you can select timekeeper, client,
task, and optionally reference names. Each template must have a unique name.
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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.
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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.

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.

Timekesper | . Brickley V| Davide | 3040 | @l o o9
=
E M T Wed Th F Sat <
un on ue o u i o s
2 Weekly
T X 3/23/08 | 3/24/08 | 325008 | /2608 | 32708 | 3/28/08 | 3/29/08 | Totaks i
ABC. Bismarck . ABC, Counsel = 200" sm s X
BBE, Langley v. ABC, Canference 000 =
Nickerson, . Counsel 225 225
Fierce, , Counsel 150 =
Seacoast Marine, , Counsel 0.00 =)
5 7 et rhameRe @ 0.00 =
-
Noremplate Totals 000 700 200 670 000 000 000 1570
Daiy Tatals 000, 1000 775 670 000 0.00 000 2445
bierce, , Counsel
Clert Reference Task 2
Bishop ] [<Nane> +| [Conterence v @
e
Collctions 43
Coursel T077
CoutDate T.008

Research T35

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.
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Entering time in time cells

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.

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.
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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

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.

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.
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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 EI

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 send replies when it creates slips.
Use 'Mame selection’ aptions to determine how Timeslips matches the names in messages to Timeslips names.

Message filtering

Subject line indicator | SLIPS

[7] ficcept messages from Timekesper amail addiesses onl —Use the !Vlessage
processing options

Message pracessing to determine how
[#] Automatically scan for messages when opening the Timeslips databass Sage Ti mesl | pS
[] Rieply to the message sender with a confimation message processes | ndividual
messages.
~M Mame selection
Client Micknamme 1 e Timekesper Nickname 1 “
Activity Mickname 1 - Reference Nickname 1 v

[ Allow wildoard characters

.

For example, you can set up Sage Timeslips to receive messages only from
timekeepers it recognizes, using nickname 1 to identify all names, and Sage
Timeslips can reply to each message indicating if a slip was created successfully.
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Receiving slips from email messages

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.

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 E@E|

— Use the View by
field and Selection
button to filter
entries on the list.

The list of entries
shows when email View by ] v
messages were
. Selech ]

received and when \
SIIpS were Created Status Sent Date Sent Time From Slip Created On | Slip 1D
from them. SlpCreated  [08/05/2008 {09:46:24 AM | sam@example.com  |09/08/2008 15148

i} H com

XDE

%l

Slip Creal [1E)
Slip Creal 03, a ]

Slip Created | 09/20/2008 19:26:24 PM i mike@example. com 09/22/2008 5220
Ermor 09/25/2008  (02:23:00 AM  isam(@example.com

"

Entries that Timeslips —¥F |Zotesd (2000 1R R0 e i ooas \
cannot translate into Use the buttons on
slips are marked
with an Error. the.too_lbar to
maintain email
You must correct entries, view details
these entries before of the source
Timeslips can create message, and go to
a slip from them. the created slip.

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

Errors are indicated
in bold red text.

E

nter the correct
values for these
fields.

You can use

information from

the

Original email

content field to
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help you.

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

\uihen thete i an error creating a slp fram email, pou can e these fiekds to carrect that emar. After a slipis created fram email f you use these
fids to make further changes (o f, be sure to cick Update Slip with Changes'

Error in Email Entry II\:
Sl fieks Oiginal emall cantent 4 | When editing entries
Sent: 05/15/2008 03:34:47 PM . .
Sl Type T OEwperse e with multiple errors,
Taakesin =18 s | you can save the
03-0400 = H

Cient Bishep " s e =] updatedvalues while
clivil v, & i

:: ty / you are researching

remaining errors.

Estia

Desoiiption

| When you are ready
to create a slip, click
Create New Slip.

Stat dat= [5/15/2003 | B Time estimated (00000 | &
Time spent  |400:00 | &

[ Hold FaleVaue 000
[] Recuring RateType  |Houly |

Matkup(+/) 200 |8 % Show <l field defintions

Adustment [0.00 00000 |
ustment. |1 Do Not Bil time| & [ Creat New Sip l

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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Correcting entries with errors

Approving Slips to Appear on Bills

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
Ship List dialog box.

The following diagram illustrates how timekeepers and approvers use slip
approval statuses within the slip approval process:

slip

PJ : Timeslips D ' Approver v [
|" ]] .JL—|” marks gy fc)\ re ” m-nu - r‘ﬁ 4

i MPRD\I’ED i
Timekeeper enlers PENDING Approver reviews the slip :ﬂn:;c;\:a:"s:p':"cm
a new ship I
l -.[ £ Appraver
A I mark:
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Setting up slip approval

' Before you can use the slip approval feature, you must enable this feature within
IForkmore info, | global security, indicate which timekeepers are approvers, and then indicate
00K Up . which timekeepers require slip approval.
Hel setting up slip
approval” in . .
the online Help. 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 desciibe general requirements for security.

Bequire login and activate security Paszsword required ta log in

Secuiity Supervisor's password

Mark Enable S|IP Diefault Profile for 2 new Timekeeper Default hd
Approval to enable Bueste b i o i SlEsT
. uesls I0g 1in without a password usin v
this feature. \‘ 4 " o

Enable Slip Approval

I 0K l I 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 — You may want to
i Prafile name. [#pprover ali Create a new security
on setling up profile for approvers.

!

Hel security rights, s rights Cancel
ook up .
“security rights” in the %! Rights
[ i New ~ .
online Help. 2 Oean, [ ten | Mark Change slip

R Edit

approval status for

F Delete o Purge . )

Iglﬂ the securltyprofllethat
= E:g;':fo Fie approvers will use.
e

A Edit time spent on new slip

[l Edit time spent on existing slip

4 Edit rate settings

kA Timer On/Off

4 Stop all timers

R “iew slips of ather timekespers
[ Edit timekeeper on new slip
R4 Close ¥

Remember, only approvers should be able to change the slip approval status.
Otherwise unauthorized charges can appear on bills.
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Mark Slips require
approval to be billed

Approving Slips to Appear on Bills
Entering slips

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.)

X Meeds &pproval

Slipz require approval to be billed

Entering slips

When slip approval is enabled, Sage Timeslips automatically sets the slip
approval status for new slips to Pending.

4 b | Timeships "-.I Approver ’_G/ -
(™ == g7 T ML
PENDING APPROVED Approved slips can

Timekeeper onters appear an a bill

T i .

P N | [ Ao
l ] -REJEIL?TED

Timekeeper edits shp us
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

©

Help

online
info.

Look up

“reviewing

slips for slip

approval” in the
Help for more

Before slips can appear on bills, approvers must review pending slips for
timekeepers that require approval.

Approvers will change the status for these slips as needed, approving slips to
appear on bills or rejecting slips that need corrections.

\P‘l e Timeskips \_)) 3 Appraver f V—| - -
ot marks marks

[ l ‘] -0 e - =» e ™

Timaksaper onters PENONG | | e coows s | | APPROVED :‘,;:{,ZI‘;’,.T.".’,T.."’“"

T i y

P e | s
l ) -REJEIE’TED

Timekeeper sdds slip as
indicated by approver
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On the Time and
Expense Slip List dialog
box, approvers can
click on a slip approval
status within the list to
change it.

On the Slip Entry
dialog box, approvers
can click on a slip
approval status in the
top right corner to
change it.
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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.

Billable

R il &l
Rillabl= =

‘kpending
Type @Time  OFwpense Value 70000 | da

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 8-31 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 1d: 28 ]

2/20/2008 11:57:15 4M - CLH:
Pleaze include additional description. \Which reference
i this slip for?

2/22/2008 4:08:12 PM - DAB:
Resubmitted slip with description and reference
comechions.

Depending on the preferences set up for slips, Sage Timeslips can automatically
open slip notes when an approver rejects a slip.
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Correcting rejected slips

Correcting rejected slips

Help

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.

A | Timusioy /'» > Appraver i‘ v—| ant] )
-t marks ' marks ¥ .
[ l ] = U owm M = T 2
Timekeeper enters PENOING Agprover reviews the slip APPROVED Approved slips can
it I appoar on 4 bill
PJ \_— Approver
) 1 marks
[ ] - i
i REJECTED
Timekeeper edils sip as
ndicated by appraver

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 8-29 for more information.

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.

PJ = Ly Timeslips ! (¥ Approver -
e e AT

slip A

- APPROVED
Timekeeper enlers PEND Approver reviews the slip A_f;?"w:nsmlm
a new ship I
l f W Approver
mark
(1) -3
i REJECTED
Timekasper edits slip
indicated by approve

See Chapter 12, “Billing Clients” for more information on preparing for billing.
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e Entering Transactions e

Overview

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 9-14 for more info.



Entering Accounts Receivable Transactions
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

receivable
Help

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 9-6.

+  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 9-6.

If you want to adjust unbilled charges, use bill arrangements instead.
See “Using bill arrangements” on page 7-15.

*  Write-off: Use this transaction to write off bad debts. It decreases the
client’s A/R balance. See “Applying write-offs” on page 9-9.

+  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 9-9.

+ 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 12-47). You can also enter
invoice transactions to represent a starting balance for a client. See
“Creating invoice transactions” on page 9-9.

+ 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 9-10.

9-3
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Transfer: Use this transaction to distribute money from an
overpayment to other projects. See “Transferring unapplied amounts”
on page 9-7.

Transfer To Funds: Use this transaction to send monkey from an
overpayment to a funds account to use later. See “Transferring
unapplied amounts” on page 9-7.

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 9-10.

Special Credit: Use this transaction to credit or discount an invoice
that is already paid in full. See “Applying special credits” on page 9-12.

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).

Entering transactions

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.

Click New dF to open the Accounts Receivable Entry dialog box.

Select the transaction type and enter the date of the transaction.
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Entering Accounts Receivable Transactions

Entering transactions

Select the client for the transaction. Optionally, you can click Find Client by

Invoice [ to search for the client.

(D) - Accounts Receivable Entry -

The Accounts Receivable
Entry dialog box lists
the current accounts

receivable and
funds balances.

6

o
A/R balance 8442.05 | Total funds balance 0.00

=l = =

~| Check Mo (2434

Type |F'aymenl V‘ |Check

Client  |ABC [=]] 02-1001
Date 5/26/2011 ||E Depasit Slip

B 7 |Papment - Thank You

LA

Date Ireenice No. | Amount Fees Due | Fees Paid
11/30/2008)  G:10000|  1800.000  1500.00)  1000.00
12/31/2006)  G:10002|  1600.00)  1600.00 0.00

5/26/2011 G:10010

pazos[ | oo

Mat yet applied 300.00

Costs Due | Costs Paid | Int Due | Int. Paid

Amount | 300.00

TrEeLEL 4 Fm

0.00 0.00 0.00
0.00 0.00 0.00
000 2042.24 0.00

Remaining amount applies to future invoice | TransfarMoney‘ | Apply Al | | Apply One | ‘C\earApp\ies

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.

Click 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)

£ — approved transactions (yellow envelope)

¢ — 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.

9-5
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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 Accounts
Receivable page of the Client Information dialog box.

Choose if Sage Timeslips will
pay the oldest or Payment distribution nile

newest invoice first.  First pay irvoice Oldest v When applying payments or credits to
Order of charges Interest, Costs, Fees v/_ multiple invoices, choose if Sage Timeslips
Choose the order that Sage—Y st pay in — = will pay qff an entire invoice first, or if it will
Timeslips pays fees, costs pay specific charges (like fees or costs) on
o 4 [] Require manual distibution 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 9-7).



Transferring

Entering Accounts Receivable Transactions
Transferring unapplied amounts

How to enter a payment or credit

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 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 9-6 and “Distributing
payments manually” on page 9-6).

7 Click Save & to save the transaction.

unapplied amounts

If you use client projects (see “Using client projects” on page 7-14), 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.

9-7
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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 9-7). 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.
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 9-10), 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.

9-8
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4 To transfer an amount to a client funds account for the current client or a
related project:

a.

In the Transfer to Client Funds group box, highlight the To Apply field for
the appropriate funds account.

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.

Creating invoice transactions

You can create invoice transactions in several different ways:

When you approve a bill, Sage Timeslips generates an invoice
transaction automatically.

If you create a new client and enter starting balances (on the Accounts
Receivable 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.

9-9
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Applying reverse payments

When reversing a
payment, you can also

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
Should there be a finance charge for thiz Reversed Payment?
(O Mo fee for this Reversed Payment
(%) Yes. Add thiz Finance Charge to the nest kil |[20.00

Deseription | Fee for returned check.

. T

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

9-10

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 Accounts Receivable 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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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 12-22).

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.
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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 5 from the main toolbar or select
Transactions; Accounts Receivable to open the list of A/R transactions.

2 Highlight the invoice transaction that you want to use as the source of the
special credit and click Open.

3 Click Apply New and select Special Credit from the menu that opens.

4 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.

5 Inthe 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

9-12

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.
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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 Deposit Slip Entry -

When creating a bank
.fde[%OSIt Sllpll %OU can Bank Account |FirstBank | Deposit Mumber | Mext
specity that total that you
plan to deposit. Date 6/3/2006 | B8 Total Planned  [1300.00

ok ][ canesl [ Hen |

c. Click OK to accept the setting for the new bank deposit slip.

2 At the bottom of the Bank Deposit Slips dialog box, click New and select a
transaction type from the menu that opens.

3 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.

4 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.

5 Continue entering the rest of the transactions for the current bank deposit
slip. The Total Entered shows in red text if it doesn't match the Total Planned.

6 Click 7 to close the Bank Deposit Slips dialog box. If the Total Planned does
not match the Total Entered, a reminder message appears.
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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.

Using bank accounts

For more info
@ on bank
Hel accounts, look
up “bank
accounts” in the online

Help.

Bank Account Entry L

You can set up —_|
custom transaction
terminology for
each bank account.

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.

X

Mame First Bank,
Applies to | All Charges w | [Default) First

Type A7/R and Funds b Previous
Description (PO Box 123321
Boston, ba Mext
Contact: Linda Shaw

- . Last
[refault descriptions on transactions

1=
o
=

PFA | Payment from account Duplicate
PT& |Payment to account

DEP |Deposit to account

WIT | Wwithdrawal from account

BAL |Starting balance

Bank deposit zlip information
Mext deposit number 1m il

Help

| oK. | [ Cancel ]
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Using funds accounts

For more info
@ on funds

accounts, look
Help M

up “funds
accounts” in the online

Help.

Each client can have multiple funds accounts. This allows you to track funds for

different cases or matters separately.

Use the Client Funds page of the Client Information dialog box to maintain funds

accounts for each client.

The Balances total field
totals all funds accounts
for the current client.

Click New to create a_|
new funds account or
click Open to review the
details of a funds
account.

How to enter a new funds account

1

2

3
4
5

6

7
8

From the Client List dialog box, select the client for whom you want to add a

£

funds account and click Open = .

Switch to the Client Funds page of the Client Information dialog box. The
Accounts list displays the current funds accounts.

- Client Information, - ‘T“E‘El

1 ‘Eastem | 2 ‘ 00-0700 | Classification
General | Custom | Rates | arangement 1| Arangement 2 | ficcounts Receivable | Client Funds | Layout | Mates I
Accounts &
Name Luto Pay Mew Charges Replenigh Minimum Cuirent Balance =
Bank Account Bill Format Style Replenish To Applies To 2
] ] " 00| g
First Bank :Detail 0.00:Costs Orly
)
&
3
X ‘
[ Mew I l Open... ] [ Delete Balances tatal 9800.00

Click New below the list to create a new client funds account.

Enter the name of the new funds account in the Name field.

Use the Bank account field to select the bank account with which to associate

the new funds account.

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.

Use the Current balance field to set the starting balance of the account.

Optionally, set Style on the bill to choose to show funds activity from this
account on the bill.

9
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Enter the details of a
funds account. \

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.

The replenish message uses the text associated with the “Please replenish
client funds with” bill phrase (see “Setting global phrases:” on page 12-22).

MName Eastem vs. Julius LD
Bank account Mational Bank. A
apples to Fees Only v
Current balance 1000.00
‘when the balance falls below |500.00 request replenishment to {1000.00
Style on the bill Detail -

Automatic payment of new charges on the bill

| Ok | [ Cancel ]

Help

10 Click OK to save the new funds account.

Client funds transaction types

For more info
@ on funds
Hel transactions,
ER ook up “funds

transactions” in the
online Help.

9-16

Sage Timeslips provides the following transaction types for use with client funds
accounts:

Payment From Account: Use this transaction to apply money from the
client funds account to the client’s A/R balance. This transaction also
decreases the client funds account balance.

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 12-45).

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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D N
The Funds account gl
balance field lists the ~ \ e Funds account baance 750.00 | A/R balance 121723 |
current balance for the Tupe [Payment Fram Account | / -
selected funds account. Clort IBihon o] | s0im02 ¥e) =+
=1
Account |Bishnp wz. Smith v| '::}
s | d
B 7 Payment from account &Y
u T &

The A/R balance field also
lists the current accounts
receivable balance

for the selected client.

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 Click Client Funds List iii from the main toolbar or select Transactions;
Client Funds to view the current list of funds transactions.

2 Click New ©F to create a new client funds transaction.
3 Select the transaction type and enter the date of the transaction.
4  Select the client for the transaction. Optionally, you can click Find Client by

Invoice to search for the client.

5 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 -

Mot yet applied I E00.00

Date Invoice Mo, | Amount FeesDue | FeesPaid |CostsDue |Costs Paid | Int Due | Int Paid

10/18/2007 oo sooooEEE 20w 0.00 000 000
5/26/2008  G:10024 72729 500.00 0.00 0.00 oo 227zs 0.on
[ Remaining amount applies to future invoice [ Apply All ] [ Apply One ] [ Clear Applies

6 Enter the transaction amount in the Amount field.

Please note that for some transaction, 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.
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7 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 9-6).

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(Click 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)

g3 — approved transactions (yellow envelope)

&> — 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 Client Funds page
of the Client Information dialog box).
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Viewing Transactions

For more info
@ on viewing
Hel transactions in
= 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
report groups.

10-2

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

EEX

Efling| Slips |4/ Transactions | Funds Transactions | Client | Timekeeper | Activity | System | Tax || Other

Mame Freview

il Slip Totals
Monthly Billed W alues

Monthly Billed ws. Original Values
Monthly Slip Totals

Monthly Slip Yalues

Monthly Time Usage
Productivity by Period
Profitability by Period

Slip Listing

Slip Summary Listing

Time Sheet Slip Entry

User Defined 5lip Listing

User Defined 5lip Summary
weekly Slip Totals

i
F & LG X KA

“
i

= - ﬁ 10 bt e i ]

View Full Example
This repart summarizes slip chaiges entered inta the program in a periodic table
Use this repot ta evaluate slip valuss for client, timekesper, or activiy on 5 day,
weekly, monthly, quarterly, semiannual, or yearly basis.

How is this report used?

Change your repart settings by double-clicking
the report name or selecting the report and
clicking the Open taalbar button

Date Range
From | to ]

e b

Print tar | Display

See Chapter 11, “Designing and Printing Reports” for more info.
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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 List View @ et
Cliant Billing Ovarview for A0
Shawing A chares with e charges ( Changs liling flus B Cor 12 N 1
Sule 1001
EL T s, WA (011
shctach i
Bill e e o o
Stage k-:dl| i - Fu h"J\...v..l.-‘
Bill Overview
Tl hems (v chiarpes) 1)
Toddl cnsts feaguernie changes] b ]
Total e ared costs 6
Totsl mbateit and fnance chages e05)
™ . Tolal tasms nm
Billing Assistant shows 4 P b 20w
™ . . Total paymeris arsd othes AR tantacions: 20000
billing details for clients New bolance I,
that are ready to bill. Furds sccounts baarco o
Fursle sctanks impleraibaneed I
Hold citens D dookly
Select &) Nong Total 000613 Mas the hoid critesa beer met? nare spple:
[7] Fetdepar sl mathored ok | b Hukd vl e it on e bl InFislearces ln
Grergl coupsed
() Garwasta Dils o
POF fie o P Dgtiony
) Pre-D Wodshest ] [d = J - Srath vervareg rods 1o ng et 4 b e

See “Using Billing Assistant to review billing data” on page 12-12.

+ Firm Assistant: You can also use Firm Assistant to view billing totals
for all clients in your firm at once.

