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Information in this document is furnished only under a Customer License Agreement or non-disclosure agreement, and may
be used or copied only in accordance with the terms of such agreement. The software described in this document is
protected by copyright, and may not be copied on any medium except as specifically authorized in the license or
non-disclosure agreement.

This document is also protected by copyright, and may not be reproduced or transmitted, in whole or in part, by any means,
including photocopying, facsimile transmission, or reduction to any electronic medium or machine readable form, without
the express written consent of HighTower.

Copyright Statements:
Direct Deposit, Gift Card Expansion Pack, MAStransit, MICR Encoded Laser Checks, Multi-Bin Advanced Distribution,

Point of Sale® Professional, Professional Retainer Control, Remote Salesperson PDA, ScanBlaster, Time and Billing®,
Time and Billing® Professional, and Timekeeper® are products of HighTower. Copyright © 2007. All rights reserved.

Sage Software and Sage Software product names mentioned herein, including Sage MAS 90, Sage MAS 200,
Sage MAS 200 SQL, and Sage MAS 500, are registered trademarks or trademarks of Sage Software, Inc. and/or its
affiliated entities.

Microsoft® Windows® NT®, 95®, 98®, 2000®, ME®, and XP® names and logos are registered trademarks of the Microsoft
Corporation. Copyright © 2005-2006.

All other trademarks and copyrights are the property of their respective holders.

This manual was written for Time and Billing version 4.20. It was last updated on 11/20/07.
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New Features for Time and Billing Version 4.20

The 4.20 version of Time and Billing has been enhanced with paperless office
functionality.

New Support of Paperless Office Registers and Journals

The Time and Billing module now supports Sage Software Extended Solutions
Paperless Office: Journals and Registers (LM-1018).

For detailed information, see Paperless Office: Journals and Registers at
http://www.sagesoftware.com/mas90/extendedsolutions.

The Paperless Office solution allows printing of journals and registers in PDF
format, and provides a Viewer utility for the viewing and deleting of PDF
documents.

After the document has been printed in PDF, it will be presented to you via a PDF
reader window. If the document has a password associated with it, then you will be
prompted for it. In most cases, a journal and all supported documents will be
created in one PDF file.

The Paperless Office Support is implemented for the following documents:

» Time Expense Journal (see page 173)

» Cash Receipts/Write-Off Journal (see page 185)

« Billing Selection Register (see page 196)

« Billing Register (see page 214)

» Delete Work in Process Regqister (see page 221)

+ Edit Work in Process Selection Register (see page 225)

+ Edit Work in Process Journal (see page 229)

» Finance Charge Journal (see page 330)

» Sales Tax Journal (see page 215)
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Chapter 1

Introduction

The HighTower Ideal

Chapter 1: Introduction

At HighTower, we are committed to delivering superior accounting, time
management, manufacturing and distribution solutions to small and mid-sized
businesses.

HighTower is a Sage Software® Master Developer for Sage MAS 90 ERP and
Sage MAS 200 ERP software with titles such as Direct Deposit, Gift Card
Expansion Pack, MAStransit, MICR Encoded Laser Checks, Multi-Bin® Advanced
Distribution, Point of Sale® Professional, Professional Retainer Control, Remote
Salesperson PDA, ScanBlaster, Time and Billing®, Time and Billing®
Professional, and Timekeeper® to our credit.

HighTower uses a unique Patch Installation system, which installs the HighTower
enhancements without overwriting your original Sage Software program. Our
patch installation method makes our products attractive to users installing
enhancements from multiple Sage Software Master Developers.

Our promise of exceptional technical products is only exceeded by our
commitment to customer service. Our success is measured in customer
satisfaction.

Welcome to Time and Billing

Time and Billing® is an enhancement for the Sage MAS 90 and Sage MAS 200
applications developed by Sage Software. The Time and Billing module works with
Sage MAS 90 or 200 to provide you with the ability to track your employees’ time
against billable projects. The Time and Billing module also provides you with the
features to create customer invoices based on the times entered by employees.

The Time and Billing module can be installed on a Sage MAS 90 or 200 system
without integrating with other modules.

Integrating Time and Billing with other Sage MAS 90 or 200
Modules

The Time and Billing module can be installed on Sage MAS 90 or 200 without
integrating with other Sage MAS 90 or 200 modules. However, you can integrate
Time and Billing with other modules to create a comprehensive time tracking and
billing accounting system. When integrated, each module "shares" common
information with any related modules. Your company can integrate the following
Sage MAS 90 or 200 modules with the Time and Billing module:

» Accounts Payable (see page 14)

» Bank Reconciliation (see page 14)

» General Ledger (see page 15)

To integrate the Time and Billing module with these modules, you must set up
these modules before installing Time and Billing.

Time and Billing Manual Page 13



Page 14

Chapter 1

Accounts Payable

Use the Accounts Payable module to post reimbursable fees and expenses
directly into the Time and Billing Work in Process files. During Accounts Payable
Invoice Data Entry and Manual Check Entry, you can enter expense information by
employee, client, engagement, or work code.

The Invoice Register and Manual Check Register features in Accounts Payable
will check for valid clients, engagements, employees, work codes, and General
Ledger line accounts setup in Time and Billing. If you selected the Post Work in
Process to General Ledger check box on the Additional tab of Time and Billing
Options, the Accounts Payable module will also check the General Ledger work in
process and work in process offset accounts.

The Invoice Register and Manual Check Register features will automatically post
to the Time and Billing files after they are printed. However, if the Time and Billing
Data Entry or Billing Selection features are processing, you will not be able to
update the Accounts Payable expense entries.

See Appendix A for integrating Time and Billing with Accounts Payable.

Bank Reconciliation

The Bank Reconciliation module records all deposit information from Time and
Billing Cash Receipts/Write-Off Entry, as well as all checks printed or entered in
the Accounts Payable and Payroll modules. As a result, you must only verify that
the transactions recorded agree with your bank statement. Any discrepancies or
missing information can be easily identified. Integrating with the Bank
Reconciliation module ensures that monthly reconciliation of your bank statements
will no longer be a troublesome, time-consuming job.

To integrate the Bank Reconciliation module with Time and Billing, select the Bank
Reconciliation check box on the Additional tab of Time and Billing Options.

The following features and capabilities are activated in Time and Billing when
integrated with Bank Reconciliation:

+ Cash receipts information is transferred from Time and Billing to the Bank
Reconciliation module each time the Cash Receipts/Write-Off Journal is printed
and updated. This detail is retained in the Bank Reconciliation system until
month-end bank reconciliation is performed.

» The reconciliation process provides a fast, single-entry procedure for clearing all
checks shown on your bank statement. After the appropriate checks have been
cleared, along with all deposits and adjustments, the system prints a Bank
Reconciliation Register itemizing all bank activity for the current period.

» A Reconciliation Summary is provided at the end of the register showing
outstanding deposit, adjustment, and check totals. An Adjusted Bank Balance
and an automatically Calculated Book Balance are also shown. If these
balances do not agree, an Out of Balance by amount is shown. Procedures for
making the appropriate adjustments to balance the two figures are provided in
your Bank Reconciliation Online Help by Sage Software.
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Chapter 1

General Ledger

The General Ledger module is the key to integrating all financial information from
the Time and Billing module, as well as from the other accounting modules. The
General Ledger module provides complete, timely financial reports which
consistently reflect current information.

If the General Ledger module is installed, all journal entries generated from Time
and Billing are posted directly to the General Ledger following the printing and
updating of the Daily Transaction Register. The financial statements and other
General Ledger reports printed after the completion of the Daily Transaction
Register will reflect postings on the register.

If the General Ledger module is not installed, the Time and Billing journal entries
can be posted to the General Ledger Detail Posting file following the printing of the
Daily Transaction Register. The General Ledger Posting Recap report printed from
this file will provide the necessary audit information to prepare monthly journal
entries for your manual General Ledger. The information on this report will be
purged following Time and Billing period end processing.

When the General Ledger is installed Time and Billing is automatically integrated
with it, unless you clear the Integrate Time and Billing with General Ledger
check box on the Additional tab of Time and Billing Options window.

If this check box is clear, Time and Billing will make no postings to the General
Ledger following Daily Transaction Register printing. If the General Ledger module
is not installed, this option will determine whether Time and Billing will post the
journal entries to the General Ledger Detail Posting file.

Using the Time and Billing Manual

This manual provides the information necessary for setting up and operating your
Time and Billing module. Use the Time and Billing manual as a guide when initially
setting up the module, and then as a resource for understanding features of the
module. The manual contains overviews and samples of windows and menus.

Sections in this Manual

This manual is divided by the different menus available in Time and Billing. The
following table describes the chapters available in this manual.

Chapter Description

Chapter 2: Time and Billing | This chapter explains different concepts you need to

Concepts know about using your Time and Billing system.

Chapter 3: Installing the This chapter details the installation procedures for Time
Time and Billing Module and Billing.

Chapter 4: Navigating in This chapter describes the basic features available in the
Time and Billing Time and Billing module.

Chapter 5: Using the Setup | This chapter describes how to enter the basic information
Menu required to use the Time and Billing module. This chapter
includes setting general options for the module.
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Chapter 1

Chapter Description

Chapter 6: Using the Main
Menu

This chapter details how to create clients for Time and
Billing data and how to create time entries for employees.

Chapter 7: Using the Billing
Menu

This chapter details how to setup billing invoices based on
data available in Time and Billing.

Chapter 8: Using the
Reports Menu

This chapter details how to print reports based on
information available in the Time and Billing module.

Chapter 9: Using the
Analysis Menu

This chapter details how create analysis reports based on
information available in the Time and Billing module.

Chapter 10: Using the
Period End Menu

This chapter details the steps required for period-end
processing. This chapter includes period and year-end
processing, clearing billing history, and purging
terminated employees.

Appendix A: Accounts
Payable Supplement

This supplement contains instructions on how to integrate
Time and Billing with Accounts Payable.

Glossary

This section contains definitions for the Time and Billing
module.

Graphic Conventions

The following icons are used throughout this manual to indicate different types of

information.

Graphic Description

|

The Note symbol is followed by additional
information about a topic.

g

The Helpful Hint symbol is located in the left
margin and contains additional information about an
option.

N

The Warning symbol is followed by information to
help you avoid costly mistakes.

Text Conventions

The following table describes the text conventions used in this manual.

Text Convention Explanation

Field font Indicates a field name, list box name, options in a
list, column name, or check box.

Italic font Indicates directory names or references to other
manuals.
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Chapter 1

Getting Additional Help

Chapter 1: Introduction

There are online manuals, online help, and technical support available for this
enhancement.

Getting Additional Copies of the Manual

The Time and Billing manual is available when you install the module.
Open the Online Manual

1 From the Help menu on the Sage MAS 90 or 200 menu bar, select
Enhancement Manuals. The Manuals list appears on the right side of the
screen.
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Page 18

2 Click the Time and Billing link. This manual will appear in PDF format.
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Chapter 1

Open the Online Help

* For field level context-sensitive help, move your cursor to the field and press F1.
A pop-up window appears with help for the field.

» For window level context-sensitive help, click the button on the window.
The help screen for the window appears.

Support Services

There are several methods of support for your Time and Billing module:

» Contact your Authorized Reseller or Consultant. If you do not have an
Authorized Reseller or Consultant, consult the Time and Billing website
(www.timeandbilling-software.com).

» Refer to the Data Definitions available in the Library Master Extensions module
in the Utilities menu. This feature lists all the data fields available on each
window of this module.

+ Access technical bulletins and download program corrections through the Time
and Billing website (www.timeandbilling-software.com). Note that program
corrections are available exclusively through the Internet.

For more information about fee-based customer support services, contact our
Help Desk Department. Regular Help Desk hours are 9:00 A.M. to 5:00 P.M.
Central Standard Time Monday through Friday. You can reach our Help Desk
Department in the following ways:

» Phone: 1.888.583.3000
» Fax: 847.674.0544

* E-mail: helpdesk@hightowerinc.com

This concludes Chapter 1: Introduction of the Time and Billing manual.
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Chapter 2

Time and Billing Concepts

Data You Need

Chapter 2: Time and Billing Concepts explains different concepts you need to
know to use your Time and Billing module to the fullest extent.

Before starting the Time and Billing module, you should have the following
information assembled and available for use:

* Your General Ledger Chart of Accounts

A list of bank information and offices

A list of states in which you operate and collect sales tax

A list of employees, categories, work codes, standard comments, and billing
formats

A list of your clients, their addresses, and phone numbers

A list of engagements for each client, if applicable

All time sheets, expenses, and invoices to be processed

» All payments and write-offs to be processed

Client Numbering Methods

Page 20

Use the Time and Billing module to assign up to seven characters to identify each
client. You can use numbers, letters, or a combination of both.

If you use only numbers for the client code, the Time and Billing module
automatically inserts leading zeros. For example, an entry of 150 displays as
0000150. If you use any letters for the client code, entries remain exactly as you
enter them.

Since client codes identify Time and Billing entries, use a client numbering method
that is best for you. The following list suggests three possible numbering methods
with an explanation of the benefits of each method.

* Use Numbers Only: If you use the numeric keypad on your keyboard, this
method has the advantage of speedy entry. Since leading zeros are inserted
automatically, you need only type the significant digits of the client code. This
method is especially suitable for businesses with a large number of clients
where it cannot be practical to assign a descriptive code to each client.

To assign numbers to each client, increment by 10s or 20s between clients. You
might also organize your clients into groups using the first two or three digits of
the client code to denote specific types of clients. For example, clients 0010100
and 0010200 can both be nonprofit clients.
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You can also use the first two digits of the client code to designate the first letter
of the client's name (for example, 01 = A, 26 = Z). This could be an advantage if
you want to alphabetically sort information on reports.

* Use an Abbreviation of the Client Name: Use this method to identify the client
by looking at the abbreviated name (for example, ABCPROD, FEDCORP, or
PROTECH). Additionally, this method means all Time and Billing reports sorted
by client code will list clients in alphabetical sequence. Although this method is
the simplest method to use, it is only practical if you have a relatively small
number of clients whose names you easily recognize.

* Use a Combination of Numbers and Letters: Use this method for simple
assignment of codes using common client information such as the first two or
three characters of the client name followed by a four-digit number. This number
might be the last four digits of the client's phone number or another unique
number.

Since leading zeros are not inserted when letters are used, you must type
leading zeros for the numeric portion of the client code. If you do not use the
leading zeros, client codes will not be sorted properly (for example, clients 8
through 10 should be entered as A08, A09, and A10).

When selecting your numbering method, remember that most Time and Billing
reports can be sorted by client code, client name, sort field, zip code, client type,
client partner, client employee, or by the user-defined miscellaneous fields. If you
are using a numeric client numbering method, you can use the client name sort
option to obtain alphabetical listings of client information. You can also use the sort
field to sort clients by other information such as types of service, product, or
industry.

Explanation of General Ledger Postings

The Time and Billing module is a complete, double-entry accounting system which
minimizes the amount of data entry required, saving time and reducing the
possibility of posting errors.

Regardless of whether you have the General Ledger module installed, Time and
Billing posts journal entries to the Daily Transaction Register using account
numbers defined in General Ledger Account Maintenance. If the General Ledger
module is installed, the journal entries will be posted automatically to the General
Ledger. If the General Ledger module is not installed, you can use the General
Ledger Posting Recap to make journal entries to your manual General Ledger.

Time and Billing General Ledger Accounts
The Time and Billing module uses the following General Ledger accounts:

+ Cash Account - This current asset account is debited with the amount of cash
received through Cash Receipts/Write-Off Entry (see page 178). You can assign
a separate cash account to each bank account using Bank Code Maintenance
(see page 91).
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Accounts Receivable Account - This asset account contains the current
Accounts Receivable balance for your firm. It is debited when invoices are billed,
and credited when payments and write-offs are recorded against outstanding
invoices. You must assign the Accounts Receivable account using Time and

Billing Options (see page 79).

Write-Off Account - Use this asset account, assigned in Time and Billing
Options, to offset Accounts Receivable when writing off bad debt using the Cash
Receipts/Write-Off Entry feature. This account is typically called the Allowance
For Bad Debt Account.

Work in Process Account - Use this asset account to maintain the balance of
total unbilled fees and expenses. This account is debited during the
Time/Expense Entry (see page 168) or Edit Work in Process Entry (see page
226) update and credited during the Billing Data Entry (see page 198) update.
The work in process account postings are made only if you selected the Post
Work In Process to General Ledger field on the Additional tab of Time and
Billing Options (see page 83). You assign the work in process account using the
Time and Billing Options feature.

Sales Tax Account - This liability account is credited with the sales tax amount
of invoices entered during Billing Data Entry. The sales tax account is assigned
using the Time and Billing Options feature.

Progress Bill Offset Account - This liability account, assigned in Time and
Billing Options, is used to post any progress billing amounts. This account is
relieved when final billing is performed.

Revenue/Expense Accounts - Use these accounts to post all billed fees and
expenses. Each billable work code which represents a fee or expense can be
assigned a unique revenue or expense account. For revenue posting, the
default revenue account can be specified in Time and Billing Options. Revenue
accounts can also be assigned to specific clients or engagements.

Finance Charge Account - This income account is credited with the amount of
finance charge applied to clients using the Finance Charge Calculation (see
page 327) and Finance Charge Entry (see page 329) features. The finance
charge account is assigned using the Time and Billing Options window.

Work in Process Offset Account - This account is a contra account to the work
in process account. The work in process offset account is assigned using the
Time and Billing Options window. If you do not want to show work in process on
your balance sheet, this account should be an asset account to offset the work
in process balance. If you want to show the work in process on your balance
sheet, this account should be the deferred revenue account in the current
liabilities section of the chart of accounts.

Client Retainer Account - You use this liability account to maintain the balance
of retainer payments not yet applied against client billings. This account is
credited during the Cash Receipts/Write-Off Journal (see page 185) update as
retainer payments are recorded. This account is debited during the Billing
Regqister (see page 214) update when the retainer balance is applied against
billings.
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Time/Expense Entry Posting to General Ledger

You use the Time/Expense Entry (see page 168) feature to record all unbilled fees
and expenses. The balance of the unbilled fees and expenses recorded is posted
to the work in process account and work in process offset account, if you selected
the Post Work in Process to General Ledger check box on the Additional tab of
Time and Billing Options (see page 79). If this check box is clear, no General
Ledger postings will be made. During Time/Expense Entry, you can override the
revenue/expense account for each line entered; however, no postings will be
made to these accounts until that line entry is billed.

A Time/Expense entry with a total of $100.00 in fees and expenses will typically be
posted to the General Ledger as follows:

G/L Account Debit Credit
Time/Expense Entry Amount Wortk in Process 100.00
Work in Process Offset 100.00

100.00 100.00

Cash Receipts/Write-Off Entry Posting to General Ledger

Use the Cash Receipts/Write-Off Entry (see page 178) to record payments against
outstanding client balances and to apply write-offs to clients.

Cash Receipts Posting

During Cash Receipts/Write-Off Entry, you can record cash receipts for multiple
deposits or bank accounts. A separate bank account is assigned to each bank
code. You will be required to distribute the appropriate check amounts to open
invoices and miscellaneous General Ledger accounts (or client balances, if
balance forward billing is used).

A General Ledger posting for a $500.00 check will typically be made as follows:

G/L Account Debit Credit
Check Amount Cash 500.00
Invoice Amount Accounts Receivable 400.00
Misc. Charge Amount Misc. Income . 100.00
500.00 500.00

Write-Off Posting

Use Cash Receipts/Write-Off Entry to record write-offs of the Accounts Receivable
balance due to bad debt or other reasons. Write-off amounts are posted to the
write-off account specified in Cash Receipts/Write-Off Entry (see page 178).

A General Ledger posting for writing off a $100.00 balance will typically be made
as follows:

G/L Account Debit Credit
Write-Off Amount Write-Off 100.00
Invoice Amount Accounts Receivable 100.00

100.00 100.00
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Retainer Payment Posting

Use Cash Receipts/Write-Off Entry to record retainer payments. Retainer
payments are added to the retainer balance for the client/engagement and do not
affect the Accounts Receivable balance.

A General Ledger posting for a $1500.00 check, $1000.00 of which is a retainer
payment, will typically be made as follows:

G/L Account Debit Credit
Check Amount Cash 1500.00
Invoice Amount Accounts Receivable 500.00
Retainer Payment Amount Client Retainer 1000.00

1500.00 1500.00

Billing Data Entry Posting to General Ledger

Use the Billing Data Entry feature (see page 198) to select and modify the
amounts to be billed based on unbilled fees and expenses entered during
Time/Expense Entry (see page 168) or Edit Work in Process Entry (see page 226).
The revenue/expense account assigned during Time/Expense Entry or Edit Work
in Process Entry can be overridden during Billing Data Entry. The original fee and
expense amounts recorded can be written up or written down to determine the
actual amounts to be billed. If the Post Work In Process to General Ledger field
is checked in the Additional tab of Time and Billing Options, the original unbilled
fee and expense amounts are relieved from the work in process account and work
in process offset account. If this check box is clear, no General Ledger postings
will be made for work in process.

A General Ledger posting for a $1000.00 invoice will typically be made as follows:

G/L Account Debit Credit
Invoice Amount Accounts Receivable 1000.00
Professional Fees Revenue 600.00
Reimbursed Expenses Expense 150.00
Clerical Services Revenue 200.00
Sales Tax Amount Sales Tax 50.00

1000.00 1000.00

If you selected the Post Work In Process to General Ledger check box on the
Additional tab of Time and Billing Options, the following additional General Ledger
postings will be made with the original unbilled amount:

G/L Account Debit Credit
Original Unbilled Amount Work in Process Offset 750.00
Work in Process . 750.00
750.00 750.00
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Progress Billing Postings

When you bill a client/engagement using the progress billing fee arrangement, you
can specify the progress billing amount to be billed. When the progress billing
feature is used, the progress billing amount is credited to the progress bill offset
account. No postings will be made to the revenue/expense account when you are
billing a progress bill.

A General Ledger posting for a $500.00 progress bill will typically be made as
follows:

G/L Account Debit Credit
Invoice Amount Accounts Receivable 500.00
Progress Bill Amount Progress Bill Offset . 500.00
500.00 500.00

When the final billing is performed for a progress bill client/engagement, the
progress billing balance will be relieved from the progress bill offset account and
the appropriate revenue/expense account will be credited. If you selected the Post
Work In Process to General Ledger check box on the Additional tab of Time and
Billing Options, the work in process account and work in process offset account
will be relieved of the original unbilled fee and expense amounts.

A General Ledger posting for a final bill of $200.00 for a client/engagement with a
$500.00 progress bill balance will typically be made as follows:

G/L Account Debit Credit

Invoice Amount Accounts Receivable 200.00

Progress Bill Balance Progress Bill Offset 500.00

Professional Fees Revenue 400.00

Reimbursed Expense Expense 100.00

Clerical Services Revenue 150.00

Sales Tax Amount Sales Tax . 50.00
700.00 700.00

If you selected the Post Work In Process to General Ledger check box on the
Additional tab of Time and Billing Options, the following additional General Ledger
postings will be made with the original unbilled amount:

G/L Account Debit Credit
Original Unbilled Amount Work in Process Offset 600.00
Work in Process . 600.00
600.00 600.00

Retainer Billing Postings

When you bill a client/engagement using the retainer billing fee arrangement, you
can specify the retainer balance amount that is applied against billings. The
original fee and expense amounts recorded can be written up or written down in
the same manner as the standard fee arrangement.

A General Ledger posting for a $1000.00 invoice, with a $200.00 retainer balance
applied, will typically be made as follows:
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G/L Account Debit Credit
Invoice Amount Accounts Receivable 1000.00
Professional Fees Revenue 800.00
Reimbursed Expenses Expense 350.00
Sales Tax Amount Sales Tax 50.00
Retainer Applied Client Retainer 200.00
1200.00 1200.00

If you selected the Post Work In Process to General Ledger check box on the
Additional tab of Time and Billing Options, the work in process account will be
relieved in the same manner as the standard fee arrangement.

Edit Work in Process Selection Posting to General Ledger

Use the Edit Work in Process Selection (see page 222) feature to select unbilled
work in process transactions to be edited for a specific client/engagement using a
range of dates, employee codes, work codes, and transaction numbers.

If you selected the Post Work In Process to General Ledger check box on the
Additional tab of Time and Billing Options the following posting will be made. If this
check box is clear, no General Ledger postings will be made.

