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About this Document
A Selection of Bills is a document of style. Our aim is twofold:

+  First, to provide you with specific information you will need to produce dozens of
different styles of bills and bill templates. Each sample includes illustrations showing
exactly which settings are required to achieve the finished product.

+  Secondly, although we cannot show every type of bill and bill template possible with
Timeslips, we have tried to include a sampling broad enough to serve as a springboard for

your own innovation.

If you cannot find the exact style that fit your office’s specifications, you should be able to
design it by studying the settings for one or more samples that may be similar.

This document includes samples of itemized bills. Future updates to this document will
include bill samples of the following types:

1. Itemized bills subtotaled by tasks and expenses, timekeeper, and reference
2. Totals only and summary style bills

3. Bills displaying advanced Report Designer options, detailing cover pages and other bill
template features.

A Selection of Bills

This document explains the process of designing your own customized invoices. Many
examples are shown, and each is illustrated with descriptions and call-outs to show you how
specific options on various dialog boxes determine the information included on the bill, the
format of the information, and the order the information appears on bills.

The appearance of Timeslips’ bills is controlled by many areas. The bill head, page breaks, font
styles and sizes, bill phrasing, and the order of sections within the body of the bill are
controlled by Report Designer. The formats of individual client bills, client specific messages,
and whether or not items such as prior balances and funds balances will appear are controlled
by the Format page of the Client Information dialog box within Timeslips.

You will see many different dialog boxes and pages of dialog boxes throughout this document.
The Format page of the Client Information dialog box is the main area that will affect the
format of the bills and therefore you will see many screen shots of portions of this page. The
General, Accounts Receivable, and Client Funds pages of the Client Information dialog box
are also included to detail the specific information that appears on the invoices. For more
information on the Client Information dialog box, please refer to the Help topics associated
with this dialog box.

The other pages and dialog boxes that shown are the Sorting page of the Set Up Report dialog
box, Bill Messages, Bill Format: Timekeeper summary Table, Bill Format: Charges-Time, Bill
Format: Charges-Expense, and assorted Report Designer dialog boxes and tools. For more
information on the above mentioned dialog boxes please refer to Help topics associated with
each dialog box.
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Data for Sample Bills

Each sample bill within this chapter will have specific settings. These settings are displayed on
the page adjacent to the bill. The bills grouped in each section of this chapter may have similar
settings within particular dialog boxes. These settings will be located at the beginning of each
section.

There are some settings that are consistent for every bill in this chapter. These settings are
shown on the following page.

Client Information

Pages 1-4 and 1-5 contain settings for the Client Information dialog box that are used on each
bill. Settings specific to individual bills are also included with the bill samples.

To open the Client Information dialog box:
1. Select Names; Client Info to open the Client List dialog box.

2. Highlight a client and click Open from the toolbar to open the Client Information dialog
box.

3. Open the page of the Client Information dialog box specified in each screenshot.
For this group, all of the bills will be itemized.

To itemize the bills:

1. From the Client Information dialog box, open the Format page.

2. Set both the Time charges and the Expense charges fields to Itemize.

For each bill we include bill format settings time and expense entries.

To open the Bill Format: Charges-Time dialog box:

1. From the Client Information dialog box, open the Format page.

2. Click Options for the Time Charges field to open the Bill Format: Charges-Time dialog
box.

To open the Bill Format: Charges-Expense dialog box:
1. From the Client Information dialog box, open the Format page.

2. Click Options for the Expense Charges tield to open the Bill Format: Charges-Expense
dialog box.
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Slip Entry

Pages 1-6 and 1-7 contain sample slips used to create the bills. Slips specific to individual bills
are also included with the bill samples.

To open the Slip Entry dialog box:

1. Select Transactions; Time and Expense Slips to open the Slip Entry dialog box.

2. Depending on your preferences the Slip Entry will open to either the List view or the Data
Entry view.

3. If the List view opens, highlight the desired slip and click Open from the tool bar to open
the Slip Entry window.

4. 1If the Data Entry view opens, click Previous or Next view the desired slip.

Sorting

The primary purpose of the Sort page of the Set Up Report dialog box is to establish a
sequence in which items will appear on the bills, and also to define subtotal breaks.

The bills in the Itemize section will be sorted first by Client and then by Start Date. Subtotal is
set to No for both sections.
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Client Information dialog box

Open the General page of the Client
Information dialog box.

Open the Accounts Receivable
page of the Client Information dialog
box.

Note: When creating a new client,
you may edit the Aged Balances.
However, after the new client is
saved, you will no longer be able to
edit the balances. If you want to
change the balances, you must do
so by creating Accounts Receivable
transactions.

(]
bl

1 [Marth 2 [94-N5000 Classification IDpen 'l
Mame INorth Share Consulting

Addrezz |24 Grove Street

City. State. ZIP |Parter | 02138

Attn |

Fhone |978-555-1234 Fax |978.555-2525

Harme |97e 5555555 Other 5755556543

In reference ko

1933-2000 zales compaign.

™ Master Client

[~ Slips default to Mo Charge
[ Ovethead only

™ Restrict slip entry
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General ACustom ARates AArangement 1 fArangement 2 £Accounts Receivable fClient Funds fFomat Notes /

& Client Information

1 [North 2 345000 Classification [Open =]
Aaged Balances
Fees Costs Interest Tatal i‘
120 days 0.00 0.00 0.00 0.o0
90 days 0.00 0.00 0.o0 0.0o0
B0 days 0.o0 0.00 0.00 0.00
30 days 135000 0.00 0.o0 15950.00
Current 250.00 0.00 0.o0 250,00 ﬂ
Other
Hold &/F transactions |fo ﬂ Billz zent to |N0ne ﬂ
Fayment distribution rile Invoice numbering
First pay invoice |Dldest ﬂ & |se global invoice numbers
Order of charges |Intelest, Costs, Fees ﬂ ™ Mext invoice number '1—
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[~ Require manual distribution

ar & b 4 5F
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Open the Client Funds page of the
Client Information dialog box.

ig4| Client Information

SIS E3

1 [North 2 [34-H3000 Clazsification | Open i
. K=
. X i coounts
Note: When first creating a client, Name CunentBaIanC Book Client Funds - Open... =
you may edit the balances of the I . [t Fand =)
Funds Accounts. After the client is seount - JHlent funds oy
saved, you will no longer be able to Appliests  [Al Charges [ | dh
edit the balances. lfyou want to [ Automatic pay of new charges on the bill
change the balances, you must do
s0 by creating Funds transactions. Curient balance S &
when the balance falls below ’0007 @
Request replenishment to 0.00
Style on the bill Detail M
= Mew | Delete | | |
% General 4 Custom fRates fArangement 1 fArangement 2 faccounts Receivable ), Client Funds,.{Folmat -
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Time and Expense Slips

Time Slip & Slip Entry ME B
. [] 1 B
Slip 1
Type [Time | Valug 000 | K=
Timekeeper {Debbie || 205Debtie i;
Task [Flanning o I N
Client [1orth 1| s+ns000 o
Reference |<N0ne> j | %
Extra I =
Dirafted plan for spring promational campaign. =
L
Start date I'I 01493 @I Time estimated |3ZDUZDU ¢i On
End date I'I 0418733 ﬂl Time gpent IEiDDiDD @i J uli}
Billing status IBiIIabIe ‘I ™ Hold ™ Recuring
Rate ITimekeeper j I'I d |125.DD IHourI_l,l j
tarkup(+#-] * default ]0.00 % Do Mat Bill ime 0:ooon
Adjustment  * default ID. i}
Time Slip & Slip Entry Pl E3
Slip 2 o :
Type [Time | Value 12500 | Kb
Timekesper [ Detbie = | 205-Diebbie i;
Task [Prootreading | Fo32PR o
Client [Morth -] s4ns000 o
Fieference |==‘| j| Mational Account i,
Extra I E
Read first 15 pages of draft and returmed them with extenzive revisions. =
L &
Start date I'I 0/26/93 ﬁl Time estimated I'I :00:00 @i On
End date I'I 0/26/93 ﬂl Time zpent I'I :00:00 ¢i J 0ff
Billing status IBiIIabIe ‘I [~ Hold [ Recuring
Rate ITimekeeper j I'I d I'I25.UU IHourI_l,l j
Markup(+4-] . default © [0.00 % Da Mot Bill time |D: 00:00 ¢>I
Adjustment % default © [0.00
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Time Slip & Slip Enty [ [O]]
Slip 3 1o} 3 . Proof
Tupe [tme =] Value 7500 Ko