0
@
ES]

# Firm Assistant

DaeFange  SttDate| | @ EndDae| | @] %
Firm Assistant shows Al =
additional billing totals Detals | Summany =
fOT a|| clients Client Bilable Fees  Billable Costs  Interest Total 4/R Previous Balance | &

. Last Bil Date Unbillsble Fees Urbilltle Costs Finance Charge Total Funds | New Charges

Paymert Date A, W/IP Funds

Allaniic 2000.00
12/31/08 218813
1118/08} 0.00 i 418813
Tihor : 300000
12/31408 . ! 218020
] ] 513020
Eastem I ; 0.00
12/31/08 ] 1 887.50 —
12/31/08: 0.00
Kelley Engnesing : 0.00
189.13
189.13
Tickerson : o000
02/28/08 fihH 225720
; 4757.20 ¥

See “Using Firm Assistant to review billing data” on page 12-15.
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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 10-8 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 10-13 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

# Timeslips Today - OfficeManager,

Last 10 Slips Entered Last 10 A/R Transactions Entered
maﬂy areas Of Sage IC Date Timekee  Client Value D Date Type Client Value A
Timeslips. 50 5/28/2008 S.Santos  Morth Project! 11.31 18 91512008 PAY  ABC (2200.00)
49 5/18/2008 D.Brickl.. Kickerson 300.00 12 123172008 PAY  Eastern (1700.00)
45 5/32008 5.Santos  Morth Project! 500.00 11 1203112008 Iy Eastern 1700.00
47 4/23/2008 D.Brickl.. Kickerson 450,00 10 123172008 Ny Bishop 3000.00
46 4/23/2008 D.Brickl... Mickerson 1290 a 1203172008 Iy Atlantic 2000.00
When you place the — | ickl...  Pierce 285 8 12/31/2008 Ny ABC 1500.00
; 44 412072008 D. Brich: rce 120000 7 12/30/200% PAY  ABC (3000.00) '~
cursor overla section 43 4/18/2008 D.Brickl.. SeacoR 300.00 ey
headmg, Sage 42 4A1B/2008 D.Brickl.. Eastern 200.00 )
41 4A13/2008 D.Brickl.. Esstern 3

Timeslips displays

Tatal 347706

Wﬂ\ed Slip Yalue (ATD)

i 10 Cctoper 2008
When it |aSt Updated — z Last updated on 4/10/2003 at 2:3%:36 PN‘I‘Tj
ip Totals E
the SECtlon . 5 2 ] 2 November 2008
Field(s) WD MTD M |22 yea
Time: Spert oOnO0 00000 951500 z E 0.00
Slip Walue ooo 0.no 1648003 T T2 3 3 December 2003
Billed Slip ... oo .00 16619.22
Profitabilty oo .00 12918
Clients with Dverdue Balances
Client Bal Overdus Bal Bote
. 18N “ :;UECDEU verdue :33'01?0 3y vou have never used the Audi trails feature
eac0a: | I N " .
Bishep 3000.00 200000 (s Track time and expenses e\.ﬂen wehile out of the office. U.smg lhe. -
Mickerson 2500.00 2500.00 (JExtend the power of Timeslips to each employes by adding additio. .
Atlartic 2000.00 2000.00
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Assigning templates to timekeepers

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

Help Timeslips Today” in 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 10-8.

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.

10-5
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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.

Modifying Sage Timeslips Today templates

10-6

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.



For more info
on editing Sage
Timeslips Today,
look up “editing
Timeslips Today
Templates” in the
online Help.

@

Helgp

Using Sage Timeslips Today to View Data
Modifying Sage Timeslips Today templates

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.

You can drag and drop—
sections from the
section list onto the

current template.

Adding or removing sections

G p it L [Bx
Fler  Sectn~ Lwoit~ DB H| =X & dab £
I e p oda e 0
Last 10 Slips Entered Last 104/ Transactions
IC Date Timekeeper  Client Walue » ID Date Use this dialog b o create or madity Timeslips ’i:b
S0 5292008 S Santos North Project! 1.3 12 1273112008 Tﬂdﬁl' temD}EtES E"eate- addaﬂ‘ femove sections =
49 5A9005  D.Brickley  Mickerson 20000 " 127312008 ||| ©n e template fo fityour needs,
48 SGEU0E S, Senies Korth Projecti 50000 10 1273112008 x
47 42302008 D.Brickey  Mickerson 450.00 ] 120112008 | (o
. hlickerson 1240 8 1273112008 <faul | Custom
45 472072008 D Brickley Pierce 285 M 7 1253002008 f||Name -
| &R Transaction List Al
1otk £ Billed Values Graph |
. \ Billed vs Original Values Gragh
Slp Tatals Blank
Fields WD MTD o A -
feltte) Slip:Yalus 3. Biled S Y Ciery Funds Account Lit
TimeSpent  0ODO0 000D 991500 FClent Funds Transaction List
Slip Value 000 0.00 1649003 5 ¢ Client List
Billed Siip 000 000 1661822 g3 Clients with Overdue Balances
Profitabiity 0.00 0.00 12019 ¥ e Data Total
=& Data Totals List
— 2s  om Expense List
Thertis with Overdue Balances i e
Client Balance Overdue Balance . a'aghlc o
. iy Favarte Fepatts
Seacoast 430000 430000 R it et
Bishop 300000 300000 - Overhead Cost vs Billed Yalues Graph
Hickerson 250000 250000 Fiecord Count
e olells_e. Slip List
A1 | W vu have never used ] | Slip Values Graph
[} P ek tine s oxpend | Sies withctive Timers
. Station Licenses
4 - (G Extend the power of T | Task List v

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

Help

Customizing sections

“available Sage Timeslips Today sections” in the online Help.

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.

10-7

10



1 O Reviewing Data

Timeslips User’s Guide

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.

13 Soge Tumeskps ==
Ble [dt Jhps Irnsactoss Heses Bl Bepots Spegisl Setwp Window Help
Enhanced RS A ABAR ARG RS S
navigators - -
L] Date Timaraepst Chant Valse
allow you to o = 3 sesE04 S Samos B 150 =
- T4 1943
access groups of e . 5 S e o
commands while B - Bt an
. . -il - | Helm e B 11Es00e 285
reviewing related 2 ez 1
h X R T——, D 7500
information. B 2900
s 8 = @ [ e
bomoty oy Wit “ 2
= g . 00
45 285
45 2%
My Time S4ps this Weak & % nn
. vy vy L - Totat R
2 224 S00.00 ‘Ep Values s Manth C
4 pr=] 100 Selechon Sap Vakue
L] ags 4BT 50 An wran
T L) 360.00 Dt - o 60 Mokd 40434
L] 108 1000 [Edlatie - on Hold 000
0 an 2000 Untaacie a3
n 200 000
i e
" 250 50000
" [
20 12NTR01E 125 167 50
[ — 2 RS I 380,00
] ursesers 1 anaaus o T
[ 2 s 09 1800.00
T Guiden | C:Program Ples (b Mimesos 3013 giors!. Savang Racord g Cuate (Todawls 2072011 D &, Brckiey
For more information on viewing enhanced navigators, look up “enhanced
Hel navigators” in the online Help system.
=R
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Displaying an enhanced navigator

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 i} 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 edit slip details within the Slip Entry dialog box.
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Modifying enhanced navigators

10-10

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 10-9 for information
on displaying an enhanced navigator.

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.

O = — Click Browse and select
nethps M uset thit Timetlips & h4f [romvie . .
- ot o e the Sage Timeslips

Prpse bang [t ) [sto i <] [sioiat « | Todaytemplate thatyou

Frith Dirg | CosneLine | My Faverts Fapons o | [ Ot scsoms - want to use.

Arcourts Fecerahin o | AR Tiareacton Lit % | Chenis with Orvescue Balances | Data Tokals Lit w

Erperne w | Experse Lt v | Skplat w | | Data Totsks List -

Dol e AR Tiarmachon Lol % | Cherids wath Ohvoschas Balarcns: ¥ | | Chenis vty (vendus Balarons L

Fundy | Chert Fundy Accourt List w | Chert Funds Tiaraaction Lint a | Digta Toraly Lint -

(- || et List w | Trrmbomap Lit [ Tp— -

Help and supean | Tumedips Mettage Certet ¥ Tipof the Day W | Othes sctions v

ok J [ coned [ e |

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.
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Modifying enhanced navigators

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.

Help
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 Sellings - Office Manager 3
You can change theﬁ\Tmb:rim uses this Tnetins Todsy Tenplate: | Ocebanages 1t Lrowie
order of each topic on Topie Lowes Let Usps Rght Lowes Rt
. Py 3 ~ i ~  Sho Lat » || 3 -
the navigator and the "“’n:" E"”t‘ '°rL 0'::
P . with || Chant List % | Hy Faverte Repons b ot w
addltlonal SeCtlons Arcourt: Aecervabls % | | AR Tiarmachon Lt W | Cheris wath Oveecus Balances | | Dt Totals Lit w
that appear Wlthln Erperne ¥ || Experne List v | Skplat W | |Data Torsds Lint v
eaCh toplc Collechona: || AR Tiarmachon Lot % | Cherids wath Ormschar Balancos o | | Clorits vl Ovenchan Balorces -
Funds || Chont Funds Accourt List ~  Cherd Funds Tiaraacton List ~ | Diata Toraly Lint -
[T e — || Chonrit Lt [ Prerp—rp || Ot st w
Help and supean || Tenerips Mettage Centet ¥ | Tpof the Day W | | Othes sctions 3
(I [[comwe | [ b |

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.

10-11



1 0 Reviewing Data

Timeslips User’s Guide

To choose which data sections appear in each topic, click Change settings in the
bottom left corner of the enhanced navigator.

® Hovigator Settings - Office Manoger

You can choose which

data sections appear in i

the lower left, upper Toske Lower Lot Usger Righ Lower Rt
rlght, and |OWer rlght Preus biing v | Sig wilh Acinve Timers || Sip Lt w | TopFre Aepots -
. Fruth Hillrgy W Bl vt Cligrad Vahows Gitnph o || Bdbent Vishows Gitagh w0 T Matage Canbe -
corners Of eaCh tOpIC Accounts Receivable AT Trangaction List | | SipList v Timeslps Mesrage Center w
Egar ™ Expnn Ltk || Clbonnd Cined v Bt Vighows Gt % Tromidgns Mot gn Dot -
Colectons: % Cherids with Ovendus Balarcns o || Ble v Dagral Ve Graph ¥ Teneslps Mestagne Conte -
Funcy ¥  Cherd Furets Acoount Lt & | Chont Funds Tiaraachon Lisk ¥ Tinesins Mestaon Conbs -
Craat naess w | Chert Lt o | [ Timesiaaper List | [Task Lt 3
Heds ol sugpecel ¥ | Torecbgns Messige Corird || Tyl the Dy w | [her getwrrs -
Cox J [ come J[ v |

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.
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Using Alerts to View Data

You can use alerts to notify timekeepers when particular data-related events
occur. For example, you can 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 this 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 10-13 for more information.

+ 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 10-15 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 10-15 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 10-17 for more information.

For more information on viewing alerts, look up “alerts” in the online Help

system.
Help 4

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.

10-13
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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.

Use the views of the Alert —a. TSR )

Rule wizard to set up the

10-14

new alert rule.

Select Camparison Type
Use this view to determine additional details of this alert. For
example, if you want t display an alert when a Timekeeper
enters more than $1,000 in charges, select 'Is greater than"
and enter "1 000" Select the comparison type and the Yalus
and click Next, or click Finish to create the alert rule.

Show alert when a slip's Yalue

Is greater than or equal to | | 1000.0000

< Back ][ Mewt > ] [ Finish ][ 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 Alert Diescrption
you made on the Alert A slip's Yalue for Eastern is greater than or equal to 1000.00
Rule wizard.

See “Managing alert rules and alerts” on page 10-17 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 10-15 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 10-17 for more information.

Viewing alerts

Sage Timeslips triggers alerts that satisfy alert rule conditions when timekeepers
save data (see “Triggering alerts” on page 10-15 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.

10-15
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Sage Timeslips can display

You can use the buttons on the alert to

each alert separately, orit r A slip's Value is areater than or equal to 1000.00. dismiss the current alert, remind you of

can display a list of alerts.

You can use the toolbar -

buttons to view or dismiss
the current alert.

10-16

the alert at a later time, or open the

record associated with the alert.
this et

s [Tvimaee v

Slip: Transaction 1D 363

The alerts being shown are for Timekesper D. Brickley.

Alert List =)
=
g

Date Desciiption Data that Triggered &lert
5/22/7004 (A slip's Walue is greater than or equal to 1000.00 Slip: Tranzaction 1D: 36
04 & n o

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 10-16).

+ 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

) Alert Manager [THE|§|
Active check box for N e ———
an alert to disable it. H Description Timekeeper to Natify El‘}

k] otal Balatc 1 than H ~ %

EA iwhen the count of all glips for 2 Tagk iz greater than or equalto & iD. Brickley =

/" [ iwhen a Pagment Yalue is greater than or equal to 500.00 iD. Brickley 4

[ iwhen a Pagment From Account Yalue is greater than or equal to 500.00 (D Brickley w

[ iwhen a slip's Yalue is greater than or equal to 1000.00 iC. Harding -
When you select a B iwhen the total Value of all slips for 2 Expense is greater than or equal to C. Harding =

rule on the Alert
rules list, alerts Aletts
tl’iggered fl’Om that ‘ Date Data that Triggered Alert Triggered by Dismiszed
T — i =

le : Tranzaction [D: 15 i 0. Brickley iMo

rule are displayed in
the Alerts list.

Sage Timeslips can I Open ] I Dizmiss ] [ Delste I [Dalete Dizmiszed
display alerts in a shis
“St, instead Of Dizplay alerts in a list f there are él or mare active alerts upon login.
displaying them
individually.

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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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.

+  Printreports — 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 11-23.

+ 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 11-28.

This chapter focuses on selecting a report, setting up the report to fit your firm’s
needs, and printing the report.

Additional resources

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,
Help  and printing reports, look up “reports” in the online Help.

aom.  5ase Timeslips also provides a Sample Reports Guide in portable document
A format (PDF). To review samples of the reports available in Sage Timeslips,
e select Help; Other Documents; Report Samples.



Accessing Standard Reports

Accessing Standard Reports

The Report List dialog box allows you to view, set up, and print any report. Click
Reports {5 from the toolbar or select a report group from the Reports menu to

Select a tab to view @I Report List LEX
the reports for sl

a particular
report group.

When you select a_Z

report from the
Report List, Sage
Timeslips shows an
example

of that report.

For more info
on each report
in the report
list, see
“Report List dialog box"”
in the online Help.

@

Help

open the Report List dialog box.

Additional resources

For example, if you want to print a timekeeper-based report, you can select
Reports; Timekeeper to open the Timekeeper page of the Report List dialog box.

Biling |Slips | 4/R Transactions | Funds Transactions | Client | Timekeeper | Activity | System | Tax| Other

Name Preview

Aged AR Balances

Lged AJR Balances by Date
Bill Stage Listing

Firm Assistant Listing

Firm Assistant Totals Listing
Generate Bills

Generate Statements

Global Meszage Listing -
Histary Bil i p——
F'r h

heet

/ Split Biling Distibution e
Split Biling Rule Listing
Totals Only 'warksheel :

How is this report used?

Change your report settings by double-clicking
the report name or selecting the report and
clicking the Open toalbar buttan,

client's bill

Date Range
Frarm B o i

Overview

Print to | Display

The Pre-Bill \Worksheet is a detailed list of all the activity sffecting a client's next
bill. Use this report to reviews the data and calculations being used to create a

T S T

Wiew Full Example

"

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.

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.

11-3
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* 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.
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Additional resources

How to print a report from the Report List dialog box
1 Click Reports L3 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 11-28).

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 11-23).

For some reports, the
Report List offers fields
where you can set up

quick filters that 5
T ateHangar -
can limit the data From [5/1/2005 | @ 1o 73172008 | @

included on the report.
. 4

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 11-23.
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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 T
headers using the

Design page of the
Print Preview
dialog box.

You can select the —
data to include

on reports using
the Filters page

10/17/2008
5:13 PM

Willis & Henderson, P. C.
Slip Listing

Page 1

Selection Criteria

Slip.Classification ~ Open
Clie.Selection Include: ABC; Atlantic
Slip.Date 9/26/2008 - 9/30/2008

Rate Info - identifies rate source and level

Slip ID Timekeeper Units Rate Slip Value
of the Report Enl‘lj/ Igmes and Time Activity " DNB Time Rate Info ’
dia|og bOX. Posting Status Client Est. Time  Bill Status
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
WIP 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
Destgn page of the opposing counsel; Drafting discovery responses;
P”‘nt Preview Review faxes from Sal Jacobs; Telephone
. conference with opposing counsel; Emails to Scott
dlalog 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
B WIP Atlantic 0.00
sortlng an‘d SUthtal Researched prior cases against Atlantic filed by 0.00
OpthﬂS u5||"|g competitor companies.
the Sort page
of the Report Entry Total: 9/27/2008 )
. Billable 17.75 2875.00
dla|09 box. Unbillable 1.00 175.00
Total 18.75 3050.00

You can design report —
footers using the
Design page of the
Print Preview

dialog box.

For Internal Use Only.

You can access each of these tools through the Report Entry dialog box. We
discuss these methods of customizing reports in the following sections.
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Additional resources

From the Report List dialog box, select a report and click Open & 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.

+ Set report 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 &l 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 Filters tab to filter the Use the Sort tab to sort the
data appearing on reports. data appearing on reports.
‘S - Report Entry : Slip Listing -
Mame  Ship Listing ' Group  Slips
| Selection Filters |Sort and Subtotal _ k=
Filter Graups _ =
| v| Field Mame Type _|From To ”~ =
I 1 151 Clossiicaton [Advanced v | | =
. Sl Transaslion Date |Date Fiange ~ |9/1/2009 10/31/2009 nﬂa
| Relerence Selection \ =]
| Slip Classificat |
Lttt | "
| Slip Transaction Date \
Timekeeper Selection \ ﬁﬁl
\ b |
| v
| &
| %
Click the Options L 5 |
button to set up report | | ]
options and formats. -
[ Overview ] [ = Options ] [GlobaIUptlons] Frint to !QiSE|?¥ [l & Print

Click the Design Reports button /
to design report sections.

11-7
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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
@ For more info default report filters, usually if you do not set up filters for a report, Sage

on setting up Timeslips will include all open records on that report.
filters, look up

Help )
selectingdata | To set up a report filter, open the Filters page of the Report Entry dialog box,
for reports” in the select a filter group, select a specific filter, and then click Add [-_].
online Help.
For example, you can use report filters to print a Slip Listing that includes only
open slips for client Nickerson by timekeeper D. Brickley.
'5 - Report Entry : Slip Listing -
Use the Filter Groups field— | Meme  SiwLeta G (ks
to select a filter group. | Selection Fiers |5ort and Subtota ke
. . L =
The list of associated —, | Most Ppuisr | | Fied Mame T From [Ta A+
filters, below, will reflect | oty Seleston i | Slip Clsssicaton édvanced  ~ |Dpen <0
the selected filter group. [l - Clert Selection Inchide + |Nickerson g
) . | Reference Selection | Inelude v =]
Select a filter from the list || gk Hesfeaten ; o
| ion Date
and click Add ([ | Tim EpErSe\E:tin | E
1 &
\ =
\ =
The filters available will — ! %
vary from report to report. ‘ e
[ Oveniew | [ 2= Options | [ Glabal Optians | Printto | Display ~ [ @ pin |
T N - e S ey
Slip ID Timekeeper Units Rate  Slip Value
Dates and Time Activity DNB Time Rate Info
Wh t t ’F"os(ing Status gI\TnI E\ftv Time  Bill Status
en you set up report — i
filters, the report will (A Coos o D, Brickley 5 of 575
include only those records Photocopies. Nickerson
matching the filters. )
23 TIME D. Brickley 4.00 150.00 600.00
8/17/2008 Communicate (in firm) 0.00 T@1
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
—e e "-\-._\_,_—f{ i—\_.—"_'_—_\"‘——\_f_-_"‘-..\_‘_‘__’_,_.— e )

You can click Save @ and save report filters as part of the report definition. See
“Saving reports” on page 11-22 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

Sorting report data

' After setting up filters to limit the data appearing on the report, you should
@ For more info decide how you want to organize the information on the report. Use the Sort

on Sotmng page to set up sort keys and subtotal options for the report. A sort key is a piece

Help res E?tri nsg >ee of data by which Sage Timeslips can sort the report. The sort keys available vary
reports” in the online from report to report.

Help. 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.

” - Report Entry : Slip Listing - _J
Mame  Slip Listing Group  Slips
Use the Sort Groups field—\‘ | Selection Fillers | Soit and Subtotal | ) ke
to select a sort group. N Fon e :
f : i
The list of associated sort Activity Full Name = g
<

keys, below, will reflect—] A= o o
the selected sort group. o
Ll
Select a sort key from the &
list and click Add . %
%
[N

Overiew | [ 4 Options | [ Global Opiions Pintto | Display v|| & Pt

\W

Activity: Communicate (in firm

23 TIME D. Brickley 4.00 150.00 600.00
8/17/2008 Communicate (in firm) 0.00 T@1
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

Sort keys and subtotalﬁ‘
settings allow you to

Total: Communicate (in firm)

further customize reports, Billable 7.00 1050.00
C s e i 0.00 0.00
providing additional totals. S 9.9 ol

,W

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

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

Designing and Printing Reports

options and formats

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 :
available differ from

report to report. [\

™ Repart Options
Apply client rounding
[ Calculate variance when time estimated is 0
Report Formats
Only show subtotals and grand totals
[ Use wide description
[ Limit description to 4 lines

[ Check spelling first
[ Billed values reduced by credits

Show time in decimal format
[ Page break on primary sort
Show selection criteria

| Detailed format

Settings on the Report—,
Options dialog box allow
you to control the format

of data on the report.

@

Help

11-10

Fieport style w |

Show client name as | Mickname 1 v |

Show timekeeper name az | Mickname 1 w |

Show activity name az | Mickname 1 w |

Show reference name as | Mickname 1 v |

Gap after each record style | Space w |

Drefault [ QK l [ Cancel ] [ Help ]

Communicate (in firm)
Billable 7.00 1050.00
Unbillable 0.00 0.00
Total 7.00 1050.00

Copying
Billable 0.00 3.75
Unbillable 0.00 0.00
Total 0.00 3.75

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 all reports.
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Designing report sections

Click Design Reports i 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 the Go to section field to
move to a specific report section.

Use toolbar buttons and
menu commands to
design reports.