A General Ledger posting for a $100.00 Edit Work in Process Selection amount
will typically be made as follows:

G/L Account Debit Credit
Edit WIP Selection Amount Work in Process Offset 100.00
Work in Process . 100.00
100.00 100.00

Edit Work in Process Entry Posting to General Ledger

Use the Edit Work in Process Entry (see page 226) feature to edit, delete, and add
work in process transactions previously selected during Edit Work in Process
Selection.

If you selected the Post Work in Process to General Ledger check box on the
Additional tab of Time and Billing Options (see page 79), the posting will be
made. If this check box is clear, no General Ledger postings will be made. During
the Edit Work in Process Entry (see page 226), you can override the
revenue/expense account for each line item entered; however, no postings will be
made to these accounts until that line item is billed.

A General Ledger posting for a $300.00 Edit Work in Process Entry amount will
typically be made as follows:

G/L Account Debit Credit
Edit WIP Entry Amount Work in Process 300.00
Work in Process Offset 300.00
300.00 300.00
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Delete Work in Process Posting to General Ledger

Use the Delete Work in Process (see page 219) feature to remove unbilled fees
and expenses entered during Time/Expense Entry (see page 168) or Edit Work in
Process Entry (see page 226). If you selected the Post Work in Process to
General Ledger check box on the Additional tab of Time and Billing Options (see
page 83), the work in process account and work in process offset account are
adjusted by the amount of unbilled fees and expenses deleted. If this check box is
clear, no General Ledger postings will be made.

A General Ledger posting for deleting $100.00 of unbilled fees and expenses will
typically be made as follows:

G/L Account Debit Credit

Deleted Unbilled AmountWork in Process Offset 100.00
Work in Process . 100.00
100.00 100.00

Finance Charge Entry Posting to General Ledger

Use the Finance Charge Entry (see page 329) feature to manually apply finance
charges to specific clients or to adjust automatically calculated finance charges.

If you apply finance charges against your clients using the Finance Charge
Calculation (see page 327) and/or Finance Charge Entry (see page 329)
programs, the finance charges applied will be debited to Accounts Receivable and
credited to the finance charge account specified in Time and Billing Options (see
page 79).

A General Ledger posting for a $25.00 finance charge will typically be made as
follows:

G/L Account Debit Credit

Finance Charge Amount  Accounts Receivable 25.00
Finance Charge . 25.00
25.00 25.00

Accounts Payable Invoice Data Entry Posting to General Ledger

Use the Invoice Data Entry feature in Accounts Payable to enter expenses for
specific clients/engagements, when Accounts Payable is integrated with the Time
and Billing module. Invoices can be distributed directly to General Ledger expense
accounts without posting to the Time and Billing work in process accounts if Post
Work in Process to General Ledger check box Additional tab of Time and

Billing Options (see page 83) is clear.

A General Ledger posting for an invoice with a total of $800.00 in expenses will
typically be made as follows:

G/L Account Debit Credit
Reimbursed Expenses  Expense 800.00
Invoice Data Entry AmountAccounts Payable 800.00

800.00 800.00
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If you selected the Post Work in Process to General Ledger check box on the
Additional tab of Time and Billing Options, the following additional General Ledger
postings will be made:

G/L Account Debit Credit
Invoice Data Entry Amount  Work in Process 800.00
Work in Process Offset 800.00

800.00 800.00
For additional information, see the Accounts Payable Online Help by Sage
Software.

How to Use Work/Category Codes

Page 28

Use work codes to group and identify each type of service, work, and reimbursable
expense that you want to track for billing and reporting purposes. Each work code
must be assigned a category code to group related work codes for creating
analysis reports. You can bill efficiently and obtain the exact analysis information
that you need with careful selection of work codes and category codes.

Using Work Codes

You can define as many work codes as necessary, using three alphanumeric
characters, to track all fees, services, and reimbursable expenses. Work codes
are sometimes referred to as service codes. For each work code, you can specify
billing rates and the General Ledger revenue or expense account.

Each work code must be unique and cannot be duplicated in more than one
category code. It is recommended that you define your work codes using
abbreviated codes that are applicable to your specific business. If you want to
track services and expenses in a specific order, or if you have a large number of
work codes, you may want to define your work codes numerically.

The following illustrates some possible work code definitions:

Work Code Description Work Code Description
ACN Audit Internal ICN Internal Control
Control Consulting
AFX Audit Fixed Assets | INC Investment
Consulting
AIN Audit Inventory POS Postage Expense
ARC Audit Receivables SKD Sick Day
CLR Clerical Services SLT Sales Tax Form
Prep.
CPY Photocopy STF Staff Meeting
Expense
DCT Dictation STX State Tax Form
Prep.
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Work Code Description Work Code Description

DOC Document TRV Travel Expense
Preparation

FPL Financial Planning TXP Tax Planning

FTX Federal Tax Form VAC Vacation Time
Prep

Using Category Codes

Use category codes to group related work codes to sort or summarize work code
information for analysis reports. You can also use category codes to classify each
work code as billable, non-billable, billable expense, or non-billable expense. All
work codes within the same category are defined with the same billing type.
Category codes are especially useful if you have a large number of work codes
defined and do not require a high level of detail in your analysis reports.

Category codes are defined using three alphanumeric characters, and as with
work codes, it is recommended that you define your category codes using
abbreviated codes that are applicable to your specific business. If you want to
track categories in a specific order, you can define your category codes
numerically.

The following table is a partial listing of how the work codes from the previous
example can be organized by category:

Category Code Work Code Description Bill Type
AUD Audit Services Billable
ACN Audit Internal
Control
AFX Audit Fixed Assets
AIN Audit Inventory
ARC Audit Receivables
CLK Clerical Services Billable
CLR Clerical Services
DOC Document
Preparation
DCT Dictation
EXP Expenses Billable Expense
CPY Photocopy
Expense
POS Postage Expense
TRV Travel Expense
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Category Code Work Code Description Bill Type
NOB Non-Billable Time Non-Billable
SKD Sick Day
STF Staff Meeting
VAC Vacation Time

How to Use Engagements

Page 30

Use engagements to track separate work activities for a single client. You can
assign a different fee arrangement, billing rate, billing format, budgets, and
employees to each engagement. Depending upon the nature of your business,
you may refer to engagements as projects, jobs, or matters.

To use the Engagement feature, select Multiple Engagements per Client check
box on the Main tab of Time and Billing Options (see page 79). The terminology
used when referring to engagements is also specified on the Time and Billing
Options window.

If the Multiple Engagements per Client check box is clear, you are restricted to a
single default engagement code per client. You can only assign a single fee
arrangement, billing rate code, and billing format for each client. All references to
engagements will be turned off in all maintenance and data entry programs, and in
all reports.

If you are using the Engagement feature, you will be required to enter an
engagement code after specifying a client code in Client Maintenance (see page
142). The engagement code can be up to four alphanumeric characters in length.
You will also be required to enter the engagement code following the client code in
all data entry programs.

All information maintained on the Billing tab in Client Maintenance will be recorded
separately for each engagement. As a result, you can assign a separate partner,
employee, fee arrangement, billing rate code, and billing format for each
engagement. In addition, you can assign a separate General Ledger revenue
account for each engagement.

All work in process and billing history information is tracked separately for each
engagement code for a client. By utilizing Time and Billing reports, you can
selectively print engagement detail for all or a specific range of engagement
codes.

If you want to track engagements for a specific type of service for all clients, you
can use a descriptive alphanumeric code for each type of engagement. For
example, you can define all audit-type engagements as AUDIT. By grouping
engagements by type in this manner, you can select to print engagement
information for a specific type of work activity.
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If the tracking of engagements by type is not appropriate for your business, you
can assign a numeric sequence for each engagement for a client (that is, the first
engagement for a client can be assigned engagement code 0001; the second
engagement, engagement code 0002; and so on).

Billing Engagements Separately

If you select the Bill Separate check box on the Billing tab of the Client
Maintenance window (see page 142), you can specify separate fee arrangements,
billing frequencies, and billing formats for each engagement.

You can print and record a separate invoice in your Open Invoice file for each
engagement billed for the client. When you process cash receipts, each payment
can be applied separately to each engagement invoice.

If the Bill Separate check box is clear, the same fee arrangement, billing
frequency, and billing format will be used for all engagements for the client. Only
one invoice will be produced for the client for each billing. However, the invoice
can provide separate subtotals of billing detail for each engagement.

Activating the Engagement Feature

If you process the Time and Billing module for a period of time without using the
Engagement feature, and want to activate it, you can do so by selecting the
Multiple Engagements per Client check box on the Main tab of Time and Billing
Options.

All previously processed client information will be accessible using the default
engagement code, 0000 (if engagement code length is only 4 characters in
length). You can add additional engagements for clients by assigning new
engagement codes.

Explanation of Billing Rates

Use the Time and Billing module to access a wide selection of options to
automatically determine the billing rate to be used for each activity. You can enter
a standard description for each billing rate code on the Time and Billing Options
(see page 79) window. On the simplest level, you can assign a single billing rate to
be used for each employee. For maximum flexibility, you can assign a unique
custom billing rate to be used for each employee and client/engagement
combination.

To implement the most efficient billing rate method for your business, you should
understand all of the methods presented in this chapter before entering billing rate
information.

You can enter information for establishing the billing rate in the following programs:

+ Employee Maintenance: You can assign up to 10 separate billing rates as well
as the cost per hour for each employee. Billing rates are assigned to billing rate
codes 0 through 9.
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* Work Code Maintenance: You can specify the rate method to be used for each
work code. For fees, you can enter the billing rate to be used for the work code,
use the billing rate code specified for the client, or specify the separate billing
rate code to be used to determine the actual billing rate established for an
employee. For billable expenses, you can specify a fixed amount to be billed or
billing rate to be used.

+ Client Maintenance in Billing Data Window - You can specify the billing rate
code to be used for the client. This billing rate code is used in conjunction with
work codes that have been defined to use the client's billing rate code.

+ Client Maintenance in Custom Bill Rate Maintenance Window - You can
specify a unique billing rate to be used for a specific employee or employee level
for the client. This billing rate supersedes all other billing rates previously
described.

Assigning Billing Rates by Employee

Using the Employee Maintenance feature (see page 95), you can assign up to 10
billing rates for each employee. You can also assign the cost per hour for each
employee billing rate entered for billing rate codes 0 through 9. For each billing
rate code, you can enter the billing rate amount and time unit to be used. You can
define time units as dollars per hour (H) or dollars per unit (U).

The rate that you entered for billing rate code 0 will be used as the default rate. If a
zero is specified for any applicable billing rate code, the rate entered for billing rate
code 0 will be used instead. For this reason, you should always specify a rate for
billing rate code O.

Classifying Billing Rate Codes

To build an effective billing rate structure for your employees, you must first
determine how to use billing rate codes. The purpose of each billing rate code
should be consistent for all employees. For example, you may want to classify
billing rate codes by the type of services performed, as illustrated in the following
table.

Billing Rate Code Services Rendered

0 Default or standard rate

1 Management Advisory Services
2 Audit Services

3 Administrative Services

4 Clerical Services

You assign these billing rate codes to each appropriate work code to determine
the billing rate to be used for each type of service rendered.
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For example, employee JWS has a standard billing rate of $75.00 per hour, a
Management Advisory Services rate of $100.00 per hour, and an Audit Services
rate of $65.00 per hour. Administrative and Clerical Services are not applicable for
this employee and are left blank. The billing rate for billing rate code 0 will be used
as the default rate if zero is specified for a billing rate code.

You can also classify billing rate codes by the type of client or the nature of the
engagement, as illustrated in the following table.

Billing Rate Code Type of Client or Engagement

0 Default or standard rate
1 Tax Engagement

2 Audit Engagement

3 Nonprofit Engagement
4 Special Engagement

You assign these billing rate codes to each client and/or engagement to determine
the billing rate to be used. To use this method, you must define the work codes to
use the client's billing rate code.

You can mix these two examples of classifying billing rate codes (for example, by
type of service and type of client/engagement) by reserving certain billing rate
codes for types of services and reserving other billing rate codes for types of
clients and engagements.

As illustrated in the following table, billing rate codes 0 through 4 are reserved for
services, and billing rate codes 5 through 9 are reserved for clients and
engagements.

Billing Rate Code Type of Service or Client/Engagement

0 Default or standard rate

—_

Management Advisory Services

Audit Services

Administrative Services

Clerical Services

Tax Engagement

Audit Engagement

Nonprofit Engagement

Special Engagement

©O©| | N| O] O | W| N

In-House Activities
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Assigning Billing Rates by Work Code

Using the Work Code Maintenance feature (see page 100), you can specify the
rate method to be used for each individual work code. Use the rate method to
control how the actual billing rate is determined for an activity that uses the work
code.

Select one of the following methods from the Rate Method field in Work Code
Maintenance for each work code:

* Work Code Rate: Use this method to enter a single billing rate that will be used
for the work code. This rate will be used, regardless of the employee specified
for an activity. For fees, the rate represents dollars per hour or dollars per time
unit. For expenses, the rate can also represent dollars per quantity such as
number of photocopies.

+ Employee Rate Code: Use this method to enter the billing rate code (0 through
9, or C for cost per hour) to determine which employee rate to use. Typically, you
will determine the appropriate billing rate code based on the type of service
represented by the work code.

For example, suppose work code INC (Investment Consulting) is defined as
billing rate code 1. Work code ARC (Audit Receivables) is defined as billing rate
code 2. Employee JWS is defined with billing rates of $100.00 per hour for billing
rate code 1 and $75.00 per hour for billing rate code 2, as illustrated in the
following table.

Work Code Description Billing Rate Billing Rate
Code
INC Investment 1 100.00/hr
Consulting
ARC Audit Receivables 2 75.00/hr

As a result, a time/expense entry for employee JWS and work code INC is billed
at $100.00 per hour and work code ARC is billed at $75.00 per hour.

» Client Employee Rate Code: Choose this method to use the billing rate code
established for the client on the Client Maintenance (see page 142) window to
determine which employee rate to use. The billing rate used will be based on the
type of client or the nature of the engagement. This method cannot be specified
for billable expense or non-billable expense work codes.

For example, suppose both work code INC (Investment Consulting) and ARC
(Audit Receivables) are defined as billing rate method C. Client ABC is defined
as billing rate code 2. This method means that for employee JWS from the
previous example, both work codes INC and ARC are billed at $75.00 per hour.

» Fixed Amount: Use this method to specify a fixed dollar amount to be billed for
the work code. You can enter the default fixed amount, or you can enter 0 if the
default is not appropriate. You can only use this method for billable expense or
non-billable expense work codes. You can also specify a markup rate to
calculate the actual billing amount. Both the fixed amount and the markup rate
can be overridden during data entry.
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For example, suppose Work Code POS—Postage Expense is defined with the
default Fixed Amount of 0 and a Markup Rate of 20%. If you enter Work Code
POS during Time/Expense entry for the amount of $50.00, the actual billable
amount will be calculated as 50 x 1.20 or $60.00.

Assigning Billing Rates by Client/Engagement

Using the Client Maintenance window (see page 142), you can specify the billing
rate code (0 through 9, employee cost per hour, or work code rate) to be used for
each client/engagement. Whenever you use a work code that is defined with
employee cost per hour, the billing rate code established for the client/engagement
will be used to determine which employee billing rate to use. You can use this
feature to determine the billing rate based on the type of client or the nature of the
engagement.

On the Billing tab in Client Maintenance, you can enter one of the following codes
in the Bill Rate Code field:

+ Bill Rate Code: Use this method to specify the billing rate code (0 through 9) to
be used for this client/engagement. The actual billing rate will be determined by
the employee billing rate defined for the specific billing rate code.

* Employee Cost: Use this method to specify the cost per hour default for the
employee as the billing rate to be used.

* Work Code Rate: Use this method to use the billing rate specified for the work
code. To use this method, you must enter the appropriate billing rate code for
each work code in the Billing Rate field in Work Code Maintenance (see page
100).

Assigning Custom Bill Rates by Client/Engagement

For maximum flexibility in establishing billing rates for fees, you can use the
Custom Bill Rate Maintenance feature on the Client Maintenance window (see
page 142). You can use this feature to define unique billing rates to be used for a
specific employee working for a specific client/engagement. In addition, you can
assign a custom billing rate to an employee level (0 through 9) rather than to
individual employee codes. Custom billing rates supersede all other billing rates
for fees that are otherwise applicable for the client/engagement.

You can establish any number of custom billing rates for each client/engagement.
Each custom billing rate can be defined for a specific employee or for an employee
level. You can enter a custom billing rate for an employee by entering the
four-character employee code in the Employee/Level field. You can enter a
custom billing rate for an employee level by entering slash (/) followed by a
number (0 through 9) at this field. All employees that match the specified
employee level will be billed at the specified custom billing rate.

For each custom billing rate entry, you must specify the billing rate method to be
used to determine the billing rate. You can specify one of the following billing rate
methods:
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+ Rate Amount: Use this method to enter the billing rate amount to be used. You
can also specify the time unit as dollars per hour (H) or dollars per unit (U).

* Work Code Rate: Use this method to use the billing rate method specified for
the work code to determine the billing rate.

* Employee Rate Code: Use this method to specify the billing rate code (0
through 9) to be used to determine the employee billing rate.

Example: Assume that client AA is established with the following custom billing

rates:
Employee Name/Description Billing Billing Rate Time Unit
Level Method
2 Level 2 R $45.00 H
AAA1 IMA Winnur C 0 -
BBB2 John Doe w - -
Cccc3 B.A. Winnur R $95.00 H

When you process a time/expense entry for client AA, the Time and Billing system
will first search for any custom billing rates established for each employee. If none
are found, the system checks for custom billing rates established for employee
levels. If custom billing rates are not found for either employees or employee
levels, the standard billing rate methods are applied for the client.

+ Employee AAA1 will be billed using the rate established for Billing Rate Code for
that employee.

+ Employee BBB2 will be billed using the billing rate method specified for the
applicable work code.

« Employee CCC3 will be billed at a custom billing rate of $95.00 per hour.

* Employee DDD4 at employee level 2 will be billed at a custom billing rate of
$45.00 per hour.

+ Employee EEE5 at employee level 1 will be billed using the standard billing rate
methods established for the applicable work code.

Summary of Billing Rate Methods

The following tables recap how billing rates are determined based on each
transaction's work code, employee code, and client/engagement code.
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Without Custom Billing Rates

The following table illustrates how billing rates are determined when no custom
billing rates are specified for the employee code or employee level for the
client/engagement.

From Client/

From Work Code File Engagement Source
Master File of
Billing Rat
Bill Rate Rate Client Rate (Ting Rate
Type Method Code Code
All R Billing rate specified for the work
code is used.
BorN E 0-9 Billing rate specified for the

corresponding rate code (0-9) in
the Employee file is used.

Cc Cost per hour in the Employee
file is used.

BorN Cc 0-9 Rate code in the
client/engagement file is used to
determine the corresponding
billing rate from the Employee

file.
C Cost per hour in the Employee
file is used.
W Billing rate in the Work Code file
is used.
E or X F The fixed amount in the work

code file is used as the default
amount. The markup rate in the
Work Code file is used to
calculate the bill amount.

Using Custom Billing Rates

The following table illustrates how billing rates are determined when custom billing
rates are specified for the employee code or employee level for the
client/engagement.

Custom Bill Custom Source of Billing Rate

Rate Method Rate Code

R The billing rate entered in Custom Billing Rate
Maintenance is used.

w The billing rate method and rate code established
for the work code are used.
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C 0-9 The rate code entered in Custom Bill Rate
Maintenance is used to determine the
corresponding billing rate in the Employee file.

C The cost per hour in the Employee file is used.

The Time and Billing module provides a flexible means of defining billing time
periods in terms of hours or specific quantities of time (that is, Time Units). This
feature is especially useful for companies that bill their clients or engagements by
the quantity of partial hours or by the day, such as every 30 minutes or every eight
hours.

Using Time Units

To use this capability, select the Use Time Unit Entry check box on the Main tab
of the Time and Billing Options window (see page 79). This method will allow you
to use either hours or time units when setting up billing rates on the Employee
Maintenance window (see page 95) and the Client Maintenance window (see
page 142). On these windows, you must specify the time unit to be used for each
billing rate by clicking on the Hours/Units button.

Use Number of Hours/Minutes per Time Unit on the Main tab of the Time and
Billing Options window (see page 79) to define the time unit for billing. Your entry
in this field can use either the HH, or HH.HH format. For example, to define one
time unit as 1 hour, you would enter 1; to define one time unit as 30 minutes, you
would enter 00.50 or 00:30; to define one time unit as eight hours, you would enter
08.00 or 08:00. The time unit entered will always be displayed using the HH.HH
format.

If the Use Time Unit Entry check box is clear, you will not be able to access the
Hours/Units button on the Rates tab of the Employee Maintenance window (see
page 96) and the Custom Bill Rate Maintenance feature on the Client
Maintenance window (see page 142).

During Time/Expense Entry (see page 168) or Edit Work in Process Entry (see
page 226), the billing rate will be defined as using time units or hours. If the billing
rate is defined as using time units, you must enter the number of time units for the
billing, using the ####.00 format. For example, if you defined the time unit on the
Time and Billing Options window (see page 79) as one-half hour or.50, and you
are billing a client for two-and-one-half hours work, you would enter 5.00 in the
HRS/UNTS field in Time/Expense Entry or Edit Work in Process Entry.

If the rate is defined as using hours, you must enter the number of hours for the
billing, using either the HH.HH format. For example, if you are billing a client for
two-and-one-half hours work, you would enter 2.50 in the HRS/UNTS field in
Time/Expense Entry or Edit Work in Process Entry.
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During the Time/Expense Entry (see page 168) or Edit Work in Process Entry (see
page 226) update, all period-to-date and year-to-date amounts are converted
automatically to hours. Billing history and work in process detail information,
however, retains the time unit format entered (as hours or time units).

Fee Arrangements

You can use the Time and Billing module to assign a specific fee arrangement for
each client/engagement. You can choose from six different fee arrangements
which are used to determine how a client/engagement will be billed, and how the
work in process (unbilled fees and expenses) will be relieved. You can assign fee
arrangements to each client/engagement using the Billing tab on the Client
Maintenance window (see page 156).

Explanation of Fee Arrangements

To assign different fee arrangements for each engagement for a client, select the
Bill Separate check box on the Additional tab of the Client Maintenance window. If
this check box is clear, all engagements for the client will be billed together and
must use the same fee arrangement.

If the Include Expenses check box on the Billing tab of the Client Maintenance is
clear, fees and expenses will be separated on the Billing Data Entry window (see
page 198). The fee arrangements will apply only to the billable fee amounts.
Billable expense amounts will not be subject to the fee arrangements, and will
always be billed using the standard fee arrangement method.

The Time and Billing module supports the following six fee arrangements:

» Standard: Use this fee arrangement to determine the billing amount based on
the total of all billable fees and expenses recorded for the client/engagement as
of the Bill Thru Date. Invoices cannot be created if there are no work in process
detail lines for the client/engagement.

» Fixed: Use this fee arrangement to specify a fixed amount to be billed to the
client/engagement during each billing cycle. Invoices can be printed using the
fixed fee amount even if there are no work in process detail lines for the
client/engagement.

* Not To Exceed: Use this fee arrangement to specify a not to exceed billing
amount. Invoices cannot be created if there are no work in process detail lines
for the client/engagement.

» Non-Billable: Use this fee arrangement to define specific clients/engagements
as non-billable. Invoices cannot be created if there are no work in process detail
lines for the client/engagement.

» Retainer: Use this fee arrangement to specify a retainer amount to be billed
during each billing cycle. You can also maintain a balance of retainer payments
received and apply that balance against any billing. Invoices can be printed
using the retainer amount due even if there are no work in process detail lines
for the client/engagement.
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» Progress: Use this fee arrangement to bill a client/engagement on a
progressive basis without relieving work in process. Invoices can be printed
even if there are no work in process detail lines for the client/engagement.

Standard Fee Arrangement

Use the standard fee arrangement to determine the billing amount based on the
total of all billable fees and expenses recorded for the client/engagement. During
Billing Data Entry (see page 198), the bill amount defaults to the work in process
total amount. In addition, the bill amount can be changed to perform write-ups and
write-downs. The work in process is cleared of all billed fees and expenses during
the Billing Register update (see page 214).

Example: During Billing Data Entry, assume that an engagement with an
outstanding work in process total of $600.00 is being processed.