Timekeeper IDavid J| 0. Anderson i;

Task [Froofreading | Fos2FR o

Client [Faarth ]| s4ns000 o

Reference [Regional Account == =

Extra I E

Edited first draft of project evaluation, =

&

=

Start date I‘ID.:"TI;"SS ﬁl Time estimated |33D':|3D':| ¢i On
End date [10/17795 @ | Time spent | ET| | on

Billing status IBiIIabIe ‘I ™ Hold ™ Recuring
Rate ITimekeeper j I'I d |125.DD IHourI_l,l j

barkup(+#] * default €{0.00 % Do Mat Bill ime IUZDD:DD ¢i

Adjustment % default IU.DU

Time Slip £ SieEnty =
D 4

Slip 4 Tige [Ewperse =] Value £.00
Timekesper [ Detbie = | 205-Diebbie i;

Expenze [ $Photocapies || sconapH o

Client [Morth -] s4ns000 o

Reference |"‘| j| Regional Account %

Extra I E

Copies for October 53

L &
=

Start date I'I 043099 ﬁl Quantity IBD.DDD
End date I'I 0730753 ﬂl Price ID.'I 0

Billing status IBiIIabIe ‘I [~ Hold [ Recuring

Markup(+4-] * default € |0.00 %
Adjustment % default © [0.00
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Itemize Bill 1

Mark Description and Double
space.

&1 Bill Format: Charges - Time

—Show on each glip [if included in bill template)

[ Start date ¥ Description [T Charges

[T Enddate [~ Extia ¥ Double space
[~ Start time [ Hours ™ Show slip mark
[ Timekeeper [T Total hours only

[ Task [ Rate

[T Reference [ Tax

&, field marked here must alzo be present in your bill template o appear on the
printed bill. Bill templates are created in the Report D ezsigner.

—Billing Arrangement
[ Show percent complete table

[T On percent complete table, show only phases with new charges

Cancel | Help
i1 Bill Format: Charges - Expense |
Mark Description and Double —Show on each zlip [if included in bill kermplate]
space. [ Start date [~ Extra ™ Show slip mark
[~ End date [T Quantity
[T Timekeeper [ Price
[~ Expenze [ Ta=
™ Refershoe [ Charges
¥ Description W Double space
P P
&, field marked here must alzo be present in your bill template o appear on the
printed bill. Bill templates are created in the Report D ezsigner.
Cancel Help
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Totals for time and expense is T
. |

marked and set to With related temize [

section . femee =] | Opiens. |

With related section

Previous and new Accounts Show each tax rate rule and a total
Receivable balances is not marked.

Accounts Receivable transactions is
not marked.
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To: 1999-2000 sales compaign.
Invoice # 10TOO

Professional Services

Edited first draft of project evaluation.

Drafted plan for spring promotional campaign.

o0 W >»

Read first 15 pages of draft and returned them with extensive revisions.

Amount

For professional services rendered $1,250.00

Additional Charges :

C Copies for October

Total costs $6.00

Total amount of this bill $1,256.00

A: In Reference to text from the General page of the Client Information
dialog box.

B: Use Global Invoice Numbers is selected in the Accounts Receivable
page of the Client Information dialog box. Within the Transactions page
of the General Settings dialog box, the Next Invoice Number is
automatically used.

C: Description is marked in both the Bill Format: Charges-Time dialog box
and the Bill Format: Charges-Expense dialog box.

D: Double space is marked in both the Bill Format: Charges-Time dialog box
and the Bill Format: Charges-Expense dialog box.
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Itemize Bill 2

&4 Bill Format: Charges - Time |

Mark Description and Hours. —Show on each zlip [if included in bill kemplate]

[ Start date ¥ Description [T Charges
Double space is no longer marked.

[~ End date [~ Extra [T Double space

[ Start time ¥ Hours [~ Show slip mark

[T Timekesper [~ Total houwrs only

[ Task [ Rate

[ Reference [ Tax

& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

—Billing Arrangement
[~ Show percent complete table

[ On percent complete table, show only phazes with new charges

Cancel Help
i1 Bill Format: Charges - Expenze |
Mark Description . —Show on each zip [if included in bill template]
Double space is no longer marked. I Start date I™ Exva I Show slip mark
[T Enddate [T Quantity
[ Timekesper ™ Frice
[T Expenze [ Tax
[ Reference [ Charges
¥ Description [T Double space
& field marked here must alzo be prezent in vaur bill template to appear on the
printed bill. Bill templates are created in the Repaort Dezsigner.
Cancel Help
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Totals for time and expense is T
. |

marked and set to With related temize [

section . femee =] | Opiens. |

With related section

Previous and new Accounts
Receivable balances is marked.

Accounts Receivable transactions is
marked and set to ltemize.

emize ] (
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To: 1999-2000 sales compaign.
Invoice # 10000

Professional Services

o0

O

Hours
Edited first draft of project evaluation. 3.00
Drafted plan for spring promotional campaign. 6.00
Read first 15 pages of draft and returned them with extensive revisions. 1.00
Amount
For professional services rendered 10.00 $1,250.00
Additional Charges :
Copies for October
Total costs $6.00
Total amount of this bill $1,256.00
Previous balance $2,200.00
10/29/99 Payment - Thank You ($200.00)
Balance due $3,256.00

A: The date of the bill can be changed through the Bills; Revise Bill Date
command.

B: Hours is marked in the Bill Format: Charges-Time dialog box.

C: Previous and new Accounts Receivable balances is marked in the
Format page.

D: Accounts Receivable Transactions is marked and set to Itemize in the
Format page.

./ Notice Double space is no longer marked in both the Bill Format:
=5 Charges-Time dialog box and Bill Format: Charges- Expense dialog box.
This change will be present in all bills from this point forward.

Itemized Bills
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Itemize Bill 3

&4 Bill Format: Charges - Time

Mark Start date , Description , and —Show on each slip (if included in bill bernplate)

Hours . ¥ Start date W Description [ Charges
[~ End date [ Exbra [T Double space
[ Start time ¥ Hours [~ Show slip mark
[T Timekesper [~ Total houwrs only
[ Task [ Rate
[T Reference [ Tax

&, field marked here must alzo be present in your bill template o appear on the
printed bill. Bill templates are created in the Bepart D esigner.

—Billing Arrangement
[~ Show percent complete table

[T On percent complete table, show only phases with new charges

Cancel Help

&4 Bill Format: Charges - Expensze |

Mark Start date and Description . —Show on each zlip [if included in bill kemplate]

¥ Start date [T Extra [~ Show slip mark:

[~ End date [ Quantity

[T Timekeeper [ Price

[~ Expenze [ Ta=

™ Refershoe [ Charges

¥ Description [T Double space
& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

Cancel Help
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Totals for time and expense is
marked and set to With related
section .

Previous and new Accounts
Receivable balances is marked.

Accounts Receivable transactions is
marked and set to Itemize.

1. Select Setup; Messages .
Highlight Text For All Bills 1 and
click Open.

2. Enter the desired bill message and
click OK.

ez =] | Opins.|
hemze =] | Opins. |

With related section

- Meszage Edit -

Text For &l Bills 1

Thark you far your business!

-

(
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A Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

B November 01, 1999

In Reference To: 1999-2000 sales compaign.
Invoice # 10000

Professional Services

10/11/99 Edited first draft of project evaluation.
10/14/99 Drafted plan for spring promotional campaign.