Use the tabs to switch

@ Priat Preview [SHp Listing]

between report design o . N
d t h Lot = Ede= Yew= Gectim= Took= || B T W~ = G- W-+w- % -2
and report preview. ZalnRe - o x|[re Swe e 7o a
Feepant Mame | St Lutrg ot sechon  Footer  Last Page v
UsetheRepOfl’Name—;'_.'l'l'l'lfl.!. TR TR AR V0L TR TUN T TOO TOOR TOUC 00N TOOR IUOR TEIC JOTE TOOE MUUE OO UVUTROU PO o o
field to enter a unique )
name for each report. T aro0 PM e e pagil 0
Use the work area—H % . [S——
to deslgn each 12:0000 P Report Nama Page o
report section.
.XU-WMM! T.0H ke 3 heidy Labss - For Intemal Lise Oindy.

Use the Field List toolbar to add
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. Wigw =

Lapout = Edit = Section~  Tools =

Look up “design menus” in the online Help system for more information on the

each of these menus.
Help
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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. == NI R

Use the buttons on the design
toolbar to add or edit objects . = B = T
and fields on the report. b T|@N =|w-li-e-|Ld=d

Use the buttons on the font
toolbar to change the font of
the selected field.

Fp Arial “|[0» B F U A~

@ Look up “design toolbars” in the online Help system for more information on

each of these menus.
Help

Using the ruler
The ruler is located at the top of each report. It can help you in three ways:
You can use the

ruler to set margins
for the report.

+ 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:
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A |

The status bar displayS\J
information about the

selected field rX:3.27 inches 'r:0.51 inches 1 field | Data - General: Fim 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.

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.

i1 - Pring Preview [User Defined Stip Listing] -

Pogvass | Datign

Lwoss [+ Yo Geconr Jooks BT W a0 T e
- Qe * nrouy EEXa
Piapet Hame | Loe Dafird Sl Lintrgy G ction,  Maader - Fast Page -
. | i | I T T T T I
In free-form sections, you '\\ 3
can move quects anywhere E Tl p—
within the section. - 2o m Report Name oo

You can also add lines and = I —

boxes to these sections. i WM Regat Nama Pael 0

Tews Estimated Shp Ve
Time Spent

" e 1 oo 0
ot Mickname 1 noo
Mickname 1

F
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+  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.

I - Print Previes [User Defloed Stip Listiog]

Lot~ [~ Yew+ Secton= Jook- B T | Wl Ly -
S “ o n oy
Fuagct Hana | Uer Defind Sip Listrg (oo b packan | 3 Detal - Ogtarn
e Ry L e R e PR T
SN8005 Firm Name
120000 Pa Rapert Nama Paga o
In table sections, you can H e Foper N Ponl G
add text fields and To Evtrvaind ey
database fields within -
cells of the table. oo o
The rows and columns E
of the table align fields
on the report. : *

You can use the following methods when designing report sections:

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 containg confidential information |
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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.

[Fitrn 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).

3 Select the folder that contains the graphic that you want to add.

B
Look jr: | £ Logos v @ e m-
il
My Recent
Daocuments ‘ Dﬂ g @ >
@
Desktap hisc, bmp
My Documents
-
58
by Camputer
.-:‘] File name:
2
iy Network 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.
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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

2

Click the Line button  from the toolbar.

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.

~

Release the mouse button when you are at the position where you want to
end the line.

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.

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

2

Click the Rectangle button ™ from the toolbar.

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.

-

Release the mouse button when you are at the position where you want to
end the box.

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 11-20 for more information.
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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
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 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]
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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.

a a a
10 Walue #1

2 Walue #2
100.00
G0.00
a a
BO.O0 3 Walue #3
40.00
20.00
4 Walue #4
.00
1 2 3 4
a a a

2 Select Tools; Format to open the related Format dialog box.

3 Select the new graph format and any other graph options and click OK.

o o o

O walue #1
6.34%
W vslue #2
4247%

o o
B vslue #3
B vslue #4

o o o
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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 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 and click 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 ]

Select Tools; Align Fields; Align Top to align the Last Bill Date database field
to the top of the Last bill date: label.

fPhone 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

2

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 Phane 1 ]

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

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
2

Click the Rectangle button ™ from the toolbar.

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 Mame
Firm Add - Standard |
Irm ress andar T

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 £z 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 iz 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.

Fieport Name | User Diefined Siip Listing Gt section | Sl Detals v

=) Agn Ao 0 [ 7
“m\\le.l..l?‘m\‘m?‘lr‘.l.‘.“m\m%‘m‘ L T BRI

|
_:I B/1/2008 Nickname 1 §0.00 §0.00

o

The column indicators on the—/

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
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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. review | Design |

' Layout = Edit~  “iew~ Section+ Tools~ R T |~ = *®,  nd

See “Previewing reports to display” on page 11-23 for more information.

Saving reports

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.

You can select the

page of the Report Save =
List dialog box where —
this report will Tope icup
appear. Slip Listing Slipz w
Mame

|lip Listing |

Choose the settings

1o save with A Save these settings

Fieport Filkers Frint to choice
the report.
Fepart Sorting [] Report device options and print setup
Options
[ QK 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.

11-22



Printing Reports
Previewing reports to display

Printing Reports

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

Help 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.

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 Frint to | Display 3

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 [Slip Listing]
to switch to the
Preview page.

Preview | Desion

Layout = Edit~ “iew = Section+ Tooks~ kT |W@N =]

When you preview reports, you can click on report data to review specific
records.
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Help

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.

hon-exclusive provisions; termination and default
provision and various other material provisions.

2 TIME D. Brickley 225 500.00 500.00
1/24/2008 e Appear forfattend 0.00 Flat
WP Bishop 3.00
Appeared in court to enter orders; filed copies at - Bishop v. Roakes 0.75)
office and ent copies to Mr. Bishop.

3 ERP S. Santos m 015 180
1/30/2008 Capying
WIP 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.

;, e aanel
non-gxclusive provizions; termination and default
provision and various other material provisions.

] TIME B

: D Brckley
124, A
ol

2% &0 A0

Tarfattiend nom Flal
WP Bizhop 300
Appeared in court 1o enter orders; fled copies st Bishop v. Roakes 075

office snd 2ent copies 10 Mr. Bishop,

3 ExEe 5 Sarlas 1m n1s 150
1A 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 & to refresh the report with your
changes.

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.
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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 N

worksheet will print.

Choose how to format —

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‘

Expart options
A\ &) Create 2 now Miciasolt Exoel workhook

(O fadd 2 new workshest ta an existing Microsoft Excel workbook

Include column titles

Farmatting

Date | M/DAYYY v Duation | H.DD v

Time | AM/PM v

Lo JI

Boolean |Y/N v

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

11-26

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.
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Printing reports to a delimited file

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
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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.

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

1 Click Reports & from the main toolbar to open the list of reports.
2 On the Report List, select the report that you want to duplicate.

3 Click Duplicate %, to duplicate the report.

4  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
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Creating new reports based on standard reports

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 Click Create a Report & from the main toolbar to open the Create a Report
wizard.

2 Mark Choose a standard report to customize and click Next.
3 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.

Create a Report 3]

T]r[leshps Select a Report

The list below includss the repoits that match your selections on the previous viewrs. Selsct

one of the reports and ciick Next to set up the report. Dtherwise, click Back to change your

Sage Timeslips displays the — et
reports that match your __\.‘
selections. Selecta | [Z, %
report and click Next.
H

Client Rate An

Pre-bil Workshest

Fieplacement Sl Listing
Siip Listing

Task Pt Analysis
Timekeepe! Rate Analysic
User Defined Siip Listing

[CcBack | [me> | [Cinisn_| [[cancel |

5 You can optionally use the remaining views of the wizard to customize the
new report.

Look up “how to create new reports based on standard reports” in the online

Help for more information on creating standard reports.
Help
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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

2

3

4

Choose a data group, —

choose a data field from
the list below, and click

Add [ | to add the
data field to the report.

5

6

Help
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Click Create a Report @ from the main toolbar to open the Create a Report
wizard.

Mark Create a completely new report based on one of the following
types of data and click Next.

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.

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] X

Tlmeshpb Select Fields for User Defined Report

Choose the data to show in Row 1 of the report. Select the appropriate Gioup of data and
then select the fislds from the Awalable fisids lst

Giroup

Start Time [if availsble] -~
+ Stap Time [if availsble]

Selested
Clie Nickname 1
Time 5 optic

D

Transaction Type

Transaction Type [Short]
Unbilable Dverhead Cost

Unbilable: 5lip Value:

Unbilable Time Spert

Vaiance ~

[ <Back | [(mew> | [ Fish ] [ Cancel ]

You can optionally use the remaining views of the wizard to customize the
new report.

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.



Adding New Reports

Creating new graph reports

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.
2 Mark Create a completely new slip-based or client-based report and
click Next.
3 Select Graphs (Slips) and click Next.
4 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‘
ijes]jps' Report Format
The list below includes the repart setings available ta this report. You can optionally
Choose the data values that — 5?.‘522)'2?!2‘Zua?ﬁﬂi“#ﬁ"ﬁiﬂﬁﬂ.”m.u pint the report immedately
you want to graph. 5 Hame Setings
\.| Graph this field SlipValue
et on pie charts)  Billed Slip Yalue
@
[ <Back ] [ Hew> ] [iish ] [ 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.

Help
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Creating new label reports
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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

labels to create.

Choose the type of —\

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.

Select the label style that you want to use and click Next.

Create a Report [Mailing Labels] X

Times]ips Select a Label Style

Choose one of the Label styles listed below, and then click Hest to continue,

Custom labels

1.5" Mailing Labels
Fie Folder Label

HP Laserjet Labels
Floladex Style Cards

You can use the remaining views of the wizard to customize the new report.

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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Overview
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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.

JENA
1.5 o7 2 e 3&1’
appearance

Enter
billing data

]
6. R L
Print practice 5 . E’iﬂ p Print bills

management reports

BILLING
CYCLE

Approve 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 12-10.

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 12-16

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 12-40.

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 12-45.

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 12-50.

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 12-10 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 8-4 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 9-14 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 7-12 for more information.



Preparing for Billing
Updating bill arrangements

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 7-22 for more info.

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 Arrangement 1 page and Arrangement 2 pages
of the Client Information dialog box. See “Using bill arrangements” on page 7-15
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 Arrangement 1 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 9-6).

12-5
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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

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.

L Split Billing Rule List 3]
You can set up split billing —me —
rules for primary and View by Al v
secondary clients. A Frmis
Client Split bill information Recurit Invaice Mumber Invoice D ate Hew,
Atlantic 1012-854-8460 =1 NoiG: 10028 £11./30/2005
Pierce {012563-8953 & YesiG0023 111/30/2005 m
Pierce ;012-569-0008 B Yes;Gr1002% s12/3/2005
Pierce ;012-569-0008 B Yes;Gr10027 £3/24/2006 -
Fietce 10125696688 B YesiG:0031 {471/2006
Pieice 012-569-0808 B2 Yes!G:10056 14/24/2006
When you select a primary Fierce i = 51610062 154242006
client rule, you can view the {
secondary client rules
; s Secondary Client rules
associated with it. \Ehant Split bill information %Fess | %Costs e
 Nickerson i1 E
GLID Assaciates :012-569-0888 3000 10.00
Tatals E5.00 30,00

12-6
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split billing rules for
primary clients.
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Setting up clients to receive bills by email

+  Click New in the Primary Client rules group box to set up a primary
client and create a primary rule for this client.

£

Active Hew

Ciert 013426 Eest

Spitbil information | 0126698888
Frevious

[¥] Recuring
Nest

Bill forrnat options
Show the original value of the slips Last
Shaw the distribution table on the: bill

Show on distribution table

Charges
Payments

Name as Nickname 1 v

Split bill informatior

[ ok [ ceneel ][ Hep

+  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.

Setting up clients to receive bills by email

For more info
on sending bills
by email, look
up “sending
bills to clients by email”
in the online Help.

@

Help

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.

12-7
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You can select Setup; Email Templates to maintain bill email templates.

Email Template List PS_<|

*Y'ou can uze the templates below to customize the meszage Clients receive with emailed bills.

Using the pages of this dialog box, you can create new email templates and edit existing email
templates.

Bill: | Statements

D efault

)’ Quarterly Biling

Duplicate. ..

Use the buttons on > Qpen..
the right to
duplicate, edit, or Delete
delete the selected
template, or create a
new template.

1=
o
=

[ Done

e ]

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.

I

Email Template Entry

Specify the subject —— _ Mams |Monthly Bil |
line of the email

Duplicate
message. Sul_:iact‘|‘r’our manthly bill |
Firs
Body For your convenience, your bill iz attached to this message.
. Pleaze review the attached bill and submit your payment.
Specify the body —— _ ,
fth il If pau pay your entire balance by [Early papment discount - Date Due], you =
text of the emai will receive a [Early payment dizcount - Amount] discount
message.
Thank you.
{ kK ] [ Cancel ] [ Help ]

On the Layout page of the Client Information dialog box, use the Email template
field at the bottom of the page to select the bill email template for each client.

Select the bill email

template to US? for Email template |Monthly Billing v| Open...
each client.
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Use the buttons on
the right to

Phore
. . Fax
duplicate, edit, or Home

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.

Preparing for Billing

Setting up clients to receive bills by email

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 General page of
the Client Information dialog box.

Phone numbers and Email addiesses
(617) 5552313 . X
Enter a valid email address

for each client.

Other

Email addhess | abe@example.com

You can also enter CC email
addresses (carbon copies) for
each client.

CL Email

sbe biling@example com
addiesses

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 Arrangement 2 page of the Client
Information dialog box.

Mark Send bills via email for each
client that will receive bills by email.

Email options
Send bills 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

Matk the elients to wham ydu want to send bills and copies“a email. Only clients with email addresses are shown
below. Clients that you have\sst up for smail delivery are markag autamatically

Clients selected for billing

Client # Send bill to # | Also send a copy to

ABL R sho@example com [/ abe bilingEerample.cam

Atlantic lantic®exampls. com a

Bishop ishop{®example. com a

Eastern astem®erample. com |l eastern-managers@example. com;eastem-ag
Kelley Engineering ellevena@example. com ]

Mickerson ickerson@example. com [m]

A narth @exanmple. comnoth2@example. cor|
B narth @exanmple. com:noth2@example. com|

Morth. Project
Morth, Praject2
Pierce

orthi@example. com
orthi@exarmple. com
ierced@exanmple. com

Choose which bills
to send via email and
click OK to continue.

a

Concel | [ Heb |
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Reviewing Billing Data

12-10

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 12-11)
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 12-12).

+  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 12-15).

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 8-27 for more
information.
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Using pre-bill worksheets to review billing data

Using pre-bill worksheets to review billing data

For more info
@ on the pre-bill
Hel worksheet,

look up “pre-
bill worksheet” in the

online 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.

c¢. 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 how to use any of 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.

When printing this worksheet to display, you can drill down to review specific
data. See “Previewing reports to display” on page 11-23 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.

12-11
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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

A To open Billing Assistant, click Billing Assistant & from the main toolbar or
the online Help.

select Bills; Billing Assistant.

Click on any underlined field or
total to review additional details.

® Billing Assistant

. T Billing Assistant List View 2 Goto Biling Details | | (4 Get Updates
Click Change Billing g [ I ] o -
Rule to determine Client Billing Overview for: 4BC
Whlch dients are read Showing: Al clients with new charges %# Change Biling Rule| 4BC Comoration 17 Natth Thunder Wa
LS y Inchude | Nickname 1 Mickname 2| Hold | Stage | Balance Suite 1001
for billing. | |zrsmpms (021001 FENE [Bl7EE52313 Boston, MA 02114
|2 Atlantic 010300 414865) | sbe@enample.com
1] Bishop 03-0400 512398|
B Eastem 00-0700 oo Bill T
=] Nickerson 18956 7035 Stage | gy i = B QA‘E— "
1=} Noith Project] 020101 2781.31 . L ki AL
|EA Naith. Project2 020102 677.70|  Bill Overview
% E\erce g;g:gg é?gg 153 Tatal fees (time charges] 3337.50
I t T |
| Gt | Total costs (expense charges] 302.32
Total fees and costs 429382
Total interest and finance charges 64.21
. . Total taes 0.00
The Cllent ||St ShOWS n Previous balance 2100.00
all clients that are Tt payrenis et o A et e noo
ready for billing. New balance 646403
Funds accounts balance 0.00
Funds accounts replenishment ooa
Client hold Lo
Select: Al Mone Total 30997 .83 Days since last bill 62 davs
e S ot ot T v AR s e G R il In Risference to
General counsel
(@) Generate Bills i :Display | Optins
O Pre-Bill warksheet !
Wiew one client ot 5 time
Pre-bill ‘Warkshest Generate Bill Budget Analysis History Aged WIP Analysis Approve Last Bill
Biling Date [Revized|: 5/15/2008

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.
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Click on a client to—
review billing
information in the
Billing Overview
to the right.

For more info on
displaying details
of totals, look up
“how to review
details of each total in
billing assistant” in the
online Help.

©

Help

Click on the links along —\

the left side of the
screen to navigate to
other billing details.

Reviewing Billing Data
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 List View [/ Gotailing Detai:| [ 5, Get Updates For more info on
displaying clients

Showingll clients with new charges on thIS ||St |Ook
Include  Mickname 1 Mickhame 2 | Hold | Stage Balance HEIF‘ Up " hOW tO Select
5] Azt E] 4855 i ; ;
Rt TLIE00 fns which clients appear in
[l Eastemn 00-0700 0.00 illi i "o
=i Nickerson 01-8955 471036 b'”'_ng assistant” in the
[} Noith Project] 020101 2781.31 online Help.
=] Narth Praject? 020102 677.70
x| Pierca 01-3425 1355.69
5] Seacosst 03425 B3 12

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.

-«———The Billing Overview section to the right of
the screen displays totals and other

Bill Overview

Total fees (time charges) 335750 . R . ) .
Total costs [expense charges) e information for the client’s next bill.
Total fees and costs 4299.82

Total interest and finance charges

M/— Click on any underlined amount or click the

e e Lo Go to Billing Details button at the top of
revious balance 2100.00

Totel pagments and ather A/R ransaclions am Billing Assistant to drill down to billing details.
Mew balance E4E4.03

Funds accounts balance 0.oo

Funds sccounts replerishment oo

Client hold Mo

Days since last bil B2 daps

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
[ rakiolst | [l BetUpdates| Clent 48T
Y - The page heading indicates
Fees e . . H H : ;
. - Billing Details: Time Slips which details you are viewing.
Time Slips »
TRED Include | Date Initial! Task
Costs J D Extral Reference
Expense Slips
Telkb & 10172007 |55 | Peview/ snalyze
Other Charges | 13 Longley v. 4BC
T i} 21872008 DAB |Research
25 Bismark v. ABC
Finance Chages k2 2/18/2006|[DAE | Trial and Hearing Afte
Tares 26 Bismark v. ABC
Bfesaniis il 2/22/2008|DAB | Draft/revise
kil ABC v DEQP
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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.

# Billing Assistant

Billing Assistant List View [/ o toBiling Detais] 5], Gel Updates| For more info on

Showing: Allcliends with new charges @ printing bills from

When you unmark Include | Nickname 1 Mickname 2 | Hold | Stage | Balance Hel Billing Assistant,
clients... T e 010900 414865 click the Help

O Bishop 030400 51239

B |eae sl oo button from the current

[ Nickerson 018556 471035 i :

2 North Project] 020101 2781 31 screen of Billing Assistant.

|| Marth. Project2 02-0102 E77.70

I Pierce 013426 135569

[l Seacoast 00-3425 573612

Select Al Mone Total 21163.50

Sage Timeslips Release slips marked hold [slips marked Hold wil be inchuded on the bill

2\
excludes them from ©Generate Bk Do = Oatons

the run. © PreBil'worksheet

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.

) o DIsmMark v, Aol
fprceltharoes M 2/19/2008|DAE | Trial and Hearing Attendance
Taxes 26 Bismark v. AEC
BisEEs | 2/22/2008 |DAB | Draft/revize

kil ABC v DEQP
Payments and Other A/R ] ¥l 2/26/2008 |DAB | Analysis/Strategy
Balances | 34 Bismark v. ABC
Funds |
Advanced |

Select: Al Mone

. . = b o Drezcription of highlighted slip
Click Print from any——— | & Prnt 8il

- . Preparation of review of Patent License Agreements from Mr.
Billing Details screen to Wwihitley at ABLC to Tim Roberts; modifications for sxclusive and
print a bill for the nion-excluzive provizsions; termination and default provizion and

. warious other material provisions.
current client.
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Using Firm Assistant to review billing data

Using Firm Assistant to review billing data

For more info
@ on the Firm

Assistant, look
Help

up “using the
firm assistant” in the
online Help.

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 Arrangement 2
page of the Client Information dialog box, where you can review or edit interest
settings for the client.