Using the standard fee arrangement, the bill amount will default to the work in
process total of $600.00. The Billing Data Entry window would display the
following:

BILLABLE WORK IN PROCESS TOTAL: 600.00
BILLED WORK IN PROCESS TOTAL: 600.00
WRITE UP/DN: 0.00

BILL AMOUNT: 600.00

If the bill amount is changed to $620.00, the write-up of $20.00 is calculated
automatically. The Billing Data Entry window would display the following:

BILLABLE WORK IN PROCESS TOTAL: 600.00
BILLED WORK IN PROCESS TOTAL: 600.00
WRITE UP/DN: 20.00

BILL AMOUNT: 620.00

Fixed Fee Arrangement

Use the fixed fee arrangement to specify a fixed amount to be billed to the
client/engagement during each billing cycle. The bill amount defaults to this fixed
fee amount. Any difference between the bill amount and the work in process total
will be written up or written down automatically. The work in process is cleared of
all billed fees and expenses during the update.

Using the fixed fee arrangement, you must enter a fixed fee amount on the Billing
Tab in Client Maintenance (see page 142). During Billing Data Entry (see page
198), the bill amount defaults to this fixed fee amount.

Example: Using our example of $600.00 of work in process, assume that a fixed
fee amount of $500.00 was entered in Client Maintenance. The Billing Data Entry
window would display the following:

BILLABLE WORK IN PROCESS TOTAL: 600.00
BILLED WORK IN PROCESS TOTAL: 600.00
WRITE UP/DN: -100.00
BILL AMOUNT: 500.00
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Note that the write-down amount of -$100.00 (500 minus 600) is calculated
automatically.

If a fixed fee amount of $650.00 was entered in Client Maintenance, the Billing
Data Entry window would display the following:

BILLABLE WORK IN PROCESS TOTAL: 600.00
BILLED WORK IN PROCESS TOTAL: 600.00
WRITE UP/DN: 50.00

BILL AMOUNT: 650.00

Note that the write-up amount of $50.00 (650 minus 600) was calculated
automatically.

Not To Exceed Fee Arrangement

Use the not to exceed fee arrangement to specify a not to exceed billing amount in
Client Maintenance (see page 142). All fees and expenses up to this amount are
billed and cleared. The bill amount defaults to the billable work in process amount
up to the not to exceed amount. Only those work in process entries that total this
bill amount will be billed and relieved during the Billing Data Entry update (see
page 198). All unbilled fees and expense entries remain in work in process unless
you manually select them in Billing Data Entry.

Example: Using our example of $600.00 of work in process, assume that a not to
exceed amount of $500.00 was entered in Client Maintenance. The Billing Data
Entry window would display the following:

BILLABLE WORK IN PROCESS TOTAL: 600.00
BILLED WORK IN PROCESS TOTAL: 500.00
WRITE UP/DN: 0.00

BILL AMOUNT: 500.00

In this example, only the first $500.00 worth of billable work in process is billed.
The unbilled $100.00 remains in work in process unless it is manually selected. In
addition, you can adjust the bill amount to perform write-ups and write-downs.

Non-Billable Fee Arrangement

Use the non-billable fee arrangement to define specific clients/engagements as
non-billable (that is, they are not to be billed for any billable fees and expenses
recorded). During the billing process, all bill amounts are automatically written
down to zero. The work in process is cleared of all billed fees and expenses.

Example: Using our example of $600.00 of work in process, the Billing Data Entry
window would display the following:

BILLABLE WORK IN PROCESS TOTAL: 600.00
BILLED WORK IN PROCESS TOTAL: 600.00
WRITE UP/DN: -600.00

BILL AMOUNT: 0.00
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Note that the write-down amount of -$600.00 (0 minus 600) was calculated
automatically.

Retainer Fee Arrangement

Use the retainer fee arrangement to specify a retainer amount to be billed during
each billing cycle. You can also keep a balance of retainer payments received and
apply that balance against any billings. Use the Uncollected Return field in the
Client/Engagement Master file to track the retainer amount billed but not yet paid.
Use the Retainer Bill Balance field to track the retainer payment amounts
received but not yet applied against billings. When bills are processed, the work in
process is cleared of all billed fees and expenses.

Using the retainer fee arrangement, you can enter the retainer applied and the
retainer amount due during Billing Data Entry (see page 198). You can set the
retainer applied amount automatically by selecting the Automatically Apply
Retainer Balance to Bills check box on the Billing tab of the Time and Billing
Options window (see page 86). Clearing this option will default the retainer applied
amount to zero, allowing you to apply retainers manually. The retainer amount due
will default to the amount specified for the monthly retainer for the
client/engagement.

Example: Using our example of $600.00 of work in process, assume that a
monthly retainer amount of $500.00 was entered on the Client Maintenance
window (see page 142) and that the retainer balance for the client/engagement is
$2,000.00. If the Automatically Apply Retainer Balance to Bills check box on
on the Billing tab of the Time and Billing Options window (see page 86) is
selected, the Billing Data Entry window would display the following:

RETAINER BALANCE: 2000.00

BILLABLE WORK IN PROCESS TOTAL: 600.00
BILLED WORK IN PROCESS TOTAL: 600.00
WRITE UP/DN: 0.00

RETAINER APPLIED: 600.00

BILL AMOUNT: 0.00

RETAINER AMOUNT DUE: 500.00

Both the retainer applied and the retainer amount due, as well as the bill amount,
can be changed manually. If the retainer balance amount is less than the billed
work in process total, the retainer applied amount will default to the retainer
balance amount.

The retainer amount due is considered to be a memo billing and does not create
an open invoice or post to the Accounts Receivable account. This amount
accumulates in the Uncollected Retainer field in the Client/Engagement Master
file.
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Progress Fee Arrangement

Use the progress fee arrangement to bill a client/engagement on a progressive
basis without relieving work in process. A progress bill balance is maintained to
keep track of the amount billed. A final billing can be issued to bill any unbilled
balance and to clear the work in process.

Using progress billing, you must enter a progress bill amount on the Billing tab in
Client Maintenance (see page 142). The bill amount defaults to this progress bill

amount. During the Billing Data Entry update (see page 198), no work in process
is billed or relieved. A progress bill balance is maintained with the total progress

billed amount for the client/engagement.

Example: Using our example of $600.00 of work in process, assume that a
progress bill amount of $200.00 was entered in Client Maintenance. The Billing
Data Entry window would display the following after the first month's billing:

BILLABLE WORK IN PROCESS TOTAL: 600.00
BILLED WORK IN PROCESS TOTAL: 0.00
WRITE UP/DN: 0.00

BILL AMOUNT: 200.00

After this bill has been updated, the progress bill balance for the client will be
increased by $200.00. Sales tax is not billed until the final bill is processed.

Processing a Final Bill

Use progress billing for any number of billing cycles. Once the engagement or job
is completed for a client, you can process a final bill to bill any unbilled balance
and to clear the work in process.

To process a final bill, choose the Final button on the Billing Data Entry window
(see page 198). Use this feature to calculate the bill amount for a final billing by
subtracting the progress bill balance from the work in process total. When the
Proceed with Final Bill dialog box appears, click Yes to proceed ahead, or click No
to cancel the final bill. When the final bill is processed, all billed work in process is
relieved and the progress bill balance is cleared.

Example: Assume the progress bill balance is now $400.00 and a final progress
bill is issued after the third month. The Billing Data Entry window would display the
following:

BILLABLE WORK IN PROCESS TOTAL: 600.00
BILLED WORK IN PROCESS TOTAL: 600.00
WRITE UP/DN: 0.00

PROGRESS BILL BAL: 400.00

BILL AMOUNT: 200.00
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Explanation of Retainer Billing
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Many professional service organizations require their clients to pay a retainer in
order to engage their services. Retainers can be one-time payments that are used
as a prepayment for services to be rendered. Retainers can also be billed on a
monthly or other regular basis. Prepaid retainer balances can be applied against
current billings to reduce the amount due for that period. Some firms may want to
apply retainer balances only at the completion of an engagement, or they may
want to apply retainers during any billing cycle.

The Time and Billing module provides a comprehensive capability for recording
and processing retainers. In order to use the Retainer feature, you must set the fee
arrangement for a client/engagement to Retainer on the Client Maintenance
Billing tab (see page 156). If your Time and Billing module is integrated with the
General Ledger, you can also specify the client retainer General Ledger account in
Time and Billing Options (see page 79).

Retainer Data Fields

When you use the retainer fee arrangement, certain additional data entry fields are
activated on the the Client Maintenance (see page 142) and Billing Data Entry
(see page 198) windows, as well as various Time and Billing reports, such as the
Retainer Transaction Report (see page 272). An explanation of these data fields
follows:

* Monthly Retainer: You activate this field on the Client Maintenance Billing Data
window. You can enter the retainer amount you want to bill during each billing
cycle. If you do not want to automatically bill for the retainer amount, enter zero.

* Uncollected Retainer: You can display this field on the Client Maintenance
Billing Data window. This field displays the total retainer amount billed but not
yet received. As retainers are billed, this amount is increased. As retainer
payments are recorded using the Cash Receipts Entry, this amount is reduced. If
you received retainer payments in excess of the retainer billed, zero will be
displayed in this field.

» Retainer Balance: You can display this field on the Client Maintenance window
History tab. This field displays the total retainer payments received but not yet
applied against billings. As retainer payments are recorded using the Cash
Receipts Entry, this amount is increased. As retainers are applied during Billing
Data Entry (see page 198), this amount is reduced.

» Retainer Applied: You activate this field on the Billing Data Entry window for
clients/engagements using the retainer fee arrangement. You can enter an
amount less than or equal to the retainer balance for the client/engagement. The
retainer applied will be deducted from the billed work in process total amount to
calculate the bill amount for the invoice.

To set the retainer applied amount automatically, select the Automatically

Apply Retainer Balance to Bills check box on the Billing tab of the Time and
Billing Options window. If the retainer balance amount was less than the billed
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work in process total, the retainer applied amount will be set to the retainer
balance amount, and the bill amount will be reduced by the retainer applied
amount. If this option is clear, the retainer applied will default to zero, and you
can apply retainers manually.

* Retainer Amount Due: You activate this field on the Billing Data Entry window
for clients/engagements using the retainer fee arrangement. This field will
default to the monthly retainer amount specified in Client Maintenance (see
page 142). The amount you entered here will be printed on your invoice, but is
not included in the invoice amount due and does not post to Accounts
Receivable.

Recording Retainer Payments

Use the Cash Receipts Entry window to record retainer payments. For open item
clients, retainer payments are entered in the same manner as regular invoices,
except that you will be entering RT at the Invoice Number field. For balance
forward clients, you must first select the Adjust option and enter RT at the G/L
Account field.

If you are using engagements, you will be prompted for the engagement code.
Since the retainer balance is tracked for each engagement, you must specify the
engagement code to which the payment will be applied. Enter the retainer
payment amount at the Amount Posted field.

During the Cash Receipts/Write-Off Journal update (see page 178), the retainer
payment amount is added to the retainer balance of the client/engagement.
Additionally, the uncollected retainer for the client/engagement is reduced by the
retainer payment amount. Retainer payments do not affect the Accounts
Receivable balance for the client, and no open invoice is created for the retainer
payment. The client retainer account specified in Time and Billing Options (see
page 79) will be credited with the retainer payment.

The retainer balance and uncollected retainer amounts are printed on the Aged
Invoice Report for your reference. Since retainers are not considered to be part of
Accounts Receivable, they have no effect on the aged receivables balance printed
on the report.

Billing and Applying Retainers

Additional retainer amounts can be billed during the normal billing process. You
can also apply any retainer balance against current billable fees and expenses
during the billing process.

When you select the retainer clients/engagements for billing using Billing Selection
(see page 194) or Billing Data Entry (see page 198), the retainer amount due is
automatically set to the monthly retainer amount specified in Client Maintenance
(see page 142). If the monthly retainer amount is zero, you must manually enter
the amount of additional retainer to be billed each billing period.
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The Retainer Balance field in the Client Master file contains the balance of the
retainer payments received but not yet applied. You can apply this balance against
current fees and expenses. The Retainer Applied field in Billing Data Entry is
used to indicate the amount of the retainer balance that is to be applied to the
current billing.

To set the retainer applied amount automatically, select the Automatically Apply
Retainer Balance to Bills check box on the Billing tab of Time and Billing Options.
The Retainer Applied field will be set to either the billed work in process total
amount or the retainer balance amount, whichever is less.

Clear the Automatically Apply Retainer Balance to Bills check box on the
Billing tab of Time and Billing Options to default the Retainer Applied field to zero.
This option allows you to apply retainers manually. If you want only to apply the
retainer balance on the final billing for an engagement, clear the check box.

The retainer applied amount will reduce the amount posted to Accounts
Receivable. The client retainer account will be debited with the retainer applied
amount during the Billing Register update (see page 214). The retainer applied
amount has no effect on the postings to the work in process account.

During the Billing Register update, the Retainer Balance field in the Client Master
file is reduced by the retainer applied amount. The Uncollected Retainer field is
increased by the retainer amount due. The retainer amount due is considered to
be a memo billing and does not create an open invoice or post to the Accounts
Receivable account.

How to Adjust Work in Process

During the Time/Expense Journal (see page 173) update, all transactions entered
using the Time/Expense Entry program are posted to the Work in Process Detall
file and remain there until they are billed during Billing Data Entry. If you selected
the Post Work in Process General Ledger check box on the Additional tab of
Time and Billing Options, the General Ledger work in process account is also
updated during the Time/Expense Journal update.

Once transactions are posted to the Work in Process Detail file after the
Time/Expense Journal update, they can be modified using several programs.
Work in process transactions can be transferred from one client/engagement to
another using the Transfer Work in Process (see page 216) feature; they can be
deleted using the Delete Work in Process (see page 219) feature; or they can be
edited, added, or deleted using the Edit Work in Process Selection (see page 222)
and Edit Work in Process Entry (see page 226) features.

Transfer Work in Process

The Transfer Work in Process feature (see page 216) is useful when you have
posted one or more work in process transactions and have discovered that they
were assigned to the wrong client/engagement. This feature allows you to transfer
unbilled work in process information from one client/engagement to another
client/engagement for a specific range of dates.
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To use the Transfer Work in Process feature, you must first specify the original
client and/or engagement code, employee code, work code, and/or transaction
numbers from which work in process information will be transferred. You can also
specify a range of transaction dates. You can then specify the client and
engagement codes that will be assigned to the selected transactions. A
Transaction Work in Process Audit Report can be printed which provides an audit
trail of transferred transactions.

When you use the Transfer Work in Process program, the General Ledger work in
process account balance is not affected.

Delete Work in Process

The Delete Work in Process feature (see page 219) is useful in two instances.
First, you can use the feature to delete work in process transactions which should
not have been posted. Second, you can use the feature to remove transactions
which should have been posted, but which contain incorrect data (for example,
incorrect employee code, work code, billing rate, or revenue account number); or
you can use the Edit Work in Process Entry feature (see page 226) to correct the
data.

To use the Delete Work in Process feature, you must first specify the client code
and engagement code. You can also specify a range of dates, employee codes,
work codes, and/or transaction numbers to specify which transactions to delete.
You can print a Delete Work in Process Register (see page 219) to verify the
selected transactions. The update process which follows the printing of the
register will remove the selected transactions from the Work in Process Detail file
and update the Time and Billing files as appropriate.

If you selected the Post Work in Process to General Ledger check box on the
Additional tab of Time and Billing Options (see page 83), the General Ledger
work in process account is relieved of the deleted transaction amounts during the
Delete Work in Process (see page 219) update.

Once you have deleted the erroneous transactions, you can use Time/Expense
Entry (see page 168) to re-enter the correct information.

Edit Work in Process Selection

Use the Edit Work in Process Selection feature (see page 222) to select unbilled
Work in Process transactions to be edited for a specific client/engagement using a
range of dates, employee codes, work codes, and transaction numbers.

To use the Edit Work in Process Selection feature, you must first specify the client
code and engagement code. You can also specify a range of dates, employee
codes, work codes, and/or transaction numbers to determine which transactions
are to be selected. You can print an Edit Work in Process Selection Register (see
page 222) to verify the transactions selected for editing. During the Edit Work in
Process Selection Register update, if you selected the Post Work in Process to
General Ledger check box on the Additional tab of Time and Billing Options (see
page 83), the work in process transactions will be updated to the General Ledger.
Once you have selected work in process transactions to be edited, you can use
Edit Work in Process Entry (see page 226) to enter the correct information.
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Edit Work in Process Entry

The Edit Work in Process Entry feature (see page 226) is used to edit, delete, and
add Work in Process transactions previously selected during Edit Work in Process
Selection.

To use the Edit Work in Process Entry feature, you must first specify the client
code and engagement code (if applicable) or the transaction number of the work in
process transaction to be edited. You can edit, add, or delete work in process
information by modifying the fields. You can print an Edit Work in Process Journal
(see page 229) as an audit report for all work in process transactions edited using
the Edit Work in Process Entry feature. During the Edit Work in Process Journal
update, if you selected the Post Work in Process to General Ledger check box
on the Additional tab of Time and Billing Options (see page 83), the adjusted
work in process amounts are posted to the appropriate General Ledger accounts.

How to Reverse/Adjust Previously Recorded Invoices

Use the Time/Expense Entry feature (see page 168) in conjunction with the Billing
Data Entry program (see page 198) to adjust or reverse previously recorded
invoices. This activity may be necessary if an error occurred during data entry (for
example, an incorrect amount was entered).

To adjust the invoice amount only, you can enter a write-off during Cash
Receipts/Write-Off Entry (see page 178). To reverse or adjust productivity and
profitability amounts as well as the invoice amount on an invoice already updated
to the Open Invoice file, adjustment entries must be made in Time/Expense Entry,
and an adjustment invoice must be created using Billing Data Entry and Invoice

Printing (see page 211).

Time/Expense entries must first be created in order to reverse or adjust an invoice.
To reverse or adjust the number of billable or non-billable hours or time units of the
original invoice, an adjustment transaction must be created using exactly the same
information as the original invoice (for example, date, employee, client,
engagement, and work code), and the value to be reversed or adjusted must be
entered in the Hrs/Units field. The original invoice information can be found on the
original Billing Selection Register (see page 196) or Billing Worksheet (see page
191).

To reverse an invoice, if the original work in process amount was positive, the new
hours/units entered must be a negative value; if the original work in process
amount was negative, the new hours/units entered must be a positive value.

To adjust an invoice, enter a positive value to increase the hours/units, or enter a
negative value to decrease the hours/units. When the hours or time units are
entered, the amount is recalculated and displayed automatically. When
Time/Expense Entry is completed, the Time/Expense Journal (see page 173) must
then be updated to post the Time/Expense entry to the Work in Process file.
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An adjustment invoice is created when the work in process adjustment
transactions are selected for billing during Billing Data Entry (see page 198).
Select the client/engagement, assign the original invoice number to the adjustment
invoice on the Header window, and click the Accept button to verify the entry.
Select the work in process transactions to be billed, and print the adjustment
invoice using Invoice Printing. The Billing Register must then be printed and
updated to complete the process and post the information to the Open Invoice file.

The original invoice information is adjusted during the Billing Register update, and
the adjustments are indicated on the Client Maintenance (see page 142) History
and Invoices tabs as type ADJ. If the invoice was adjusted to zero, it will be
removed during the next period end processing, depending upon the setting in the
Days to Retain Paid Bills field in Time and Billing Options (see page 79).

Progress Fee Bill

To adjust the amount of a progress fee bill, which is not a final bill, you must create
a negative progress bill, reversing the original bill in full and then create a new bill
using the correct amount.

To adjust the date of a previously recorded invoice which was incorrectly entered
as a final bill, perform the following:

1 Select the Billing Data Entry (see page 198) option and enter the client for whom
the invoice is to be corrected.

2 Clear the Print Invoices check box.

3 Enter the original invoice number and the correct invoice date. Change the Bill
Amount field to 0.00 and update the Billing Selection Register (see page 196).

How to Use the Schedule/Budget Feature

The Schedule/Budget feature (see page 151) is a useful tool for scheduling
work-related activities for clients and engagements. You can also use this feature
for tracking actual hours and amounts against budgeted amounts for scheduled
activities. You can enter activities by work code or work code category. An activity
can be tracked with additional detail by specifying the employee code.

Use the Schedule/Budget Maintenance option within Client Maintenance (see
page 142) to enter schedule/budget information. For each schedule/budget entry,
you can specify the projected start date, actual start date, projected completion
date, and actual completion date for each activity. You can enter the schedule type
for each activity to specify whether the activity is monthly, quarterly, semi-annual,
annual, or non-recurring.

Once a schedule/budget entry is established, the actual hours and amount
information is maintained automatically during the Time/Expense Journal (see
page 173) or Edit Work in Process Journal update (see page 229). If the Accounts
Payable module is integrated with Time and Billing, expenses can also be updated
from the Accounts Payable Invoice Register and Manual Check Register updates.
It is important to note that unless a schedule/budget entry is established, no
accumulation of actual hours and amounts will be recorded in the
Schedule/Budget file.
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Use the Schedule/Budget feature specifically to track scheduled activities and to
track budget amounts by work/category code and employee code. Since the
standard Time and Billing Analysis reports provide a recap of hours and amounts
by client/engagement, employee, and work/category code, it is not necessary to
use the Schedule/Budget feature to record hours and amounts.

You can print the Employee Scheduling Report (see page 318), accessed from the
Analysis Menu, to list all scheduled activities by employee in chronological order.
This report serves as a reminder to each employee of forthcoming activities. Any
schedule/budget activities recorded in Schedule/Budget Maintenance without a
specific employee (for example, if All was entered for the employee code) will not
be printed on the report.

The Budget Reports By Client (see page 308), Employee (see page 311), Work
Code (see page 314), or Category (see page 316), accessed from the Analysis
Menu, provide detailed listings of all schedule/budget entries. The budget amount,
actual amount, and variance information is provided for each activity.

How to Track Schedule/Budget Information

Depending upon your specific requirements, you can track schedule/budget
information using different levels of detail. The level of detail you want to obtain
can be applied differently to each client/engagement as required.

Schedule/Budget by Client/Engagement

On the least detailed level, you can make a single entry to account for all activities
for the client/engagement. You can specify All for both the work/category code
and the employee code, as illustrated in the following example.

Work/Category Employee

All All

The budgeted hours and amount entered on the Billing tab in Client Maintenance
(see page 142) are recorded automatically on a default basis. You do not need to
use the schedule/budget option to establish this level of budgeting detail.

Schedule/Budget by Work/Category Code

On this level of detail, you can schedule or budget by work code or work code
category, regardless of the employee. The work code category is specified by
typing slash (/) followed by the category code. To enter the budget, regardless of
the employee, All must be specified for the employee code, as illustrated in the
following example.

Work/Category Employee

001 All
005 All
/010 All
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All activities for the client/engagement for the specified work code or work code
category are tracked, regardless of the employee that performed the work. This
method is appropriate if several employees are working on the same activity and
you want to track the total hours and amounts recorded for the work/category
code. You can also use this method if the actual employee doing the work has not
been determined at the time of budgeting.

One drawback of this method, however, is that the Employee Scheduling Report
(see page 318) cannot record activities to which employees have not been
assigned.

Schedule/Budget by Employee

This method allows you to track the total hours and amounts recorded for each
employee, regardless of the type of work performed. You must specify All for the
work/category code and enter a specific employee code, as illustrated in the
following table.

Work/Category Employee

All DW
All DLR
All GNS

All activities for the client/engagement for the specified employee are tracked,
regardless of the type of work performed. This method is appropriate if you want to
track budget information against total hours and amounts recorded for each
employee.

Since this method is not work code specific, it is not useful for tracking scheduled
activities.

Schedule/Budget by Work/Category Code and Employee Code

This method allows you to track schedule/budget information at the most detailed
level. Each activity is identified by specifying both the work/category code and the
employee code, as illustrated in the following table.

Work/Category Employee

001 DW
005 DLR
/010 GNS

Each employee performing the same type of service must be specified separately.
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Often it is desirable to track activities using multiple levels of schedule/budget
detail. For example, you may want to track an activity for a work/category code
with All as the employee code. You may also want to track an activity for the same
work/category code and a specific employee. Any hours and amounts entered
during Time/Expense Entry (see page 168) or Edit Work in Process Entry (see
page 226) using the same work/category code and employee will be recorded for
both of the schedule/budget entries.

Schedule Types

For each work/category code entered on the Schedule/Budget Maintenance
window (see page 151), you must enter a schedule type, which is used to
determine whether the activity for the client/engagement recurs, and if so, on what
kind of schedule.