‘ - For professional services rendered

Additional Charges :

10/30/99 Copies for October
Total costs

Total amount of this bill
Previous balance

10/29/99 Payment - Thank You

Balance due

D Thank you for your business!

10/26/99 Read first 15 pages of draft and returned them with extensive revisions.

Hours

3.00
6.00
1.00
Amount

10.00 $1,250.00

$6.00

$1,256.00
$2,200.00
(8200.00)

$3,256.00

A: Your firm name and address can be moved or deleted through Report

Designer.

B: The date of the bill can be moved or deleted through Report Designer.
The format of the billing date can also be changed through Report

Designer.

C: Dates is marked in both the Bill Format: Charges-Time dialog

box and the Bill Format: Charges-Expense dialog box.

D: A Text for all bills message is included.

Itemized Bills
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Itemize Bill 4

&1 Bill Format: Charges - Time

o —Show on each zhp [f included in bill template]
Mark Start Date , Description

Hours , and Charges . ¥ Start date ¥ Description ¥ Charges
[T Enddate [~ Extia [T Double space
[~ Start time W Hours ™ Show slip mark
[ Timekeeper [T Total hours only
[ Task [ Rate
[T Reference [ Tax

&, field marked here must alzo be present in your bill template o appear on the
printed bill. Bill templates are created in the Report D ezsigner.

—Billing Arrangement
[ Show percent complete table

[T On percent complete table, show only phases with new charges

Cancel Help
i3 Bill Format: Charges - Expense |
o —Show on each zip [if included in bill template]
Mark Start Date , Description , .
Quantity , and Charges . W Start date [T Eutra [ Show slip mark
[~ End date WV Quantity
[ Timekeeper [ Price
[~ Expenze [ Ta=
[~ Reference ¥ Charges
¥ Description [T Double space
& field marked here must alzo be present in your Gill template o appear on the
printed bill. Bill templatez are created in the Beport D esigner.

Cancel Help
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Totals for time and expense is
marked and set to One total after
both sections .

Ore tatal after both sections

Previous and new Accounts
Receivable balances is marked.

Accounts Receivable transactions is
marked and set to ltemize.

emize ] ’7

=l
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To: 1999-2000 sales compaign.
Invoice # 10000

Professional Services

Hours _ Amount

mnmo

10/11/99 Edited first draft of project evaluation. 3.00 375.00
10/14/99 Drafted plan for spring promotional campaign. 6.00 750.00
10/26/99 Read first 15 pages of draft and returned them with extensive revisions. 1.00 125.00
Additional Charges :
1
Qty
10/30/99 Copies for October 60 6.00
For professional services rendered 10.00 $1,256.00
Total amount of this bill $1,256.00
Previous balance $2,200.00
10/29/99 Payment - Thank You ($200.00)
Balance due $3,256.00

Thank you for your business!

: Invoice submitted to: label can be moved or deleted through Report

Designer.

: Charges is marked in both the Bill Format: Charges-Time dialog box and

the Bill Format: Charges-Expense dialog box.

C: Quantity is marked in the Bill Format: Charges-Expense dialog box.

D: Totals for time and expense is marked and set to One total after both

sections .

. Previous and new Accounts Receivable balances is marked in the

Format page.

. Accounts Receivable Transactions is marked and set to Itemize in the

Format page.

Itemized Bills
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Itemize Bill 5

&4 Bill Format: Charges - Time |

—Show on each zlip [if included in bill kemplate]

Mark Start date , Description ,

Hours, Rate, and Charges . ¥ Start date V' Description v Charges
[~ End date [~ Extra [T Double space
[ Start time ¥ Hours [~ Show slip mark
[T Timekesper [~ Total houwrs only
[ Task ¥ Rate
[T Reference M Tax

& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

—Billing Arrangement
[~ Show percent complete table

[ On percent complete table, show only phazes with new charges

Cancel Help

&4 Bill Format: Charges - Expensze |

Mark Start date , Description |, —Show on each zlip [if included in bill kemplate]
Quantity , Price, and Charges. W Start date [T Eutra ™ Show slip mark
[~ End date ¥ Quantity
[T Timekeeper ¥ Price
[~ Expenze [ Ta=
™ Refershoe W Charges
¥ Description [T Double space
& field marked here must aleo be prezent in your bill template to appear on the
printed bill. Bill templatez are created in the Beport D esigner.

Cancel Help
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Totals for time and expense is
marked and set to With related
section .

omee =] e |
r(

With related section

Previous and new Accounts Receivable
balances is marked.

Accounts Receivable transactions is
marked and set to Itemize.

emize ] ’7

=l
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting

A‘I 24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To: 1999-2000 sales compaign.
Invoice # 10000

Professional Services

Hrs/Rate
10/11/99 Edited first draft of project evaluation. 3.00
B 125.00/hr
10/14/99 Drafted plan for spring promotional campaign. 6.00
125.00/hr
10/26/99 Read first 15 pages of draft and returned them with extensive revisions. 1.00
125.00/hr
Amount
For professional services rendered 10.00 $1,250.00
C Additional Charges :
1
Qty/Price
10/30/99 Copies for October 60 6.00
0.10
Total costs $6.00
Total amount of this bill $1,256.00
Previous balance $2,200.00
10/29/99 Payment - Thank You ($200.00)
Balance due $3,256.00

Thank you for your business!

A: Client name and address can be moved or deleted through Report
Designer.

B: Both Hours and Rate are marked in the Bill Format: Charges-Time dialog
box. This also results in spacing between descriptions to provide room for
rates in the Hrs/Rate column.

C: Both Quantity and Price are marked in the Bill Format: Charges-Expense
dialog box.
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Itemize Bill 6

&4 Bill Format: Charges - Time

—Show on each zlip [if included in bill kemplate]

I\D/leasrlér?;?gtnd?ﬁdulfsfeéz?;eén d v Start date V' Description v Charges
Charges . [~ End date [~ Extra [T Double space
[ Start time ¥ Hours [~ Show slip mark
[ Timekeeper [~ Total hours anly
M Task ¥ Rate
¥ Reference [ Tam

& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

—Billing Arrangement
[T Show percent complete table

[T On percent complete table, show only phazes with new charges

Cancel Help
i1 Bill Format: Charges - Expense |
Mark Start date , Description , —Show on each zhp [f included in bill template]
Quantity , Price,, and Charges . [ Start date [~ Extra [~ Show slip mark:
[~ End date ¥ Quantity
[ Timekeeper V¥ Frice
[T Expenze [ Tax
[~ Reference ¥ Charges
¥ Description [T Double space
&, field marked here must alzo be present in your bill template o appear on the
printed bill. Bill ternplates are created in the Beport D ezsigner.

Cancel Help
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Totals for time and expense is T
. |
marked and set to With related temize [
section . femee =] | Opiens. |

With related section

Previous and new Accounts Receivable
balances is marked.

Accounts Receivable transactions is
marked and set to Itemize.
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999
A In Reference To: 1999-2000 sales compaign.
Invoice # 10000

Professional Services

Hrs/Rate Amount
10/11/99 Edited first draft of project evaluation. 3.00 375.00
Regional Account 125.00/hr
10/14/99 Drafted plan for spring promotional campaign. 6.00 750.00
B — 125.00/hr
10/26/99 Read first 15 pages of draft and returned them with extensive revisions. 1.00 125.00
National Account 125.00/hr
For professional services rendered 10.00 $1,250.00
Additional Charges :
C_ Qty/Price
10/30/99 Copies for October 60 6.00
0.10
Total amount of expenses $6.00
D Total amount of new charges $1,256.00
D Outstanding balance $2,200.00
10/29/99 Payment - Thank You ($200.00)
D Total New Balance $3,256.00

Thank you for your business!

A: In Reference To: label can be moved or deleted through Report Designer.

B: Reference is marked for Time charges in the Bill Format: Charges-Time
dialog box.