Firm Assistant Q|§|@
Use the Details page to — =
review totals for Date Range Start D ate B EndDate ] =
each client. sercimrm Bl -
=
Use thle Summary pag?c N ro— =
to review a sum mary 0 Clignt Bilable Fees | Billable Costs | Interest Tatal &/R Previous Balance &
all clients. Last Bill D ate Unbillable Fees | Unbilable Costs| Finance Charge ' Tatal Funds Mew Charges
Last Payment Date Tax on Fees TaxonCosts | BAWIP Funds Balance ' Mew Balance
BEC 500,00 EEING 00 [700.00] 158221 A
05/07/08 0.00 oo 000 000 24835
05/05/08 0.00 1659 000 500.00 173058
. Farly Bnd I 0 BIi] T T ZITATE
Double click on a 05/02/08 0.00 2475 000 0.00 0.00
02/28/08 0.00 oo 00 1500.00 2709.08
value to opens the BT Asociars T 0 ] 000 000 029
dlalog box /08 0.00 200 0.00 0.00 36250
} . 0.00 o1 0o 0.on FE0.79
associated with Tammencele = nm ] o0 T300.00) I75ED
the value. 05/02/08 200.00 noo 2000 000 ool
0.00 0o 000 0.00 195.50
Mickerzon IZ0.00 043 353 [ EFTRE]
05/02/08 0.00 120.00 000 000 424.04
0.0 nnz nnn nnn I68E 77
Forth 1 B2 0 ] T T 127 08
50208 n.on an non nnn f20.00
0.00 oo 0o 0.0 947.00 ¥
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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, footers,

column headings, the
order of sections, and
much more.

After creating or editing
bill layouts, you can
assign them to

_\ Hamilton Services Corporation
P.O. Box 286

Hamiton, MA' 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

. November 01, 2007
each client.
In Reference To: 2007-2008 sales compaign.
Invoice # 10005
Professional Services
Hrs/Rat
Use the Report Entry Ta e
dia|og bOX to Select data 10/11/07 Edited first draft of project evaluation. 122.38”“
i i i 10/14/07 Drafted plan for spring promotional campaign. 6.00
to include in the bill run, Sn
) .00/hr
set sort options, and 10/26/07 Read first 15 pages of draft and returned them with extensive revisions. 1.00
'
125.00/hr
more. Amount
For professional services rendered 10.00 $1,250.00
Additional Charges :
Qty/Price
. 10/30/07 Copies for October 60 6.00
Use bill layouts to set — 0.10
which slip fields to Total costs $6.00
include for each charge. Te1oee00
9 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 12-40 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

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
730 Wnatern e

T et sanne naves)

Axstons Crarges

Invoice

W
53.00000

TOTAL _wmomm

©

Help

Bill Layout for Bill Layout for
Pre-Printed Forms Blank Paper or Letterhead

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.

12-17
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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

“f'ou can use this dialog box to manage the layouts for your cliznt's bills and
: : statements. The options here allow pou to create new lapoute, edit existing
The B///S page Of the BI// —\ lagouts, assigh layouts to clients, and delete layouts no longer used.
and Statement Layout <
List dialog box lists the Bils | Siatements
available bill layouts.

AR

Adjustment Mote
Bill - Detail

Eill

Bill - Summarized

Bill - Summarized w/Funds
Hiztary Bill

Hiztory Bill w/Cover Page
My 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 & 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 12-20 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 i toolbar button. Sage Timeslips opens the Create a New
Layout wizard.

Create a New Layout E‘

Bill Layout

The bill lapout determines bill farmatting characteristics.
Select the layout template to uze 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
your bill layout.

Include a cover page on the bill.

Available lapouts Lapout preview

After creating your new
bill layout, you can change
any of the settings on the
bill layout as needed.

Bill with firm heading
Bill with formatted header —
Bill with payment stub

L m
Laypout for Form POLIZ2
1 ettethead hil e

| Enish | [ 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 12-20 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 *: 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 12-20 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—{—~

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.

12-20

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.

@ - B Preview -

Laous > Ediv Yws Gectione Tooke || B T W\ = [ [0 wel 5 et D Hipader - Fert Page
= I N - Sl T /W% | mzuA- ERSE Fuokd Grougs

Clerd -
Larycad Miwne | Dintoed Bl Ligycnt Galo techon | B Headsr - Farl Fage - Pl

[ :

= Firm Mamg
3 Firm Addess - Standard
. irvoice Submitied to.
Blay 24,2005 ] E N
: Full Mams
L3 > A Ful Hame-or Nickname 1
i I raealeiiek g i Reseranca Tg, Full beme or Hickname 2
= In Rtfesenes To
- Irwaicn #bwaice Numbe I Mgt
< il
HenFate Amoyr] =
= 5242005/ finitists] [Full Name or Nickname 1 oo oog
= Desenption oo
- Nicknamas 1
z Cny/Price Armaoyet
= SR4R005  Iniisls] [Full Nama or Nickname 1 om o0
E Descnption 0.0
Nickname 1
= Cusrard__ 0 Dy Bl Diays %0 Days 120+ Dayx.
#0.00 0w 000 .00 00 .
050 inches ‘111, inches 1 fikd Data - Cherk: [ D

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 12-21 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
12-24 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 12-30 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

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 3]
Use th € Sett/'ngs fields Layout | Phrases | Font Styles | Page Orientation
to choose footers and RTE
adjust column Page footer on 3 one-page bil Last
headings. Spase after column hesdings 1 Test lnes v
Show slip column headings above Units and Amount Column
Use the A/[gnment — [[1Page bieak after each subtatal when itemizing slips
flel dS tO COntrOl the ?E’:”l‘\r;':r:gadmgs o Second column of slips W
alignment of headings. Tetal headings to Second column of sps
Subtotal headings to Second column of slips
Summarized sips to Second column of sips

Use the Billing —taw

arrangements fields to
control how billing
arrangement charges
appear on bills.

Biling anangements
[ Itemize client adjustments after printing slhp charges

Subtotal shp charges prior to printing client adjustments
[]with a flat fee show charges from slips marked override

[0y show slips marked overide

oK }[ Cancel l[ Help
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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 3
You can edit any phrase —

that a ppears on the bill Layout | Phrases les | Page Orientation

Global phrases

Default Phrase Fhrase A
Professional Services
Protessional Services fram Primary ZCLIENT Professional Services from Primary %2CLIENT
Phrases that have been — Progress billing amount Frogress biling amount
edited are bold aw aty
in the list. QtyiPrce Uy /Pice
Rate Rate W
‘?Estatemenl of billed Additional Charges Restatement of billed Additional Charges
Phrase Description —\ of billed Professional Services | Festatement of biled services
indicates how Sage Subtotalof charges Subtotal o charges ¥
TlmeS“ps uses the Heset &l ] l Default ] [Datalokens -
current phrase Phrase Desciption
on the bill. Section heading for time charges.

Phrases used in —}a
section(s) indicates
which bill sections use
the current phrase.

Phrases used in sectionfs]
Time Charges from Slips

[ ok ][ cacel J[ Hen |

You can also change phrases that affect a specific section of the bill. See “Setting
up section phrases” on page 12-28 for more information.
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You can change the —
font styles for any
area of the bill.

You can quickly change 7
the font for all fonts
styles.

Determining the Appearance of Bills
Setting options that affect multiple bill sections

Setting global font styles:

12

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

Layout | Phrases | Font Styles | Page Orientation
Font Style
D Font Style

I Section Titles

I Detal item tewt

It Detail item charges

It Detall item hours and quantity
It Total text

D Tatal hours

D Total chaiges

D Subtotal title

D Subtotal text

D Subtotal hours

D Subtotal charges

D Balance Due text

D Balance Due charges

D Flat Fee Bill Messages

D Balance Due and 4ging messages
I Text For All Bills 1

I Text For All Bills 2

I Client Message 1

I Client Message 2

Defaul Fonts

‘Change Default Font| Arial 10

Font Style used in section

Time Charges from Slips

Expense Charges from Slips

Tares for Time and Expense

Firance Charges

Accounts Receivable Transactions
Total Time Charges

Total Expense Charges

Total Time and Expense Charges

Tirne Charges from Slips - Spit Biling
Ewxpenze Charges from Slips - Split Billing
Total Time Charges - Spiit Billing

Total Expense Charges - Split Biling
Total Time and Expense Charges - Split Biling
Distribution T able - Split Biling

Sample

Sample text 100.00

Apply Default to &l Font Styles

X

=S

/—

[T

Cancel | [ Hep

)

— Font Style used in
section indicates
which layout sections
include the current
bill area.

— Sample shows you a
preview sample of the
font style used in the
current area.

You can also change font styles that affect a specific section of the bill. See
“Setting up section font styles” on page 12-29 for more information.

Changing font styles can affect the size and placement of fields on the bill layout.

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 X

Layout | Phrases | Font Gtyles | Page Drientation

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.

The page Orientation selected here will impact the Design view only. Due to variations of paper sizes and printer
settings, Timeslips may not apply the selections vou make here to printed pages. Check the printer settings befare
printing this report to confirm the page orientation. Please review the Help documentation for more information

argins finches)

Let [0500]  migh 0500
Orientation

@ Portrait

) Landscape
Paper
Sige [ Letter v

o JI

Cancel | [ Heb
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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

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
use the Move Up and Move
Finally, you can click the Options

or hide the selected section. You can also

Down to change the order of the section.

button to set section-specific options.

Configure Layout Sections

The section list displays —
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.

Order your sections the way you want them to appear on your bill. Use the
show checkbox to include or exclude the section from wour bill

Mote: Certain sections must be included on the bill. Those sections are
included for ordering purposes and must always be shown on the bill

PR

Consolidated cover page A

Cover Page
Show a cover page an the bill

0On a consolidated bill have

ctlings
Section Name
C

Sect
Show

3
ble

Time Charges from Slips - Spiit Biling

Total Time Charges - Split Biling

Expenze Charges fom Slips - Split Biling
Total Expense Charges - Spiit Biling

Total Time and Expense Charges - Spit Biling
Time Charges from Slips

Total Time Charges

Expenze Charges from Slips

Total Expense Charges

Total Time and Expense Chaiges

Finance Charges

Interest

Tawes for Time and Expense ha

. -

Projects
Projects are included on a consolidated bil

]
[m]
N
il
N
il
]
il
il
il
il
]
il
il
il

/

[ Start each project on a new page
Print a summary of all projects

Include project subtatals Include project headers

akK Cancel Help

J (

— You can include a
cover page as part of
your bill layout.

L— Click the Options
button to access
section-specific options.

12-24



Determining the Appearance of Bills 1 2
Hiding or reordering bill layout sections

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.
— e _— — -, B
. oL —— — T — —_
On the printed bill: arch 31, 2006
In Reference To: 2007 campaign.
Invoice #10000
When Show is marked — Professional Services
for the Time Charges \ _brsRate _ Amount
from S/Ips SeCtiOn, the 2/9/2006 Phone conference with client to review campaign materials. 4.00 600.00
printed bill shows detail 15000/
H H 2/17/2006 R d the th tract d submitted extensi ions. Will d te 8.00 800.00
from time slips. speak with Roger bsfore the fnal conact can be completed. - 100.001hr
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
™ B "-'-_,-—"—_— H‘——-—"—'_'_\“"-——a"'_“-“__,,..—-— )
InSageTimeslips:
Unmark Show for the Tirme Charges fro
Time Charges from Slips +/ i Takal Time Charges
section [ iEwpense Charges from Slips
. +  iTotal Expenze Charges
On the printed bill: o . o
. March 31, 2006
When ShOW IS In Reference To: 2007 campaign.
unmarked for the Time Invoice #10000
Charges from Slips
section, the printed bill ——Hours __Amount
hides time Sllp charges For professional services rendered 21.50 $1,850.00
but shows the total. et ctemnd]
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InSage Timeslips:

The Previous A/R
Balance section appears
after the Total New
Charges section.

On the printed bill:

The printed bill reflects —
the order of bill
sections.

InSageTimeslips:

The Previous A/IR
Balance section appears
before the Total New
Charges section.

On the printed bill:

The printed bill reflects +——»

the new order of bill
sections.

12-26

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.

kA iTatal Mew Charges

R iAccounts Receivable Transactions
k] iMew A/R Balance

e ——————— o ——— ——— e
Total amount of this bill $1,986.77
P Previous balance $450.00
Total payments and adjustments ($75.00)
Balance due $2,361.77

e T e e e —— R

alance
i Total New Charges
tAccounts Receivable Transactions
iMew A/R Balance

EEH

R — —— —
Previous balance $450.00
Total amount of this bill $1,986.77
Total payments and adjustments ($75.00)
Balance due $2,361.77

e ———— e

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 12-27 for more information.
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Setting options that affect specific bill sections

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.

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 12-21), 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.

1 From the Design page of the Bill Preview dialog box, select Section;
Configure Layout Sections.

2 Select a section from the list and click Options to open the Layout Options
dialog box. (This button is not available for all sections.)

3 Select the appropriate page of the dialog box.

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.

Layout Options: Time Charges from Slips

The Tithe Charges fram Slips section and the Time Charges hom Slips - Split Biling section both utlize the same optiore
wihen thiwindow is accessed from either section any changes will impact both sections,

Section FormatN Calumns - ltemize | Phrases | Font Styles

Time charges

Slip style Itemize -

Double space
[ Show tatals only

Altributes
Before this section Inset line separators fom marging
) Page bresk (&) Space |1 Lines R Inzet ine fram left marginby |0 Characters %
Line separator style ¥ | Insstine fromright marginby [0 Characters |¥
Alter this section
O Pagebresk @ Space [0 Lines "
Line separator style MNone -

Lo J|

Cancel | [ Hep
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For sections that include -~

tables, you can specify
column widths, set
gaps, and include lines
on the table.

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.

Layout Options: Time Charges from Slips

The Time Charges from Slips section and the Time Charges from Slips - Spit Biling section both utilize the same options.
“When this window is accessed from either section any changes willimpact both sections.
Section Fomat | Columns - ltemize | Phrases || Font Styles
Calumns
Leave the width value blank to allow Timeslips to automatically calculate the width of the column based on the data
contained in the field that is included in the column. Columng that are automatically calculated will display the word
At in the ruler for that column,
k
1 2 3
S
Width 12 Characters 2 Charactsrs E Characters
Gap 1 Characters 1 Characters 1 Characters
Lines Mone MNone Mone:
Keep it Empty (] [l [l
<l >
[ ok ][ camcal | [ Heb

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.

You can edit each —
phrase that appears in
the current bill layout
section.

Phrases that have been —m|r

edited are bold
in the list.

See the Phrase —
Description to review
the purpose of each
phrase.

me Charges from Slips

The Time Charges fram Slips section and the Time Charges from Slips - Split Billing section both utilize the same aptions.
when this window is accessed from either section any changes will impact both sections.

5 ection Format | Columns - ltemize | Phiases | Font Siyles

Section-specific phrases

Default Phiase Phrase L

Professional Services hom Primary ZCLIENT Frofessional Services from Primary 2CLIENT

Rate Rate

of billed Prof; | Services Festatement of billed services

SUBTOTAL: SUBTOTAL:

Tantt Tankt 3

[ [ v
BesetMl | [ Defat | [DataTokens w

Phrase Description
Section heading for time charges.

Phrages used in section(s]
Time Charges fram Slips

0K

J [

Cancel

J [

Help
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Setting options that affect specific bill sections

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 E‘

The Time Charges from Slips section and the Time Charges from Slips - Split Biling section both utilize 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
current bill layout
section.

T sclion Famat | Columns - Itemize | Phrases| Font Styles |

Fart

Section Titles

Deetail item test

Detail item charges

Detail item haurs and quantiy
Subkotal tithe

Subtotal text

Subtotal hours

Subtotal charges

See the Sample to
preview the current
font settings.

\.-

Font Style used in section

Time Charges from Slips

Expensze Charges from Slips

Taxes for Time and Expense

Firance Charges

Accounts Receivable Transactions
Total Time Charges

Total Expense Charges

Total Time and Expense Charges

Time Charges from Slips - Spiit Biling
Expensze Charges from Slips - Split Biling
Total Time Charges - Split Biling

Total Expense Charges - Spit Biling
Total Time and Expense Charges - Spit Biling
Distribution Table - Split Billing

Sample

Sample text. 100.00

[ Ok I[ Cancel ]l 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
@ lst of all bill

layout sections,
el ook up “bil
sections” in the online

Help system.

12-30

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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Designing bill layout sections

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.

Lawaks [t Yawv Gechonr Jookv | b T W\ = - (- ow

o Adérind - Slandied

In free-form sections, you can —\[#50  Gencx ETETCE
move fields and objects — P—
anywhere within the section. - e
You can also add lines and £  Firm Name

boxes to these sections.

Cohene Adéress - Stardard

When designing
@ free-form sections, o
you can use grids to & I bl i
help you align fields ETTT
and objects in each section. F e e
Look up “moving:layout
fields and objects” in the . — rud d

online Help for more info.

Help

+  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.

@ - Bill Proview
Frevew | Desgn
Luwoa= Edi= Vew= Gechon= Joss= | b T - |CE-Ty- v
W ErE p
Layout rame [Petaed 58 —
[0 OWON B W
SNTO00M i 0
. 4
In table sections, you can add—{[- —
text fields and database fields g
within cells of the table.
e L‘;uw-\g __ w:‘a;s__ w;fw w‘:‘n{_
The rows and columns of the
table align fields on the bill. E Fim Phane 1
e Tt P et v

See “Adjusting section columns” on page 12-28 for information on
adjusting columns in table sections.
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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 Samples.

You can use the following methods when designing bill layout sections:

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  Click the Text Tool button T from the toolbar.

2 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.

3 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.

2 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.

AR
Loak i |DLogos vl Q2 m-
D
My Recent
Documents
=
Desktop
My Documents
My Computer
e File name: |hsc bmp "l [ Open ]
My Notwork | Files of type [Windows Bitmap [brp; “dit: “rle: " bmz) | [ 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.

12-33
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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

2

Click the Line button  from the toolbar.

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.

~,

Release the mouse button when you are at the position where you want to
end the line.

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 12-27 for more information.

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
2

Click the Rectangle button 't from the toolbar.

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.

Release the mouse button when you are at the position where you want to
end the box.

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 12-37 for more information.
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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.

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]
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Aligning fields to each other

You can align fields with each other on the bill layout to provide a more

@ ¥VheP designing | professional appearance. To align fields with each other:

ree-trorm

sections, you 1 Select the fields to align. Sage Timeslips will align the selected fields with the

HelP  an use grids to last field you select. For example, you can align a Phone Number: text label

help align fields. Look up with the Firm Phone 1 database field.
“moving:layout fields
and objects” in the If you want to align the database field to the text label, first click on the
online Help for more database field and then hold the Ctrl key while clicking on the text label. The
info. 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.

fPhone 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 Phane 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 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.

[Fitrn Mame o ]
Iﬂrm Address - Standard 1
2 Click the Center Text Justify button = from the toolbar.
[ Firm bame ]
I Firm Address - Standard I
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
2

Click the Rectangle button ™ from the toolbar.

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.

Firm Mame
Firrm Address - Standard

10—

With the new box still selected, select Tools; Field Layer; Move to Back to
move the box behind the address fields.

Firm Mame
Firm Address - Standard
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Click the Preview tab

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 -

to switch to the rerviews | Design |
Preview page. Layout~ Edit~ Yiew~= Secton~ Tools~ RT|HEN =i [L- e~

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 12-41
for more information.

Assigning bill layouts to clients

—. You can also use

/" these methods to
\_i assign statement
™ |ayouts to clients.

You can assign bill
layouts to clients for use
when printing bills and
printing history bills.

12-38

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.

Using the Client Information dialog box

On the Layout page of the Client Information dialog box, use the Layout fields to
select the bill layouts for each client.

W
Bill My Bill Layout v

Higtary bill History Bill Layout R

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 Onthe Assign Layouts to Clients dialog box, mark the clients to associate with
the current bill layout and click Assign.
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Including messages on bills

For more info on
bill messages,
look up
“working with
bill and statement
messages” in the online
Help for more info.

Help

Tip

Bill messages can add clarity to a bill by detailing billing arrangements,
explaining policies, and pointing out overdue charges. Sage Timeslips provides
several types of messages to your bills.

You can enter messages that will display on all bills, messages that are associated
with specific clients, and messages that appear based on how long accounts
receivable balances have been 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.

Messages (3] Use the Messages dialog box to

edit messages that can appear
o] .
Customize these messages so they appear on bills on bills and statements.
and statements a5 you want them to appear.
Help

Bils | Statements

Text For Al Bills 2
Charges Due in Period 1
Charges Due in Period 2
Charges Due in Period 3
Charges Due in Period 4+
Dekit Balance

Credit Balance

Global 1

Global 2

Global 2

Global 4

Global &

Global B

Global 7

Global 8

Global 9 s’

You can also enter custom messages for each client on the Layout 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 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 12-25 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 12-16), 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 ,,9. :

see "“printing

bills” in the online Help.

12-40

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 12-45 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
2

3

Set Print to to Display
and click the
Print button.

Select Bills; Generate Bills.

On the Report Entry dialog box, set up the report definition for the bill run.
(See “Configuring the report definition for bills” on page 12-40).

Set Print to to Display and click Print.

Frint to | Display w

How to preview bills from Billing Assistant

To preview bills to display from Billing Assistant:

1
2

Mark Generate Bills,

set the print destination \G) Generate Bils

to Display, and click
the Print button.

Select Bills; Billing Assistant.

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.

Unmark the check boxes on the left to exclude clients from the bill run.
Below the list of clients, mark Generate Bills.

Set the print destination to Display and click Print.

ta Display - & Print Options
O Pre-Bill 'worksheet
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Editing bills onscreen

For more info
@ on editing bills

onscreen, look
Help B Lo

up “previewing

bills” in the online Help.
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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 | k| 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.