At the Schedule Type field, you have the option of selecting N (Non-Recurring), M
(Monthly), A (Annual), Q (Quarterly), or S (Semi-Annual).

The non-recurring schedule type assumes that the activity will be performed only
once for the client/engagement. You can specify a projected start and completion
date for the activity. During the Time/Expense Journal (see page 173) and Edit
Work in Process Journal update (see page 229), the Actual Start Date field is
updated with the earliest occurrence of the activity. You can enter an actual
completion date when the activity has been completed.

The monthly schedule type assumes that the activity for the client/engagement will
be performed once every month. During Period End Processing (see page 336),
all activities with schedule type M will automatically increment the Projected Start
Date and Projected Completion Date fields by one month, and all actual hours
and amounts will be cleared.

The annual schedule type assumes that the activity for the client/engagement will
be performed once every year. During Year End Processing (see page 339), all
activities with schedule type A will automatically increment the Projected Start
Date and Projected Completion Date fields by one year, and all actual hours and
amounts will be cleared.

The quarterly schedule type assumes that the activity for the client/engagement
will be performed once every quarter. When Period End Processing is performed
in periods 3, 6, 9, or 12, all activities with schedule type Q will automatically
increment the Projected Start Date and Projected Completion Date fields by
three months, and all actual hours and amounts will be cleared.

The semi-annual schedule type assumes that the activity for the
client/engagement will be performed once every six months. When Period End
Processing is performed in periods 6 or 12, all activities with schedule type S will
automatically increment the Projected Start Date and Projected Completion
Date fields by six months, and all actual hours and amounts will be cleared.
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Posting to Future Accounting Periods

The Time and Billing module allows you to post transactions to a future accounting
period. Unlike the General Ledger module, however, the future posting capability
for Time and Billing is limited to the accounting period following the current period
specified in Time and Billing Options (see page 79).

As time/expense, invoice, and cash receipt transactions are posted, the System
Date for invoices and the Deposit Date for cash receipts are used to update the
transactions and check them against the current Time and Billing period defined in
Time and Billing Options. The transaction amounts posted in the future periods are
not displayed in the client's Billing History for the Period-To-Date and Year-To-Date
columns. Instead, the Future option must be used to display a special window
containing the future period activity and the Year-To-Date amounts reflecting future
postings.

Posting to Analysis Reports by Period

Data for your Time and Billing Professional Analysis reports is accumulated during
the update of the Time and Expense Journal, Edit WIP Journal, Billing Register,
and Delete WIP Update. The data for the analysis reports is maintained by
accounting period in 3 files:

« T2S - Billing Analysis History File
* T2W - Future Periods for Bill Analysis History

* T2Y - Monthly Time Analysis File

The period into which time/billing data is posted is determined by the Posting Date
selected when updating the three journals. It is not determined by the individual
transaction detail. Further, the update cannot post to any period prior to the current
T/2 period. Also, anything posted to a future period does not show on the Analysis
Reports until you close the current period. During period end processing, any
future period transactions that exist will be moved into the new current period.

Example 1

Your current T/2 Period is 01/2010. You enter an expense with a date of 1/5/2010.
Next, you print and update the Time and Expense Journal with a Posting Date of
01/31/2010. The expense will post to period 01.

Example 2

Your current T/2 Period is 01/2010. You enter an expense with a date of 1/5/2010.
Next, you print and update the Time and Expense Journal with a Posting Date of
02/20/2010. The expense will post to a future period. It will not appear on your
Analysis Reports until the period end is run. After period end, the expense will
appear in period 02.

Example 3

Your current T/2 Period is 03/2010. You enter an expense with a date of 1/5/2010.
Next, you print and update the Time and Expense Journal with a Posting Date of
01/31/2010. The expense will post to period 03 since the Posting Date is not a
future period and the current period is 03.
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Open Item Versus Balance Forward Billing
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A very important feature of the Time and Billing module is its ability to
accommodate both open item and balance forward billing. You can use either
method for all of your clients, or you can select the appropriate billing method to be
used for each individual client.

The billing method is selected in the Open Item or Balance Forward field on the
Time and Billing Options window (see page 79).

» Select Open Item to use open item billing for all clients.
» Select Balance Forward to use balance forward billing for all clients.

» Select Mixed if you want to use the open item method for some clients and the
balance forward method for others.

When creating the Client Master file, you must indicate which method to use for
each client.

Open Item Billing

In open item billing, you can retain all invoices in detail and apply cash receipts to
specific invoices. If you need a complete audit trail of all activity affecting each
open invoice, you should use the open item billing method.

All transactions (for example, payments and adjustments) which affect the balance
of each invoice are retained. The transaction detail can be displayed using the
History and Invoices tab of the Client Maintenance (see page 142) and Client
Inquiry (see page 163) windows.

For open item clients, you must apply each cash receipt against specific invoices.
Using the Auto method, the system automatically applies the cash receipt to each
open invoice, starting with the oldest, until the amount is fully distributed. All
outstanding invoices will be printed on the client statements along with any
payments applied to each invoice.

Each paid invoice is retained in the Open Invoice file for at least the period
specified in the Days to Retain Paid Bills field on the Billing tab of Time and
Billing Options (see page 79). Once the retention period has been exceeded,
these invoices will be removed during Time and Billing period end processing.

Balance Forward Billing

In balance forward billing, only current period activity is retained in detail. Any
past-period balances are summarized into a single balance forward amount.
Generally, companies using repetitive billing for services often employ a balance
forward method of billing. If you choose to operate on a balance forward basis, it is
recommended that you retain a copy of the client statements as a detailed history
of client activity.

Time and Billing Manual Chapter 2: Time and Billing Concepts



Billing Formats

Chapter 2

In addition to the balance forward amount, a separate balance is maintained for
each aging category. The current balance for a balance forward client is calculated
as the balance forward amount plus additional invoices entered for the current
month, minus any payments received.

When cash receipts are applied to balance forward clients, the cash receipt
amount is always applied to the oldest balance first.

Consider the following items when setting up a billing format.

* In all Billing Formats, you must have a [START_TOT\1]and an [END_TOT\1]
somewhere inside the format. The \1 can be replaced with any number, but
these numbers must match. The purpose of the numbers is to match up the
totals in the total section, allowing you to put totals in multiple locations
throughout the document. Even if you are not using the totals, you must have
the [START_TOT\1] and an [END_TOT\1] in the Billing Format form.

+ Totals appearing inside the [START_TOT\1]and an [END_TOT\1] will be
appended to the end of the body section of the form, after all the line detail has
been printed. This means that the positioning of the totals section will vary from
document to document. Note that if the totals section pushed the lines in the
body over the maximum specified in the header, it will print onto another page. If
you wish to print the totals section in the same location on all invoices (as with
pre-printed forms), move the totals numbers outside of the totals block (but keep
the [START_TOT\1] and an [END_TOT\1] in the document).

If the billing format looks similar to the following, the Total Due will appear
immediately following the last line item in the body. If the total line pushes the
number of lines in the body over the maximum, it will put the totals on another

page.

[END_BODY]

[START _TOT\1]

TOTAL DUE: [INV_AMT]
[END_TOT\]

If you modify the billing format to look similar to the following, the total due will
appear at the bottom of the invoice form for the last page of every invoice. This is
essential when using pre-printed forms. Even if there is nothing within the totals
block, the [START_TOT\1] and an [END_TOT\1] must be on the billing format, or it
will produce erratic results such as printing on two or more pages, with no data
showing up on the second and subsequent pages.

[END_BODY]
[START_TOT\]

TOTAL DUE: [INV_AMT]
[END_TOT\1]
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* Do not put numeric or constant data on the same line as the [SUB_CAT_TEXT]
field descriptor. The result will be that if the [SUB_CAT_TEXT] field has more
than one line, the first line will appear on the same line as the numeric data, but
the remaining additional lines will appear above the first line, as shown below:

comment fields work. This is line 2 and

this is line 3. The last line is in fact

the first line of the category text field.

This is a test to show you how the line$500.00

This is different from the way the [LN_EXT_COMM] field descriptor works, which
does print properly even with more than one line. The only difference is that the
numeric or constant data appears on the first line instead of the last, as shown
below:

This is a test to show you how the line$500.00
comment fields work. This is line 2 and
this is line 3.

Due to programming limitations, the [SUB_CAT_TEXT] field cannot be printed out
the same way as the [LN_EXT_COMM] field.

« If the number of lines per page on the invoice is equivalent to the number of lines
per page set up in the Device Configurator, do not put a number in the heading
of the billing format for lines per page. Keep this number at 0, and let the system
read it from the Device Configurator. This can cause erratic page-break
problems.

* The [CLNT_BALANCE] field may not equal the [CURRENT] field when printing
invoices into a future period. The [CLNT_BALANCE] field totals up the
[BALANCE_FWD] field minus [CASH_RECEIVED] plus [PTD_FIN_CHGS] plus
[NET_INV_AMT] plus [PROG_BILL_AMT] fields. These are all period sensitive
fields which are updated at period end. The [CURRENT] field is calculated from
the Open Invoices File and the Invoice Transaction Payment History File. This
information will be based on the invoice date you assign when printing invoices.
The [CLNT_BALANCE] field will only show data for the current period. It will not
show data for the future period.

» The [BALANCE_FWD] field shows data for the entire client. It does not get
separated out by engagement. This is calculated from the Invoice Transaction
Payment History File by accumulating all the | (Invoice), F (Finance Charge), B
(Balance Forward), or E (Balance Forward, Other Charge) type transactions
which have a transaction date earlier than the Time and Billing Period Beginning
Date. Any P (Payment), X (Prepayment) or W (Write Off) type transactions with
a transaction date earlier than the Time and Billing Period Beginning Date
reduces the [BALANCE_FWD] value. If the [PTD_FIN_CHG] field is not being
used, the [BALANCE_FWD] amount is increased by the Transaction amount (for
example, when the Transaction Type is F and the Transaction Date is after the
Time and Billing Beginning Period Date). If the [PTD_FIN_CHG] field is used,
the [BALANCE_FWD] amount is not changed. However, the [BALANCE_FWD]
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amount is not changed whether or not the [CASH_RECEIVED] field is being
used. The [CASH_RECEIVED] amount is calculated from the Invoice
Transaction Payment History file, which sums all payments and prepayments
(types P and X) that have transaction dates within the current period.

* When reprinting invoices, if you originally used the fields [CLNT_BALANCE],
[CURRENT], [AGED_1], [AGED_2], [AGED_3], [AGED_4], [PTD_FIN_CHGS],
[BALANCE_FWD], [UNCOLL_RETAIN], or [CASH_RECEIVED], they will not be
printed with the same numbers as the original invoice. These values are not
stored in the Billing History Detail File and will be recalculated each time the
invoice is reprinted.

Time and Billing Reports

All transaction-oriented Time and Billing reports, such as the Aged Invoice Report
(see page 250) and Trial Balance Report (see page 260), are date-sensitive and
provide accurate information for any specific date as long as the date does not
represent a period which has already been closed.

You can print the Detail Work in Process Report (see page 256) for a specified
range of dates. You can print the Aged Work in Process Report (see page 253) as
of a specified date. Both of these reports can include future period transactions.
However, these reports do not include billed transactions, regardless of the dates
specified.

The Time and Billing Analysis reports, such as the Productivity (see page 275),
Profitability (see page 283), Fee Analysis (see page 290), and Time Analysis
Reports (see page 298), provide information for the current Time and Billing
period. In order to obtain billing information for the next accounting period, you
must complete Period End Processing (see page 336) for the current period.

If Period End Processing is not performed on a regular basis, period-to-date
activity for multiple months may be combined on the Time and Billing Analysis
reports. For this reason, it is strongly recommended that no more than two periods
are ever open at the same time.

The Sales Tax Report (see page 261) reflects all sales tax from all invoices
recorded since the last time the report was printed and the file was cleared. You
should print this report and clear the file before processing any invoices for the
next reporting period.

Analysis Report Calculations

You can find the important analysis information that allows you to evaluate the
profitability of your clients/engagements and the productivity of your employees in
the Productivity (see page 275), Profitability (see page 283), Fee Analysis (see
page 290), Time Analysis Reports (see page 298), and Budget Reports (see page
308) on the Time and Billing Analysis Menu. Using this information, you can
determine how your time is spent, analyze your fees, and develop comprehensive
budgets.
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Productivity Reports

Billable Hours: This number represents the total billable hours/time units
entered during Time/Expense Entry (see page 168) or Edit Work in Process
Entry (see page 226).

Percentage of Billable Hours: This percentage represents the total Billable
hours compared to the total hours.

Billable Houts X 100
Total Hours

Non-Billable Hours: This number represents the total non-billable hours/time
units entered during Time/Expense Entry or Edit Work in Process Entry.

Percentage of Non-Billable Hours: This percentage represents the total
non-billable hours compared to the total hours.

Non-Billable Hours x 100
Total Houts

Total Hours: This number represents the total billable and non-billable hours
entered during Time/Expense Entry or Edit Work in Process Entry.

Billable Houts + Non-Billable Hours

Billable Fees: This amount represents the total billable fees entered during
Time/Expense Entry or Edit Work in Process Entry.

Standard Rate: This rate represents the total billable fees based on the total
billable hours.

Billable Fees
Billable Hours

Billable Expenses: This amount represents the total billable expenses entered
during Time/Expense Entry or Edit Work in Process Entry.

Billed Hours: This number represents the total billable hours billed.
Billed Fees: This amount represents the total billable fees billed.

Billed Rate: This rate represents the total billed fees based on the total billed
hours.

Billed Fees
Billed Hours

Profitability Reports

Billed Hours: This number represents the total billable hours billed.
Non-Bill Hours: This number represents the total non-billable hours billed.

Billed Fees: This amount represents the total billable fees billed.
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Employee Cost: This amount represents the total employee cost billed for all
billable and non-billable fees.

Total Employee Cost billed for Billable Fees
+

Total Employee Cost billed for Non-Billable Fees

Billed Expenses: This amount represents the total billable expenses billed.

Expense Cost: This amount represents the total expense cost billed for all
billable and non-billable expenses.

Total Expense Cost billed for Billable Fees
+

Total Expense Cost billed for Non-Billable Fees

Total Billed: This amount represents the total billable fees and billable
expenses billed.

Billed Fees + Billed Expenses

Total Cost: This amount represents the total employee cost and expense cost.
Employee Cost + Expense Cost

Gross Profit: This amount represents the total billed amount less the total cost.
Total Billed - Total Cost

Percentage of Gross Profit: This percentage represents the total billed amount
less the total cost compared to the total cost.

Total Billed - Total Cost x 100
Total Billed

Fee Analysis Reports

Billed Hours: This number represents the total billable hours billed.
Billed Fees: This amount represents the total billable fees billed.

Fee Write-Up/Down: This amount represents the total write-up/down amount
for fees billed.

Standard Fees: This amount represents the total billed fees less the fee
write-up/down amount.

Percentage of Fee Realized: This percentage represents the amount of billed
fees based on standard fees.

Billed Fees x 100
Standard Fees

Billed Expenses: This amount represents the total billable expenses billed.

Expense Write-Up/Down: This amount represents the total write-up/down
amount for expenses billed.
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+ Standard Expenses: This amount represents the total billed expenses less the
expense write-up/down amount.

Billed Expenses - Expense Write-Up/Down

» Percentage of Expense Realized: This percentage represents the amount of
billed expenses based on the standard expense.

Billed Expenses x 100
Standard Expenses

» Total Billed: This amount represents the total billable fees and billable
expenses billed.

Billed Fees + Billed Expenses

Time Analysis Reports

« Billable Hours: This number represents the total billable hours/time units
entered during Time/Expense Entry (see page 168) or Edit Work in Process
Entry (see page 226).

* Non-Bill Hours: This number represents the total non-billable hours billed.

» Target Hours: This number represent the total target hours/time units entered
on the History and Target tabs in Employee Maintenance (see page 95).

» Variance: This number represents the total hours less the target hours.

Total Hours - Target Hours

* Percentage of Variance: This percentage represents the total hours less the
target hours as compared to the total hours.

Total Hours - Target Hours x 100
Total Hours

« Billable Fees: This amount represents the total billable fees entered during
Time/Expense Entry or Edit Work in Process Entry.

Budget Reports

» Budget Hours: This number represents the total budget hours/time units
entered during Schedule/Budget Maintenance window (see page 151) in Client
Maintenance (see page 142).

* Non-Bill Hours: This number represents the total non-billable hours billed.
 Billed Hours: This number represents the total billable hours billed.
» Variance Hours: This number represents the total hours less the budget hours.

Total Hours - Budget Hours

» Percentage of Variance Hours: This percentage represents the total hours less
the budget hours as compared to the budget hours.
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Total Hours - Budget Hours x 100
Budget Hours

* Budget Amount: This amount represents the budget amount entered during
Schedule/Budget Maintenance in Client Maintenance.

* Budget Rate: This rate represents the budget amount based on the total budget
hours.

Budget Amount
Budget Hours

» Actual Amount: This amount represents the total billable fees or billable
expenses entered during Time/Expense Entry (see page 168) or Edit Work in

Process Entry (see page 226).

» Actual Rate: This rate represents the actual amount based on the total actual
hours.

Actual Amount
Actual Hours

» Variance Amount: This amount represents the actual amount less the budget
amount.

Actual Amount - Budget Amount

* Percentage of Variance Amount: This percentage represents the actual
amount less the budget amount as compared to the budget amount.

Actual Amount - Budget Amount x 100
Budget Amount

This concludes Chapter 2: Time and Billing Concepts of the Time and Billing
manual. The remaining chapters of the manual contains detailed procedural steps
for each Time and Billing activity.
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Chapter 3
Installing the Time and Billing Module

Chapter 3: Installing the Time and Billing Module provides detailed installation
instructions, and contains the steps to register the Time and Billing module.

System Requirements

Sage Software does set standard system requirements for workstations using
Sage MAS 90 or 200. See the system requirements determined by Sage Software
(www.sagesoftware.com).

Pre-installation Instructions

» Before installing the Time and Billing module, you must have Sage MAS 90 or
200 installed on your system. Install the correct version of Sage MAS 90 or 200
that works with the version of Time and Billing. You may be required to upgrade
your Sage MAS 90 or 200 system before installing Time and Billing. See the
installation documentation provided by Sage Software for installation
instructions.

* If the Sage MAS 90 or 200 program or any upgrades have just been installed,
enter the Sage MAS 90 or 200 system to finish the installation procedures.

» Be sure the Sage MAS 90 or 200 General Ledger, Accounts Payable, and Bank
Reconciliation modules are completely installed and configured. See the online
documentation provided by Sage Software for full instructions.

» Be sure that all of the following entry files have been updated or cleared
BEFORE installing Time and Billing to avoid any data corruption.

Accounts Payable Invoice Data Entry

Accounts Payable Manual Check Entry

General Ledger General Journal Entry

General Ledger Recurring Journal Entry

General Ledger Transaction Journal Entry
- Bank Reconciliation Register

« If you are upgrading from a previous version of Time and Billing, make sure all
Time and Billing entry files have been updated or cleared BEFORE installing the
latest version.

+ All users should exit from Sage MAS 90 or 200 before beginning the Time and
Billing installation.

Installing Time and Billing

Complete the following steps to install the Time and Billing module.
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1 Close all programs.

2 Launch your Time and Billing installation program. The Time and Billing Setup
Wizard Welcome window appears.

@8 Time and Billing for MAS 90 4.20 Setup

Welcome to the Time and Billing for MAS 90 4 20 Setup

Time and Billing for MAS 90 4.20

Welcome to the Time and Billing for MAS 90
Wizard

Cancel

&% Time and Bil

License Agreement

Time and Billing for MAS 904,20

Installation Wizard - Welcome Window

3 Click Next to begin installation. The License Agreement window appears.

ng for MAS 90 4.20 Setup

lirg Tine and Biling F

HIGHTOWER INCORPORATED, END-USER CUSTOMER LICENSE AGREEMENT

Important: HighTower Incorporated ("HighTower"), licenses the enclosed Pragram to
wou only upon the condition that you accept all of the terms contained in this Customer
License Agreement (the "Agreement"), Please read these terms carsfully, because
opening this package indicates your acceptance of them. IF wou do not agree with these
terms, then HighTower is urwilling to license the Pragram to you. In this event, you
should return this UWNOPEMNED, UNUSED package to the dealer From which it was acquired
within ten {10) days after purchase For a Full refund.

THIS IS & LICENSE, IT GIVES ¥OU CERTAIM LIMITED RIGHTS TO USE THE PROGRAM,
PROGRAM COPIES AND DOCUMENTATION, HIGHTCOMWWER AMD ITS SUPPLIERS RETAIN
(OWMERSHIP AND TITLE TO ALL OF THE PROGRAM, PROGRAM COPIES AND
DOCUMENTATION AMD ALL COPYRIGHTS AND OTHER PROPRIETARY RIGHTS THEREIM.
ALL RIGHTS MOT SPECIFICALLY GRAMNTED TO ¥OU IN THIS AGREEMENT ARE EXPRESSLY
RESERVED BY HIGHTOWER. OR ITS SUPPLIERS,

bic fnvaamant bhe Fallomine basme baue e mesninae

< Back I Agree Cancel

Installation Wizard - License Agreement Window

4 Click | Agree to accept the agreement. The destination location window

appears.
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&8 Time and Billing for, MAS 904,20 Setup

Licensze Agreement
Fle. i

Time and Billing for MAS 904,20 < Back Mext > Cancel

Installation Wizard - Destination Location Window

5 Select the Sage Installation, and click Next. The Choose Components window
appears.

@8 Time and Billing for MAS 90 4.20 Setup

oose Components
features of Time and Billing F

Time and Billing for MAS 904,20 < Back. Install Cancel

Installation Wizard - Enhancement Selection Window

6 Select the Library Master Extensions and Time and Billing options from the
list of applications, and click Install. This may take a few minutes.
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While installing the enhancements, the system displays the following messages.

Enhancement Installation

Installation is being Finalized... Please wait

Fleaze wait while Enhancements are Processed,

Installation Wizard - Enhancement Installation Messages

When the installation is finalized, the Installation Complete window appears.

&% Time and Billing for MAS 90 4.20 Setup

Installation Complete

Time and Billing for MAS 90/4.20 < Back

Canrel

Installation Wizard - Installation Complete Window

7 Click Next to continue. The final installation window appears.
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&8 Time and Billing for, MAS 904,20 Setup

Ingtallation Complete

Completing the Time and Billing for MAS 90 4.20 Setup
Wizard

Tirme and Biling 590 4.20 h: computer.

Click

Time and Billing for MAS 90 4.20 | Finish | Cancel

Installation Wizard - Finish Installation Window

8 Click Finish to complete the installation.

System Startup

System Startup is an automatic procedure that must be performed once per
company. This procedure is initiated the first time you access Time and Billing for a
specific company.

Set Up the Time and Billing Module in Role Maintenance

You must make sure that you check the module in the Role Maintenance feature of
the Sage MAS 90 or 200 Library Master module.

1 From the Sage MAS 90 or 200 Library Master module, select Main » Role
Maintenance from the menu.

[ Role Maintenance (LWW) 9,/2/2005

Role Ainitrator i ® @ @ ® Copy Role
|

Description |Admimst|ator

1. Tasks I 2 Secuity Events I 3 Module Options I 4. ODBC Security I

2 Payrall B
& Puaint of 5 ale Professional

¥ Professional Retainer Control

& Purchage Order

&4 Remote Salesperson PDA

&4 Report Master

& Return Merchandise Authorization
4 Sales Order

2 ScanBlaster

&4 Time and B\IIin Professional
&4 Timekeeper
& work Order ]

[ Accept I LCancel I Delete = _

Role Maintenance Window
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2 Select your user role defined for your Sage MAS 90 or 200 system.
3 Check the Time and Billing option.

4 Click Accept.

Register the Time and Billing Enhancement

When you try to open the Time and Billing module for the first time, you will need
to register the enhancement. You can install all enhancements for a 45-access trial
period. When you purchase an enhancement, you will receive a registration ID
and key from your Time and Billing representative, or you can access the key
through the Internet. You register enhancements through the Library Master
Extensions module.

1 From the Library Master Extensions module, select Main » Enhancement
Registration from the menu. The Enhancement Registration window appears.