C: Totals for time and expense is marked and set to With related section

D: Bill phrasing can be changed through Report Designer. Select Report;
Phrases .
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Itemize Bill 7

&4 Bill Format: Charges - Time

Mark Start date , Timekeeper , —Show on each zlip [if included in bill kemplate]

Description , Hours , Rate, and ¥ Start date ¥ Description v Charges
Charges .
[T Enddate [T Extia [T Double space
[ Start time ¥ Hours [~ Show slip mark
V¥ Timekeeper [~ Total hours anly
[ Tazk ¥ Rate
[~ Reference [ Tax

& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

—Billing Arrangement
[T Show percent complete table

[T On percent complete table, show only phazes with new charges

Cancel Help
i1 Bill Format: Charges - Expense |
Mark Start date , Expense , —Show on each slip [if included in bill template]
Description , Quantity , Price, and ¥ Start date [~ Extia [~ Show slip mark:
Charges .
[~ End date ¥ Quantity
[ Timekeeper V¥ Frice
¥ Erpenze [ Tax
[~ Reference ¥ Charges
¥ Description [T Double space
&, field marked here must alzo be present in your bill template o appear on the
printed bill. Bill ternplates are created in the Beport D ezsigner.

Cancel Help
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Totals for time and expense is
marked and set to With related
section .

Previous and new Accounts Receivable
balances is marked.

Accounts Receivable transactions is
marked and set to Itemize.

To add custom fields to your billing
template:

1. Select Report; Report Designer

2. Click the Add a Data Field tool
from the toolbar and click on the bill
header, where you want to add a
custom field, to open the Add a Data
Field to Client Header - Page One
dialog box.

3. Highlight Custom Field in the
Fields list, and click OK to open the
Format for Custom Fields dialog box.

4. Enter the label of the custom field
that you want to add and click OK.

Note: The spelling of the custom
field entered in the Label field must
be exact.

To add text to your billing template:
1. Select Report; Report Designer

2. Click the Text tool on the toolbar
and click on the bill header where
you want to add a text field to open
the Format for Label Field dialog box.

3. Enter the desired label and click
OK.

. s
¥ Time charges IItemize j Optiohs... |

¥ Expense charges Iltemize j Options... |
-

Replacement Slip Manager...

[v| Tatals for time and expenze IWith related section J Options... |

N
¥ Interest and finance charges —I
¥ Total new charges

[¥ Previous and new Accounts Feceivable balances

¥ Accounts Receivable ransactions Itermize j Options... | J

Add a Data Field tool

[t TR S 2 oPE M

Add a Data Field To Client Header - Page One

Group I Client j

Fields:

Addressz Line 1 -
Addresz Line 2

Addresz Line 3

Address Line 4

Bill D ate

City

Client Address - Standard

Clignt City, State Zip

Client Mame and Address - Standard

Client Mame and Address - U.S. Postal St

Client Mame and Address - w'o commaz

:Cuystom Field
Full Mame
Full Mame or Mickname 1

Full Mame or Nickname 2

Ir Reference Ta LI

Ok I Cancel | Help |

Text tool

[sITEE LB -0

Format for Label Field

Text of thiz Label Figld:

Attention:

oK I Cancel Help
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

-Attention: Richard Smith
November 01, 1999

In regards to: 1999-2000 sales compaign.

OO0 W>

Bill # 10000

Professional Services

O

Hrs/Rate Amount
10/11/99 DMA Edited first draft of project evaluation. 3.00 375.00
125.00/hr
10/14/99 DAB Drafted plan for spring promotional campaign. 6.00 750.00
125.00/hr
10/26/99 DAB Read first 15 pages of draft and returned them with extensive 1.00 125.00
revisions. 125.00/hr
For professional services rendered 10.00 $1,250.00
Additional Charges :
Qty/Price
10/30/99 $Photocopies 60 6.00
Copies for October 0.10
Total costs $6.00
Total amount of this bill $1,256.00
Previous balance $2,200.00
10/29/99 Payment - Thank You ($200.00)
Balance due $3,256.00

Thank you for your business!

: Custom fields can added through Report Designer. Click the Add a Data

Field tool from the toolbar and click on the bill header where you want to
add a custom field to open the Add a Data Field To Client Header-Page
One dialog box.

: Text can be added through Report Designer. Select the Text tool from the

toolbar and click on the bill header where you want to add a text label.

: Labels can be changed through Report Designer. With the label selected,

select Attributes; Format to open the Format for Label Field dialog box..

. Initials is marked for time charges in the Bill Format: Charges-Time dialog

box.

. Expenses is marked for expense charges in the Bill Format: Charges-

Expense dialog box.
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Itemize Bill 8

&4 Bill Format: Charges - Time

—Show on each zlip [if included in bill kemplate]

Mark Start date , End date ¥ Start date ¥ Description ¥ Charges
Timekeeper , Reference ,
Description , Hours , Rate, and ¥ End date [~ Exhia [T Double space
Charges .
[ Start time ¥ Hours [~ Show slip mark
V¥ Timekeeper [~ Total hours anly
[ Tazk ¥ Rate
¥ Reference [ Tax

& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

—Billing Arrangement
[T Show percent complete table

[T On percent complete table, show only phazes with new charges

Cancel Help
i1 Bill Format: Charges - Expense |

Mark Start date , Expense , —Show on each zhp [f included in bill template]
Description , Quantity , Price and [¥ Start date [T Exhra ™ Show slip mark
Charges . [~ End date WV Quantity

[~ Timekeeper ¥ Frice

¥ Expenze [ Tax

[~ Reference ¥ Charges

¥ Description [T Double space

&, field marked here must alzo be present in your bill template to appear on the
printed bill. Bill templates are created in the Report D ezsigner.

Cancel Help
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Totals for time and expense is T
. |

marked and set to With related temize [

section . femee =] | Opiens. |

With related section

Show each tax rate rule and a botal

Previous and new Accounts
Receivable balances is not marked.

Accounts Receivable Transactions is
not marked.
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999
In Reference To: 1999-2000 sales compaign.
Invoice # 10000

Professional Services

Time/Rate Amount
10/11/99 DMA Edited first draft of project evaluation. 3.00 375.00

B Regional Account 125.00/hr
10/14/99-DAB  Drafted plan for spring promotional campaign. 6.00 750.00

C 10/18/99 125.00/hr
10/26/99 DAB Read first 15 pages of draft and returned them with extensive 1.00 125.00

revisions. 125.00/hr

B National Account

For professional services rendered 10.00 $1,250.00

Additional Charges :

A Amt./Cost

10/30/99 $Photocopies 60 6.00
Copies for October 0.10
Total costs $6.00
D Total amount of this bill $1,256.00

Thank you for your business!

A: Column headings can be changed through Report Designer. Select
Reports; Phrases to open the Phrases on Bills dialog box.

B: Reference is marked in the Bill Format: Charges-Time dialog box.
C: End date is marked in the Bill Format: Charges-Time dialog box.

D: Neither Previous and new Accounts Receivable balances nor Accounts
Receivable transactions is marked on the Format page.
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Itemize Bill 9

&4 Bill Format: Charges - Time |

—Show on each zlip [if included in bill kemplate]

Mark Start date , Timekeeper ,

Description , Hours, and Charges . v Start date ¥ Description ¥ Charges
[~ End date [~ Extra [T Double space
[ Start time ¥ Hours [~ Show slip mark
¥ Timekesper [~ Total houwrs only
[ Task ™ Rate
[T Reference M Tax

& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

—Billing Arrangement
[~ Show percent complete table

[ On percent complete table, show only phazes with new charges

Cancel | Help
&4 Bill Format: Charges - Expensze |
Mark Start date , Expense , —Show on each zlip [if included in bill kemplate]
Description , Quantity , and ¥ Start date [T Extra [~ Show slip mark:
Charges .
[T Enddate ¥ Cuantity
[T Timekesper [ Price
¥ Expense [~ Tam
[ Reference W Charges
¥ Description [T Double space
& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

Cancel Help
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Totals for time and expense is
marked and set to With related

[

section . Memize =]
“With related section |—

Previous and new Accounts Receivable
balances is marked.