Tirm 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 settlemnent 375 B00.00
documnents; phone calls to the office of Mr. Howard; Follow-up corespondence to 160.00¢hr
") Mr. Howeard with requested clarification; Draft Release; Correspondence to Mr.
Black
9/26/2008 Met with Mr. Whitley to review details not discussed in the original meeting. 4.00 700.00
175.00¢hr

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/200d Freparation of review of Fatent License Agreements Tom M. whitley &t ADL to (] Il
Tirm Roberts; modifications for exclusive and non-exclusive provisions; termination 160.00/hr
and default provision and various other material provisions.
5/2f2008 Review fax from Longley and then responded with proposed settlement 375 E00.00
“Idocuments; phone calls to the ofice of Mr. Howard, Follow-up correspondence to 160.00/hr
Mr. Howard with requested clarification; Draft Release; Correspondence to Mr.
Elack.
97262008 Met with Mr. Whitley to review details not discussed inthe original meeting 4.00 700.00
175.00/hr

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.

141642000 Preparation of review of Patent License Agreements from Mr. Whitley at ADC to 1.00 160.00
Tim Roberts; modifications for exclusive and nen-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 400 700.00

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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Editing bills onscreen

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

ke & % 30 [femmemifl

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 g 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 12-10 for more information.
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Printing the bill run

After printing bl”S, —1_ Bills have been printed. Would you like to...

place them in
Proof Stage while
managers review them.

For more info,
@ see “printing

envelopes for
Help velop

bills” in the
online Help.
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After previewing bills (see “Previewing bills” on page 12-38), 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.

When bills are finished printing to a printer, Sage Timeslips opens the
Generation of Bills Completed dialog box.

Generation of Bills Completed

@ H Lock bills in Proof stage while they are reviewed. Learn mare.
Mo changes can be made to client biling information while
in Procf stage.

O & Put bills in Revision stage so they can be edited. Leain mare..

‘while in Revision stage, you can edit client biling
information using Billng Assistant.

@ Approve bills to send to clients. Leain more.
Timeslips will update client balances and records.

) Approve some bills from this bill run. Leain mare..
Timeslips will approve the bills you specify and place the
remaining billz fram the bill rn in Proof stage.

O & Do nothing. Leain mare.
Timeslips will not update billing information. ¥ou can edit
bills as needed. You will need to print these bills again

Clients or Prajects with bills printed: 10
Clients or Projects with bills pracessed but nt pinted: 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 12-45.

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 12-49.

Printing matching envelopes or mailing labels

After placing bills on Proof Stage or approving bills, Sage Timeslips will prompt
you to print envelopes or labels for the clients in that bill 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.
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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 12-47
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.

+ If you 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.
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Using Audit Stage with electronic bills

12-46

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. You must also associate clients with the audit firm in the Electronic
Delivery field of the Arrangement 2 page of the Client Information dialog box.

For information on setting up an electronic billing add-on, look up “electronic
billing” in the online Help.

Printing bills

After setting up electronic billing, you will print bills and place them on Proof
Stage. Next, select the appropriate electronic bill delivery or audit firm
command from the bottom of the Bills menu and click Export. Sage Timeslips
prompts you for the name and location of the exported bills. Sage Timeslips will
select the correct clients and generate these files.

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 use Billing Assistant (select Bills; Billing Assistant) to approve or clear
electronic bills for individual clients.
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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 12-44). 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.

How approving bills affects Sage Timeslips

@

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 g3 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.
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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
Arrangement 2 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.

Undoing approved bills

12-48

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.
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Reprinting bills

For more info
@ on reprinting

ills, look
Hel E)I s, look up

reprinting

bills” in the online Help.

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

Optionally use the
View by field and the
Selection button to
filter the bills
displayed.

Mark the bills that you —

want to reprint.

Choose where to —

reprint bills.

that are available to reprint.

Reprint Bills LEX

Thiz dialog bow sllows you to print copies of past billz. Note that the balances displayed on the list below do not necessarily
reflect cunent client accounts receivable balances. Other bills, which may not be included on this list, will also affect client
accounts receivable balances. Please click the Help button for additional information about these balances.

Wiew by Al A

N _\nv Mo. Bill Date _Ehenl _New Charges _\nvolce Status _Involca Balance
[ iG:10000 11/30/2008 :ABC H H

1500.00: Paid in Full

DEE:BSSE 2/28/2008 :Mickerson 2500.00: Unpaid 2500.00
Jicag99 4715/2008 | Seacoast 4300.00} Unpaid 4300.00
Tatal invoice balance for marked invoices $5000.00  Total invoice balance for listed invoices $11800.00

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.

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.
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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 transfer your accounting information into an accounting program’s
general ledger, now is a good time to print the G/L Transfer Register. See
“Transferring data” on page 17-8.

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

12-50

©

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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e Generating Statements e

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 statements 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 fg

*Y'ou can uze the templates below to customize the message Clients receive with emailed
statementz. The email template coresponding to each Client’s oldest balance will be used az
the body text of the emailed statement.

Bills Statements

Due in Period 1
Charges Due in Period 2
Charges Due in Period 3
Charges Due in Period 4

[ Done

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.

Email Template Entry

Mame | | New

Duplicate

Subject |Stalemenl of Owverdue Charges |

First

Body  You have a balance of [Oldest Balance Amount] that is [Oldest Balance

Drays] days owerdue. Your total balance iz [Mew Balance]. Previous

Pleaze submit a papment Next

Thank, you

Last
Mote: The attached statement iz in POF file format. Adobe Acrobat Reader
iz necessany to view this file. 1f you do not have Adobe Acrobat Reader
installed, please download the free reader from the Adobe website

[http:/ Avvav. adobe. com/products/acrobat/readstep2 hiral] and install it an
your computer.

akK Help

J [

Cancel ] [

X
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In order to be able to send statements by email, you must set up options for each
client.

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 General 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.

Fhone numbers and Email addresses

Phane [§17) 556-2313
Fax . .

Enter a valid email address
Home for each client.
Other
Email address | abci@example. com You can also enter CC email
CC Email abe biling@example. com addresses (carbon copies) for
addresses each client.

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 Arrangement 2 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.

Mark Send
= Email options
statements via
_\ Send billz via email

email for each client
that will receive
statements by email.

13-4
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Sage Timeslips will send
statements by email to
marked email addresses.

This list includes all
clients on the statement
run that have email
addresses.

It automatically marks
clients that have Send
statements via email

marked on the
Arrangement 2
page of the
Client Information
dialog box.

Setting up Clients to Receive Statements by 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.

Email Statements to Clients

d copies via email. Only clients with email addresses are
are marked automatically.

Mark. the clients to whom vbu want to send statements
shown below. Clients that you have set up for email delive

Clientz selected to receive statements

Client # | Send statement to X | &lzo send a copy to

ABC [ abc@example. com {4 abe. bilimgiEexample. com

Atlantic § i) atlantic@@example comn

Bishop shop{@example.com

E astern astern-managers@example. com;eastern-af|
K.elley Engineering

Mickerson

Marth Project! orthl @example. comnoth2i@example. cor|
Morth. Project2 orthl Sexample. comnoth2@example. cor|

Fieice

Lo JI

Cancel ] [ Help

]

For more information on finalizing statements, see “Printing Statements” on

page 13-10.

13-5

13



1 3 Generating Statements

Timeslips User’s Guide

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 .
Willis & Henderson, P.C.

headers, footers, 133 S. Main Street
! Suite 1402
column headings, and Bt A 01929
much more.
After creating or editing ABC Corporation
17 North Thunder Way
statement layouts, you Suite 10018
. Boston MA 02114
can assign them to each oston
client.
May 05, 2008
In Reference To: General counsel.
Date Description Amount Balance
Use the ReporT Entry _\ Beginning Balance (37.79)
d|a|og box to 4/24/2008 Invoice #10049 651.00 464.42
? 4/29/2008 Invoice #10118 430.25 894.67
select data to include, 5/2/2008 Invoice #10159 538.75 1,433.42
. 5/5/2008 Payment - Thank You. Check No. 456 (700.00) 733.42
set sort options, and - =
more. 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 ——/

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

*Y'ou can uze thiz dialog box to manage the layouts for your client's billz and
statementz. The options here allow you to create new layouts, edit existing
layouts, azsign layouts to clients, and delete layouts no longer used.

Bills Statements

Dretailed Statement Layout

WEA X W op

Iy Statement Layout

13-7
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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 13-9 for more information.

To create a new statement layout:

1 Open the Statements page of the Bill and Statement Layout List dialog box.

2 Click the New HF 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 13-9 for more information.

To duplicate an existing statement layout:

1 Open the Statements page of the Bill and Statement Layout List dialog box.

2 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 13-9 for more information.
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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 Use the Field List toolbar.
and menus to access to add database fields
commands that help to the statement layout.

you design and edit
statements. B - Staterent Preview -

. En Denign
Use the tabs to‘swnch —TiEerrrreeea L e S o
between the Design and TS oo — s n FldGie
Preview pages. | towins Goto st | Stenert Heaer FrtPage
_||...T.|."-|.I-|.?|.I--.?-,{I..?.--I.--?.lI.|-“.|-'.|.".|.I-|.?..,.|.I

Use the Layout name—¢ ™
field to assign a unique
name to the statement |-

layout. E

oy
Chent Ardess - Standand

inm Maie Cher Ciy. State Tr
Firm Address - Standied Hisres ared Ak

Use the Go to section—— e s Sonds
fieldtomovetoa | -
specific statement

layout section.

Frvaay Chert Fullarves

n Retsennca To 2P Code

Use the work area to
add, edit, and format |- i
fields and objects on the
statement layout.

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 12-16 for
more information on how to edit bill layouts and statement layouts.

The Sample Bills Guide includes many examples of how you can design bills and
statements. To open this guide from within Sage Timeslips, select Help; Other
Documents; Bill Samples. Within the Sample Bills Guide, see “Working with
Note . . »
Specific Layout Sections” on page 16.

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. I Previen | Design |

13-9
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Assigning statement layouts to clients

You can assign

statement layouts to

clients for use when
printing statements.

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 Layout page of the Client Information dialog box, use the Statement
Layout field to select the statement layout for each client.

Statements
Layout by Statement Layout v

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 Onthe Assign Layouts to Clients dialog box, mark the clients to associate with
the current statement layout and click Assign.

Printing Statements

A statement will include all accounts receivable transactions created since you
last printed statements.

Configuring the report definition

13-10

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):



For more info
@ on selecting

data, look up
Help “selecting data
for reports” in the

online Help.

For more info on sorting
data, look up “sorting
reports” in the online
Help.

Printing Statements
Previewing statements to display

+  Selecting data for the statement run — You can use the Filters tab of the
Report Entry dialog box to select the data to include on the statement
run.

For example, you can select specific clients for the statement run. If you
want to print transactions up to the end of the last period, set the Date
filter with the end date of the last period.

+ Sorting statement data — You can use the Sort tab of the Report Entry
dialog box to sort statements. Transactions that appear on statements
automatically sort by date. You can also sort clients by custom field.

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

Set Print to to Display
and click the Print
button to preview

statements.

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.

Frint to | Display w R Frint

13-11
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@

Help

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 @ 300,00y 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.

61772005 Payment from account (300.00) 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 5
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

envelopes for
Help P

statements” in
the online Help.

13-12

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.
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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 14-8
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 14-13 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.
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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

Befo

re you can synchronize names, you must establish synchronization settings.

How to set up synchronization options

1

2

Use the Contact folder
path field to specify the
contact folder that you are
linking with Sage
Timeslips.

Use the Synchronization ——
rules fields to specify
how to synchronize

Sage Timeslips clients with
Outlook contacts.

In Sage Timeslips, select Setup; Sage Timeslips Outlook Link; Settings.

The Outlook Link Settings dialog box opens. Switch to the Synchronize page.

Qutlook Link Settings ﬁ‘

Synchronize | Linked Fields
Use this page to configure the Outlook Link. First, select the Outlook contact folder with which you want to
sunchronize your Timeslips clients. rou must select a global contact falder if mare than one user will be
synchronizing with this database. Mest, select when the synchronization process will occur. Finally, determine if

Timeslips will auto-populate email meszages, tasks, meetings, and appaintments with information when created
fram within Timeslips.

Select Outlook folder
Contact folder path | “WMailbow - Brickley, DavidiContacts

Spnchionization les

- Apply changes from Timeslips Clients to Outlook Contacts
Update Outloak. Contacts immediately when editing Timeslips Clients Ak W
Prompt before adding Clients to Outlook

Apply changes from Outlook Contacts to Timeslips Clients

Synchionize Clients when opening the Timeslips database

Creating email messages, tasks, mestings or appaintments

[ &uto-populate Dutlook figlds with Timeslps data

[T7ak ) [ cancel | [ Hep |

3

4

5

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 Edit rights for all
contacts in the global contact folder.

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.

Click OK to save the settings.

14-3
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Linking client fields with contact fields

Use the Linked Fields page —

to map client fields
to contact fields.

You can click the Use
Defaults button

to restore the default
field links set by the
Outlook Link.

14-4

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

Outlook Link Settings

Synchrorize | Linked Figlds

The Outlook Link enables you ta spnchranize Timeslips Clients with Dutlook Contacts. Use this tab ta link

In Sage Timeslips, select Setup; Sage Timeslips Outlook Link; Settings.

In the Outlook Link Settings dialog box, switch to the Linked Fields page.

Timeslips Client fields with Outlook, Contact fields. To link fields, select a field from the Timeslips Clients list, select a

figld from the Qutiook Contacts list, and click the Link button.
Mote: The Timeslips Mickname 1 field will sways synchronizelink with the Outlook "File 43" field

Timeslips Clients
Field

Mickname 1
Mickname 2
Full Harm
Ad
City
State
ZIP Code
Country
Phane
Fax
Home

(ther
In Reference To
Mates

~

[ Clear all Usze Defaults

Help

a.

To link name fields manually:

Click Link to link the selected fields.
If you want to link additional fields, repeat steps 3a through 3c.

Click OK to save the settings.

In the Sage Timeslips Clients list, select the client field that you want to
link with a contact field.

In the Outlook Contacts list, select the contact field that you want to link
with the selected client field.
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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 14-6 for more
information on how the Outlook Link synchronizes names.

How to link client names and contact names manually

1

6
7

In Sage Timeslips, select Setup; Sage Timeslips Outlook Link; Linked Data
to open the Data Linked with Outlook dialog box.

If Sage Timeslips displays a message about linking names, click OK.

In the Sage Timeslips Clients list, select the client that you want to link with an
Outlook contact.

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.

Click Link to link the selected names.
If you want to link additional names, repeat steps 3 through 5.

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.

14-5
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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

Qutlook

Outlook Link
tact list

The Cutlook 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.

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 miles
Apply changes from Timeslips Clients to Outlook Contacts
Update Outlook Contacts immediately when editing Timeslips Clients Azk W
SynCh ron ization can start as Brompt before adding Clients to Outlook.
soon as you open the X
database.

Apply changes from Dutlook. Contacts to Timeslips Clients
Synchronize Clients when opening the Timeslips database

When you synchronize names in this way, this process will review all
linked client and contact names.

14-6



When editing clients in Sage
Timeslips, you can apply
changes to Outlook

contacts immediately, or

the Outlook Link can prompt
you to make changes.

Synchronizing Names
Understanding the synchronization process

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.

Synchronization miles

Apply changes from Timeslips Clients to Outlook Contacts
Update Outlook Contacts immediately when editing Timeslips Clients Az W
Prompt before adding Clients to Outlook

Apply changes from Dutlook Contacts to Timeslips Clients

Sunchronize Clients when opening the Timeslips databaze

The synchronization process will ignore some types of names. See “Names
ignored during synchronization” on page 14-8.

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.

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.

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.

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.

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.

14-7

14



14

Linking Sage Timeslips with Outlook

Timeslips User’s Guide

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 6-16 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

14-8

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

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 General 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.
2l

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 | g 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.

14-9
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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
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)
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Creating Outlook records

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

14-11



1 4 Linking Sage Timeslips with Outlook

Timeslips User’s Guide

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 [ Goto Bilin Deteis| [[5] Get Updes |
Klient Billing Overview for: Neely & Hannsh

Showing: 4l lients with new charges (@ Change Billing Rule] o o] T

Mickname 2 Hold  Stage Balance Buford, G& 30519
BBA3 45 B78-555-5050

0241001
454810 nhstesl@example.com

When creating Outlook
records from Sage
Timeslips, the Outlook
Link can automatically
populate Outlook fields
with Timeslips data.

Include | Mickname1 <

382315
0.o0

Bill o) o | o 6]

Stage | .o, Proof  Revision  Approwed

arges] 74338
e charges) 1250

Hormal ~ Arial -1 - A BJIUDE E . ™ 76188
Slsend \I & (=] e, 0 3| ¥ | [opons.. & @), inance charges 000
o0

To.. | [ohsteel@example.com o0

e || d other A/ transactions 000

761.88

Bee, || falance o0

Subject: | bnlenishment 000
none applies

2 been met? none applies

Switch viswing mode to one slient at  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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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 General 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

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.

14-13
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@

Help

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.

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 14-14 for more information.

Using the Create Slip from Outlook dialog box

the Create Slips from

Outlook dialog box
when creating time or
expense slips from
Outlook. When you
save the information,
the Outlook Link
creates the new slip
within Sage Timeslips.

The Outlook Link uses—| | 1,ps Tirme = Value £00.00
imekeeper |C. Harding j
Task | j
Client [ |
Reference |<None> j

This allows you to
create slips without

having to open Sage

14-14

Timeslips.

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

Extra |

Review Atlantic case file

Start date g/8/2008  HR Time estimated Foooo &
End date 5/5/2008  HR Time spent S ]
Billing status | Billable - I~ Hold

Bate ‘ Timekeeper ﬂ |1 ﬂ |1 00.00 |Hourly ﬂ

i 0K Cancel | Help |
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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.

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

14-15

14



14

Timeslips User’s Guide

Linking Sage Timeslips with Outlook

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

Examples of auto-population

When you click the
Create Slip When
Complete toolbar
button, the Outlook
record indicates slip
creation is pending the
completion of the
Outlook record.

14-16

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 [&].

¥ Phone conference - Message (HTML)

Fle Edt Wiew Insert Format Tools  Actions  Help

Mormal - frial -l - A BIU B
Hend @S B0 B !4 Y o, & B [ rendng Creation],

To... | |abcmexample.com

G |

‘Phune conference

Subject:

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

- Chris L. Harding




When the Outlook Link
prompts you to create a
new slip, some of the
slip fields can be
populated for you.

You can highlight an —

Outlook record and
select Timeslips;
Create Slip to create a
new slip based on that
record.

Creating Slips within Outlook 1 4

Examples of auto-population

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 Outlook Email Message E|
Type Time - Walue 125.00
Timekeeper ‘E Harding j
Task [ |
Cliert [2BC |
Reference [<Nanes =~

\E wira \]\

Phone conference

Start date B/3/2008 B Timeestima“‘ Qo000

End date 5/3/2008  HR Time spent o000 &
Billing status | Billable: - ™ Hold
Rate |Client j |1 j |1 2500 |Hou|ly j

THETT] Cancel | Help ‘

You can set values for the remaining slip fields or edit any of the slip fields as
necessary.

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

Resiew-Hatper-caseEie
= Review Atlantic case file
[]| Meet with Jones this week about budget

" Frid)
Thu 4/13/2008
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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 Outlook Task

Tupe Time - Walue E00.00
Timekeeper |E Harding j
Task | j
Client | j
Reference |<None> j
When the Outlook Link <

prompts you to create a
new slip, some of the
slip fields can be
populated for you.

Feview Atlantic case file

Start date 5/8/2008 BB Time estimate: o000 @

End date 5/8/2008 H Time spent ool

Biling status | Billable - [~ Hald

Rate | Timekesper ~ ~[ o000 [Hourly ~|

oK | 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 e

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.

15-2

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 16-9 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 El

Please identify the source of the rate changes.

[

Select the type of rate to —
update.

(&) Timekeeper rate table
() Client rate table
() Task rate table

() Rate Selection nules

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.

15-3
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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 16-9 for more information.

-—

Click Slip List @ to open the list of slips.

2 Highlight the slip that contains the fields you want to export and click Open
= 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.

w

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 ship. This wizard will export these
walues from the currently displaved slip. [f pou do not want to export walues from this slip,
click Cancel, view the comect ¢lip and et the proper field values, and restart this wizard
. Field Current Data
[ Recurring Ma -~
. . [JRate Source Client
Select the slip fields to—\ [ Riate Level 1
i il Fate Yalue 125.00
export to other slips. P Rate Tope Houtly
R Markup ¥alus 0.00
[ Adiustment 0.00
Do Nat Bill Time 0:00:00 b
[ < Back ] [ Mest > 1 [ Cancel ]

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.
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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.

Closing and Reopening 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.

Closing slips

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.
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Including

closed slips on reports

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

When filtering slips by e b Incded
classification, you can %Clused
: T
mark Closed to include Bl

closed slips on the report.

I akK I[ Cancel ][ Help ]

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‘

The Reopen Slips command changes selected slips with a Closed classification to an Opened classification. Opened slips
You can set up are available for editing and bills. Lise this dislog to select the slips to be reopened
selection filters to | ki seetedfiers
choose which closed
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slips to reopen.

Note

Client Nickname 2
Client Full Name
Client Biling cycle
Client Inception date

T T
Co

Concel | [ Hep |

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
Reopening slips

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 |Alantic 2 | 9609001 Classification | Open hd

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 15-9).

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.

15-7
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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 7-14), 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 : . The Change Classification dialog box
displays all open names. To change classifications for inactive or closed names,
click on the appropriate page before clicking Change Classification.