{5 Enhancement Registration [ 24 -1C]
Cusztomer Mumber Riegistration Lewvel 410
Reaistration Key | 55555556555555555555
Product Key 55555 55555 el el el

Enhancement | Reqistered? | E rpiration Date I
Library Master E stensions e
MICR Encoded Laser Checks Yes
tulti-bin Advanced Distribution Yes
Payrall Direct Depaosit Yes
PFairt of Sale Professional Yes
Professional Retainer Contral Yes
Remate Salesperson PDA Yes

ScanBlaster ez

Ves
Time and Biling Professional Yesx
Timekeeper Yes
Femate Licenses = 6

Reqister Licenses = 36

Enhancement Registration Window

2 Enter the registration key in the Registration Key field. You can also click the
Via Internet button to automatically populate the registration and product keys.

3 Enter the unlocking key in the Product Key field.
4 Click Accept. The system will register purchased enhancements.

See the Library Master Extensions Manual for more information.

Sage MAS 200 or Sage MAS 200 for SQL Installations

After the installation or upgrade is completed on the Sage MAS 200 server, you
must run the a Client Server Workstation Install on each workstation for each
enhancement that has been installed or upgraded.

1 To run the Client Server Workstation Install, click the Main menu of Library
Master Extensions module.

2 Click the Client/Server Workstation Install menu option to display the Client
Server Workstation Installation window.
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3 For each enhancement there are three options that may be selected - Install,
Help, and Manual. Select Install (the Help and Manual options are not
required).

4 After the options have been selected, click Proceed to install the selected
options to the workstation.

See the Library Master Extensions Manual for more information.

Define the Time and Billing Enhancement

The System Startup occurs when you try to access the Time and Billing module for
the first time.

1 Select an option from the Time and Billing module. If the application has not
been activated, the following dialog box displays.

[ Sage MAS 90 [ <]

92 Data files have not been created for this module. 'Y'ou must
\_‘4/ activate this module using Company Maintenance. Do you
want to un Company Maintenance now?

Sage MAS 90 Dialog Box

2 Click Yes. The Company Maintenance window appears.

ﬂ-ﬁtumpany Maintenance {MCC}) 9,/2/2005

Company Code McC |- @ @ @ @

Company Mame | My Candy Company Demo Data

I 2 Prefelem:es] 3. Servers I 4. E-mail I

-~ Company Infarmatiar:

Lddress Telephone [ -
Fax [ -
Federal ID No.
State ID No.

URL &ddress &

— Activated Modules

Module | Data Level | Al
Accounts Papable 410
Accounts Receivable 410
Eill of M aterials 410
Biank Reconciliation 410
General Ledger 410
Payioll Direct Deposit 410
Inventory Management 410
MICR Encoded Laser Checks 410 ;I
[[] use as Default Company for Server Settings [ Acocept l Cancel l Dielete

Company Maintenance Window
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3 Click the Activate button. The Activate Application window appears.
[ Activate Module - [O]

My Candy Compaty Dema Data (MCC)

Module | Activate | bt @
11 | Work Order ACTIVATED r\@
12 | Bank Reconciliation ACTIVATED
13 | BarCode O
14 | Material Requirements Planning O
15 | Timekeeper O
16 | Point of Sale Professional ACTIMATED
T Time and Billing Professional b
Time and Billing
19 | MultiBin Advanced Distibution ACTIVATED =

Activate Application Window

|Z[NOTE: For more information about activating modules, see the Library
Master Module Online Help by Sage Software.

4 Select the Time and Billing module and click Proceed.

5 From the Modules menu, click Time and Billing. The application displays the
Change Date window.

gﬁMAS 90 Change Accounting Date HE
£ Enter the accounting date for
5 Tirme and Billing.
Date | 9/2/2005 =i

Change Date Window

6 Click OK. You can change the date, but the application defaults to the current
accounting date. The following dialog box displays.

i Sage MAS 90 [ x]

L ] The T/B module haz not been set up for company MCC. Do
‘-‘\/ pou want to st up the module now?

Sage MAS 90 Dialog Box

7 Click Yes to begin defining files to start Time and Billing.

When all data files are defined, you automatically advance to options in the Time
and Billing Setup menu. See Chapter 5: Using the Setup Menu (see page 77) for
more information about the options in the Setup menu.

This concludes Chapter 3: Installing the Time and Billing Module of the Time and
Billing manual.
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Navigating in Time and Billing

Chapter 4: Navigating in Time and Billing contains instructions on how to access
specific features of the Time and Billing module. This chapter describes how to
access windows in Time and Billing, use the menu bar, and use different buttons
available in the module.

Using the Modules Tree

Page 70

The Time and Billing module displays the menu options in the Sage MAS 90 or
200 Modules tab, which contains the "tree-like" view. You can access a window in
the Time and Billing module through the tree-like view.

s mpesiagy e
Fle Modues My Tasks View Help Main Biing Reports Analysis PeriodEnd Setup  Custom Reports
a0 3mleln
o0 x | 724 Find Taskl Find
Address =]
2| Time and Biling I
Tasts | by Tasks | [£1Up one level. .
#-_] Inventory Management || [Camain

[E
-] Sales Order (“JBiling
-] Purchase Order ) Reports
(-] Return Merchandise Autharization ] Analysis
-1 Job Cost " Period End
-] Bil Of Materials setn
-0 work Order 1 custom Reports
-] Bank Recanciliation
-] Bar Code
-] Material Requirements Planning
-] Timekeeper
E-_] Library Master Extensions
-] Paint of Sale Professional
(-] Time and Biling Professional
0

L] Main

{1 Biling

] Reparts

L1 Analysis

{2 period End

{1 setup

{27 Custom Reports

-] MultiBin Adwanced Distribution
-] Remote Salesperson PDA
-] ScanBlaster
(-] Professional Retainer Contral
-] MICR Encoded Laser Checks

(K1l

[Tirme and Billing Darno Data (L) Tirne: and Billng [ afzyz005 [z

Sage MAS 90 Window

Open a Time and Billing Window through the Modules Tree

1 Double-click the Time and Billing module from the Modules tab. The module
expands to display all the menu options available in the Time and Billing module.

2 Click the menu option you want to access. The names of the windows available
in the menu appear on the right side of the Sage MAS 90 or 200 window.

Time: and Billing - Setup

Up one level...

[ Time and Billing Cptions
[ElBank Code Maintenance
[E5loffice Maintenance

E|Sa\es Tax Account Maintenance
Empluvee Mainkenance
Category’ Maintenance
[Elstandard Comment Maintenance
[E]wiork Code Maintenance
[ElEiling Format Mainkenance

(== Time: and Eilling Utiities

Windows Available in the Setup Menu
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3 Double-click the name of the window to open. The system displays the selected
window.

Using the Time and Billing Menu Bar

The Time and Billing menu bar is available through the Sage MAS 90 or 200 menu
bar. You can access the windows in the Time and Billing module through the menu
bar.

=EMAS 90 Desktop

| e Modules My Tasks View Hep ||| Man Biing Reports Anabysis PeriodEnd Sstup Custom Reports
LB 0 8@| e s -
o % [@|a | Find Task | Find
|

Address |

il

Time and Biling L\
Tasks | vy Tasks | U orie level...
#-_] Inventory Management =] | |Camain

(] sales Order Cailing Time and Billing Menu
7] Purchase Order (" Reports

7] Return Merchandise Autharization (] Analysis

7 Job Cost ("1 Period End

¢ Bill O Materials “Jsetup

£

i

i

i

i

i

-] work Order 1 custom Reports
-] Bank Recanciliation

i
i
i
i
i
i
E

#-(] Bar Code
7] Material Requirements Planning
b Timekeeper
¢ Library Master Extensions
¢ Point of Sale Professional
-] Time and Eiling Professional
05
L] Main
{1 Biling
] Reparts
L1 Analysis
{2 period End
{1 setup

{27 Custom Reports
-] MultiBin Adwanced Distribution
-] Remote Salesperson PDA
-] ScanBlaster
(-] Professional Retainer Contral
-] MICR Encoded Laser Checks

(K1l

[Tirme and Billing Darno Data (L) Tirne: and Billng [ afzyz005 [z

Sage MAS 90 Window

Open a Time and Billing Window through the Menu Bar

1 From the Modules menu, select Time and Billing.

2 Select the menu option, then select the name of the window. The system
displays the window.

After opening the Time and Billing module, the Time and Billing menu appears in

the right side of the menu bar. You can access additional Time and Billing windows
using this menu bar.
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Using Buttons and Keyboard Commands in Time and Billing

Page 72

The Time and Billing module uses the standard Sage MAS 90 or 200 buttons and
icons that you use to perform a specific activity. You can also use the keyboard to
perform many of the same functions. The following table describes each button
and provides the keyboard variation of the button when applicable.

Button Keyboard Description

TAB Advances you to the next field on a window.
In a grid, pressing the TAB key moves focus from cell to
cell. At the end of the row, pressing TAB moves the key to
the next row.

ENTER Advances you to the next required field on a window and
allows you to save changes.

SPACEBAR You can use the spacebar to clear or select a check box or
radio button field.

BACKSPACE Deletes the information in a field.

ESC Closes the current window.
In a grid, pressing the ESC key cancels a cell entry.

DELETE Deletes information from a field.

HOME Highlights the first item in a list box or Lookup window.
In a grid, pressing the HOME key moves focus to the first
cell of a row.

END Highlights the last item in a list box or Lookup window.
In a grid, pressing the END key moves focus to the last cell
of a row.

PAGE UP Highlights an item in the previous page of a list box or
Lookup window.

PAGE DOWN Highlights an item in the next page of a list box or Lookup
window.

CTRL+HOME In a grid, moves focus to the first row in the same cell
position.

CTRL+END In a grid, moves focus to the last row in the same cell
position.

CTRL+ENTER In a grid, adds line feeds to comments.

CTRL+INSERT

Inserts a line.

CTRL+DELETE Deletes the current line.

ARROW In a grid, pressing the ARROW keys moves focus from cell
to cell.

F1in a Field Displays the pop-up help for the current field.

F1 on a Window

Displays the help for the entire window.

Time and Billing Manual
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Button Keyboard Description
F2 Displays the Lookup window for the current field. Select an

E] item from the Lookup window and click Select. The item

appears in the field.
W F3 Displays an alternate Lookup window for the current field.
or This window is usually more tailored for the current field
ALT+L than the general Lookup window. Select an item from the
Lookup window and click Select. The item appears in the
field.
F4 Allows you to print the information available on a window.
This option my display an options window, where you can
select the type of data to include in a printout.
F5 In a grid, allows you to toggle between the primary and
secondary grids.
= Opens a window for you to perform a special task
& associated to the field or window. Usually allows you to
display/enter lot/serial items.
CTRL+F5 Many windows display Browse buttons in the lower left
corner, to help you browse through existing records. This
button displays the first record available.

CTRL+F6 Many windows display Browse buttons in the lower left
corner, to help you browse through existing records. This
button displays the previous record available.

CTRL+F7 Many windows display Browse buttons in the lower left
corner, to help you browse through existing records. This
button displays the next record available.

CTRL+F8 Many windows display Browse buttons in the lower left
corner, to help you browse through existing records. This
button displays the last record available.

ALT+A Saves the information you added or changed in a window.

Accep
ALT+C Disregards any changes you entered in a window.
Lancel
ALT+D Removes the currently selected record from the
Sage MAS 90 or 200 system.
ALT+P Click this button to print a report, journal, or listing.
Frnl
- ALT+V Click this button to preview a report, journal, or listing
before printing it.
- ALT+S Click this button to change the printing configurations for
the report, journal, or listing.
SHIFT+F1 Displays Help text for the window.
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Button Keyboard Description
ALT+O Click OK for dialog boxes and line entries.
ALT+U Undo line changes.
ALT+N Inserts a line.
ALT+E Deletes a line.
ALT+1,2,3 ... In a data entry window, selects the first tab, second tab,
thirdtab . . .
ALT+B Opens a Batch window where you can start a multiple data
[ entry session.
Sends an e-mail to the address entered in the E-mail
Q Address field.
Displays a text window to enter or view additional
@ information about an item.
ALT+M Opens the Memo Maintenance window where you can
write a memo.
ALT+Q Launches the MapQuest website for directions to a
@ location.
ALT+S Shows the image specified at the adjacent field.
ALT+S Search through a list or Lookup window for items that
match a specified search criteria. Use the Search option to
limit the number of items in a list or Lookup window.
= ALT+U Launches a website based on the URL entered at the URL
@ Address field.
ALT+N Displays the next number for a record. Click this button to
i add a new item.
= Changes the size of the window to the expanded view.
= Changes the size of the window to the standard view.
2xm
E] ALT+Z Displays the details of an item.
Calculates the net balance.
Z
F2 Opens the calculator.
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Button Keyboard Description
— F2 Opens the calendar.
=]
7 Displays options for changing budget amounts.
ALT+U De-selects all rows in a grid.
ALT+S Selects all rows in a grid.
Selects a column in a grid.
Selects a row in a grid.
ALT+N Inserts a row in a grid.
ALT+W Moves a row down in a grid.
ALT+U Moves a row up in a grid.
This button prints a report from a grid.
ALT+E Deletes a row in a grid.
ALT+R Resets a row in a grid.

Saves changes.

Switches between displaying the New Balance view and
the Debits and Credits view.

Lists files in a directory.

Opens a Text Maintenance window where you can write an
extended description.

Filters...

This button is available on a Lookup window. Click Filters to
enter additional filters for the lookup. The text on this button
will appear in red, if filters already exist.

Il@nﬂaaﬂuﬁu@mm@m@@@

Cuztori...

This button is available on a Lookup window. Click Custom
to create a unique lookup view by adding, removing, and/or
modifying columns and filters.
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Button Keyboard Description

This button is available on a Lookup window. Click Find to
activate the search.

Click Select to select a record, or double-click the current
line.

This concludes Chapter 4: Navigating in Time and Billing of the Time and Billing

manual.
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Chapter 5
Using the Setup Menu

Chapter 5: Using the Setup Menu teaches you how to set up options for your
company and how to create and maintain standard data used within the Time and
Billing module. The activities in this chapter are performed by a manager or
system administrator.

How to Use the Setup Menu

The Time and Billing Setup menu contains the features used to build and maintain
the files required for the operation of the Time and Billing module. You might not
need to use every feature available in the Setup menu. Select only the options
your company requires.

This chapter does not describe every procedure that can be completed on a Setup
window. This chapter describes each option so you can set up your Time and
Billing system quickly and start using the module. Detailed instructions about
changing information, deleting information, and printing from the Setup windows
are available in the online help. The following instructions provide a quick overview
of how to complete these procedures.

Open a Window from the Setup Menu

1 Double-click the Time and Billing module from the Modules tab. The module
expands to display all the menu options available in the Time and Billing module.

2 Click the Setup menu. The names of the windows available in the menu appear
on the right side of the Sage MAS 90 or 200 window.

Time and Biling - Setup I
5] Up one level...

ETime and Billing Optians

ElBank Code Maintenance

Eloffice Maintenance

ESales Tax Account Maintenance

aEmp\UyEe Mainkenance
aCategory Mainkenance

[ standard Comment Maintenance
Ewoark Code Maintenance
Eleilling Format Maintenance
ETime and Biling Utilities

Windows Available in the Setup Menu

3 Double-click the name of the window to open. The system displays the selected
window.

Add a Record

1 Enter the new record name or number in the first field on the window.

Every window in the Setup menu, with the exception of the Time and Billing
Options (see page 79) window and the Time and Billing Utilities window (see page
132), allows you to manually enter new information in the first field. The Time and
Billing Options and Time and Billing Utilities window sets the options for the entire
module and does not have separate records.
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2 Set the options your company requires from the fields available on the window.
See the section in this chapter for detailed information about each option you
can set.

3 Click the Accept button to save the changes.
Select an Item from a Lookup List

Many fields in the Setup menu feature a Lookup list. These lists allow you to select
data for the field.

* Click the E] button (or the alternate button) in the appropriate field to select
an item from a Lookup window. Selecting from a sortable list places the item you
selected in the field.

Change a Record

1 Click the [/ button in the first field to select a record account from the Lookup
window. The system displays the record’s information in the window.

2 Set the options your company requires from the fields available on the window.
See the section in this chapter for detailed information about each option you
can set.

3 Click the Accept button to save the changes.
Delete a Record

1 Click the |G button in the first field to select a record account from the Lookup
window. The system displays the record’s information in the window.

2 Click the Delete button. The system displays a warning dialog box similar to the
following.

[ Sage MAS 90

() Dielete this Bank Code?
LY

Sage MAS 90 Warning Dialog

3 Click Yes. The record is deleted.

4 Click Accept to save the changes.

Print a Setup Listing

You can print information from any of the windows available in the Setup menu.
These windows provide a listing of the options set or the records available. For

many of the windows you can select the type of information to include in the listing.
For detailed information about each type of listing, see the online help.

Time and Billing Manual Chapter 5: Using the Setup Menu



Chapter 5

1 Click the button on the window. A Listing window similar to the following
appears.
Lﬁstandard Comment Listing E W= B3

Print Comment Cretail
D Page Break by Comment

Selection All Starting Ending

[ Comment Codg % g % ]

Canon Sales [ Print l Preview [t Printer Setup. I@
[ Lwiwi | 9/2/2005

Standard Comment Listing Window

2 Select how to sort the list from the Sort Options field.

3 Select the type of information to include in the list from the remaining fields on
the Listing window. For many fields you can select all records or a range of
information. For example, in the previous picture you can check All to print all
comments, or you can use the Lookup windows in the Starting and Ending
fields and select specific comment codes. If there is a date field available in a
Listing window and you want to print information for a particular date, enter the
same date in the Starting and Ending fields.

4 Click the Print button to print the list, or the Preview button to preview the list.

Time and Billing Options

The module "Options" window, a standard feature available in all Sage MAS 90
and Sage MAS 200 accounting software modules, allows you to customize each
module to fit your company's specific accounting requirements. The Time and
Billing Options window allows you to select from a wide range of options. Using
this feature you tailor the Time and Billing module to suit your business
requirements. Configure which Sage MAS 90 or 200 modules will integrate with
Time and Billing, set standards for company terminology, and determine billing
procedures.

After installing Time and Billing, the system startup process begins and the Time
and Billing Options window appears. You can set up the module right after
installation and update the configuration whenever required by your business.

The Time and Billing Options window contains five tabs for different configuration
settings: the Main, the Additional, the Billing, the Terminology, and the Employee
tab.

Configure the Standard Time and Billing Options on the Main Tab

The Main tab of the Time and Billing Options window contains the general settings
for the Time and Billing module.
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1 From the Setup menu of the Time and Billing module, select Time and Billing
Options. The Time and Billing Options window appears.

ﬂ*ﬁTime and Billing Options

1. Main | 2 Addtional | 3 Biling | 4Teminkbay | 5 Employee
Multiple Engagements per Clisnt Current Time and Biling Fizcal Year 1998 %
Default Engagement Code oooo Current Time and Billing Period 05 j
tonthly Statements Required Nesxt Automatic Transaction Humber 0000035
Allow Overide of GAL Accournt in Data Entry MNext Automatic D eposit Humber ooms
Allawe Owenide of Write-0ff G /L Account ] Mext Automatic Invoice Murnber 0000070
Memo dvailability in Data Entry | Allow Maintenance j
Sales Tax Reporting Requied | Invaice Detail j Rl Vived j

Age Invoices by Day or Month | Daps j
Uz Time Uit E nty Aging Categaries to Be Used
Mumber of Hours/Minutes per Time Uit ] 30| Daps | BO| Daps | 90| Daps | 120 Daps

|
Time and Billing Options Window - Main Tab

2 Set how Time and Billing will handle engagements. Select the options your
company requires.

a Check Multiple Engagements Per Client to use engagements for designated

clients.
When you select this option, the Default Engagement field become available.

b Enter the default engagement code number for the Time and Billing module in
the Default Engagement field.

3 Set how Time and Billing will handle statements, accounts, and memos. Select
the options your company requires.

a Check Monthly Statements Required to print monthly statements for clients.
The Statement Printing option from the Period End menu will be available.

If you DO NOT require printed statements, clear this field.

b Check All Override of G/L Account in Data Entry to allow Time and Billing to
override the default General Ledger account during data entry.

c Check Allow Override of G/L Write-Off Account to allow the write-off
account to be overridden during Cash Receipts/Write-Off Entry (see page
178).

d Select the type of memo access users have in the Time and Billing module
from the Memo Available in Data Entry field.

» Select Not Available to deny any memo access.
+ Select Inquiry Only for read only access.

» Select Allow Maintenance to allow users to review, change, and create
memos during time and billing entry
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e Select the type of sales tax calculation for Time and Billing from the Sales Tax
Reporting Required field.

» Select No to not calculate the sales taxes from the Client Maintenance (see
page 142), Time/Expense Entry (see page 168), Edit Work in Process Entry
(see page 226), and Billing Data Entry (see page 198) windows.

» Select Yes to calculate sales tax information and update the data by invoice
date.

» Select Invoice Detail to retail the invoice detail and the sales tax will be
reported by date and by invoice.

|Z[NOTE: If sales tax details already exist, you cannot change the Invoice
Detail selection in the Sales Tax Reporting Required field. A Yes entry can
only be changed to No after printing the Sales Tax Report (see page 261) and
purging the data. You can change a Yes selection to Invoice Detail at any time.

4 Select the time units for the Time and Billing module. Select the options your
company requires.

a Check Use Time Unit Entry if your company uses a time unit other than
hours. When this field is selected, the Number of Hours/Minutes per Time
Unit field becomes available.

b Enter the number of hours or minutes for each time unit in the Number of
Hours/Minutes per Time Unit field. Enter this information in the HH, HH.HH,
or HH:HH format.

For example, enter 1 to indicate 1 hour and 1.5 or 1:30 to indicate one hour
and 30 minutes. If you use the HH:MM format, the time amount entered is
automatically converted into fractional hours using the HH.HH format.

5 Set the year and period information for the Time and Billing module.

a Select the current fiscal year for the Time and Billing module in the Current
Time and Billing Fiscal Year field. This year must reflect the calendar year
associated with the current time and billing period.

This field and the Current Time and Billing Period field differentiates
between the current years and the future year.

The information in this field is automatically updated during the Time and
Billing period end (see page 338) or year end (see page 339) processing.

b Select the current accounting period from the Current Time and Billing
Period field.
This field and the Current Time and Billing Fiscal Year field differentiates
between the current period and a future period.
The information in this field is automatically updated during the Time and
Billing period end processing.

6 Set the next time transaction and billing invoice numbers for the Time and Billing
module.
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a Enter the next automatic transaction number for the Time/Expense Entry (see
page 168) and Edit Work In Process (see page 226) windows in the Next
Automatic Transaction Number field. You may enter up to seven
alphanumeric characters.

When a user creates a new time entry, the transaction will be assigned the
number entered in this field. This field is updated after each new transaction.

b Enter the next automatic deposit number for the Cash Receipts/\Write-Off
Entry window (see page 178) in the Next Automatic Deposit Number field.
You may enter up to five alphanumeric characters.

This field is updated after each new transaction.

¢ Enter the next automatic invoice number for the Invoice Printing window (see
page 211) in the Next Automatic Invoice Number field. You may enter up to
seven alphanumeric characters.

When a user creates a new invoice, the invoice number will be assigned the
number entered in this field. This field is updated after each new invoice.

7 Set the aging standards for invoices for the Time and Billing module.

a Select how to handle open invoices for Time and Billing from the Open Item
or Balance Forward field.

» Select Open Item to retain invoice detail for all open invoices for all clients.
You can use this method to print invoice detail on client statements for open
invoices from both the current period as well as any previous period.

» Select Balance Forward if you do not want to retain open invoice detail for
any clients. You can use this method to print only current period invoice detail
on client statements. The totals from any previous period will be summarized
as the balance forward amount.

» Select Mixed to use the Open Iltem method for some clients and the Balance
Forward method for others. If this option is selected, you must indicate which
method will be used for each client when creating the Client Master file.

b Select how to measure aged invoices for Time and Billing from the Aged
Invoices by Day or Month field.

» Select Days to age invoices by the number of days.

» Select Months to age by months.

This field is not available if Balance Forward is selected in the Open Item or
Balance Forward field.

¢ Enter the number of days or months for aging the invoices in the Aging
Categories to Be Used field.
This field defaults to 30, 60, 90, and 120 days.

The categories appear on the Aged Invoice (see page 250) and Aged Work in
Process reports (see page 253).
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8 Click the next tab to continue.