Accounts Receivable transactions is
marked and set to Itemize.

<l Xl R E

r(

Aged Accounts Receivable table is
marked.
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To: 1999-2000 sales compaign.
Invoice # 10000

Professional Services

10/11/99 DMA Edited first draft of project evaluation.
10/14/99 DAB Drafted plan for spring promotional campaign.
10/26/99 DAB Read first 15 pages of draft and returned them with extensive revisions.

For professional services rendered

Additional Charges :

HLurs Amount

3.00 375.00
6.00 750.00
1.00 125.00

10.00 $1,250.00

Ow

1
Qty

1

10/30/99 $Photocopies 60 6.00

Copies for October
Total costs $6.00
Total amount of this bill $1,256.00
Previous balance $2,200.00
10/29/99 Payment - Thank You ($200.00)
Balance due $3,256.00

Thank you for your business!

Current 30 Days 60 Days 90 Days 120 Days
1,506.00 1,750.00 0.00 0.00 0.00

A: Hours, but not Rate, is marked in the Bill Format: Charges-Time dialog

box.

B: Quantity, but not Price, is marked in the Bill Format: Charges-Expense

dialog box.

C: Expense (the activity name) is marked in the Bill Format: Charges-

Expense dialog box.

D: Aged Accounts Receivable table is marked on the Format page of the

Client Information dialog box.
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Itemize Bill 10

&4 Bill Format: Charges - Time |

—Show on each zlip [if included in bill kemplate]

Mark Start date , Timekeeper ,

Description , Hours and Charges . ¥ Start date V' Description v Charges
[~ End date [~ Extra [T Double space
[ Start time ¥ Hours [~ Show slip mark
¥ Timekesper [~ Total houwrs only
[ Task ™ Rate
[T Reference M Tax

& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

—Billing Arrangement
[~ Show percent complete table

[ On percent complete table, show only phazes with new charges

Cancel Help
i1 Bill Format: Charges - Expense |
o —Show on each zhp [f included in bill template]
g/lkal.gl:gset;:l.rt date , Description , and ¥ Start date [T Eshia [~ Show slip mark
[~ End date [T Quantity
[ Timekeeper ™ Frice
[T Expenze [ Tax
[~ Reference ¥ Charges
¥ Description [T Double space
&, field marked here must alzo be present in your bill template o appear on the
printed bill. Bill ternplates are created in the Beport D ezsigner.

Cancel Help
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Totals for time and expense is
marked and set to With related
section .

Previous and new Accounts
Receivable balances is not marked.

Accounts Receivable transactions is
not marked.

Timekeeper summary table is
marked.

Note: To open the Bill Format:
Timekeeper Summary Table
dialog box, click Options next to
Timekeeper summary table on
the Format page of the Client
Information dialog box.

The summary table format options
are set to:

Rate is set to Houly .
Hours is set to All.

Show actual charges is marked.

¥ Time charges Iltemize

J Options... | =

-
-

¥ Expense charges Iltemize

Replacement Slip Manager...

J Options... |

¥ Taotal: for time and expense IWith related zection

j Options... |

V| Tases Show each tax rate rule and a total
¥ Interest and finance charges
V¥ Total new charges

™ Previous and new Accounts Feceivable balances

j [ Tax Table

[~ Accounts Receivable ransactions Itemize

™ Previous and new Accounts Receivable balances

j Optiong... |

™ Accounts Receivable ransactions Iltemize
™ Aged Accounts Receivable table ™ Aging messages

V¥ Timekeeper summary table

Bill Format: Timekeeper Summary Table |

Bate I Haurly j

Hourz I.-“-‘-.II j

¥ Show actual charges

j Options... |

j

Options...
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To: 1999-2000 sales compaign.
Invoice # 10000

Professional Services

Hours _ Amount

10/11/99 DMA Edited first draft of project evaluation. 3.00 375.00

10/14/99 DAB Drafted plan for spring promotional campaign. 6.00 750.00

10/26/99 DAB Read first 15 pages of draft and returned them with extensive revisions. 1.00 125.00
For professional services rendered 10.00 $1,250.00
Additional Charges :

10/30/99 Cc!pies for October 6.00
Total costs $6.00
Total amount of this bill $1,256.00

OO0 o>»

Timekeeper Summary

Name Hours Rate Amount
David M. Anderson 3.00 125.00 $375.00
Debbie A. Brickley 7.00 125.00 $875.00

Thank you for your business!

A: Expense is not marked in the Bill Format: Charges-Expense dialog box.
Description is marked and set to all paragraphs.

9 The option to control the amount of paragraphs is found in Report
Y/ Designer. To change the amount of lines or paragraphs:

= 1 Open the bill template in Report Designer.

2. Within the Slip section, highlight the Description field.

3. Right-click on the Description field and select Format from the shortcut
menu to open the Format for Slip: Description  dialog box.

Here you may select the desired number of paragraphs or the number of
lines that will appear on your bill.

B: Neither Quantity nor Price is marked in the Bill Format: Charges-Expense
dialog box.

C: Neither Previous and new Accounts Receivable balances nor Accounts
Receivable transactions is marked on the Format page of the Client
Information dialog box.

D: Timekeeper summary table is marked with options for Rate set to Hourly ,
Hours set to All, and Show actual charges selected.
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Itemize Bill 11

&4 Bill Format: Charges - Time |

Mark Start date , Task, and —Show on each zlip [if included in bill kemplate]

Charges . ¥ Start date [T Description v Charges
[~ End date [~ Extra [T Double space
[ Start time [T Hours [~ Show slip mark
[T Timekesper [~ Total houwrs only
¥ Task [ Rate
[T Reference [~ Tan

& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

—Billing Arrangement
[~ Show percent complete table

[ On percent complete table, show only phazes with new charges

Cancel | Help
i1 Bill Format: Charges - Expense |
Mark Start date , Expense , and —Show on each zhp [f included in bill template]
Charges . ¥ Start date [~ Extia [~ Show slip mark
[~ End date [T Quantity
[ Timekeeper ™ Frice
¥ Erpenze [ Tax
[~ Reference ¥ Charges
[T Description [T Double space
&, field marked here must alzo be present in your bill template o appear on the
printed bill. Bill ternplates are created in the Beport D ezsigner.

Cancel Help
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Totals for time and expense is
marked and set to With related
section .

Previous and new Accounts Receivable
balances is marked.

Accounts Receivable transactions is
marked and set to Itemize.

Timekeeper summary table is
marked.

The summary table format options
are set to:

Rate is set to No.
Hours is set to No.

Show actual charges is marked.

¥ Time charges Iltemize

=

¥ Expense charges Iltemize

Replacement Slip Manager...

¥ Taotal: for time and expense IWith related zection

¥ Interest and finance charges
¥ Tatal new charges

¥ Previous and new Accounts Receivable balances

b
[
v

]

¥ Acoourts Beceivable ransactions Itemize:

™ Previous and new Accounts Receivable balances

™ Accounts Receivable hansactions Iltemize
™ Aged Accounts Receivable table ™ Aging messages

¥ Timekeeper summary table

Bill Format: Timekeeper Summary Table |

Bate I Mo j
Hours I Mo j

¥ Show actual charges

Cancel | Help

=~

Options... |
Options... |

Options... |

Options....

Options...

i

L]

j Options... | J
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To: 1999-2000 sales compaign.
Invoice # 10000

Professional Services

A Amount

10/11/99 Proofreading 375.00
10/14/99 Planning 750.00
10/26/99 Proof{eading 125.00
B For professional services rendered $1,250.00

Additional Charges :

C 10/30/99 $Photocopies 6.00
Total costs $6.00

Total amount of this bill $1,256.00

Previous balance $2,200.00

10/29/99 Payment - Thank You ($200.00)

Balance due $3,256.00

Timekeeper Summary

Name Amount
David M. Anderson $375.00
Debbie A. Brickley $875.00

Thank you for your business!