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.

Change Classification @‘

Use this dialog box to change the classification on multiple records at once:

Change classification from | Open to Inactive v
Sage Timeslips will issue: % Nickname
i K AEC Warring ~
warnings for names that_t I e
you may not want to g .su;.
. . it azlerm
close. Highlight a name to T
| i i O Morth.1
view the warnings in t.he Sl
Warnings list. 11 Pierce .
‘Warnings

Unbiled Open Slips

Non-zero A/F balance
Unbiled Open &/R transactions
Non-zero Funds balance

[ oK I [ Cancel ] [ Help ]

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.

15-8



Purging Data

Use the Select Data —|
to Purge page to
select which types of
data to remove from
the database.

Purging Data and Closing Periods

Purging names

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 El
A Select Data to Purge | Options
[¥] Slip transactions billed and closed, older than | |12 él mokths
[¥] &ccounts receivable ransactions | use filkers -
Funds transactions billed and closed, older than + | |12 él months

] Clierts with a Closed classification
[] Timekeepers with a Closed classification
Tasks with a Closed classification

Expenzes with a Clozed classification

Consolidate Client history older than 12 jl months
Consolidate Timekeeper history older than 12 jl months
[[]Bank Deposit Slips jl
] Splt Biling Fules 2
[ ar [ MHoe ]

[ Purge ] [ Cancel ] [ Help ]

Purging nam

es

Sage Timeslips can purge clients, timekeepers, tasks, and expenses that you have
marked Closed (see “Hiding Names” on page 15-7). 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.

15-9
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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 15-12).

Consolidating histories

15-10

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.



Purging Data and Closing Periods

Completing the purge function

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 16-9).

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.

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  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.

2 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.

3 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.

4 Mark the Print a purged data report to check box and select Printer.

5 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.

6 After Sage Timeslips creates the archive file, a dialog box confirms your
intention to purge. Click Yes to purge.

15-11
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Archiving Slips

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

15-12

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 16-9.

How to move slips between databases

1  Select File; Archive to open the Archive dialog box.

2 Inthe Archive file path field, enter the path and file name for the archive file
(for example, C:\MyData\MySlips.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.

3 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.

4 Optionally mark Mark slips as exported check box. Sage Timeslips will
assign a status of Exported to all archived slips.

5 After you have determined which slips to archive, click Archive to archive the
slips.

6 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 15-13.
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Moving slips between databases

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 16-18).

Timeslips Import [C:\Program Files\Timeslips\combine.tpl]
File Templstes Special Help

Put data into: (&) Default  C:\Program FilestTimeslips\E xplore’,

= ....i.l.-npmt

(O Custamn i
Get data from: Ah2003ehps. S4R E
Make the records: | Open v [ Limit reconds @

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.

When you are ready to import slips, click Import.

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.

15-13
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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] Dpen
[ Clozed
[ Temparary
[ Inactive

[ QK l [ Cancel ] [ Help ]

Removing temporary slips from the database

15-14

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—your 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.



Maintaining Database Security
Setting global security options

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.

Setting global security options

Activate security to_|
protect unauthorized
database access.

See “Approving Slips to—
Appear on Bills” on
page 8-27 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‘
Use these settings to enable and describe general requirements for security.
AN
Require login and activate secuiity [] Password required ta lag in
You can determine the
Security Supervisor's pagsward e} L~ secu fity P I'Ofi |e that
A& ;
Default Profile far a new Timekesper Default hd new tlmekeepers use.
Guests log in without a password using <Mone» i

Enable Slip &pproval

[ oK. ] [ Cancel ] [ Help I

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.

16-3
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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

Mark or unmark rights —
to control access to
different areas of Sage
Timeslips.

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.

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,

Name 05

Passward | Cancel

Piofile Timekeeper v Help

Access rights First

Area Slip -
Previous

| Rights rofile

~

4 Open

A Edit

4 Delete or Puige

[ Chanae slip approval status

] Reports

4 Export ta File

B2 Export

2 Edit time spent on new slip

|2 Edit time spent on existing slip

4 Edit rate settings

£ Timer On/0if

[J Stop all timers

[ Wiew lips of ather timekeepers

[ Edit timekeeper on new <lip

A Close

]

MNext

Last

EREEAREEEEEEEEE
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Reviewing data with the Data Entry Assistant

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
Hel Assistapt, look

up “using data
entry assistant” in the
online Help.

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.

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.

16-5
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Enabling audit trails

€

Help

Look up
“overview of
audit trails” in
the online Help

for more info about
audit trails.

Enable audit trails to
track data changes.

16-6

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 E]

Use the options below to configure Audit Trails to wour
specilications.

General

Audit Trail: Supervisor Password | 799797727797

A
Enable Audit Trails

Table Settings
Tables | Timekesper « | [¥]Enable this table

Fields Save on any edit

A Field name

[ Mickname 1 A
A Mickname 2

A Full Mame

[ Classilication

FA Initials

[ Overhead Cost

Enable Custom Fields

[ oK 1[ Cancel ][ Help




Each audit trail record
indicates changes
made to the database.

Auditing Sage Timeslips Data
Enabling audit trails

Selecting which data to track

A table is 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 =13
Selection -
Table <Al v =

| 2
Timekespsr  |C. Harding || ChrisH Kacae el =)
Start Date @ EndDate i *®

Date Timekeeper User Source | Table
Time Action Tracked for | Record Deseription

5/28/2008 C. Harding Security Clignt ~
Edit
C. Harding

Edit

5/28/2008 €. Harding Security Sip

44516PM  Edi Both Transaction ID: 41 ~
Field Changes

Field name Detal

Time Spent 1.30:00

Valis 226,00

General edit General 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.

16-7
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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 x from the toolbar to open the Purge Audit Trails dialog box,
where you can purge audit trail data from selected tables.

Using Station Administrator

Station Administrator is a multipurpose tool for administrators. Select Special;
Station Administrator to start Station Administrator.

16-8

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 16-15 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 2-7).

It can share licenses on a station the has multiple operating systems.
Select Options; Multiboot Station License on this computer.



Protecting Your Database
Making an effective backup plan

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.

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.

16-9
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Backing up and restoring your database

Sage Timeslips offers two ways for you to create backups: you can create backups

@ l'_'zc;tkLilr?g " manually or you can set up backups schedules to create backups automatically.

databases” in
the online Help
for more info.

Help Creating backups manually

Use the File; Backup command to back up a Sage Timeslips database manually.

How to use the Backup command

1  Select File; Backup to start the backup process.

2 Mark the Include folders within your database folder check box to
include any folder contained within your database folder in this backup.

3 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.

4 Click Save to back up the database. Sage Timeslips compresses all database
files into the backup file that you specified.

5 When the backup is complete, click OK to return to Sage Timeslips.

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 EJE'El

This list details backups that you have scheduled for the cuirent datsbase. There are many ways that pou can schedule
backups, such as daily, weekly, or a one-time backup. One-time backups that have alieady been completed will nat
appea in this list. The 'Last attempt’ and Result’ columng show the results of the last backup attempt. You can uge the
toolbar buttons to maintain scheduled backups.

This list shows details —_|
of backups that are
scheduled.

\Frile MName Schedule Next Attempt Last Attempt Result

imeslips B ackup ywy-mm-dd | Scheduled at 12:00 PM every day 341272006
B Backup 3 e

B I X W eh

Scheduled at 11:00 PH every Saturday

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.

16-10
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©

Help

more info.

Look up

How to schedule a backup

“scheduling 1  Select File; Schedule Backups to open the Scheduled Backups dialog box.

backups” in the
online Help for 2

wizards walks you through

The Schedule Backups—

the process of creating
scheduled.

From the list of schedules, click New &= from the toolbar. Sage Timeslips

Schedule Backups ﬁl

T]lTleSllpS Welcome to the Timeslips Schedule Backups wizard

3

@’\g Select one of the choices below, then dick Next ta continue.

opens the Schedule Backups wizard.

This wizard will guide you thiough a series of steps that will help pou schedule unattended
backups of pour database. You can schedule recuring backups to occur on a daily or
weekly basis, o you can schedule a backup to occur just once at a specified date and time.

I'd like to back up my database:

@ Daly
O weekly
Oince

Follow the onscreen prompts to determine the frequency, start time, and
location of backups. Click Finish to save the new schedule.

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

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.

Mark Include subfolders of the current database in backup. This

option includes folder contained within your database folder.

16-11
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4 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.

5 Click OK to continue with the restore process.

6  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 16-8).

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.



Verifying Data Integrity

Backing up and restoring your database

Verifying Data Integrity

You can use the
Data Verification
dialog box to verify
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:

Data Verification El

L All tables in the database
Loak, fi Exclude Bill I . .
;;n?:t l;{';:f (4] Evchuds Bil Images 1 If Sage Timeslips detects
errors, you can attempt to

[ Bebuild data indices [ ] Walidation emors [ ] Integrity errors .
= - repair them.

Accounts receivable balances
[] Riebuild accounts receivable balances

Rebuilding accounts receivable balances will remave bills for selected
Clierts from all bill stages (Proof Stage, Revision Stage, and Audit
Stage] This also prevents you fram undoing approved bills for
selected Clients

Funds balances
[[] Rebuild funds balances

[ 0K ][ 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.

16-13
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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.



Help

For more info,
look up
“preventing
errors” in the

online Help.

Verifying Data Integrity 1 6

Backing up and restoring your database

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.

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.
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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

You can specify the
type of data to
exchange with

another database.

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.

Exchange Data With Another Database @
“fou are in the Source Database «
A Send to the ather database:
Slips use filkers R

Once complete | Marik Slips as Exported w

Mew and changed Clients and associated References
Mew and changed Timekeepers

Mew and changed Tasks

Mew and changed Expenses

Receive from the ather database
[ Mew and changed Clients and associated References

[ Mew and changed Timekeepers
Mew and changed Tasks
Mew and changed Expenses

[ [n]:8 1 [ Cancel ] [ Help ]
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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 either a full Sage Timeslips database by locating
main.db or a TSRemote transport database by locating an .xfr file. After you
select the database, click Open to exchange data.



Maintaining

You can view the —|
name types

connected to the

current database.

Sharing Data with Other Databases

Maintaining connected databases

connected databases

When you create a database with the File; New; Database Based On Current or
File; Remote; New Remote Database With Names 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 @

The databases listed below are connected with the current database. Timeslips can automatically update data in
connected databases, based on changes in either database.

Timeslips can establish connected datahases automatically, for example, using the File; New; Database Based on
Current command. Third party programs that can share data with Timeslips can also establish connected databases,

Last Updated

Database Connected To
LConsultants
Consultants

Consultants 5/28/2003 5:18:47 PM
Consultants Expenze 5/28/2003 5:18:49 PM
[ Discannect... ] I “Wiew Records. .. I

connected status of
each name.

You can view the —, mrzss Yes
[0 Chrisy
[ D. Brickley es
[0 General Access res

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.

Database: Consultants

Connected to: Timekesper

onnected  Updated

Update Ho Update

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.
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Sharing Data

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.

Importing data with TSImport

For more info
@ on TSImport,

see the online
Help

Help system
within TSImport.

16-18

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.
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Exporting data

Exporting data

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
4k from the toolbar to add an export template. This process is similar to adding
reports (see “Adding New Reports” on page 11-28).

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 o

Overview

Sage Timeslips Accounting Link (TAL) enhances Sage Timeslips by connecting
it to the general ledger module of an accounting program. TAL can save you
time by transferring transactions from Sage Timeslips to your accounting
program.

If you are using TAL Pro, please refer to the TAL Pro Quick Start Guide or the
online Help system for more information.

Using Sage Timeslips Accounting Link

Sage Timeslips focuses on tracking accounts receivable (A/R) information. In
accounting terms, accounts receivable is the invoicing portion of an accounting
system. The general ledger (G/L) consolidates data from A/R and other areas of
accounting systems—Iike accounts payable (A/P) and sales order—to give a
complete picture of your finances.

For each accounting program, we provide specific online Help for setting up the
link and transferring data into your general ledger.

If TAL does not offer a link to your accounting program, you can still use it to
generate the G/L Transfer Register report. This report details the accounting
data for manual entry into your general ledger.

Understanding accounts

17-2

A general ledger contains many totals about specific elements of your business,
including how much cash is on hand, in the bank, owed by clients, and more.
Each element is called an account in the general ledger and is associated with the
typical account types of assets, liabilities, revenue, and expenses.

Before you begin to use TAL, be sure that you understand accounting concepts
and your general ledger program. Please consult with your accountant if you
have questions about the accounting methods your company uses.

Like the other modules of your accounting system, TAL transfers data into your
general ledger by updating accounts. You must be sure that your general ledger
contains the accounts needed by Sage Timeslips. While you can use existing
accounts, we recommend that you create new accounts specifically for use by
TAL.



Using Sage Timeslips Accounting Link
Understanding accounts

The following table shows the accounting categories used by TAL.

TAL Account Categories

* Available only in accrual method

Account Name Type Increased by  Tracks in TAL

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 Asset Debit Increase to client funds

Client Escrow Liability Credit Decrease to client funds

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)

Each category requires an account defined in the general ledger. If you are using
the Cash accounting method, accounts marked “Accrual only” are not required.

17-3
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TAL permits more than one general ledger account for many of these account
categories. This allows you to handle more specific cases like separating fees
from costs or using accounts for specific names.

Using specific accounts

Specific accounts enable you to dedicate a single account in your general ledger
to a particular timekeeper, client, activity, timekeeper-type custom field, tax rate
rule, or bank account 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.

Additionally, you can transfer costs to individual expense accounts such as
photocopies or postage rather than a single cost account in the general accounts.

Specific accounts for timekeepers can also track, transfer, and report
adjustments entered in Sage Timeslips. This enables you to track the full billable
amount for each timekeeper separately from adjustment bill arrangements. You
can transfer write-ups and write-downs into separate accounts or to a combined
account.

Depending on your needs, consider defining additional accounts.

TAL 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, and expense activities.

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 every additional account. If TAL cannot find an
account for a type of data, it will look for a more general account in the same
account category until it reaches the main account.



Using Sage Timeslips Accounting Link 1 7
Linking to the general ledger

For example, if you track charges for fees by timekeeper, when a bill includes
charges for timekeeper Joan Smith, TAL will look for an account associated with
Joan Smith. If you have not defined an account for Joan Smith, it will look for
the Charges on Fees account. If you have not defined that account, TAL uses the
general Charges account.

Linking to the general ledger

You will use commands on the Setup menu to set up TAL.

Establishing TAL general settings

Select Setup; Accounting Link to open the TAL General Settings dialog box.

TAL General Settings §|
Click the Linked _| —

accounting program
field to start the

ACCOUm“ing Path to Chart of Accounts | C:A\Program Filest\PeachtreehcomparnysBC
Program Setup

Linked accounting program | Peachtres 2005 - Peachtres 2003

wizard. Accounting method Acciual w
Transfer jnvoices as Detail w
Transfer payments az Detail w
Transfer Work In Process Time slips E=pense slips
Transfer 'WIF az Detail w

Specific accounts

Fees
LCharges Timekeepers w
Adjustment Separate Write-upz and Wiite-downs W
Costs
Charges Activities w
Adjustment Separate Write-upz and Wiite-downs W
[ About This Link... | [ ok ][ canesl ][ Hew |

Use this dialog box to do three things: establish a link to the general ledger,
supply rules for transferring invoices and payments, and determine which
additional accounts you want to use.
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Select an accounting—
program from the list

and click Next.

Click How to Set Up
for instructions on
setting up TAL with

17-6

your accounting
program.

The Linked accounting program field identifies the general ledger to which Sage
Timeslips is currently linking. If you have a general ledger, click on this field.
The Accounting Program Setup wizard will lead you through the linking process.

Accounting Program Setup f'5_<|

. .
T]meshps H_ere are the accounting programs supported by
Timeslips. Select the one that you uze.

\ MYOB Plus 2004 A~
Open Sysh COUNting 1
Peac

Pea =
[l QuickBooks 2006 - QuickBooks 2008
—\ \/ Sage Line 50 Accounting +5.02 - 5.02
SBT Professional Series v2.5 - 3.0
SBT Vision Point +8.0
Simply Accounting for DOS 3.2 - 3.4 [US)
Simply Accounting for DOS 3.2 - 3.4 [Canada] %

[‘HowToSetUp... ] [ < Back H Mest » l

As you follow the steps, you can click the How To Set Up button to review a
Help topic containing specific information on linking to your accounting
program. You may want to print out this information and use it to create the file
that contains the chart of accounts. The Help system provides account number
suggestions for major accounts.

Upon returning to the TAL General Settings dialog box, click Browse to locate
your chart of accounts file.

Next, indicate whether the general ledger tracks finances with the Cash or
Accrual accounting methods. Use the Transfer invoices as and Transfer payments
as fields to indicate whether you want to transfer each line item in detail or
summary (as totals for each account).

In the Specific accounts fields, you can indicate whether you have accounts for
timekeeper, client, task, expense, or timekeeper-type custom fields that will be
used with the Charges, Write-up, and Write-down accounts.



Select an account
category from the
Accounts used by
TAL list, select the
associated account
from the Chart of
accounts list, and
click Save.

Using Sage Timeslips Accounting Link
Linking to the general ledger

Setting up general ledger accounts

After you have linked Sage Timeslips to your general ledger, you can assign the
accounts that you created in your general ledger to TAL. Select Setup; G/L
Accounts to open the TAL Accounts dialog box. There are two areas in this
dialog box:

*  Accounts used by TAL is an expandable outline that shows all of the TAL
accounts and the current G/L account name (usually a number)
associated with each account. Unassigned account names appear as
unassigned. When the account name appears in red, it is required and is
either unassigned or has an invalid setting.

*  Chart of accounts lists all accounts in your general ledger or offers the
Account number field where you can define accounts manually.

If you are not linking to an accounting package, Sage Timeslips displays
this group box as Account number.

TAL Accounts Linked to Peachtree

Accounts uzed by TAL
4k Cash A~
4k Charges
dhwirite-Lps
JRrite-downs
4k Tax Payable
4k Tax Receivable
=Accounts Receivable
SA Fees
Costs|
Suspenze
Credit
Allowances and Discounts bs
Chart of accounts [C:\Program FilestPeachtrehcompamyBCSWGLCO0AT DAT]
Account Drescription
10200 TAL Cazh Comprehensive ~
10300 TAL Cash Fees
10400 TaAL Cash Costs
11200 TAL AR Comprehensive
11300 TaL 4/R Fees
11500 TAL Cash Escrow v
[ Find Mext l [ Find Errar ] [ Save ] [ Bevert ]
o ) (owe ) (]

You must assign G/L accounts to the outline. Click on an item in the outline and
click on the associated chart of accounts entry from the list below. When you
click Save, Sage Timeslips assigns the account name. Repeat this process for each
account that you want TAL to use. Be sure to assign or validate all accounts that
appear in red.
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Collecting data

As you enter payments and other accounts receivable transactions, generate
invoices, and enter funds transactions, you are collecting data to transfer to the
general ledger. Sage Timeslips does not send this data immediately, because
once it is posted to the general ledger, you can no longer edit it.

Each transaction indicates that it has been posted to the general ledger on its
Entry dialog box and with the Posted symbol & on the List dialog boxes.

Transactions entered in accounts payable

Some transactions are generated in two places: in Sage Timeslips and in your
accounts payable (A/P) module. Here is how to handle these transactions:

+ Check or A/P invoice: Some accounting programs automatically
transfer these entries into Sage Timeslips, generating expense slips or
client funds withdrawal transactions. Since the A/P module will update
your general ledger, you do not want Sage Timeslips to transfer this
transaction. In the case of a withdrawal transaction, you must unmark
the Transfer this entry to the general ledger check box in the Client
Funds Transaction Entry dialog box.

+ Deposit: When a deposit to client funds is made in both systems,
unmark the Transfer this entry to the general ledger check box in the
Client Funds Transaction Entry dialog box for the deposit transaction in
Sage Timeslips.

+ Refund: When a refund check is made in the A/P module, be sure to
enter a matching refund transaction in Sage Timeslips. Sage Timeslips
uses the Refunds Payable account for refund transactions. You should
define a different account number in your general ledger for tracking
refunds from your A/P module.

Transferring data

17-8

Periodically, you should transfer transaction information to the general ledger.
Select Reports; G/L Transfer Register to print the G/L Transfer Register report.
This report can transfer all transactions into their respective G/L accounts.

Selecting transactions to print

If needed, you can use the Filters page of the Report Entry dialog box to set up
any selection criteria, such as a date range to omit recent records that have not
been reviewed for accuracy. Print the report to the printer or to a file. Printing
to display will show the report but will not transfer the data.



Using Sage Timeslips Accounting Link
Transterring WIP

Your general ledger may require entries to be made within a specific period. If
you have transaction dates falling outside the specified range, you need to assign
them to valid dates. Settings on the Report Options dialog box (click Options on
the Report Entry dialog box) will allow you to do this.

Set Print to to Printer and click Print to print the report.

Posting data

After you print the report, Sage Timeslips prompts you to post the data. Click
Yes to export the records to a file named Glxfer.dat. Once exported, there may
be some additional steps to import the data into your general ledger. You will be
asked if you want to see those steps. You can print them out and use them each
time you transfer data.

To see how TAL translates transactions into G/L accounts, see “How TAL posts
to the general ledger” on page 17-11.

If you discover an error or want to edit a transaction that you have transferred,
you can undo the transfer with the Reports; Undo G/L Transfer command.