Enter Recap, Passwords, and General Ledger Information on the Additional
Tab

Use the Additional tab of the Time and Billing Options window to enter additional
information regarding your Time and Billing operations, such as recap information,
passwords, and integration options to the General Ledger module.

[ Time and Billing Options

1. Main ] 2. Additional ] 2 Billing ] 4. Teminology ] 5. Employee ]
Recap by Client/Engagement Summary - PostWork in Process to General Ledger
m Fecap by Employes Surnmary b Accounts
Recap by Work Code Category | Summary - Default Revenue 400-m %
Accts Receivable 110-00 %
8 Update by User Cade O | wokinProcess  [175.00 Q,
N Password for Update User Code Ovenide WP Dffset 116-00 %
E Password to Add/Maintain Codes Sales Tax 207-00 %
.’I‘! Pazsword for Rate Override in Data Entry Finance Charge 0901 %
S Integrate Time and Billing with et el 111-00 %
General Ledger Accounts Papable Frogress Bill Offeet | 220-00 %
Client Retainer 205-00 %
ﬂ
HTI | LA | BA26/2007
R Time and Billing Options Window - Additional Tab
C
K
1 Select the amount of details to print in recap reports. Select the options your
E company requires.
a Select the amount of client/engagement details to include in the report from

the Recap by Client/Engagement field.
» Select None to not print this recap report.

+ Select Detail to print a detailed Daily Time/Expense Recap in order of the
client codes and engagements,.

» Select Extended Comments to print data with extended comments.

» Select Summary to print a summarized report by client codes and
engagements.

b Select the amount of employee details to include in the report from the Recap
by Employee field.

» Select None to not print this recap report.

» Select Detail to print a detailed Daily Time/Expense Recap in order of the
employee codes.

» Select Extended Comments to print data with extended comments.

» Select Summary to print a summarized report by employee codes.
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¢ Select the amount of work category details to include in the report from the
Recap by Work Code Category field.

» Select None to not print this recap report,.

 Select Detail to print a detailed Daily Time/Expense Recap in order of the
work codes.

Select Extended Comments to print data with extended comments.
» Select Summary to print a summarized report by work codes.

2 Select how to update codes used in the Time and Billing module. Select the
options your company requires.

a Check Update by User Code to print the Time/Expense Journal (see page
173) and Edit Work in Process Journal (see page 229) and update the
transactions by a specific user code.

If this option is checked, the Password for Update User Code Override field
becomes available.

b Enter a password in the Password for Update User Code Override field if
you want to verify user code overrides during Time/Expense Entry or Edit
Work in Process Entry. This password will be requested when a user tries to
update a transaction originally created by another user. You may enter up to
six alphanumeric characters.

The Password for Update User Code Override field is available only if the
Update by User Code field is selected.

To not password protect user code overrides, leave this field blank.

¢ Enter a password in the Password to Add/Maintain Codes field if you want
to password protect the creating and changing of clients, engagements,
employees, or work codes. You may enter up to six alphanumeric characters.

If you do not want to secure the ability to add or maintain codes, leave this
field blank.

d Enter a password in the Password for Rate Override in Data Entry field if
you want to verify rate overrides during data entry. This password will be
requested when a user tries to update a billing rate, amount, or rate code. You
may enter up to six alphanumeric characters.

To not password protect rate overrides, leave this field blank.

3 Select the Sage MAS 90 or 200 modules to integrate with Time and Billing.

|Z[NOTE: You do not have to integrate Time and Billing with any other
module.
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a Check Integrate Time and Billing with General Ledger to integrate Time
and Billing with the General Ledger module (General Ledger must be installed
to integrate).

If you select this option, any General Ledger posting from Time and Billing will
be updated to the General Ledger module, and posted to the General Ledger
Recap.

b Check Integrate Time and Billing with Bank Reconciliation to integrate
Time and Billing with the Bank Reconciliation module (Bank Reconciliation
must be installed to integrate).

If you select this option, any deposits from Time and Billing will be updated to
the Bank Reconciliation module.

¢ Check Integrate Time and Billing with Accounts Payable to integrate Time
and Billing with the Accounts Payable module (Accounts Payable must be
installed to integrate).

If you select this option, any deposits from Time and Billing will be updated to
the Accounts Payable module.

4 Select how Time and Billing will post to different accounts.

a Check Post Work in Process to General Ledger to post Work in Process
transactions to the General Ledger.

I:b HINT: Click the E] button in the appropriate field to select an item from
a Lookup window. Selecting from a sortable list places the item you selected
in the field.

b Select the General Ledger account to be used as a default revenue account
when posting time sheet revenue in the Default Revenue Account field.

¢ Select the General Ledger account to be used to post Accounts Receivables
from the Firm Accounts Receivable field.

d Select the General Ledger account to be used to post work in process
information from the Firm Work in Process field.

e Select the General Ledger account to be used to offset work in process
information from the Firm Work in Process Offset field.

f Select the General Ledger account to be used to post sales tax expenses from
the Firm Sales Tax Account field.

g Select the General Ledger account to be used to post finance charges from
the Firm Finance Charge Account field.

h Select the General Ledger account to be used as the default when entering
client write-offs on the Cash Receipts/Write-Off Entry window (see page 178)
from the Default Write-Off Account field.
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i Select the General Ledger account to be used to offset progress bill amounts
from the Firm Progress Bill Offset Account field.

j Select the General Ledger account to be used to credit client retainer payment
amounts from the Firm Client Retainer field. This account is also debited
when the retainer balance is applied against billings.

5 Click the next tab to continue.

Set Billing Features for Time and Billing on the Billing Tab

Use the Billing tab of the Time and Billing Options window to set standards for
your billing operations.

EE Time and Billing Options

1. Main ] 2. lditional

4. Terminology | 5. Employes

Days to Retain Paid Invoices

Page Bresk Cash Receipts"wiite-Off Jinl by Depasit

Days ko Retain Emplopee Hourly &nalysis aoo Use Graphical Forms D
Billing D ata Retention Last Year ﬂ
Retain Detailed Biling History Finance Charge Computation Methad Percent ﬂ
Track Extended Comments Days Past Due for Finance Charge Calculation 030
Exclude Existing Finance Charges from Calculation
Billing Work sheet Farmat Standard || || Standard Monthly Finance Charge Rate 1 5l
Select and Print Bills by Category il Standard Monthly Finance Charge Amt [il}
Hash Total Field “wiork hd Min Balance to Apply Finance Charge oo
Biling Text Display/Print \Width a0 ﬂ Mirimum Finance Charge to Apply oo
Automnatically Apply Retainer Balance ta Bil:

L | 8/2/2005

Time and Billing Options Window - Billing Tab

1 Set how Time and Billing will track historical data. Select the options your

company requires.

a Enter the number of days to retain paid invoices in the Days to Retain Paid
Invoices field. You may enter up to three digits.
Invoices are stored in the Open Invoice file. Invoices paid on or before the
number of days specified will be automatically purged during period end

processing.

If you selected Balance Forward in the Open Item or Balance Forward field,
this field will not be available.

b Enter the number of days to retain employee hours in the Days to Retain
Employee Hourly Analysis field. You may enter up to three digits.

Hours are stored in the Employee Hourly Analysis file.

Hours on or before the number of days specified will be automatically purged
during period end processing.

¢ Select the which year of billing data to retain from the Billing Data Retention

field.

+ Select Last Year to retain engagement-related billing data for last year only.

Time and Billing Manual
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» Select All Previous Years to accumulate engagement-related bill data for all
past years.

d Check Retain Detailed Billing History to retain detained history information
for all bills entered in Billing Data Entry (see page 198) and Billing Selection
(see page 194).

History invoices CANNOT be reprinted. You can purge these invoices during
period end processing.

If you check this field, the Track Extended Comment field becomes
available.

e Check Track Extended Comment to track extended comments in the
detailed billing history.
This field is available only if the Retain Detailed Billing History field is
selected.

2 Set how Time and Billing will print billing invoices. Select the options your

company requires.

a Select the worksheet format the Time and Billing module will use from the
Billing Worksheet Format field.

» Select Standard to allow clients/engagements to be selected based on the
partner, responsible employee, client type, billing frequency, or fee
arrangement.

» Select Extended to also include the client address and contact information,
production and billing history information, receivables aging information, and a
fee recap by employee. The extended form also provides page breaks by
engagement code.

b Select how to sort the print order on the Billing Data Entry, Billing Worksheet,
and Billing Selection Register windows from the Select and Print Bills by
field.

+ Select Date to print work in process transactions in order of date.

» Select Category to print the work in process transactions in order of the work
code categories.

¢ Select how to determine the hash total from the Hash Total field.
The Hash Total field on the Time/Expense Entry (see page 168) and Edit
Work In Process Entry (see page 226) windows displays the total of all
specified codes, and may be used to determine whether a transaction has
been lost or omitted from processing.

Select the code to use to determine the total:

Client Code
Engagement Code
Employee Code
Work Code
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d Select the print/display width from the Billing Text Display/Print Width field.
Select the maximum number of characters (from 50 to 75) for the Bill Text and
Category Bill Text fields during Billing Data Entry (see page 198) and Invoice

Printing (see page 211).

Changing this field will affect the way the existing Bill Text and Category Bill
Text displays and prints on invoices. After you change this field, verify that
your Bill Text word-wraps correctly.

e Check Automatically Apply Retainer Balance to Bills to automatically apply
any retainer balances to invoices during the Billing Selection (see page 194)
and Billing Data Entry (see page 198) process.

3 Set how Time and Billing forms print. Select the options your company requires.

a Check Page Break Cash Receipts/Write-Off Jrnl by Deposit to print the
Cash Receipts/Write-Off Journal (see page 185) with page breaks for each
deposit number.

Clear this check box to print the journal with page breaks for each deposit
date.

b Check Use Graphical Forms to use graphical forms when printing.

4 Set how Time and Billing handles finance charges. Select the options your
company requires.

a Select how finance charges are calculated from the Finance Charge
Computation Method field.

» Select Fixed to charge a fixed amount for overdue invoices.

» Select Percent to apply finance charges based upon a percentage of the
amount past due.

» Select None if you do not want to apply finance charges to past due invoices.
If you select None, there is no additional financing information for you to set.

b Enter the number of days past due invoices will be assessed finance charges
in the Days Past Due for Finance Charge Calculation field.
Invoices dated on or before the calculated past due date will be assessed
finance charges automatically during Finance Charge Calculation (see page
327) and Finance Charge Entry (see page 329).

¢ Check Exclude Existing Finance Charges from Calculation to assess
finance charges only upon unpaid balances.

Clear the check box to assess finance charges upon both the unpaid balance
and any unpaid finance charges.
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d Enter the percentage rate to charge in the Standard Monthly Finance
Charge Rate field. Enter up to three digits to the right of the decimal point. A
finance rate of 3 percentis entered as 3.000. A rate of 3 1/2 percent is entered
as 3.500.

This field is available only if Percent is selected in the Finance Charge
Computation Method field.

e Enter the fixed amount to charge in the Standard Monthly Finance Charge
Amount field.
This field is available only if Fixed is selected in the Finance Charge
Computation Method field.

f If you want to assess finance charges only upon past due invoice balances
which exceed a certain amount, enter that amount in the Minimum Balance
to Apply Finance Charge field.

g Enter the minimum finance charge to apply in the Minimum Finance Charge
to Apply field.
This field is only available if Percent is selected at the Finance Charge
Computation Method field.

5 Click the next tab to continue.
Customize Field Names in Time and Billing on the Terminology Tab

Use the Terminology tab of the Time and Billing Options window to customize the
Time and Billing module with terminology used in your company.

[ Time and Billing Options
1. Main ] 2. Additional ] 3. Billing | 4. Terminology | 5. Employes
Time and Billing Terminology Abbr Emplopee Biling R ates Diescriptions
Client Client Clnt Biling Rate Code O Gen fcct Swe
Engagement Engagement Engmt Biling Rate Code 1 tngmt Advisory
Employes Employee Emply Billing Fiate Code 2 Audit Services
“work Code Work WC Billing Rate Code 3 Phane Support
Biling Rate Code 4 Mizcellaneous
Client Misc Fields Descriptions Biling Fiate Code 5 Special
Field 1 Industry Biling Riate Code & Financial Pln
Field 2 Acct Saft? Billing Rate Code 7 Tax Ret-Caip
Field 3 ear End Billing Fiate Code 8 Tax Ret-Prishp
AT Newsietter Billng Rate Cade 9 Tas Retndiv
[ [Cww [ av2s2008

Time and Billing Options Window - Terminology Tab

1 Change any of the Time an Billing terminology and abbreviations.

You may customize your system to specifically match your industry by renaming
the terminology used throughout the system.

I:Jj HINT: You can change the full field label in the Terminology fields - up to
ten characters, and the abbreviation in the Abbr fields - up to five characters.
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|Z[NOTE: This information is changed in field labels only - NOT in menu
options or report titles.

a Change the name of the Client Code label in the Client field.
You can change the full field label in the Client Terminology field, and the
abbreviation in the Client Abbr field .

b Change the name of the Engagement Code label in the Engagement field.
You can change the full field label in the Engagement Terminology field, and
the abbreviation in the Engagement Abbr field.

¢ Change the name of the Employee Code label in the Employee field.
You can change the full field label in the Employee Terminology field, and
the abbreviation in the Employee Abbr field.

d Change the name of the Work Code label in the Work Code field.
You can change the full field label in the Work Code Terminology field, and
the abbreviation in the Work Code Abbr field.

2 Add your own fields to the Client Maintenance window’s Client tab (see page
142) by entering the names in the Descriptions fields in the Client Misc Fields
section. You may enter up to ten characters in each of the user-defined field.

One example of using these fields is to enter information about your client’s
company size, industry, or number of employees.

These fields are not required. If you do not enter information in this section, the
fields on the Client tab of the Client Maintenance window (see page 142) will not
be available during data entry and report printing.

3 Enter a standard description for each billing rate in the Employee Billing Rate
Code field. You may enter up to 15 alphanumeric characters per rate.
There is a total of ten different Employee Billing Rate Codes (0 through 9).
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Set Up Employee Types on the Employee Tab

Use the Employee tab of the Time and Billing Options to set up employee specific
information for the Time and Billing module.

ﬂ-ﬁTime and Billing Options

1. Main I 2. Additional I 2. Billing I 4, Teminology

Level Desc 0 | Managing Partner Level Desc 5 | Consultant
Level Desc 1 | Partner Level Desc & | Staff Accountant
Level Desc 2 | Manager Level Desc 7 | Clerical

Level Desc 3 | Supervizor Level Desc B

Level Desc 4 | Senior Level Desc 9

Period Ending Taiget Hours  Period Ending Taiget Hours  Period Ending Taiget Hours

o/3/1998 180.00 05/31/13998 180.00 09/30/1398 180.00
02/28/13998 180.00 0643041398 180.00 10/31/1998 180.00
03/31/1998 180.00 07/31/1998 180.00 1143041392 180.00
04/30/1392 180.00 08/31/1398 180.00 124311998 180.00

I Lwiw/ | 97272005
Time and Billing Options Window - Employee Tab

1 Enter the description of each employee level in the Level Desc fields.
Employee levels are assigned to different types of employees, such as manager,
director, and technician. You may enter up to 30 alphanumeric characters per
level.

There is a total of ten different employee levels (0 through 9).

2 Enter the default target hours for all employees for each period in the Target
Hours field. You may use up to two digits to the right of the decimal point.

3 Click Accept to save the changes on the Time and Billing Options window.

Bank Code Maintenance

Use Bank Code Maintenance to establish multiple bank accounts to use to deposit
receipts. Create up to 36 separate accounts. When performing Cash
Receipts/Write-Off Entry (see page 178), you can select the account to be debited
by entering the one-character bank code.

Create a Bank Code

1 From the Setup menu of the Time and Billing module, select Bank Code
Maintenance. The Bank Code Maintenance window appears.
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ﬂj T/B Bank Code Maintenance

Bank Code C % Description | SavINGS ACCOUNT

Cash Account Number | 10300 % Cash in Bank, - Savings
Bank 1D Number 903-4410

Address R5 W, 505 Street Telephone | 555-555-6555 Ext 555
Fax 555-505-6555
Comment

ZIP Code 55555

City ‘'oung America State | M

Country LSA % United States of America

Contact T. Contact

E-mail Address | teontact@usabank. com

URL Addiess |y, ysabank.com

@@ ‘ Accept | Lancel _[ Delete
[ L | 8/2/2005

T/B Bank Code Maintenance Window

2 Enter the code in the Bank Code field. This field is for one alpha-numeric
character.

3 Enter a description for the account in the Description field.

4 Select the cash account the bank account will use in the Cash Account
Number field.

5 Enter the bank account code in the Bank ID Number field.
6 Enter an address for the bank account in the Address field.

7 Enter the bank zip code in the ZIP Code field.

When you enter a zip code, the City, State, and Country fields are automatically
set to the configured information.

8 Enter the name of the bank contact in the Contact field.
9 Enter the contact’s e-mail address in the E-mail Address field.
10Enter the bank’s web address in the URL Address field.

11Enter the contact’s phone number and extension in the Telephone and Ext
fields.

12Enter any additional information in the Comment field.

13Click Accept to save the changes.

Office Maintenance

Use Office Maintenance to assign a code and description to each office of your
company. You can assign an office code for each employee or to group employees
by department or classification of work performed. Time and Billing Reports that
provide analysis information for employees can be sorted by the office code.
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Create an Office
1 From the Setup menu of the Time and Billing module, select Office
Maintenance. The Office Maintenance window appears.

Eﬁﬂfﬁce Maintenance H m=
Dffice Code | Gas | Sy

Description | GENERAL ACCOUNTING SERVICES

@@ | Accept | Cancel l Delete
[ Lwiw | 9/2/2005

Office Maintenance Window

2 Enter a three-character, alphanumeric code (0-9 or A-Z) to identify an office in
the Office Code field.

 Click the E] button to search for an office that is already available in Time
and Billing, so you can change the settings.

+ Use the (i) () () (b)) buttons to access the desired information.
3 Enter a description for the office in the Description field.

4 Click Accept to save the changes.

Sales Tax Account Maintenance

With the Sales Tax Account Maintenance feature, you determine the posting
account to use for each tax code.

|Z[NOTE: You must define sales tax information only if Yes or Invoice Detail
is selected in the Sale Tax Reporting Required field in Time and Billing
Options (see page 79).

Define a Sales Tax Account

1 From the Setup menu of the Time and Billing module, select Sales Tax
Account Maintenance. The T/B Sales Tax Account Maintenance window

appears.
EﬁT,.-"B Sales Tax Account Maintenance

Tax Code |wi MIL Q, [] Miwakee

Registration Number | 1234557530000

Sales Tax Account A02-01 % Tax Fees

@@ | Accept I LCancel l Delete
I Lwiwl | 87272005

T/B Sales Tax Account Maintenance Window

2 Select a tax code from the Tax Code field.

 Click the button to select a tax code from a list of all Sage MAS 90 or 200
tax codes available.
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« Click the [& button to search for a tax code that is already available in Time
and Billing, so you can change the settings.

* Use the (i) (1) () (¥ buttons to access the desired information.

.....

3 Enter the tax registration number in the Registration Number field. This
number is used by tax jurisdictions that require printing of this number on sales
orders and invoices.

4 Click the button to change the sales tax summary information. The
Sales Summary window appears.

ﬁﬂSales Summary B

Tax Code | W MIL Milvauk ee

Asof Date 09/02/1398

Taxable Sales .og
Haon-Taxahle Sales on
T axable Freight 1.00
Mon-T axable Freight i}
Taxable Tax .o
Exempt Sales i}

Sales Tax Invoiced .o

Sales Tax Collzcted on

0 d  Cancel

T/B Sales Tax Account Maintenance Window

a Enter the date to record all adjustments made to this window in the As of Date
field.

b Enter the accumulated amount of taxes in the Taxable Sales field. For state
codes, enter the accumulated amount for all county and local taxes within that
state. For county codes, enter the accumulated amount for all localities within
that county. For local codes, enter the amount for that local jurisdiction.

¢ Enter the accumulated amount of non-taxable sales in the Non Taxable Sales
field.

d Enter the accumulated amount of taxable freight in the Taxable Freight field.

e Enter the accumulated amount of non-taxable freight in the Non Taxable
Freight field.

f Enter the accumulated amount of taxable tax in the Taxable Tax field.
g Enter the accumulated amount of exempt tax in the Exempt Sales field.

h Enter the total sales tax amount invoiced for each state in the Sales Tax
Invoiced field. This field does not apply to county or local codes.

i Enter the total sales tax amount collected for each state in the Sales Tax
Collected field. This field does not apply to county or local codes.

j Click OK when finished.
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5 Enter the General Ledger account number that the tax code will post to during
posting and update routines in the T/B Sales Tax Account field.

« Click the [@ button to search for a tax code that is already available in Time
and Billing, so you can change the settings.

6 Click Accept to save the changes.

Employee Maintenance

Use Employee Maintenance to create and maintain a file containing billing rate
and billing history information about each of your billable employees. Each
employee who'’s information you want to track must be assigned a unique
employee code. You can maintain up to ten separate billing rates and a cost per
hour amount for each employee. You can also use Employee Maintenance to
enter target hours and memos for each employee.

The Employee Maintenance window contains four tabs for different configuration
settings: the Main, the Rates, the Target, and the History tab.

Create the Employee on the Main Tab

Use the Main tab of the Employee Maintenance window to enter the employee’s
office, level, and cost per hour

1 From the Setup menu of the Time and Billing module, select Employee
Maintenance. The Employee Maintenance window appears. .

ﬂ*ﬂEmpluyee Maintenance [2]-[C]
Emplapes Code o100 |3y E] Last |W/INNUR First | IMe:
1. Main | 2. Rates I 3. Target I 4. Histary I
Dffice MOE | Sy MICROCOMPUTER CONSULTING [ Terminated Employes
Lewvel 1 - Partner j Cost per Hour B0.000
@@ | Accept | LCancel l LDelete
[ Lwiw | 9/2/2005

Employee Maintenance Window - Main Tab

2 Enter a four-character, alphanumeric code (0-9 or A-Z) to identify a new
employee in the Employee Code field.

* Click the E] button to search for an employee that is already available in
Time and Billing, so you can change the settings.

+ Use the (i) @) (&) (3 buttons to access the desired information.

* Click the button to create a new employee by copying the information
from an existing employee.

3 Enter the employee’s last name in the Last field.
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4 Enter the employee’s first name in the First field.

5 Click the button to access the Employee Memo Maintenance feature. The
Employee Memo Maintenance window appears.

Jic Employee Memo Maintenance @E‘

Mema | MAS 90 % PRODUCT TRAIMING

Memo Date | 05/10/1333 Reminder Date 08/07/1938

Lisa McCarthy with State OF The A, Inc. called today to confirm that Ima
Winnur and Aachel Scott are registered for the June 14th, 5 day, Product
Training Madule.

Al hotel regervations have been made. Liga aid transportation to and from
the seminar is included. Lunch will be provided by State OF The Art

A Training Manual and Case Study diskettes will be provided. Mo other
raterials will be nesded,

@@ [ Accept l LCancel l LDelete

Employee Memo Maintenance Window

a Review the information or make the necessary changes on the Employee
Memo Maintenance window.

b Click the appropriate command button to return to the Employee Maintenance
window.

See the Time and Billing Online Help for detailed information.

6 Select or enter the three-character office code for the employee in the Office
field.

+ Click the button to create a new office code by launching the Office
Maintenance window (see page 92).

7 Select the employee’s level (such as manager, director, or technician) from the
Level field.

8 Enter the billing rate for the employee in the Cost Per Hour field. You may enter
up to three decimal places.

9 Check Terminated Employee to mark an employee as terminated.

10Click the next tab to continue.
Enter an Employee’s Billing Rates on the Rates Tab

Use the Rates tab to enter the employee’s billing rates for all ten rate codes. You
can set an employee rates per hour or per unit.
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1 Click the Rates tab from the Employee Maintenance window to access an
employee’s billing rates.

ﬂ*ﬁEmployee Maintenance E W& B
Employee Code 010 % E] Last | WINNUR First | IMa,
1. Main I | 3. Target I 4. History I
Hours/ Hours/
Description Rate Unitz  Description Rate Units
0-GenAcct Sve 180.000 5 - Special 000
1 - Mngmt Advisory 180.000 B - Financial Pln ooa
2 - dudit Services ona 7 -Tax Ret-Cop ona
3 - Phone Support 180,000 5 - TarFietPitshp 00
4 - Miscellaheous (000 9 - Tax RetIndiv (000
@@ [ Accept l LCancel l Delete
| [ [Lww | 9272008

Employee Maintenance Window - Rates Tab

2 Enter the billing rates for each of the ten billing rate codes applicable for this
employee in the Rate field. You may enter up to three decimal places for the
amount.