A: Neither Hours nor Rate is marked in the Bill Format: Charges-Time dialog
box.

B: Taskis marked in the Bill Format: Charges-Time dialog box. Description
is not marked.

C: Expense is marked in the Bill Format: Charges-Expense dialog box.
Description is not marked.

D: Timekeeper summary table is marked with options for Rate set to No,
Hours set to No, and Show actual charges is marked.
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Itemize Bill 12

&4 Bill Format: Charges - Time |

Mark Start date , Task, and —Show on each glip [if included in bill template]

Charges . ¥ Start date [T Description ¥ Charges
[~ End date [~ Extra [T Double space
[ Start time [T Hours [~ Show slip mark
[T Timekesper [~ Total houwrs only
¥ Task [ Rate
[T Reference [~ Tan

& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

—Billing Arrangement
[~ Show percent complete table

[ On percent complete table, show only phazes with new charges

Cancel Help
&4 Bill Format: Charges - Expensze |
Mark Start date , Expense , and —Show on each glip [if included in bill template)
Charges . V¥ Start date [~ Extra [~ Show slip mark
[T Enddate [ Quantity
[ Timekeeper [~ Price
¥ Expense [~ Tam
[ Reference W Charges
[T Description [T Double space
&, field marked here must alzo be present in your bill template o appear on the
printed bill. Bill templates are created in the Report D ezsigner.

Cancel Help
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Totals for time and expense is
marked and set to One total after
both sections

Previous and new Accounts Receivable
balances is marked.

Accounts Receivable transactions is
marked and set to Itemize.

Next invoice number is set to 123456
within the Accounts Receivable

page of the Client Information dialog
box.

J Options... | -

j Options... |
b

¥ Time charges Iltemize
[¥ Expenze charges Illemize

Replacement Ship Manager... I
¥ Totals for time and expense IDne total after both rections

J Options... |

[v Interest and finance charges
v Tatal new charges

[¥ Previous and new Accounts Feceivable balances

[]

¥ Accounts Receivable ransactions Itemize

|Fvnice numbering
" sze global invoice numbers

& Mest invoice nurmber |1234EE

Format an bill I

j Options... | J

Iltemized Bills
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To: 1999-2000 sales compaign.
A Invoice # 123456

Professional Services

Amount

10/11/99 Proofreading 375.00

10/14/99 Planning 750.00

10/26/99 Proofreading 125.00
Additional Charges :

10/30/99 $Photocopies 6.00

For professional services rendered $1,256.00

B Total amount of this bill $1,256.00

Previous balance $2,200.00

10/29/99 Payment - Thank You ($200.00)

Balance due $3,256.00

Thank you for your business!

A: 123456 is entered in the Next invoice number field within the Accounts
Receivable page of the Client information dialog box.

B: Totals for time and expense is marked and set to One total for related
section .

C: Previous and new Accounts Receivables balances and Accounts
Receivable transactions are marked in the Format page of the Client
Information dialog box.

D: Timekeeper summary table is no longer marked within the Format page
of the Client Information dialog box.
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Itemize Bill 13

&4 Bill Format: Charges - Time |

Mark Start date , Timekeeper , Task, —Show on each zlip [if included in bill kemplate]

Reference , and Charges . ¥ Start date [~ Description v Charges
[~ End date [~ Extra [T Double space
[ Start time [T Hours [~ Show slip mark
¥ Timekesper [~ Total houwrs only
¥ Task [ Rate
¥ Reference [~ Tan

& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

—Billing Arrangement
[~ Show percent complete table

[ On percent complete table, show only phazes with new charges

Cancel Help
&4 Bill Format: Charges - Expensze |
Mark Start date , Expense , —Show on each glip [if included in bill template)
Reference , and Charges . ¥ Start date [~ Extia [~ Show slip mark
[T Enddate [ Quantity
[ Timekeeper [~ Price
¥ Erpenze [ Tax
¥ Reference W Charges
[T Description [T Double space
&, field marked here must alzo be present in your bill template o appear on the
printed bill. Bill templates are created in the Report D ezsigner.

Cancel Help
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Totals for time and expense is . . : -
¥ Time charges Itemize b Options... |

marked and set to One total after I [

both sections . [¥ Expenze charges Illemize j Options... |

b

Replacement Ship Manager...

¥ Tatals for time and expense IDne total after both rections J Options... |

Previous and new Accounts ™ Previous and new Accounts Receivable balances J
Receivables balances is not marked. ¥ Accounts Receivable hansactions | Itemize j Optiors... |

Accounts Receivable transactions is
marked and set to Itemize.

Aged Accounts Receivable table is [™ Aged Accounts Feceivable table [ Aging messages
not marked.
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To: 1999-2000 sales compaign.
Invoice # 10000

Professional Services
B Amount
10/11/99 DMA Proofreading 375.00
Regional Account———————]
10/14/99 DAB  Planning 750.00
10/26/99 DAB Proofreading 125.00
National Account—————
Additional Charges :
10/30/99 $Photocopies 6.00
Regional Account
For professional services rendered $1,256.00
C Total amount of this bill $1,256.00
D 10/29/99 Payment - Thank You ($200.00)

Thank you for your business!

A: Hours and Rate are not marked in the Bill Format: Charges-Time dialog
box. Neither Quantity nor Price are marked in the Bill Format: Charges-
Expense dialog box.

B: Initials is marked in both the Bill Format: Charges-Time dialog box and
the Bill Format: Charges-Expense dialog box.

C: Reference is marked in both the Bill Format: Charges-Time dialog box
and the Bill Format: Charges-Expense dialog box.

D: Previous and new Accounts Receivable balances is marked within the
Format page of the Client Information dialog box.

E: Aged Accounts Receivable table is not marked within the Format page of
the Client Information dialog box.
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Itemize Bill 14

&4 Bill Format: Charges - Time |

—Show on each zlip [if included in bill kemplate]

Mark Start date , Description , and

Charges . ¥ Start date ¥ Description v Charges
[~ End date [~ Extra [T Double space
[ Start time [T Hours [~ Show slip mark
[T Timekesper [~ Total houwrs only
[ Task ™ Rate
[T Reference M Tax

& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

—Billing Arrangement
[~ Show percent complete table

[ On percent complete table, show only phazes with new charges

Cancel | Help
i1 Bill Format: Charges - Expense |
Mark Start date , Expense , and —Show on each slip [if included in bill template]
Charges . ¥ Start date [~ Extia [~ Show slip mark:
[~ End date [T Quantity
[ Timekeeper ™ Frice
¥ Erpenze [ Tax
[~ Reference ¥ Charges
[T Description [T Double space
&, field marked here must alzo be present in your bill template o appear on the
printed bill. Bill ternplates are created in the Beport D ezsigner.

Cancel Help
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Totals for time and expense is
marked and set to With related
section .

Previous and new Accounts Receivable
balances is not marked.

Accounts Receivable transactions is
marked and set to ltemize.

Taxes is marked and set to Show
with related charges

1. Open the Client Funds page of
the Client Information dialog box.

2. Set Style on the bill to Detail .

¥ Time charges Iltemize j Options... |
¥ Expense charges IItemize j Options... |
v

Replacement Slip Manager...