Transferring WIP

In Sage Timeslips, work in process (WIP) is the value of unbilled time and
expense slips. If you are using the accrual method of accounting, you can
optionally transfer WIP to your general ledger.

Sage Timeslips tracks and transfers WIP as a total of all slips for each date, not
by client.

In the TAL General Settings dialog box (select Setup; Accounting Link), use the
Transfer Work In Process check boxes to indicate whether to transfer WIP for
time slips, expense slips, or both. You can transfer WIP in detail or summary (as
totals for each account). When you save these settings, Sage Timeslips creates
two new asset accounts in the TAL Accounts dialog box (select Setup; G/L
Accounts):

+  Work In Process: Represents money held in Sage Timeslips

* Work In Process Offset: Represents money moved into the general
ledger

An increase in WIP value is represented by a debit to Work In Process and a
credit to Work In Process Offset. A decrease in WIP value is represented by a
debit to Work In Process Offset and a credit to Work In Process.
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The following chart shows how specific actions in Sage Timeslips affect WIP
value:

Sage Timeslips Action Effect on WIP Value

Create new slip Increase

Edit unbilled slip Increase or decrease
Delete or purge unbilled slips Decrease

Mass update of slips (slip export) Increase or decrease
Update rate rules Increase or decrease
Approve bill Decrease

Undo bill approval Increase

Close slip No effect

Change client classification to No effect

Inactive or Closed

Transferring WIP on the G/L Transfer Register

If you use the Accrual account method, the Report Options dialog box for the
G/L Transfer Register includes the Type of data to transfer option. Use this report
option to determine what data Sage Timeslips will transfer: Transactions, Work
in Process, or All. This allows you to separate the type of entries, including only
WIP or only transactions on the G/L Transfer Register.

This option is available only when Transfer Work In Process is marked on the
TAL General Account Settings dialog box. Typically, you transfer WIP on a more
frequent basis than transaction data because, once posted, transaction data does
not permit editing some fields. You may want to install a second copy of this
report, setting up one to print WIP data and the other for transaction data.

Converting to accrual method

17-10

If you use the Cash accounting method, TAL does not send invoice transactions
to your general ledger. At times, firms may change from Cash to Accrual
methods. If you do so, you may want TAL to transfer the invoices to your
general ledger.



Using Sage Timeslips Accounting Link
How TAL posts to the general ledger

How to convert to Accrual method

1
2

Select Reports; Other to open the Other page of the Report List dialog box.

Print and finalize the G/L Transfer Register report, including all unposted A/R
transactions. Sage Timeslips transfers all A/R transactions included on this
report to your general ledger.

Close the Report List dialog box and select Setup; Accounting Link to open
the TAL General Settings dialog box.

Change Accounting method to Accrual. If you have not followed steps 1 and
2 above, Sage Timeslips prompts you to do so before changing your
accounting method.

Click OK. Sage Timeslips prompts you to open the Convert to Accrual
Method report.

Click Yes to open the Report List dialog box to the Convert to Accrual
Method report (located on the Other page).

Select Setup; G/L Accounts to open the TAL Accounts dialog box. Confirm
that you have assigned all required accounts. Accrual accounting requires
several additional accounts that you may not have assigned earlier.

Convert To Accrual

9 fou hawe just changed the accounting method, IF you have existing invoices, you may want to convert them to accrual with the
. Convert to Accrual Method report.
Do you wantk to open this report now?

Once you have set up all accounts, print the Convert to Accrual Method
report. Like the G/L Transfer Register report, this report will also ask to post to
the general ledger and require that you follow the same steps to import the
data into the general ledger.

How TAL posts to the general ledger

The following tables detail how TAL updates your general ledger under the cash
and accrual accounting methods. While these tables include details of how
Withdrawal from account, Payment from account, Deposit from account, and
Payment to account transactions transfer, these transactions will have no effect
on the general ledger if you do not define Cash Escrow and Client Escrow
accounts

17-11
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Sage
Timeslips

Action

How TAL Posts to the general ledger under the cash method

The following table details how TAL updates your general ledger under the cash
accounting method.

Posting Under the Cash Method

Journal Entries

Debit

Credit

Description

Payment

Cash

Charges

When you enter a payment to an invoice, TAL debits the Cash
account and credits the Charges account.

Tax Payable

If the invoice included tax, TAL also credits the Tax Payable
account for the amount of tax.

Interest

If the invoice included interest, TAL also credits the Interest
account for the amount of interest.

Write-downs

If the invoice amount was decreased by an adjustment, TAL credits
the Charges account by the unadjusted amount of the invoice. To
offset this, TAL debits the Write-downs account by the write down
amount.

Write-ups

If the invoice amount was increased by an adjustment, TAL credits
the Charges account by the unadjusted amount of the invoice. To
offset this, TAL credits the Write-ups account by the write up
amount.

Payment to Future
Invoice

Cash

Suspense

When you make a payment to future invoice, TAL cannot yet
credit the invoice, so 1t credits the Suspense account.

Future Invoice

Suspense

Charges

When you approve the next invoice, TAL applies amounts in
Suspense (from a Payment to Future Invoice) as a payment.

TAL will apply amounts from Suspense to succeeding invoices,
until the Suspense amount is depleted.

Tax Payable

If the invoice included tax, TAL also credits the Tax Payable
account for the amount of tax.

Interest

If the invoice included interest, TAL also credits the Interest
account for the amount of interest.

Write down

If the invoice amount was reduced by an adjustment, TAL credits
the Charges account by the unadjusted amount of the invoice. To
offset this, TAL debits the Write-downs account.

Write up

If the invoice amount was increased by an adjustment, TAL debits
the Cash account by the unadjusted amount to the invoice. To
offset this, TAL credits the Write-ups account.

Reverse Payment

Charges

Cash

To reverse the effects of a payment in the event of a returned check,
TAL debits the Charges account and credits the Cash account.

Tax Payable

If the original payment paid tax, TAL also debits the Tax Payable
account for the amount of tax.

Interest

If the original payment paid interest, TAL also debits the Interest
account for the amount of interest.

Write-downs

If the original payment paid a write down amount, TAL also
credits the Write-downs account.

Write-ups

If the original payment paid a write up amount, TAL also debits
the Write-ups account.
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Sage
Timeslips
Action

Journal Entries

Debit

Credit

Using Sage Timeslips Accounting Link
How TAL posts to the general ledger

Description

Credit This transaction has no effect on your accounting system. It
decreases the client balance and the amount of the unpaid invoice
in Sage Timeslips only.

Write Off This transaction has no effect on your accounting system. It
decreases the client balance and the amount of the unpaid invoice
in Sage Timeslips only.

Refund Suspense Cash TAL debits the Suspense account to remove the refund amount.

Discount This transaction has no effect on your accounting system. It
decreases the client balance and the amount of the unpaid invoice
in Sage Timeslips only.

Special Credit This transaction has no effect on your accounting system. It

decreases the client balance and the amount of the paid invoice in
Sage Timeslips only.

Payment from

Client Escrow

Cash Escrow

This is the same as making a withdrawal from account and a

Account payment. See “Payment” at the top of this chart for the debit and
credit details for a payment.

Withdrawal from Client Escrow | Cash Escrow TAL decreases Cash Escrow and offsets Client Escrow.

Account

Payment to Account

Cash Escrow

Client Escrow

TAL increases Cash Escrow and offsets Client Escrow.

Deposit to Account

Cash Escrow

Client Escrow

TAL increases Cash Escrow and offsets Client Escrow.

Transfer Suspense Cash Transfers money to another project for the client. This creates a
corresponding payment for the other project. See “Payment” at the
top of this chart for the debit and credit details for a payment.

Transfer to Funds Suspense Cash Escrow TAL debits Suspense to remove an overpaid amount.

Cash Escrow

Client Escrow

TAL credits Client Escrow, representing a payment for the amount
to the client funds account.
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How TAL posts to the general ledger under the accrual method

The following table details how TAL updates your general ledger under the
accrual accounting method.

Posting Under the Accrual Method

Description

Sage Journal Entries
Timeslips  pebit Credit
Action
Invoice Accounts Charges
Receivable

When you approve an invoice, TAL debits the Accounts Receivable
account and credits the Charges account.

Tax Receivable

If the invoice included tax, TAL also credits the Tax Receivable account
for the amount of tax.

Interest

If the invoice included interest, TAL also credits the Interest account for
the amount of interest.

Write-downs

If the invoice amount was decreased by an adjustment, TAL credits the
Charges account by the unadjusted amount of the invoice. To offset
this, TAL debits the Write-downs account by the write down amount.

Write-ups

If the invoice amount was increased by an adjustment, TAL credits the
Charges account by the unadjusted amount of the invoice. To offset
this, TAL credits the Write-ups account by the write up amount.

Payment Cash Accounts
Receivable

When you enter a payment to an invoice, TAL debits the Cash account
and credits the Accounts Receivable account. If the invoice included
interest, the debit and credit amounts also include the interest amount.

Tax Receivable | Tax Payable

If the invoice included tax, TAL also credits the Tax Payable account for
the amount of tax and offsets the Tax Receivable account.

Payment to Cash Suspense When you make a payment to future invoice, TAL cannot yet credit the
Future invoice, so it credits the Suspense account.

Invoice

Future Suspense Accounts When you approve the next invoice, TAL applies amounts in Suspense
Invoice Receivable (from a Payment to Future Invoice) as a payment.

TAL will apply amounts from the Suspense account to succeeding
invoices, until the Suspense amount is depleted.

Tax Receivable | Tax Payable

If the invoice included tax, TAL also credits Tax Payable for the amount
of tax.

Reverse Accounts Cash
Payment Receivable

When you reverse a payment, TAL debits the Accounts Receivable
account and credits the Cash account for the amount of the reverse
payment. If the original payment included interest, the debit and credit
amounts also include the interest amount.

Tax Payable Tax Receivable

If the original payment included tax, TAL also debits the Tax Payable
account for the amount of tax and offsets the Tax Receivable account.

Interest

If the reverse payment included a fee, such as fee for a returned check,
TAL also credits Interest for the amount of the fee.
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Sage
Timeslips

Action

Credit

Journal Entries

Debit

Credit

Credit

Accounts
Receivable

Using Sage Timeslips Accounting Link
How TAL posts to the general ledger

Description

When you apply a credit to an invoice, TAL credits the Accounts
Receivable account for the amount of the credit and debits the Credit
account for the amount of the credit. If the invoice included interest, the
debit and credit amounts also include the interest amount.

Tax Receivable

If the invoice included tax, TAL also debits the Tax Receivable account
for the amount of tax.

Write Off

Write Off

Accounts
Receivable

When you apply a write off to an invoice, TAL credits the Accounts
Receivable account for the amount of the write off and debits the Write
Off account for the amount of the write off. If the invoice included
interest, the debit and credit amounts also include the interest amount.

Tax Receivable

If the invoice included tax, TAL also debits the Tax Receivable account
for the amount of tax.

Refund

Suspense

Refund Payable

To refund an overpayment, TAL debits the Suspense account for the
amount of the refund.

Discount

Allowancesand
Discounts

Accounts
Receivable

When you apply a discount to an invoice, TAL debits the Allowances
and Discounts account and credits the Accounts Receivable account.

Tax Receivable

If the invoice included tax, TAL also prorates the amount of tax
discounted and debits the Tax Receivable account for that amount.

Special Credit

Allowancesand
Discounts

Accounts
Receivable

To redirect money from a fully paid invoice to another invoice, TAL
debits the Allowances and Discounts account and credits the Accounts
Receivable account.

Suspense

If the Special Credit is greater than the amount of the invoice, you can
apply the left over amount to future invoices. In this case, TAL credits
the Suspense account for this amount.

Paymentfrom
Account

Client Escrow

Cash Escrow

This is the same as making a withdrawal from account and a payment.
See “Payment” at the top of this chart for the debit and credit details for
a payment.

Withdrawal
from Account

Client Escrow

Cash Escrow

TAL decreases the Cash Escrow account and offsets the Client Escrow
account.

Payment to Cash Escrow Client Escrow | TAL increases the Cash Escrow account and offsets the Client Escrow

Account account.

Deposit to Cash Escrow Client Escrow | TAL increases the Cash Escrow account and offsets the Client Escrow

Account account.

Transfer Suspense Cash To transfer an overpayment to another project for the client, TAL debits
the Suspense account for the amount of the transfer. TAL creates a
corresponding payment for the other project. See “Payment” at the top
of this chart for the debit and credit details for a payment.

Transfer to Suspense Cash Escrow To transfer an overpayment into client funds, TAL debits the Suspense

Funds

account for the amount of the transfer to funds.

Cash Escrow

Client Escrow

TAL credits the Client Escrow account, representing a payment for the
amount to the client funds account.
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abbreviations 4-10
absolute flat fee 7-16
access rights. See "security"
accounting method 17-6
accounts
bank 9-14
chart of 17-7
client funds 9-15
general ledger 17-2, 17-7
specific 17-4
accounts payable 17-8
accounts receivable
balances 7-13, 16-14
See also "transactions”
accrual method of accounting 17-6
converting to 17-10
posting data 17-14
activities 7-20
expense activities 7-21
grouping activities using categories 7-24
time activities 7-20
adding
fields and objects to bills 12-32
fields and objects to reports 11-14
See also "creating"
additional workstations, installing 2-10
add-on products 1-8, 2-10
addresses, email 7-8, 7-12
adjusting values on bills 7-16
administrator
installing with administrator rights 2-6
station administrator 16-8
Timeslips administrator 6-2
administrator rights 2-8
aging periods for overdue balances 6-12
alerts for data events 10-13
aligning fields
when designing bills 12-36
when designing reports 11-19

Index
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allocating fees to timekeepers 7-11
another program is accessing Timeslips 16-8
appearance of bills

designing 12-16

previewing 12-38
appearance of reports

designing 11-6

previewing 11-23
appearance of statements

designing 13-6

previewing 13-9
applying

credits 9-6

discounts 9-10

payments 9-6

refunds 9-9

reverse payments 9-10

special credits 9-12

write offs 9-9
appointments in Outlook 14-8
approving bills 12-45, 12-47

undoing bill approval 12-48
approving slips for billing 8-27
archiving slips 15-10, 15-12

restoring archives 15-13
arrangements, bill 7-15, 12-5
assigning

bill layouts to clients 12-38

billing rates to clients 7-5

statement layouts to clients 12-38
assistants

billing assistant 12-12

firm assistant 12-15
auditing bills with electronic billing

selecting database style 6-4

using audit stage 12-46
auditing data using audit trails 16-5
authorizing slips for billing 8-27
automated guides 3-8
automated procedures 4-7

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.
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automatic billing
backups 16-10 assistant 12-12
configuration of Timeslips 6-15 cycle 12-2
logout 16-9 data, viewing 10-3
payments for new charges 9-6 history of 7-12, 7-17
update of Timeslips installation 2-12 interim billing 7-17
progress billing 7-17
B rates 7-5, 7-13, 8-6
bills
backups approving 12-45, 12-47
backing up the database 16-10 arrangements 7-15, 12-5
planning effective backups 16-9 audit house 6-4
restoring 16-11 consolidating projects 12-21
scheduling backups 16-10 definitions 12-3
balances designing 12-16
accounts receivable 7-13 electronic 6-4
client funds 7-13 email 12-7
fixing 16-14 filtering data 12-40
overdue 6-12 generating 12-40
bank accounts 9-14 history bill 12-50
bank deposit slips 9-12 interactive 12-41
bar chart reports, formatting 11-18 messages 12-39
bill email templates 12-7 opening bill layouts 12-18
bill layouts preparing to print 12-4
assigning to clients 12-38 printing 12-14, 12-44
cover page 12-30 reprinting past bills 12-49
creating 12-19 reviewing 12-45
designing 12-16 reviewing bill data 12-12, 12-13
fonts 12-23, 12-29, 12-35 selecting data 12-40
footers 12-21, 12-30 sorting data 12-40
headers 12-21, 12-30 splitting charges between clients 12-6
hiding sections 12-24 undoing approval 12-48
margins 12-23 bookmarking slips 8-13
opening 12-18 boxes
phrases 12-22, 12-28 drawing on bills 12-34
previewing 12-38 drawing on reports 11-16
reordering sections 12-24 budgets
samples 12-32 printing budget reports 7-26
bill pre-printed forms 12-17 setting up budgets 7-24
billed information business, information about your firm 6-11
printing history bills 12-50 buttons
reprinting bills 12-49 action buttons on dialog boxes 4-15
billed values on slips 8-11 option buttons on dialog boxes 4-15

toolbar buttons 4-3

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.
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calculating budgets 7-26
cash method of accounting 17-6
posting data 17-12
categories of activities 7-24
cc email addresses for clients 7-12
cells
on bill layout tables 12-31
on report layout tables 11-21
on time sheets 8-23
certified consultants 16-15
changes to data, tracking 16-5
changing
amounts on bills 7-16
bill data while previewing bills 12-41
bill design 12-16
classifications 15-8
program fonts 4-10
rates 15-2
report data while previewing reports 11-23
report design 11-11
statement data while previewing 13-12
statement design 13-9
See also "editing"
character size within descriptions 4-10
chart of accounts 17-7
charts on reports, formatting 11-18
check boxes 4-15
checking conflicts of interest 7-26
choosing data for bills 12-40
choosing data for reports 11-8
classifications
name 7-5, 15-7, 15-8
slips 8-12, 15-5
clearing
bills from audit stage 12-46
bills from proof stage 12-45
client funds
accounts 9-15
balances 7-13, 16-14
client funds transactions 9-14
See also "transactions”
client references 7-19

Index
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clients
creating client names 7-12
finding clients by invoice number 9-5, 9-7, 9-17
history of billing 7-17
information 7-12
internal for overhead billing 7-14
master 7-14
my clients 4-14, 7-9
projects 7-14
ready to bill 12-12
status fields 7-14
synchronizing with Outlook contacts 14-3
closed slips 8-12
closing
alerts 10-16
billing periods 15-9

names 15-7
slips 15-5
columns

on the time sheet 8-21

sorting lists by 4-13
combining slips from external files 15-13
comma-separated file 11-27
commissions, allocating 7-11
company email addresses for clients 7-12
company information for your firm 6-11
configuring Timeslips features automatically 6-15
conflicts of interest, checking 7-26
connected databases 16-16
consolidating

billing history 15-10

bills for multiple projects 12-21
consultants, certified consultants 16-15
contact email addresses 7-8, 7-12
contacts, synchronizing with clients 14-3
context-sensitive help 3-5
contingency flat fee 7-16
controlling access to Timeslips 16-2
converting

accrual method of accounting 17-10

data from another system 2-12

timers into slips 8-18
copies of past bills 12-49

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.
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copying customizing
bill layouts 12-19 bills
reports 11-28 name lists 4-14, 7-9
slips 8-10 preferences 6-17
cover page for bills 12-30 reports 11-6
create a report wizard 11-29 terminology 6-11
creating Timeslips Today 10-6
accounts receivable transactions 9-4 cycle, billing 12-2
alert rules 10-13
appointments 14-8 D
backups 16-10
bank deposit slips 9-12 data
bill layouts 12-19 entering 4-8
budgets 7-24 exchanging 16-16
client funds transactions 9-17 exporting 16-19
client names 7-12 importing 2-13, 16-18
client references 7-19 Outlook 14-2
custom fields 7-6 selecting data for bills 12-40
databases 6-2 selecting data for reports 11-8
email messages within Timeslips 14-8 sharing data 16-16
entries in time sheet cells 8-23 sorting data on bills 12-40
expense names 7-20 sorting data on reports 11-9
expense slips 8-8 updating 15-2
invoice transactions 9-9 viewing Timeslips data 10-2
meetings 14-8 data alerts 10-13
Outlook records within Timeslips 14-8 data conversion services 2-13
payments 9-7 data entry shortcuts 8-10
procedures 4-7 databases 6-2
reports 11-28 auditing 16-5
slips 8-5 backing up 16-10
slips, Outlook 14-13 connected 16-16
slips, time sheet 8-23 converting from another system 2-12
task names 7-20 creating 6-2
tasks in Outlook 14-8 location 6-5
time slips 8-5 managing 16-2
timekeeper names 7-8 multiple users 6-20
timers in TSTimer 8-16 network 6-20
Timeslips Today templates 10-6 opening 16-2
credits 9-3, 9-4 repairing errors 16-13
applying 9-6 restoring 16-11
critical functions 6-20 security. See "security"
csv file 11-27 tracking changes 16-5
custom fields 7-6 verifying data integrity 16-13
custom reports 11-30 See also "data"

date entry 4-11

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.
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defaults 6-2

billing rate 7-13

new name 7-3

slip-making defaults 7-21, 7-22
defining. See "creating"

deleting
names 15-9
slips 15-10

transactions 15-10
deletions, tracking 16-6
delimited file 11-27
deposit slips. See "bank deposit slips”
deposits to client funds 9-16
descriptions
a/r transactions 9-5
client funds transactions 9-18
field size 4-10
onscreen font 4-10
slips 8-6
designing
bills 12-16, 12-30
reports 11-2, 11-11
statements 13-6, 13-9
details. See "information”
dialing the phone 8-13
dialog boxes 4-9
disabling features 6-14
discounts 9-4
applying 9-10
dismissing alerts 10-16
displaying to screen
bills 12-41
reports 11-23
statements 13-9
See also "opening"
distributing
fees to timekeepers 7-11
payments against invoices 9-6
dragging timers
onto other timers to merge them 8-17
onto slips 8-18, 8-19