3 Select the unit of measurement for the billing rate from the Hours/Units field.
You can bill a customer at a rate per hour or per unit (such as per job).
Toggle measurement by clicking the Hours/Units button.

button means the

The button means the rate is per hour, and the
rate is per unit.

4 Click the next tab to continue.
Enter the Target Number of Hours to Bill on the Target Tab

Use the Target tab to enter the employee’s target billing hours for each
fiscal/monthly period.

1 Click the Target tab from the Employee Maintenance window to access an
employee’s target billing hours.

i Employee Maintenance EH =
Employes Cods 0100 | @, [ Last | WINNUR Fiist | IMA
1. Main ] 2. Rates ] I 4. Histary ]

Period Ending Target Hours  Period Ending Target Hours  Period Ending Target Hours

01/31/1958 100.00 05/31/1958 100.00 03/30/1958 100.00
02/28/1958 100.00 0g/30/1998 100.00 10/31/1958 100.00
03/31/1958 100.00 07/31/1958 100.00 11/30/1998 100.00
04/30/1958 100.00 08/31/1958 100.00 12/31/1958 100.00
Eoos) Lo [ oo |

[ Ll | 9/2/2005

Employee Maintenance Window - Target Tab
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2 Enter the number of target hours to be worked by the employee for in the Target
Hours fields of each period.

3 Click the next tab to continue.
View or Edit the Employee’s Historical Time on the History Tab

Use the History tab of the Employee Maintenance window to view/edit historical
information concerning this employee.

1 Click the History tab from the Employee Maintenance window to access an
employee’s historical hours.

Ej Employee Maintenance
Employee Code o100 Qb E] Last ‘wINKNUR
1. Main ] 2. Rates ] 3 Target
Current Period 05 Petiod to Date “ear bo Date Last vear
Billable: Hours 88.00 326.00 0o
NorBilable Hours 16.00 173.00 0o
Billable Amourit 16.875.00 58,635.00 0o
Non-Billable Amount .00 5,020.00 0o
Billed Fess 16.480.00 54,287 36 0o
Billed Expenses 0o oo oo
“wite Lps/Drowns .oa 3,852 B4- oo
@@ [ Accept I Lancel I Delete
[ [ [Cww [ 922008

Employee Maintenance Window - History Tab

¥ You can change any of the information on this tab in the Period to Date, Year
to Date, and Last Year fields:

2 Change the number of Billable Hours posted to the employee.

3 Change the number of Non-Billable Hours posted to the employee.

4 Change the dollar value of the Billable Amount posted to the employee.

5 Change the dollar value of the Non-Billable Amount posted to the employee.
6 Change the dollar value of the Billed Fees posted to the employee.

7 Change the dollar value of the Billed Expenses posted to the employee.

8 Change the dollar value of the Write Ups/Downs posted to the employee.

9 Click Accept to save the changes.
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Category Maintenance

Use Category Maintenance to establish category codes that are used to group
related work codes for sorting or summarizing work code information for analysis
reports. You can also use the category codes to classify each work code as
billable, non-billable, billable expense, or non-billable expense. All work codes
within the same category are defined with the same billing type. Category codes
are assigned to each work code using the Work Code Maintenance feature (see
page 100).

Create a Category Code

1 From the Setup menu of the Time and Billing module, select Category
Maintenance. The Category Maintenance window appears.

gﬁtategury Maintenance ﬂ !Em
Category Code | M2 %

Description MANAGEMENT ADVISORY SERVICES

Bill Type: Billable =

@@ | Accept I Cancel I Delete
| Lwiw | 972/2005

Category Maintenance Window

2 Enter a three-character, alphanumeric code (0-9 or A-Z) to identify a category in
the Category Code field.

* Click the E] button to search for a category that is already available in Time
and Billing, so you can change the settings.

» Use the (4 (4 (& (k) buttons to access the desired information.
3 Enter a description for the category in the Description field.

4 Select the bill type for the category from the Bill Type field. Options include:

Billable

Non-Billable

Billable Expense
Non-Billable Expense

All work codes defined within a category are defined with the same bill type.

5 Click Accept to save the changes.

Standard Comment Maintenance

Use Standard Comment Maintenance to maintain any number of commonly-used
phrases, descriptions, and comments that may be used while recording time and
expense entries. You can also use Standard Comments during Billing Data Entry
(see page 198).

Chapter 5: Using the Setup Menu Time and Billing Manual Page 99



Chapter 5

Create a Standard Comment

1 From the Setup menu of the Time and Billing module, select Standard
Comment Maintenance. The Standard Comment Maintenance window
appears.

{f Standard Comment Maintenance EH M= B
Comment Code | 101 %E] POST GEMERAL LEDGER

POSTING TO GEWERAL LEDGER AND REVIEW OF ACCOUNTS ﬂ
THROUGH _/_/__

[

@@ | Accept I LCancel l Delete
I Lwiwl | 97272005

Standard Comment Maintenance Window

2 Enter a three-character, alphanumeric code (0-9 or A-Z) to identify a new
comment in the Comment Code field.

« Click the [&] button to search for a comment that is already available in Time
and Billing, so you can change the information.

» Use the (4 (4 (& (b buttons to access the desired information.

+ Click the button to create a new comment by copying the information from
an existing comment.

3 Enter a description to identify this standard comment code in the Description
field.

4 Enter the comment in the Text field.
This field is a standard Sage MAS 90 or 200 text edit box so you may type as
much textual information as needed. The edit box will simply continue scrolling
lines as you type. Full Windows cut, paste, and edit capabilities apply within this
text box.

5 Click Accept to save the changes.

Work Code Maintenance

Use Work Code Maintenance to maintain work codes that are used to identify
each type of service, work, and reimbursable expense that you want to track for
billing and reporting purposes. Work codes are sometimes referred to as service
codes. For each work code, you can specify the category code, billing rate, and
General Ledger revenue or expense account.

The Work Code Maintenance window contains two tabs for different configuration
settings: the Main and the History tab.
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Create the Work Code on the Main Tab

Use the Main tab of the Work Code Maintenance window to enter/maintain
information for a specific work code. The work code is assigned to a category code
on this tab along with entering other pertinent information such as rate code and
rate method, billing rate, assignment of a comment code (if desired), taxes, and
posting information.

1 From the Setup menu of the Time and Billing module, select Work Code
Maintenance. The Work Code Maintenance window appears.
{if Work Code Maintenance K ==
wiork Code AJE % E] Desc | ADJUSTIMG EMTRIES

1. Main l 2 Histoy ]

Category Code | ACC |G GENERAL ACCOUNTING SER Billable
Rate Method  Employes Rate Code ~||  RoundExtended Amount |41 =]
Rate Code 01- Gen Aot Svo || Disable'work Code u

Billing Fate .0og Tax Clas
Fized Smount o0 NT % Nontaxable
Markup Rate o0z Subject to Eremption

Comment Code %

Post Method | Use Work Code Accaunt =l
G/ Account 40001 % Accounting Fess

@@ ‘ Accept | Lancel I Delete
[ Ll | 8/2/2005

Work Code Maintenance Window - Main Tab

2 Enter a three-character, alphanumeric code (0-9 or A-Z) to identify a new work
code in the Work Code field.

« Click the 3 button to search for a work code that is already available in Time
and Billing, so you can change the settings.

+ Use the () @) (&) (4 buttons to access the desired information.

* Click the button to create a new work code by copying the information
from an existing work code.

3 Enter a description for the work code in the Description field.

4 Select or enter the three-character category code for the work code in the
Category Code field.

+ Click the E] button to search for a category code that is already available in
Time and Billing.

* Click the button to create a new category code by launching the Category
Maintenance window (see page 99).

5 Select the billing rate for the work code from the Rate Method field. Options
include:

Work Code Rate
Employee Rate Code
Client Employee Rate Code
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* If you select Work Code Rate or Client Employee Rate Code, the Billing Rate
field becomes available.

« If you select Employee Rate Code, the Rate Code field becomes available.

6 Select the rate for the employee from the Rate Code field. Select one of the
billing rates created on the Time and Billing Options window (see page 79).
This field is only available if Employee Rate Code is selected in the Rate
Method field.

7 Enter the amount billing rate for a work code or employee in the Billing Rate
field. You can enter a rate with up to three decimals.
This field is available only if Work Code Rate or Client Employee Rate Code is
selected in the Rate Method field.

8 Enter a markup percentage for fixed rates in the Markup Rate field. You may
enter a value with up to two decimal places.
This field is only available if Fixed Amount is selected in the Rate Method field.

9 Select or enter the comment to add to the work code in the Comment Code
field.

« Click the (@] button to search for a comment that is already available in Time
and Billing.

+ Click the button to create a new comment by launching the Standard
Comment Maintenance window (see page 99).

10Select how to round dollar amounts on the Time/Expense Entry (see page 168)
and Edit Work in Process (see page 226) windows from the Round Extended
Amount field.

+ Select No for no rounding.
 Select $1 to round to the nearest dollar.
» Select $10 to round to the nearest 10 dollar amount.

11Check Disable Work Code to mark a work code as disabled.
If a user selects a disabled work code in Time/Expense Entry (see page 168),
the user will be notified that the work code is unavailable, and the field will be
cleared.

12Select a tax class to assign to the work code from the Tax Class field.
You can select Taxable (TX) or Non-Taxable (NT) class.

13Check Subject to Exemption if the work code is subject to tax exemption.

14Select how to post the work code to the General Ledger from the Post Method
field.

» Selecting Work Code Account will activate the G/L Account field and allow
you to select the actual account to post the revenue from the work code.
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+ If you select Engagement Account, the G/L revenue posting account will be
selected using the G/L Revenue Account field on the Billing tab of the Client
Maintenance window (see page 142).

* The Post Method field is not available if the bill type for the work code is
non-billable, billable expense, or non-billable expense.

15Select the General Ledger account number used to post revenue or expenses
for the work code from the G/L Account field.

16Click the next tab to continue.
View the History of a Work Code on the History Tab

Use the History tab to view/maintain historical information about a specific work
code. Billable hours, billable amounts, billed fees, and write ups/downs are tracked
on this tab and accumulated for the period, current year, and previous year.

1 Click the History tab from the Work Code Maintenance window to access a
work code history.

[ Work Code Maintenance K W= B3
Work Code AJE % E] Desc | ADJUSTING ENTRIES
1. Main I 2. History |
Current Period 05 Period to D ate ‘ear to Date Last Vear
Billable Hours 47.00 208.00 i)
Billable Amount 3.526.00 15.600.00 ]
Billed Fees 2,445.43 13169.18 ]
Wwiite Upe/Downg 2951 1.005.82- .o
@@ | Accept I LCancel l Delete
[ [ [bww [ a/2/2005

Work Code Maintenance Window - History Tab

¥ You can change any of the information on this tab in the Period to Date, Year
to Date, and Last Year fields:

2 Change the number of Billable Hours posted to the work code. This field is
automatically updated by the information in the Time/Expense Journal (see page
173), Edit Work In Process Selection Register (see page 222), and Edit Work In
Process Journal (see page 229) updates.

3 Change the dollar value of the Billable Amount posted to the category code for
the work code. This field is automatically updated by the information in the
Time/Expense Journal (see page 173), Edit Work In Process Selection Register
(see page 222), and Edit Work In Process Journal (see page 229) updates.

This information is available only if the category code is set as Billable or Billable
Expense (see the Create a Category Code section on page 99).
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4 Change the fee or expense amount for Billed Fees for the work code.
This field is maintained automatically during the Billing Register update (see
page 214).

5 Enter the Write Ups/Downs between the fee or expense billed and the work in
process amount accumulated for the work code . This field is maintained
automatically during the the Billing Register update (see page 214).

6 Click Accept to save the changes.
OR

Click Cancel to exit without saving.

Billing Format Maintenance

Use the Billing Format Maintenance feature to create and maintain up to 26
different billing formats for printing invoices. You can assign a specific Billing
Format Code to each client/engagement. Seven default billing formats have been
provided, which can either be used directly as is, or copied and modified to create
other customized formats to meet the billing requirements of your company. For
each billing format, you can choose from predefined data fields or free-form text
and specify where each field should be printed on your invoices.

The Billing Format Maintenance window contains two tabs for different
configuration settings: the Main and the Form tab.
Default Billing Format Codes

Format codes A through G are included when the Time and Billing module is
installed. The default billing formats have been provided to allow you to copy and
modify them to meet the billing requirements of your company. The following
tables describe each default format.

Sample Work Code Format

The following table describes a sample work code format of a billing format.

Print Non-Billable Transactions No

Print Fees Format Detail by Work Code

Print Expenses Format

Summary by Work code

Standard or Wide Format Standard
Number of Lines Per Page 00
Number of Lines for Invoice Body 30
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The following is a sample of the billing format described in the table.

[COMP_NAME\C]
[COMP_ADDI\C]
[COMP_ADD2\C]
[COMP_ADD3\C]
[COMP_ADD4\C]
[COMP_PHONE\CSP1]

CLNT_CITY\FJ,[CLNT_ST\IJ[CLNT_ZIP\2]

[CLNT_NAME] INVOICE NO.: [INV_NO]
[CLNT_ADDI] DATE: [INV_DATE\SDO1]
[CLNT_ADD2] CLIENT CODE: [CLNT CD]

[

CONTACT: [CLNT_CONTACT] PAGE NO.: [PG_NO]

FOR PROFESSIONAL SERVICES RENDERED:

[START BODY]
[BILL_TEXT\LB]

[START EXPNS]
[SUB_CAT DESC\B]
[SUB_CAT TEXT\B]
[SUB_WRK_DESC]
[

WIP AMOUNT MARKDOWN BILL AMOUNT
[START FEES]
[SUB_CAT TEXT\B]
[SUB_WRK_DESC\B]
[LN_DATE] [30\F], [31\1] [LN_WIP_AMT] [WRITE_UP_DN] [BILL_ AMT\R]
[SUB_WRK_CODE\R] TOTAL: [SUBTOT WIP\-]  [SUBTOT WUD\-] [SUBTOT FEES\-BR]
[END_FEES]

TOTAL FEES: [TOT_WIP_AMT\-] [TOT_WUD_AMT\] [TOT_FEES\-R]

[SUBTOT_EXPNS\LR]

END_EXPNS]
TOTAL EXPENSES: [55\-LR]
[END_BODY]
[START_TOT\2]
SALES TAX: [TAX_AMT\LR]
AMOUNT DUE: [INV_AMT\-=R]
[END_TOT\2]
PAYMENT DUE UPON RECEIPT
CURRENT OVER 30 OVER 60 OVER 90 OVER 120 BALANCE DUE
[CURRENT\S] [AGED_1\S] [AGED 2\S] [AGED 3\S] [AGED_4\S] [69\S]
FORMAT CODE A--Detail Bill by Date
The following table describes billing format code A.
Print Non-Billable Transactions No
Print Fees Format Detail by Date
Print Expenses Format Detail by Date
Standard or Wide Format Standard
Number of Lines Per Page 00
Number of Lines for Invoice Body 30
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FORMAT CODE B--Detail Bill, No Detail Amounts

The following table describes billing format code B.

Print Non-Billable Transactions

No

Print Fees Format

Detail by Date

Print Expenses Format

Detail by Date

Standard or Wide Format Standard
Number of Lines Per Page 00
Number of Lines for Invoice Body 30

FORMAT CODE C--Summary Bill by Category

The following table describes billing format code C.

Print Non-Billable Transactions

No

Print Fees Format

Summary by Category

Print Expenses Format

Detail by Category

Standard or Wide Format Standard
Number of Lines Per Page 00
Number of Lines for Invoice Body 30

FORMAT CODE D--Summary Bill, One Total

The following table describes billing format code D.

Print Non-Billable Transactions No

Print Fees Format Total Only
Print Expenses Format Total Only
Standard or Wide Format Standard
Number of Lines Per Page 00
Number of Lines for Invoice Body 30
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The following table describes billing format code E.

Print Non-Billable Transactions

No

Print Fees Format

Detail by Date

Print Expenses Format

Detail by Date

Standard or Wide Format Standard
Number of Lines Per Page 00
Number of Lines for Invoice Body 30

FORMAT CODE F--Detail Retainer Bill

The following table describes billing format code F.

Print Non-Billable Transactions

No

Print Fees Format

Detail by Date

Print Expenses Format

Detail by Date

Standard or Wide Format Standard
Number of Lines Per Page 00
Number of Lines for Invoice Body 28

FORMAT CODE G--Summary Retainer Bill

The following table describes billing format code G.

Print Non-Billable Transactions

No

Print Fees Format

Summary by Category

Print Expenses Format

Detail by Category

Standard or Wide Format Standard
Number of Lines Per Page 00
Number of Lines for Invoice Body 28
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Creating a Billing Format
An invoice consists of three major sections: Header, Body, and Totals.

» The Header section contains company and client address information, invoice
number, and date, and is typically printed only on the first page of the invoice.

» The Body section contains detailed fee and expense information as well as
comments. You can print the Body section over several pages depending on the
number of detail lines printed.

» The Totals section contains cumulative totals for the invoice and is normally
printed on the last page of the invoice.

The following steps outline the creation of a billing format:

A Enter the billing format code to be added or maintained.
At this time, you specify whether the standard or wide report format will be used;
what the number of lines per page and the number of lines for the invoice body
will be; whether non-billable transactions will be included on the invoice; and
whether fees and expenses will be sorted by date, sorted by work code,
category, summarized, or printed as totals.

B Customize the layout of the data items on the billing format.
At this time, you enter data items and markers on the billing format itself, edit
existing text, type literal text, and apply special formatting commands using the
data format options as needed.

C Prepare the billing format for printing.
This process can take some time depending upon the complexity of the billing
format being generated.

During this process, you also may want to refer to the Billing Format Data ltems
Table (see page 114), the sample Default Billing Formats (see page 104), and the
Billing Format Code Listing (see page 104) included in this chapter.

Once the billing format code has been generated, it can be used during Client
Maintenance (see page 142) or Billing Data Entry (see page 198) for each invoice
to be printed during Invoice Printing (see page 211).

Create the Billing Format on the Main Tab

Use the Main tab of the Billing Format Maintenance window to maintain options,
specific to a particular billing format.
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1 From the Setup menu of the Time and Billing module, select Billing Format
Maintenance. The Billing Format Maintenance window appears

ﬂ*ﬂﬂilling Format Maintenance [2]-[C]
Biling Format Code | & % Description | Detail Bill by Date
0 zem ]
Print Man-Billable Transactions |:| -w
Fees Format Detail by D ate j
Expenzes Format | Detail by Date j
Standard or ‘Wide Format Standaid x| =
MNumber of Lines per Page oo
Mumber of Lines for Invoice Body an
@@ [ Acoept l LCancel ] Delete
| [ [ww | a/2/2005

Billing Format Maintenance Window - Main Tab

2 Enter a one-character, alphanumeric code (0-9 or A-Z) to identify a new billing
format code in the Billing Format Code field.

+ Click the E] button to search for a format code that is already available in
Time and Billing, so you can change the settings.

* Use the (i) (1) (&) (¥ buttons to access the desired information.
3 Enter a description for the billing format code in the Description field.

4 Check Print Non-Billable Transactions to allow non-billable transactions to
print on the billing format.

5 Select the format for printing fees from the Fees Format field. Options include:

Detail by Date

Detail by Category
Detail by Work Code
Summary by Category
Summary by Work Code
Totals

6 Select the format for printing expenses from the Expenses Format field.
Options include:

Detail by Date

Detail by Category
Detail by Work Code
Summary by Category
Summary by Work Code
Totals
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7 Select the report page format from the Standard or Wide Format field.

» Select Standard to print 78 characters per line.

Select Wide to print 128 characters per line.

8 Enter the number of lines for the invoice form in the Number of Lines Per Page
field.

This number must be equal to or greater than the combined total of lines for the
invoice Header, Body, and Totals sections.

Enter 0 (zero) to perform an automatic form-feed at the end of each page.

|Z[NOTE: The printer must be configured properly to match the invoice form
in order to use the form-feed feature.

9 Enter the number of lines for the Body section of the invoice form in the Number
of Lines For Invoice Body field.

Enter 0 (zero) to use the Billing Format Markers to define the location of the
Body section on the invoice.

V¥ You can also perform the following actions:

* Click the button to create a new form by copying another form.

+ Click the button to print a "test" invoice with asterisks printed in the
selected fields.

This feature allows you to view the changes to an invoice before committing
the changes.

+ Click the button to reset the format of the current billing format
code to its default setting. The form is reset to the original default settings.

The Reset button is displayed only if you are using billing format codes A-G.
Change the Content of an Invoice Form on the Form Tab

The Form tab contains a view of the invoice form and allows you to add fields of
information to the form, and position the data on the form.

1 Click the Form tab from the Billing Format Maintenance window to access a
view of the invoice form layout.
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ﬂ*ﬁﬂilling Format Maintenance H BE B
Biling Format Code | & % Description | Detail Bill by Date
1 Main I 2 Form |
1PG_NO 7 COMP_ADD3 T3CLNT_ADD2
2INV_ND O COMP ADD4 T4 CLNT_CITY
3INV_DATE F9COMP PHONE —JiRton ey
4 COMP_NAME TOCLNT_CD TECLNT_ZIP
5 COMP_4DD1 11 CLNT_NAME 17 CLNT_COMTACT
B COMP_4DD2 12 CLNT_ADDA 18 CLNT_COMM1
“i 5
1 1 Z Z 3 3 4 4 £ £ 3 3 7 7
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Billing Format Maintenance Window - Form Tab

The Form tab consists of two sections: the Data Item section and the Billing
Format Layout section.

* The Data Item section contains the data items which you can add to invoices.
There are over 100 data items to select from. Use the scroll bar to view all the
items.

* The bottom Billing Format Layout section is used to create the billing format
for printing your invoices. Use the scroll bars in this section to view the full
invoice format.

2 Enter any changes to the form using the features available on the Form tab.

+ Click the button to add a new blank line to the form.

OR

+ Click the button to remove a line from the form.

A Add a data item to the form.

a Right-click the item you want to insert from one of the three Data Item
sections.

b Move your mouse to the desired location of insertion in the Billing Format
Layout section.

c Click your right mouse button and select Paste from the pop-up menu. The
item appears on the form.

B Add special format commands (see page 128) to the form.

You can use special format commands with a selected data item to print the data
in a format different then the default format. The format commands are specified
by typing a backslash (\) followed by a format option.
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C Add additional lines of text.

You can add additional information that is not enclosed in brackets to print on the
invoice as literal text. Insert the text in any location on the form.

D Change any information already available on the form.

You can type over or delete any information already listed in the form.

5 From the Main tab, click the button to print a "test" invoice with
asterisks printed in the selected fields. This feature allows you to view the
changes to an invoice before committing the changes.

6 Click Accept to save the changes. The following message appears.

[ Sage MAS 90

2

Do you wish ta prepare Biling Format 47

Sage MAS 90 Dialog

7 Click Yes to prepare the form.

Using Billing Format Markers

Use the Billing Format markers to designate where a specific section begins and
ends on the invoice form. In addition to the Header, Body, and Totals markers,
markers are available to designate the Fees and Expenses subsections within the
Body section of the invoice. The marker fields only designate the positions for the
sections and subsections and do not print any data at the designated positions.
When a marker is used, it is important that no other markers, data items, or text be
placed on the same line.

Use of the marker fields to designate sections and subsections is strictly optional.
However, only data items appropriate for Header and Totals sections are printed
outside marker sections. Data fields for fee or expense detail lines are printed in
the appropriate Fees or Expenses subsection within the Body section of the
invoice.

Each section or subsection is defined by two sets of markers.

» The beginning of a section or subsection is marked by the start marker.
For example, the beginning of the Header section is marked by [START_HEAD].