¥ Tatals for time and expense IWith related section J Options... |

™ Previous and new Accounts Receivable balances

[ Accounts Receivable ansactions Itemize j Options... |

¥ Toatals for time and expense IWith related section LI Options... |
¥ Tawxes IShow with related charges LI ™ Tax Tabls
i) Client Information == E3
1 [North 2 [94-H5000 Classfication |Open =
Accounts ke
Mame Current Balance Book Client Funds v Open... &=
=
Account |Client Funds
Cr|
Applies ta |AII Charges ﬂ &b

™ Automatic pay of new charges on the bill

Current balance 300.00

‘when the balance falls below 0.oo

Request replenizshment ta 0.0o

Style on the kil [Detsl =]
H Hew | Delete | | ‘

% Gereral {Custorn fFRiates farangement 1 fAmangement 2 fAccounts Receivable b Client Funds

||

=

Iltemized Bills
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To: 1999-2000 sales compaign.
Invoice # 10000

Professional Services

>

moO

Amount

10/11/99 Edited first draft of project evaluation. 375.00

10/14/99 Drafted plan for spring promotional campaign. 750.00

10/26/99 Read first 15 pages of draft and returned them with extensive revisions. 125.00

For professional services rendered $1,250.00

MA $62.50
Additional Charges :

10/30/99 $Photocopies 6.00

Total costs $6.00

MA 5.0% $0.30

Total amount of this bill $1,318.80

10/29/99 Payment - Thank You ($200.00)

10/29/99 Payment from account ($200.00)

Previous balance of Client Funds $300.00

10/22/99 Payment to Trust Account $5,400.00

10/29/99 Payment from account ($200.00)

New balance of Client Funds $5,500.00

A: Task is not marked within the Bill Format: Charges-Time dialog box,
however Description is marked.

B: Taxes are assigned to tasks within the Task Information dialog box.

C: Description is not marked within the Bill Format: Charges-Expense,
however Expense is marked.

D: Taxes are assigned to expenses within the Expense Information dialog
box.

E: Totals for time and expense is marked and set to With related section

F: Style on the bill is set to Detail within the Client Funds page of the Client
Information dialog box.
v Tax profiles are created within Taxes dialog box (select Setup, Taxes ).
..j/ You assign tax profiles within the Arrangement 2 page of the Client
=>] Information dialog box for each individual client for whom you want to
charge taxes.

In addition, the Text For All Bills Message 1 was removed for this billing
example in order to contain all the information on this bill on one page.
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2-43



Itemize Bill 15

&4 Bill Format: Charges - Time |

—Show on each zlip [if included in bill kemplate]

Mark Start date , Description , and

Charges . ¥ Start date ¥ Description v Charges
[~ End date [~ Extra [T Double space
[ Start time [T Hours [~ Show slip mark
[T Timekesper [~ Total houwrs only
[ Task ™ Rate
[T Reference M Tax

& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

—Billing Arrangement
[~ Show percent complete table

[ On percent complete table, show only phazes with new charges

Cancel | Help
&4 Bill Format: Charges - Expensze |
Mark Start date , Expense , and —Show on each lip [if included in bill kermplate)
Charges . ¥ Start date [T Extra [~ Show slip mark:
[T Enddate [ Quantity
[T Timekesper [ Price
¥ Expense [~ Tam
[ Reference W Charges
ezcription ouble space
™ Descripti ™ Double sp
& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

Cancel Help
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Totals for time and expense is
marked and set to One total after
both sections

Previous and new Accounts Receivable
balances is marked.

Accounts Receivable transactions is
marked and set to Itemize.

Taxes is marked and set to Show
each tax rate rule .

Timekeeper summary table is
marked.

The summary table format options
are set to:

Rate is set to No.
Hours is set to All.

Show actual charges is not marked.

j Options... | -

J Options... |
j Options... |

¥ Time charges Iltemize

[¥ Expenze charges Illemize

Replacement Ship Manager...

¥ Totals for time and expense IDne total after both rections

[ ]

¥ Interest and finance charges
¥ Total new charges

¥ Previous and new Accounts Feceivable balances

v Accounts Receivable ansactions Itemize

j Options... | J

V¥ Taxes Show each tax rate rule j [™ Tax Table |

™ Previous and new Accounts Receivable balances

j Options... |

™ Accounts Receivable fransactions IItemize

™ Aged Accounts Receivable table ™ Aging messages

Options...

J

¥ Timekeeper summary table

Bill Format: Timekeeper Summary Table

IND j
Hours I.-“-‘-.II j

[ Show actual charges

Rate

Help

Cancel |
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To: 1999-2000 sales compaign.
Invoice # 10000

Professional Services

>

Amount

10/11/99 Edited first draft of project evaluation. 375.00

10/14/99 Drafted plan for spring promotional campaign. 750.00

10/26/99 Read first 15 pages of draft and returned them with extensive revisions. 125.00
Additional Charges :

10/30/99 $Photocopies 6.00

For professional services rendered $1,256.00

["MA 5.0% $0.30

Lva $62.50

Total amount of this bill $1,318.80

Previous balance $2,200.00

10/29/99 Payment - Thank You ($200.00)

10/29/99 Payment from account ($200.00)

Balance due $3,118.80

Timekeeper Summary

Name Hours
David M. Anderson 3.00
Debbie A. Brickley 7.00

A: Totals for time and expense is marked and set to One total after both
sections .

B: Taxes is set to Show each tax rate rule within the Format page of the
Client Information dialog box.

C: Timekeeper summary table is marked with options for Rate set to No,
Hours set to All, and show actual charges is not selected.

D: Style on the billis set to None within the Client Funds page of the Client
Information dialog box.

./ This bill is a two page bill. The Text For All Bills 1 message has now
=51 moved to the second page.
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Itemize Bill 16

Mark Start date , Description , and - i T
Charges . &1 Bill Format: Charges - Time
—Show on each glip [if included in bill template)
¥ Start date ¥ Description ¥ Charges
[T Enddate [~ Extia [T Double space
[~ Start time [ Hours ™ Show slip mark
[ Timekeeper [T Total hours only
[T Tazk [T Rate
[ Reference [ Tax

&, field marked here must alzo be present in your bill template o appear on the
printed bill. Bill templates are created in the Report D ezsigner.

—Billing Arrangement
[ Show percent complete table

[T On percent complete table, show only phases with new charges

Cancel | Help
i1 Bill Format: Charges - Expense |
Mark Start date , Expense , and —Show on each zhp [f included in bill template]
Charges . ¥ Start date [~ Extra ™ Show slip mark
[~ End date [T Quantity
[~ Timekeeper [ Price
¥ Expenze [ Tax
[~ Reference ¥ Charges
[T Description [T Double space
&, field marked here must alzo be present in your bill template to appear on the
printed bill. Bill templates are created in the Report D ezsigner.

Cancel Help
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Totals for time and expense is
marked and set to One total after
both sections

Taxes is marked and set to Total
only .

Previous and new Accounts
Receivable balances is marked.

Accounts Receivable transactions is
not marked.

Message 1 is marked and set to 1
bill .

Note: To create a custom message
click Edit on the Format page of
the Client Information dialog box
to open the Message on the Bill
dialog box.

1. Open the Client Funds page of
the Client Information dialog box.

2. Enter the desired amount in the
When balance falls below field.

3. Enter the desired amount in the
Request replenishment to field.

¥ Totals for time and expense IEIne total after both sections j Options... |

¥ Tawes ITDtaI only j [~ Tax Table

¥ Previous and new Accounts Feceivable balances

[~ Accounts Receivable bansactions Itemize j Options... |

¥ Message 1 I VI | Custom = Edit... |
[ Message 2 IDngoing j ICustDl‘n d Edit... |

Meszage on the Bill

Mezzage name |Cust0m

Congratulations to vour office on vour 5 year anniversary.

Ok I Cancel Help

ig4| Client Information

1 |N0rth 2 |94-M5000 Classification |Open =
Accounts
MName Current Balance Book Client Funds - Open...
EFL i
Account |Elient Fundsz
Applies to |AII Charges ﬂ

[T Automatic pay of new charges on the bil

Current balance 5500.00

When the balance falls belov 5600.00

Request replenizhment to 100.00

Style on the bill More -
E Mew | Delete | | |

'\ General ;Custom AR ates fAmangement 1 JAnangement 2 {Accounts Receivable ) Client Funds AFormat [N ates /
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To: 1999-2000 sales compaign.
Invoice # 10000

Professional Services

© >

Amount

10/11/99 Edited first draft of project evaluation. 375.00

10/14/99 Drafted plan for spring promotional campaign. 750.00

10/26/99 Read first 15 pages of draft and returned them with extensive revisions. 125.00
Additional Charges :

10/30/99 $Photocopies 6.00

For professional services rendered $1,256.00

Total taxes $62.80

Total amount of this bill $1,318.80

Previous balance $2,200.00

Please replenish Client funds with $100.00

Balance due $3,218.80

Thank you for your business!