Index
User’s Guide

drilling down

to billing assistant data 12-13

to data on bills 12-41

to enhanced navigator data 10-9

to firm assistant data 12-15

to report data 11-23

to statement data 13-12

to Timeslips Today data 10-6
drive letters, mapping 2-5
duplicating

bill layouts 12-19

reports 11-28

slips 8-10

statement layouts 13-8

E

editing
bill data 12-41
bill designs 12-16
billing history 7-18
cells, time sheet 8-23
report data 11-23
report designs 11-11
statement data 13-12
statement designs 13-9
timers 8-16
Timeslips Today templates 10-6
edits to data, tracking 16-5
electronic billing
selecting database style 6-4
using audit stage 12-46
email
addresses 7-8, 7-12
creating messages from Timeslips 14-8
sending bills to clients by email 12-7
sending past bills to clients by email 12-49
sending slips to Timeslips by email 8-24
sending statements by email 13-2
enabling features 6-14
entering
data using the Timeslips interface 4-8
See also "creating"

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.
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envelopes, printing after billing 12-44, 13-12 filters
errors, repairing data errors 16-13 to limit data on bills 12-40
establishing preferences 6-17 to limit data on reports 11-8
estimating budgets 7-24 to limit slips displayed 8-14
example database, opening 5-3 to limit transactions displayed 9-19
examples of bills 12-20 finalizing
examples of reports 11-2, 11-3 bills 12-45
Excel, exporting reports to 11-25 statements 13-10
exception of minimum hours 7-9 finding
exchanging data 16-16 clients by invoice number 9-5, 9-7, 9-17
expense slips. See "slips” conflicts 7-26
expenses 7-21 names on lists 4-13
creating expense names 7-20 slips 8-14
my expenses 4-14, 7-9 firm assistant 12-15
exporting firm information 6-11
data to a file 16-19 fiscal year 6-7, 7-18
electronic bills 12-46 fixing balances 16-14
report data to Excel 11-25 flagging slips for retrieval 8-13
slip fields to other slips 15-4 flat fees 7-15, 7-16
See also "exchanging data" focus, changing 4-8
fonts
F in descriptions 4-10
on bills 12-23, 12-29, 12-35
features, enabling and disabling 6-14 on reports 11-17
fees footers
allocating to timekeepers 7-11 bill 12-21, 12-30
flat fees 7-15 reports 11-11
See also "time" formatting
fields bills 12-16
adding fields to bills 12-32 nicknames 7-3
adding fields to reports 11-14 reports 11-6, 11-10
custom data fields 7-6 statements 13-6
export slip fields to other slips 15-4 forms for bills 12-17
hints 3-9 freshen login 16-8
tab order of fields on slips 8-10 functions, critical 6-20
file paths 2-5 funds. See "client funds"
files
*.csv 11-27 G
* pdf 11-26
*rtf 11-26 g/l transfer register report 17-8
*xt 11-26 general ledger
location of program files 2-9 accounts 17-2, 17-7

linking to 17-5

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.
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general settings 6-11
generating
bills 12-40
reports 11-23
statements 13-10
getting started wizard 6-13
global
options for bills 12-21
references 7-20
security 16-3
grammar errors 4-3, 4-5
graph reports
creating 11-31
formatting 11-18
graphics
adding to bills 12-33
adding to reports 11-15
grids
using when designing bills 12-31, 12-36
using when designing reports 11-19
groups
grouping reports on the report list 11-22
selecting data from group lists 4-14
using categories to group activities 7-24
guides, automated 3-8

H

headers
bill 12-21, 12-30
reports 11-11
help 3-3
automated guides 3-8
context-sensitive 3-5
printing 3-6
searching 3-6
training videos 3-7
hiding
bill sections 12-24
features in Timeslips 6-14
names 15-7
slips 15-5
hints
on guides 3-9
tip of the day 3-10

Index

User’s Guide

history bill, printing 12-50
history of billing
client 7-17
consolidating 15-10
editing 7-18
timekeeper 7-12
hours
minimum hours flat fee 7-16
minimum hours for timekeepers 7-9
on slips 8-6
how to, help topics 3-5

images
adding to bills 12-33
adding to reports 11-15
importing data 2-13
importing data from other sources 16-18
information
client 7-12
client references 7-19
expense 7-21
firm 6-11
task 7-20
timekeeper 7-8
installing
additional workstations 2-10
add-on products 2-10
locally 2-11
on a single workstation 2-4
on multiple workstations 2-4
on network workstations 2-4
Timeslips 2-2
with administrator rights 2-6, 2-8
interactive data review
billing assistant 12-12
firm assistant 12-15
previewing bills 12-41
previewing reports 11-23
previewing statements 13-12
interim billing 7-17

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.
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intuitive designer lines
for bills 12-16 drawing on bills 12-34
for reports 11-11 drawing on reports 11-16
for statements 13-9 linking
invoice numbers databases 16-16
custom settings for clients 7-13 general ledger 17-5
entering transactions by 9-5, 9-7, 9-17 Outlook and Timeslips 14-1
in new database 6-7 third-party applications 16-18
invoices 9-3 lists
definitions 12-3 my lists 4-14, 7-9
transactions 9-9 of reports 11-3
See also "bills" selecting data from lists 4-13, 4-14
sorting 4-13
J local installation 2-11
location
justifying text database files 6-5
on bills 12-37 program files 2-9, 2-11
on reports 11-20 login
freshen 16-8
K opening databases 16-2
require 16-3
keys logout automatically 16-9
customizing keys for entering slips 8-10
shortcut 4-5 M
L macros 3-8
mailing labels
labels creating label reports 11-32
creating label reports 11-32 printing after billing 12-44
name terminology 6-11 mailing labels, printing after billing 13-12
printing after billing 12-44 managing
labels, printing after billing 13-12 alerts 10-17
large fonts in descriptions 4-10 database security 16-2
layering fields databases 16-2
on bills 12-37 settings. See "settings"
on reports 11-20 mapping drive letters 2-5
layouts margins
of bills. See "bill layouts" bill 12-23
of reports. See "report designs" report 11-12
of statements. See "statement layouts" marking slips for retrieval 8-13
learning Timeslips 3-2 mass update, slips 15-4
licenses 2-6, 16-8 master clients 7-14
additional 2-10 matters for clients 7-19

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.
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maximum flat fee 7-16
meetings in Outlook 14-8
menus
shortcut 4-5
Timeslips 4-2
merging timers 8-17
messages
on bills 12-39
See also "email"
methods of accounting 17-6
methods of time entry 8-2
Microsoft Excel, export reports to 11-25
mini slip view 8-15
minimum flat fee 7-16
minimum hours flat fee 7-16
minimum hours for timekeepers 7-9
minimum system requirements 2-2
missing time for timekeepers 7-9
money, transferring 9-7
multiple
entries in a time sheet cell 8-23
multiple-user databases 6-20
multiple-user installation 2-4
timers 8-7
my lists 4-14, 7-9

N

names 7-2
classifications 7-5, 15-7, 15-8
deleting 15-9
hiding 15-7
my lists 4-14, 7-9
purging 15-9
synchronizing names with Outlook 14-3
terminology 6-11
navigators 4-6, 10-8
network
databases 6-20
installation 2-4
new
database 6-2
new name defaults 7-3
See also "creating"

Index
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nicknames 7-2

no charge 7-14, 8-6, 8-9

notes on slips 8-13, 8-30
notifications of data events 10-13

o

online help. See "help"
open status for slips 8-12
opening
bill layouts 12-18
closed slips 15-6
databases 16-2
names 15-8
navigators 4-7
report designs 11-11
sample database 5-3
startup preferences 6-17
statement layouts 13-7
options
setting bill options 12-40
setting report options 11-10
TSTimer 8-20
order
of data on bills 12-40
of data on reports 11-9
of timekeepers on summary table 6-19
tab order of slip fields 8-10
out of the office, entering slips 8-24
Outlook 14-1
creating Outlook records within Timeslips 14-8
creating slips within Outlook 14-13
synchronizing names 14-3
overdue balances 6-12
overhead client for internal billing 7-14

P

paper forms for bills 12-17
passwords 16-3

past bills, reprinting 12-49
paths for mapped drives 2-5

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.
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payments 9-3
applying 9-6
automatic 9-6
creating 9-7
distributing against invoices 9-6
entering by invoice number 9-5, 9-7
from funds accounts 9-16
reverse payments 9-10
to funds accounts 9-16
pdf files
printing reports to 11-26
Timeslips documentation 1-9
peer-to-peer networks 2-4
pending slips 8-27
percent complete flat fee 7-17
periods
aging periods for overdue balances 6-12
closing 15-9
consolidating periods of billing history 15-10
permissions. See "security”
phone
client phone numbers 7-12
dialing client numbers 8-13
firm phone numbers 6-11
phrases
for funds transactions 9-14
on bills 12-22, 12-28
pie chart reports, formatting 11-18
playing
automated procedures 4-7
training videos 3-7
portable devices, sending slips by email 8-24
portable document files. See "pdf files"
post-billing reports 12-50
posting accounting data
accrual method 17-14
cash method 17-12
pre-bill worksheets, printing 12-11, 12-14
preferences
Timeslips 6-17
TSTimer 8-20
preparing for billing 12-4
pre-printed bill forms 12-17

previewing
bill data 12-41
bill layouts 12-38
report data 11-23
report designs 11-22
sample reports 11-3
statement data 13-9, 13-12
printing
audit trails 16-7
bank deposit slips 9-12
billed information 12-50
bills 12-44
budget reports 7-26
copies of past bills 12-49
help topics 3-6
post-billing reports 12-50
reports 11-5, 11-23
reports to Excel 11-25
statements 13-10
time sheets 8-20
procedures, automated 4-7
products, add-ons 1-8
professional forms for bills 12-17
profession-specific database 6-4
profiles, security 16-4
programs of Timeslips 1-6
progress billing 7-17
project separator 7-15
projects
client projects 7-14
consolidating 12-21
proof stage
clearing bills from 12-45
placing bills on proof stage 12-45
slip status 8-5
transaction status 9-5, 9-18
protecting databases 16-9
purging
audit trails 16-8
names 15-9
slips 15-10
transactions 15-10

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.

1-10



Q

quick start tutorial 5-2

R

rates, billing

on slips 8-6

setting 7-5, 7-13

updating 15-2
ready to bill 12-12
receiving slips by email 8-24
references for clients 7-19
refreshing enhanced navigator data 10-9
refreshing Timeslips Today data 10-6
refunds 9-9
register, g/l transfer 17-8, 17-10
registering Timeslips 2-10
rejected slips 8-27
remote timekeepers, entering slips 8-24
reopening closed slips 15-6
reordering bills sections 12-24
repairing data errors 16-13
report designs

fonts 11-17

opening 11-11

previewing 11-22
report list 11-3
reports

adding 11-28

designing 11-2, 11-11

exporting to Excel 11-25

filtering data 11-8

groups 11-22

interactive 11-23

margins 11-12

post-billing 12-50

printing 11-23

samples 11-2

selecting data 11-8

sorting data 11-9
reprinting past bills 12-49
requirements, system 2-2
requiring users to log in 16-3
resending past bills 12-49

Index
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resizing
description fields 4-10
description fonts 4-10
restoring database backup 16-11
restrict slip entry 7-14
retainers 9-14
reverse payments 9-10
reviewing
bill data 12-12, 12-13, 12-41
printed bills before approving 12-45
report data 11-23
statement data 13-12
usage of features 6-15
revision stage 12-45
right-click menus 4-5
rights. See "security"
rows, time sheet 8-20
rtf files 11-26
ruler, designing reports 11-12
rules for alerts 10-13

S

sample bills 12-32
sample database, opening 5-3
sample reports 11-2, 11-3
saving changes to reports 11-22
scaling out Timeslips features 6-14
scheduling backups 16-10
searching

for clients by invoice number 9-5, 9-7, 9-17

for conflicts 7-26

for slips 8-14

online help topics 3-6
sections

bill 12-24, 12-30

report 11-11

Timeslips Today 10-7
security 16-2

global 16-3

installing with administrator rights 2-6

profiles 16-4
security rights for installation 2-8
selecting clients for billing 12-12
selecting data for bills 12-40

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.
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selecting data for reports 11-8
sending
bills to clients by email 12-7
copies of past bills 12-49
slips to Timeslips by email 8-24
statements to clients by email 13-2
separator, project 7-15
server 2-4
service releases (SRs) 2-12
setting up
bills 12-40
reports 11-6
settings
general 6-11
preferences 6-17
TAL general settings 17-5
sharing data 16-16
sheet, time sheet 8-20
shortcuts
data entry 8-10
menus and keys 4-5
showing bill sections 12-24
single-user installation 2-4
size of text 4-10
slip approval 8-27
notes 8-30
slip descriptions 4-10, 8-6
slip entry
method 8-2
restricting 7-14
slip notes 8-13, 8-30
slip-making defaults 7-21, 7-22
slips
approving 8-27
archiving 15-12
bookmark 8-13
classifications 8-12, 15-5
closing 15-5
combining from external files 15-13
converting timers into slips 8-18
creating 8-2, 8-5, 8-23, 14-13
deleting 15-10
deposit. See "bank deposit slips"
expense 8-8
export data to other slips 15-4

finding 8-14
from email 8-24
marking for retrieval 8-13
mini slip view 8-15
opening closed slips 15-6
Outlook 14-13
purging 15-10
receiving by email 8-24
reopening closed slips 15-6
temporary 8-12
time 8-5
time sheet 8-20
updating 15-4
values 8-11
small fonts in descriptions 4-10
smart configure 6-15
sorting
bill data 12-40
lists by columns 4-13
report data 11-9
special credits 9-12
specific accounts 17-4
spelling errors 4-3, 4-5
splitting bill charges between clients 12-6
spreadsheets, exporting reports 11-25
stages, bill stages 12-45
starting
getting started 6-13
timers 8-7, 8-17
statement layouts 13-6
assigning to clients 12-38
opening 13-7
previewing 13-9
statements
definitions 12-3
designing 13-6, 13-9
email 13-2
email templates 13-2
finalizing 13-10
interactive 13-12
printing 13-10
station administrator 16-8
station licenses 2-6

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.
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status

billing 8-6, 8-9

clients 7-14

slips 8-5

transactions 9-5, 9-18
stopping timers 8-7, 8-17
subtotals

on bills 12-40

on reports 11-9
summary

slip entry 8-14

style on bill 12-27
supervisor 16-2
support, technical support 1-9
synchronizing names with Outlook 14-3
system requirements 2-2

T

tab order 8-10
tables
auditing data in 16-7
verifying data 16-13
tab-separated file 11-27
TAL 17-2
posted transactions 9-5, 9-18
settings 17-5
specific accounts 17-4
tasks 7-20
creating task names 7-20
in Outlook 14-8
my tasks 4-14, 7-9
taxes 7-22
technical support 1-9
on-site consultants 16-15
templates
bill email templates 12-7
enhanced navigator 10-9
statement email templates 13-2
time sheet 8-21
Timeslips Today 10-5, 10-6
temporary slips 8-12
terminal services
licenses 2-6
viewing access 16-8

Index
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terminology 6-11
text
abbreviations 4-10
adding text to bills 12-32
adding text to reports 11-14
fields, data entry 4-9
text size in description fields 4-10
third-party applications 16-18
time
activities. See "tasks"
cells 8-23
missing time for timekeepers 7-9
on slips 8-6
slips. See "slips”
values 4-12, 8-11
time and billing 1-3
time entry
entering time values 4-12
methods 8-2
time sheet 8-20
cells 8-23
printing 8-20
slip entry templates 8-21
time entry methods 8-2
timekeepers
billing history 7-12
creating timekeeper names 7-8
rights. See "security"
timeout 16-9
timers 8-15
converting into slips 8-18
creating 8-16
editing 8-16
merging 8-17
multiple 8-7
starting 8-17
stopping 8-7, 8-17
viewing 8-16
Timeslips
add-ons 2-10
installing 2-2
learning 3-2
linking to Outlook 14-1
programs 1-6
registering 2-10

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.
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Timeslips Accounting Link. See "TAL"
Timeslips Import 2-13
Timeslips server 2-4
Timeslips Station Administrator 16-8
Timeslips Today
updating data 10-6, 10-9
viewing alerts 10-16
viewing data 10-4
Timeslips Today templates
creating 10-6
editing 10-6
opening automatically 10-5
tip of the day 3-10
toolbars 4-3
bill design 12-20
report design 11-12
Timeslips 4-4
topics, printing help topics 3-6
tracking
changes to data 16-6
time and expenses 8-2
trails, audit 16-6
training videos 3-7
transactions
accounts receivable 9-3
applying 9-6
client funds 9-14
creating 9-4, 9-17
descriptions 4-10
entering by invoice number 9-5, 9-7, 9-17
filters 9-19
proof stage 9-5, 9-18
purging 15-10
status 9-5, 9-18
transfer register report 17-8
transfer transactions 9-4
transferring
entries to the general ledger 17-8
money from overpayments 9-7
wip 17-9
triggering alerts 10-15
TSImport 2-13, 15-13, 16-18
TSTimer 8-15
preferences 8-20

tutorial, quick start 5-2
txt file 11-26

V)

unc paths 2-6
undoing bill approval 12-48
universal naming convention paths 2-6
unpaid bills, reprinting 12-49
updating
bill arrangements 12-5
billing rates 15-2
data in Outlook 14-2
data on enhanced navigators 10-9
data on Timeslips Today 10-6
local installations 2-12
slips 15-4
Timeslips data 15-2
user-defined reports 11-30
users. See "timekeepers"

Vv

value on slips 8-11
verifying
data changes 16-5
data integrity 16-13
videos, training videos 3-7
viewing
alerts 10-15
bill data 12-12
billing data 10-3
general Timeslips data 10-4
navigators 10-8
slips 8-14
time entries on the time sheet 8-23
timers 8-16
Timeslips Today 10-4
training videos 3-7
See also "previewing"

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.
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wip, transferring 17-9
withdrawals 9-16
wizards

alerts rule 10-14

create a new database 6-3

create a report 11-28

getting started 6-13
work in process, transferring 17-9
workbooks, Excel 11-25
worksheets, printing 12-11, 12-14
workstations, installing additional 2-10
write offs 9-9

Y

year end
purging data and closing periods 15-9
updating rates 15-2

year, fiscal 6-7, 7-18

Index
User’s Guide

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.

I-15



Index
User’s Guide

Please note: Many topics are covered exclusively in the online Help system. Select Help; Contents and Index to
search the list of topics for the subject. See “Searching the Help system” on page 3-6 for more information.

I-16



	Introduction to Sage Timeslips
	Overview
	How Sage Timeslips Implements Time Billing
	Sage Timeslips Features
	User’s Guide Terms and Considerations
	Other Reference Materials
	Technical Support

	Installing Sage Timeslips
	Overview
	Preparing to Install
	Installing Sage Timeslips
	Getting the Latest Release
	Converting from Another Billing System

	Using Online Help and Guides
	Overview
	Using the Online Help System
	Viewing Training Videos
	Using Automated Guides
	Using the Tip of the Day

	Using the Sage Timeslips Interface
	Overview
	Selecting Commands
	Using Navigators
	Playing Procedures
	Entering Data

	Quick Start Tutorial
	Overview
	Creating Names
	Tracking Time and Expenses on Slips
	Entering Transactions
	Printing Reports
	What’s Next?

	Creating a New Database
	Overview
	Understanding Database Concepts
	Using the Create a New Database wizard
	Establishing General Settings
	Using the Getting Started wizard
	Important Setup Options
	Considerations for Databases with Multiple Users

	Entering Names
	Overview
	Creating Names
	Creating Timekeepers
	Creating Clients
	Creating Client References
	Creating Time and Expense Activities
	Setting Up Budgets
	Searching for Conflicts of Interest

	Tracking Time and Expenses
	Overview
	Entering Time and Expense Slips
	Entering Time Using TSTimer
	Entering Time Using the Time Sheet
	Receiving Time and Expense Slips by Email
	Approving Slips to Appear on Bills

	Entering Transactions
	Overview
	Entering Accounts Receivable Transactions
	Entering Client Funds Transactions
	Viewing Transactions

	Reviewing Data
	Overview
	Using Sage Timeslips Today to View Data
	Using Navigators to View Data
	Using Alerts to View Data

	Designing and Printing Reports
	Overview
	Accessing Standard Reports
	Customizing Reports
	Printing Reports
	Adding New Reports

	Billing Clients
	Overview
	Preparing for Billing
	Reviewing Billing Data
	Determining the Appearance of Bills
	Generating Bills
	Reviewing and Approving Bills
	Printing Post-Billing Reports

	Generating Statements
	Overview
	Setting up Clients to Receive Statements by Email
	Determining the Appearance of Statements
	Printing Statements

	Linking Sage Timeslips with Outlook
	Overview
	Synchronizing Names
	Creating Outlook Records within Sage Timeslips
	Creating Slips within Outlook

	Updating and Removing Data
	Overview
	Updating Rates
	Updating Slips
	Closing and Reopening Slips
	Hiding Names
	Purging Data and Closing Periods
	Archiving Slips
	Restoring Archives

	Managing Databases
	Overview
	Opening Databases
	Maintaining Database Security
	Auditing Sage Timeslips Data
	Using Station Administrator
	Protecting Your Database
	Verifying Data Integrity
	Sharing Data with Other Databases
	Sharing Data with Other Programs

	Posting Data to Your General Ledger
	Overview
	Using Sage Timeslips Accounting Link