Congratulations to your office on your 5 year anniversary.

A: Taxes is marked and set to Total only within the Format page of the
Client Information dialog box.

B: Totals for time and expense is marked and set to One total after both
sections .

C: Request replenishment to contains a value which is below the minimum
value set for the Client Funds account. This value is set in the When the
balance falls below field within the Client Funds page of the Client
Information dialog box.

D: A custom message is added within the Format page of the Client
Information dialog box. You can also decide where on the bill to place the
message, using Report Designer.

message may also be assigned as an Ongoing message or set to display

./ The custom message in this bill has been set to 1 bill. This custom
=] a value between 1 and 255 bills.
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Itemize Bill 17

&4 Bill Format: Charges - Time |

Mark Start date , Reference , Hours, —Show on each glip [if included in bill template]

and Charges . ¥ Start date [T Description ¥ Charges
[~ End date [~ Extra [T Double space
[ Start time ¥ Hours [~ Show slip mark
[T Timekesper [~ Total houwrs only
™ Task [ Rate
¥ Reference [~ Tan

& field marked here must alzo be prezent in your bill template to appear on the
printed bill. Bill templates are created in the Bepaort D esigner.

—Billing Arrangement
[~ Show percent complete table

[ On percent complete table, show only phazes with new charges

Cancel | Help
. i1 Bill Format: Charges - Expense |
il\a/lnaarkci;arggsa.te  Expense,, Price, —Show on each slip [if included in bill kemplate)
¥ Start date [~ Extra ™ Show slip mark
[~ End date [T Quantity
[~ Timekeeper ¥ Frice
¥ Expenze [ Tax
[~ Reference ¥ Charges
[T Description [T Double space
&, field marked here must alzo be present in your bill template to appear on the
printed bill. Bill templates are created in the Report D ezsigner.

Cancel Help
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Totals for time and expense is
marked and set to One total after
both sections

Previous and new Accounts
Receivable balances is not marked.

Accounts Receivable transactions is

not marked.

Taxes is marked and set to Total
only

1. Open the Client Funds page of
the Client Information dialog box.

2. Enter the desired amount in the
When balance falls below field.

3. Enter the desired amount in the
Request replenishment to field.

4. Set Style on billto Summary .

W Time charges

¥ Expenze charges

¥ Totals for time and expense

Taxe:

|Itemize

Options... -

|Ilemize

Replacement Ship Manager...

|Dne total after both sections

=
ﬂ Options...
ﬂ Options...

Shaow each tax rate rule and a botal

Interest and finance charges

Previous and new Accounts Feceivable balances

v
v
¥ Tatal new charges
-
=

ﬂ [ Tax Table

Accounts Receivable hanzactions Itemize

V¥ Tatals for time and expense

j Options...

|Dne total after both sections

j Options...

IV Tares | Tatal anly | T TaxTable
&4 Client Information HiE
1 [Marth 2 [34-NS000 Classification [Open ¥
Accounts

Mame

Curent Balance Book

Account |C|ienl Funds

Applies to |AII Charges

™ Automatic pay of new charges on the bill

Current balance 5&00.00 @
‘when the balance falls below 5600.00 @
Request replenizhment to 100.00
Style on the bil [summany 7]

H Hew | Delete | |

K=
[Clertrunds (=] | Gpen. <
s
=1
o

=]

" General {Custom fF ates f&mangement 1 fAmangement 2 fAccounts Receivable \Client Funds
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Hamilton Services Corporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To: 1999-2000 sales compaign.
Invoice # 10000

A Professional Services
B Hours _ Amount
10/11/99 Regional Account 3.00 375.00
10/14/99 6.00 750.00
10/26/99 National Account 1.00 125.00
Additional Charges - |
C Price
10/30/99 $Photocopies 0.10 6.00
For professional services rendered 10.00 $1,256.00
D Total taxes $62.80
E Total amount of this bill $1,318.80
I_ Please replenish Client funds with $100.00
G Congratulations to your office on your 5 year anniversary.
H Previous balance of Client Funds $300.00
Payments made from Client Funds (200.00)
Payments made into Client Funds 5400.00

New balance of Client Funds $5,500.00

: Hours is marked within the Bill Format: Charges-Time dialog box.

. Task is not marked and Reference is marked within the Bill Format:

Charges-Time dialog box.

. Price is marked within the Bill Format: Charges-Expense dialog box.

. Taxes is set to Total only within the Format page of the Client

Information dialog box.

: Totals for time and expense is marked and set to One total after both

sections .

: Request replenishment to contains a value which is below the minimum

value set for the Client Funds account. This value is set in the When the
balance falls below field within the Client Funds page of the Client
Information dialog box.

: A custom message is added within the Format page of the Client

Information dialog box.

: Style on the billis set to Summary within the Client Funds page of the

Client Information dialog box.
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Itemize Bill 18

&1 Bill Format: Charges - Time

Mark Start date , Task, and —Show an each zhp [if included in bill template]

Charges . ¥ Start date [T Description ¥ Charges
[ Enddate [~ Extra [" Double space
[~ Start time [~ Hours ™ Show slip mark
™ Timekeeper [T Total hours anly
¥ Tazk [ Rate
[T Reference [ Tax

&, field marked here must alzo be present in your bill template to appear on the
printed bill. Bill ternplates are created in the Beport D ezsigner.

—Billing Arrangenment
[ Show percent complets table

[T On percent complete table, show only phases with new charges

Cancel | Help
i1 Bill Format: Charges - Expense |
Mark Start date , Expense , Price, —Show on each zlip [if included in bill ternplate]
and Charges . ¥ Start date [T Extia [~ Show slip mark
[T Enddate [ Quantity
[ Timekeeper ¥ Price
¥ Eupenze [ Tax
[~ Reference ¥ Charges
[T Description [T Double space
&, field marked here must alzo be present in your bill template to appear on the
printed bill. Bill templates are created in the Report D ezsigner.

Cancel Help
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Totals for time and expense is
marked and set to With related
section .

Previous and new Accounts
Receivable balances is not marked.

Accounts Receivable transactions is
not marked.

Aged Accounts Receivable table is
marked.

¥ Time charges Iltemize

J Options... | =

¥ Expense charges IItemize

Replacement Slip Manager...

-
-

J Options... |

[¥ Totals for time and expense IWith related section

™ Previous and new Accounts Feceivable balances

j Optionz... |

]

™ Accounts Receivable ranzactions Itemize

¥ Previous and new Accounts Feceivable balances

j Options... |

¥ Accounts Receivable ransactions IItemize

v #ged &ccounts Feceivable table [ Aging messages

j Options.... |
[ |
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Hamilton Services Coorporation
P.O. Box 286
Hamilton, MA 01936

Invoice submitted to:
North Shore Consulting
24 Grove Street

Porter MA 02198

November 01, 1999

In Reference To 1999-2000 sales compaign.
Invoice # 10000

Professional Services

Amount
10/11/99 Proofreading 375.00
10/14/99 Planning 750.00
10/26/99 Proofreading 125.00
A For professional services rendered $1,250.00
Additional Charges :
Price
10/30/99 $Photocopies 0.10 6.00
Total costs $6.00
B MA 5.0% $0.30
MA $62.50
A Total taxes $62.80
Total amount of this bill $1,318.80
Thank you for your business!
C Current 30 Days 60 Days 90 Days 120 Days
1,568.80 1,550.00 0.00 0.00 0.00

A: Totals for time and expense is marked and set to With related section

B: Taxes is marked and set to Show each tax rate rule and a total  within
the Format page of the Client Information dialog box.

C: Aged Accounts Receivable table is marked within the Format page of the
Client Information dialog box.

D: Style on the billis set to None within the Client Funds page of the Client
Information dialog box.
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