A corresponding end marker is used to define the end of a section or subsection.
The end of the Header is marked by [END_HEAD].

|Z[NOTE: You must always specify both the start and end markers for a
section or subsection.
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The following illustration displays the Body and Totals sections of a typical billing
format for an invoice that includes detail lines for fees and expenses:

FOR PROFESSIONAL SERVICES RENDERED:

[START BODY]
[START FEES]
[LN_DATE][LN_EXT COMM] [BILL_AMT]

[END FEES]
TOTAL FEES: [TOT_FEES]

[START EXPNS]

[LN_DATE] [WORK CD _DESC] [BILL_AMT]

[END _EXPNS]
TOTAL EXPENSES: [TOT_EXPNS]
[END BODY]
[START TOT\]
AMOUNT DUE: [INV_AMT]
[END TOT\]

Notice that the fees and expenses are within the [START_BODY] and
[END_BODY] markers. The total of all fees, [TOT_FEES], will print after the last
fee detail line is printed. Similarly, the total of all expenses, [TOT_EXPNS], will
print after all expense lines.

Header Markers

The Header section of the invoice is marked by the [START_HEAD] and
[END_HEAD] marker fields. Any text and data fields within these two markers will
only print on the first page of the invoice. If you want to print information such as
the client name or invoice number on each page of the invoice, do not use these
data items inside the Header section.

|Z[NOTE: No other sections can be defined within the Header section.

Body Markers

The Body section of the invoice is marked by the [START_BODY] and
[END_BODY] marker fields. The position of these two markers designates the
area of the invoice form that will be used to print detailed information for fees and
expenses.

* You must define the Fees section and the Expenses section within the Body
section.

+ Any totals for fees and expenses must be defined within the Body section but
outside the Fees and Expenses subsections.

If you entered 0 (zero) in the Number of Lines for Invoice Body field for the form
to define where the invoice Body section begins and ends, the number of lines
between the [START_BODY] and [END_BODY] markers determines the number
of lines available for printing invoice detail information.
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Fees Markers

The Fees subsection of the invoice is marked by the [START_FEES] and
[END_FEES] marker fields. The position of these two markers designates the
information that will be printed for each fee detail line on the invoice.

The Fees subsection must be within the Body section of the invoice. Only those
data fields designated as Detail Data Iltems (see page 115) and Subtotal Data
Items (see page 115) are included in this subsection.

The number of lines that will be printed for each detail line is based on how many
different lines you use to position the Detail Data Items within the Fees section.
The number of lines entered at the Number of Lines for Invoice Body field on
the header window must be divisible by the total number of lines between the
[START_FEES] and [END_FEES] marker fields. Extended comments will print as
many lines as are necessary to print the entire comment.

Expenses Markers

The Expenses subsection of the invoice is marked by the [START_EXPNS] and
[END_EXPNS] marker fields. The position of these two markers designates the
information that will be printed for each expense detail line on the invoice.

The Expense subsection must be within the Body section of the invoice. Only
those data fields designated as Detail Data ltems (see page 115) and Subtotal
Data Items (see page 115) are included in this subsection.

The number of lines that will be printed for each detail line is based on how many
different lines you used to position the Detail Data ltems within the Expenses
section. Extended comments will print as many lines as are necessary to print the
entire comment.

Totals Markers

The Totals section of the invoice is marked by the [START_TOT\1] and
[END_TOT\1] marker fields. Any text and data fields within these two markers will
only print on the last page of the invoice.

|Z[NOTE: No other sections can be defined within the Totals section.

Using the Billing Format Data Item Table

The Billing Format Data Item Table details the available data items you can select
to print on invoices. These data items are listed on the table in numeric order
under the following column headings: Item Number, Group, Name, Description,
Size, Type, and Additional Information.

* The Item number or name must be indicated on the billing format to select the
data item to be printed on the invoice.

» The Group indicates the section of the invoice where the data item will be
printed: Header, Detail, Subtotal, Header/Total, or Marker.
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» The ltem Name must be indicated on the billing format to select the data item to
be printed on the invoice.

» The Description provides an explanation of the Item Name.

» The Size designates the number of characters each data item will print on the
invoice.

» The Type indicates whether a Detail or Subtotal data item can be printed in the
Fees Subsection (F) or the Expenses Subsection (E); some data items can be
printed in both subsections and are indicated by FE.

* The Additional Information column shows the source of the data item (for
example, field, window, option, file, calculation, or formula).

» Formulas may vary depending upon the client/engagement fee arrangement
and the data items selected.

» Exceptions are detailed in footnotes at the bottom of each page for quick
reference.

Data items are classified under five separate groups: Header, Detail, Subtotal,
Header/Total, and Marker.

Header Data Items

The Header data items consist of information from the company name and
address, client name and address, engagement information, and applicable
invoice information to be printed on each page of the invoice, or on the Header
section of the invoice.

The [BILL_TEXT] Header data item must be on a separate line, and its width
depends upon the setting in the Billing Text Display/Print Width field in Time and

Billing Options (see page 79).
Detail Data Items

The Detail data items consist of information from the Work in Process Detail file
that can be printed within the Fees subsection, within the Expense subsection, or
within the Fees and Expenses subsections on the invoice. Detail data items
CANNOT be printed in the Header or Total sections.

The [LN_EXT_COMM] detail data item prints the extended comment or the
30-character line comment if there is no extended comment. If there is a page
break in the middle of an extended comment and [BILL_TEXT] was used in the
Header section, the free-form text defined by [BILL_TEXT] will NOT be printed on
subsequent pages.

Subtotal Data Items

The Subtotal data items can be specified within the Fees or Expenses subsection
of the invoice to print category code or work code information for fees and
expenses.
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+ Subtotal data items must be placed before the [END_FEES] or [END_EXPNS]
marker items.

« If more than one subtotal numeric data item is used, they must be placed on the
same line.

Subtotal data items can only be printed if Detail by Category, Summary by
Category, Summary by Work Code, or Detail by Work Code is selected in the
Fees Format or Expenses Format field on the Main tab of the Billing Format
Maintenance window (see page 104).

The [SUB_CAT_TEXT] Subtotal data item is always printed once at the beginning
of each category grouping, regardless of its placement in the data item group.
Data items can be placed to the right or left of this data item, depending upon the
width entered in the Billing Text Display/Print Width field on the Time and Billing
Options window (see page 79).

The [SUB_CAT_CODE] and [SUB_CAT_DESC] Subtotal data items print once per
category if Detail by Category, Summary by Category, Summary by Work
Code, or Detail by Work Code is selected in the Fees Format or Expenses
Format field on the Main tab of the Billing Format Maintenance window (see page
104).

* If these data items are placed on a line other than the line containing the subtotal
numeric data items, the category code and/or category description will be
printed at the beginning of the category group, regardless of its placement in the
data item group.

« If these data items are placed on the same line as the subtotal numeric fields,
the category code and category description will be printed on the same line as
the subtotal numeric fields.

The [SUB_WRK_CODE] and [SUB_WRK_DESC] subtotal data items print once
per work code if Detail by Work Code or Summary by Work Code is selected in
the Fees Format or Expenses Format field on the Main tab of the Billing Format
Maintenance window (see page 104).

+ If these data items are placed on a line other than the line containing the subtotal
numeric data items, the work code and/or work code description will be printed
at the beginning of the work code group, regardless of its placement in the data
item group.

+ If these data items are placed on the same line as the subtotal numeric fields,
the work code and work code description will be printed on the same line as the
subtotal numeric fields.

Header/Total Data Items

The Header/Total data items consist of information from the Client/Engagement
Master file and appropriate invoice total information to be printed on each page of
the invoice, or in the Totals section of the invoice.

+ Total data items must be placed after the [END_FEES] and [END_EXPNS]
marker items.
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* For clients/engagements with progress billing fee arrangements, the
[TAX_AMT], [INV_AMT], and [PROG_BALANCE] Header/Total data item value
will be zero except on the final bill. The [PROG_BILL_AMT] value will be zero on
the final bill.

* The [NET_INV_AMT] Header/Total data item does not apply to clients with
standard, fixed, or not to exceed fee arrangements.

» The [CURRENT] Header/Total data item does not include other invoice amounts
currently being billed for bill separate clients.

* The [UNCOLL_RETAIN], [PTD_FIN_CHGS], [BALANCE_FWD], and
[CASH_RECEIVED] Header/Total data items must be placed outside the
[START_BODY] and [END_BODY] markers.

Marker Data Items

Use the Marker data items to designate where a specific section begins and ends
on the invoice form. When you use a Marker data item, you must define it on a line
which contains no other markers, data items, or text.

* No markers other than [START_HEAD] and [END_HEAD] can be defined within
the Header section of the invoice.

« The [START_FEES], [END_FEES], [START_EXPNS], and [END_EXPNS]
Marker data items must be within the Body section of the invoice.

* No markers other than [START_TOT] and [END_TOT] can be defined within the
Totals section of the invoice.
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The Billing Format Data Item Table details the available data items you can select

to print on invoices.

Description

Additional Information

1 Header PG_NO Page Number 3 System generated
2 Header INV_NO Invoice Number 7 Generated during
Invoice Printing;
Billing Data Entry
Invoice Number field
3 Header INV_DATE Invoice Date 6 Billing Data Entry
Main tab
Invoice Date field;
Invoice Printing
Invoice Date field
4 Header COMP_NAME Company Name 35 Company
Maintenance
Company Name field
5 Header COMP_ADD1 Company Address 35 Company
Line 1 Maintenance
Address field
6 Header COMP_ADD2 Company Address 35 Company
Line 2 Maintenance
Address field
7 Header COMP_ADD3 Company Address 35 Company
Line 3 Maintenance
Address field
8 Header COMP_ADD4 Company Address 35 Company
Line 4 Maintenance
Address field
9 Header COMP_PHONE Company 10 Company
Phone # Maintenance
Telephone field
10 Header CLNT_CD Client Code 7 Client Maintenance
Client Code field
11 Header CLNT_NAME Client Name 30 Client Maintenance
Name field
12 Header CLNT_ADD1 Client Address 30 Client Maintenance
Line 1 Main tab
Address field
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Additional Information

13 Header CLNT_ADD2 Client Address 30 Client Maintenance
Line 2 Main tab
Address field
14 Header CLNT_CITY Client City 20 Client Maintenance
Main tab
City field
15 Header CLNT_ST Client State 2 Client Maintenance
Main tab
State field
16 Header CLNT_ZIP Client Zip Code 10 Client Maintenance
Main tab
Zip Code field
17 Header CLNT_CONTACT Client Contact 30 Client Maintenance
Main tab
Primary Contact field
18 Header CLNT_COMM1 Client Comment 1 30 Client Maintenance
Main tab
Comment 1 field
19 Header CLNT_COMM2 Client Comment 2 30 Client Maintenance
Main tab
Comment 2 field
20 Header ENGMT_CD Engagement 4 Client Maintenance
Code Engagement Code
field
21 Header ENGMT_DESC Engagement 30 Client Maintenance
Description Description field
22 Header ENGMT_COMM1 Engagement 30 Client Maintenance
Comment 1 Billing tab
Comment 1 field
23 Header ENGMT_COMM2 Engagement 30 Client Maintenance
Comment 2 Billing tab
Comment 2 field
24 Header SALES_TAX_SCHD Sales Tax 9 Client Maintenance
Schedule Additional tab
Sales Tax Schedule
fields
25 Header TAX_SCHD_DESC Sales Tax 30 Library Master
Schedule module Sales Tax
Description Schedule
Maintenance
26 Header BILL_TEXT1 Free Form Text 50-75 Billing Data Entry Text
Editor
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Additional Information

27 Detail LN_NO Line Number 4 FE Billing Data Entry
Detail tab
Line field
28 Detail LN_DATE Transaction Date 6 FE Billing Data Entry
Detail tab
Date field
29 Detail EMPLY_CD Employee Code 4 FE Billing Data Entry
Detail tab
Emply field
30 Detail EMPLY_LNAME Employee Last 15 FE Employee
Name Maintenance
Last Name field
31 Detail EMPLY_FNAME Employee First 15 FE Employee
Name Maintenance
First field
32 Detail LN_ENGMT Line Engagement 4 FE Time/Expense Entry
Code Engagement field
33 Detail LN_ENGMT_DESC Line Engagement 30 FE Client Maintenance
Code Description Billing tab
34 Detail WORK_CD Work Code 3 FE Billing Data Entry
Detail window
W. C. field
35 Detail WORK_CD_DESC Work Code 30 FE Work Code
Description Maintenance
Description field
36 Detail CATEG_CD Category Code 3 FE Work Code
Maintenance
Category Code field
37 Detail CATEG_DESC Category 30 FE Category
Description Maintenance
Description field
38 Detail WRITE_UP_DN Write-Up/Write-Do 8.2 FE Billing Data Entry
wn Amount Detail tab
Write Up/Down field
39 Detail FEE_HRS Fee Hours 4.2 F Billing Data Entry
Detail tab
Hours/Units field
40 Detail EXP_UNTS Expense Units 4.2 E Billing Data Entry
Detail tab
Hours/Units field
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Description Additional Information
41 Detail RATE?2 Billing Rate 5.3 FE Work Code
Maintenance
Billing Rate field;
Time/Expense Entry
Rate field
42 Detail BILL_AMT Bill Amount 8.2 FE Billing Data Entry
Detail tab
Bill Amount field
43 Detail MARKUP_% Markup % 3.3 E Work Code
Maintenance
Markup Rate field
44 Detail LN_COMM Line Comment 30 FE Time/Expense Entry
(the first 30 Billing Data Entry
characters) A/P Invoice Data
Entry
Comment field
45 Detail LN_EXT_COMM3 Extended 50 FE Time/Expense Entry
Comment Billing Data Entry
(multiple lines) A/P Invoice Data
Entry
Detail tab
Extended Comment
field
46 Detail SUBT_EXMPTN Subject to 1 FE Work Code
Exemption Maintenance
Subject to Exemption
field;
Time/Expense Entry
Subject to Exemption
field
47 Detail REV/EXP_ACCT Revenue/ 12 FE Work Code
Expense G/L Maintenance
Account G/L Account field;
Time/Expense Entry
REV/EXP Account
field
48 | Subtotal | SUBTOT_HRS*S Category Total for 5.2 F Calculation
Hours
49 Subtotal | SUBTOT_FEES*® Category Total for 8.2 F Calculation
Fees
50 Subtotal | TOT_HRS Invoice Total for 5.2 F Calculation
Hours
51 Subtotal | TOT_FEES Invoice Total for 8.2 F Calculation
Fees
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Description Additional Information
52 | Subtotal | SUBTOT_UNTS*® Category Total for 5.2 Calculation
Expense Units
53 | Subtotal | SUBTOT EXPNS*5 | Category Total for 8.2 Calculation
Expenses
54 Subtotal | TOT_UNTS Invoice Total for 5.2 Calculation
Expense Units
55 Subtotal | TOT_EXPNS Invoice Total for 8.2 Calculation
Expenses
56 Header/ TAX_AMT6 Sales Tax Amount 8.2 Billing Data Entry
Total Main tab
Sales Tax field;
Billing Register
Sales Tax field
57 Header/ | TAXBL_AMT Taxable Amount 8.2 Calculation
Total Total
58 Header/ | NON_TAXBL_AMT Non-Taxable 8.2 Calculation
Total Amount Total
59 Header/ INV_AMT6 Invoice Amount 8.2 Formula:
Total TOT_FEES+TOT_EX
PNS+TAX_AMT
60 Header/ | NET_INV_AMT’ Net Invoice 8.2 Formula for Final
Total Amount Progress bills: INV_AMT
- PROG_BALANCE
Formula for Retainer
bills:
INV_AMT -
RET_APPLIED
61 Header CONT_TITL Continued Title 9 System-generated
62 Header/ | RET_APPLIED Retainer Applied 8.2 Billing Data Entry
Total Main tab
Retainer Applied field;
Billing Register
RET Applied field
63 Header/ | PROG_BALANCE® Progress Bill 8.2 Client Maintenance
Total Balance (Total of History tab
Progress Bill Progress Bill Balance
Amounts field
previously billed
and updated)
64 Header/ | CURRENT® Current A/R 8.2 Calculation
Total amount for the Open Invoice File
client added to the Invoice Transaction/
current invoice Payment History File
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Description Additional Information
65 Header/ | AGED_1 Aging Bucket 1 8.2 Calculation
Total (that is, over 30 Open Invoice File
days) Invoice Transaction/
Payment History File
66 Header/ | AGED_2 Aging Bucket 2 8.2 Calculation
Total (that is, over 60 Open Invoice File
days) Invoice Transaction/
Payment History File
67 Header/ | AGED_3 Aging Bucket 3 8.2 Calculation
Total (that is, over 90 Open Invoice File
days) Invoice Transaction/
Payment History File
68 Header/ | AGED_4 Aging Bucket 4 8.2 Calculation
Total (that is, over 120 Open Invoice File
days) Invoice Transaction/
Payment History File
69 Header/ | CLNT_BALANCE Client Balance 8.2 Formula:
Total BALANCE_FWD-
CASH_RECEIVED+
PTD_FIN_CHGS+
NET_INV_AMT+
PROG_BILL_AMT
70 Header/ | INVC_MSSGH1 Invoice 6 Invoice Printing
Total Message 1 Message Line 1 field
71 Header/ | INVC_MSSG2 Invoice 6 Invoice Printing
Total Message 2 Message Line 2 field
72 Detail BASE_AMT Base Expense 8.2 Time/Expense Entry
Amount for a Extended Amount
Billable Expense field;
Work Code with a A/P Invoice Data
Fixed Amount Entry
Rate Method Amount field
73 Marker START_HEAD® Start First Page of - -
Header Section
74 Marker END_HEAD9 End First Page of - -
Header Section
75 Marker START_BODY Start of Invoice - -
Body Section
76 Marker END_BODY End of Invoice - -
Body Section
77 Marker START_FEES10 Start of Fees - -
Section
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Description Additional Information
78 | Marker | END_FEES™ End of Fees - - -
Section
79 | Marker | START_EXPNS'0 Start of Expenses - - -
Section
80 | Marker | END_EXPNS'0 End of Expenses - - -
Section
81 | Marker | START_TOT" Start of Totals - - -
Section
82 | Marker | END_TOTM End of Totals - - -
Section
83 Header/ | RET_BALANCE Previous Retainer 8.2 - Billing Selection
Total Balance Less Register
Retainer Applied Retainer Balance
field;
Billing Data Entry
Retainer Balance field
84 Header/ | RET_AMT_DUE Retainer Amount 8.2 - Billing Data Entry
Total Due Retainer Amount Due
field;
Billing Register
RET Due field
85 Header/ PROG_BILL_AMT12 Progress Bill 8.2 - Client Maintenance
Total Amount Billing tab
Progress Amount
field;
Billing Data Entry
Bill Amount field
86 | Header/ | UNCOLL_RETAIN'® | Uncollected - - Client Maintenance
Total Retainer (total of Billing Data
retainers billed but Uncollected Retainer
not yet received) field;
Billing Data Entry
Uncollected Retainer
field
87 | Header/ | PTD_FIN_CHGS" Period To Date - - Calculation
Total Finance Charges Client Master file
88 | Header/ | BALANCE_FWD'® Balance Forward - - Calculation
Total Invoice
Trans/Payment
History file
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Item Group Description Additional Information
89 Header/ CASH_RECEIVED13 Cash Received - - Calculation
Total Invoice
Trans/Payment Hist.
file. The sum of all
payments and
prepayments that
have a transaction
date within the current
period.
90 Subtotal SUB_CAT_CODE14 Subtotal Category 3 FE Work Code
Code Maintenance
Category Code field
91 | Subtotal | SUB_CAT_DESC' Subtotal Category 30 FE Category
Description Maintenance
Description field
92 Subtotal | SUB_CAT TEXT' Subtotal Category 50-75 FE Billing Data Entry
Bill text Bill by Category tab
Billing Entry Text
Editor
93 Subtotal | SUB_WRK_CODE'® Subtotal Work 3 FE Billing Data Entry
Code Detail tab
W.C. field
94 | Subtotal | SUB_WRK_DESC'® | Subtotal Work 30 FE Work Code
Code Description Maintenance
Description field
95 Detail LN_WIP_AMT Work in Process 8.2 FE Billing Data Entry
Amount Detail tab
Bill Amount field
96 Subtotal | SUBTOT_WIP® Subtotal WIP 8.2 FE Calculation
Amount
97 Subtotal SUBTOT_WUD5 Subtotal Net Write 8.2 FE Calculation
Up/Down Amount
98 Header/ | TOT_WIP_AMT Total WIP Amount 8.2 - Calculation
Total
929 Header/ | TOT_WUD_AMT Total Net Write 8.2 - Calculation
Total Up/Down Amount
100 Header USER_1 User-defined field 15 - Client Maintenance
1 Additional tab
Client Misc 1 field
101 Header USER_2 User-defined field 15 - Client Maintenance
2 Additional tab
Client Misc 2 field
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Additional Information

102 Header USER_3 User-defined field 15 Client Maintenance
3 Additional tab
Client Misc 3 field
103 | Header USER_4 User-defined field 15 Client Maintenance
4 Additional tab
Client Misc 4 field
104 | Header CLNT_PHONE Client Phone 10 Client Maintenance
Number Main tab
Telephone field
105 Header CLNT_FAX Client FAX/Telex 15 Client Maintenance
Number Main tab
Fax field
106 Header BILL_THRU_DAT Bill Thru Date 6 Billing Data Entry
Bill Thru field
107 | Header CLNT_ADD3 Client Address 30 Billing Format
Maintenance Form
Tab
Address field
108 Header CLNT_CNTRY Client Country 3 Billing Format
Maintenance Form
Tab
Country field
109 Header CLNT_CONTNAME Client Contact 10 Billing Format
Name Maintenance Form
Tab
Client Contact field
110 TAXCODE_1_DSC Tax Discount
111 TAXCODE_2_DSC Tax Discount
112 TAXCODE_3_DSC Tax Discount
113 TAXCODE_4_DSC Tax Discount
114 TAXCODE_1_AMT Tax Amount
115 TAXCODE_2_AMT Tax Amount
116 TAXCODE_3_AMT Tax Amount
117 TAXCODE_4_AMT Tax Amount
118 BT_CONTA_CODE Contact Code
119 BT_CONT_NAME Contact Name
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Item Group Description Additional Information
120 CLNT_EXT Client Extension
121 BILL_TO_NAME Bill to Name

1 This data item must be on a separate line, and its width depends upon your entry at the Billing Text Display/Print Width option
in Time and Billing Options.

2 Can only be used if using Detail by Date (D) Billing Format.

3 If there is a page break in the middle of an Extended Comment and [BILL_TEXT] was used in the Header section, the
free-form text defined by [BILL_TEXT] will not be printed on subsequent pages.

4 This data item may be printed only if you entered Detail by Category, Summary by Category, Detail by Work Code, or
Summary by Work Code at the Fees Format or Expenses Format field on the Billing Format Maintenance Main tab.

5 If more than one subtotal numeric data item is used, they must be placed on the same line.

6 For clients/engagements with Progress Billing fee arrangements, this data item value will be zero except on the Final Bill.
7 This data item does not apply to Standard, Fixed, or Not To Exceed fee arrangements.

8 This data item value does not include other invoice amounts currently being billed for Bill Separate clients.

9 No other markers can be defined within the Header section of the invoice.

10 This marker must be within the Body section of the invoice.

11 No other markers may be defined within the Totals section of the invoice.

12 For clients/engagements with Progress Billing fee arrangements, this data item value will be zero on the Final bill.

13 This data item must be placed outside the [START_BODY] and [END_BODY] markers.

14 The [SUB_CAT_CODE] and [SUB_CAT_DESC] Subtotal data items print once per category if you entered Detail by
Category, Summary by Category, Detail by Work Code, or Summary by Work Code at the Fees Format or Expenses Format
field on the Billing Format Maintenance Main tab. For additional information, refer to Data Item Groups.

15 The [SUB_CAT_TEXT] Subtotal data item is always printed once at the beginning of each category grouping regardless of
its placement in the category group. Data items can be placed to the right or left of this data item, providing the width entered at
the Billing Text Display/Print Width option in Time and Billing Options is taken into consideration.

16 The [SUB_WRK_CODE] and [SUB_WRK_DESC] Subtotal data items print once per Work Code if you entered Detail by
Work Code or Summary by Work Code at the Fees Format or Expenses Format field on the Billing Format Maintenance Main
tab. For additional information, refer to Data Item Groups.
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Use special format commands with the data item name to print the data in a format
different than the default format. Specify the format commands by typing a
backslash (\), followed by a format option. For example, you can type
[LN_DATE\D15] to print a date field in Date Format \D15 (that is, May 31, 2004), or
you can type [COMP_PHONE\P3] to print a telephone number field in Phone
Format \P3 (for example, 555-4444).

* Numeric Formats: Enter a mask specifying the number of digits to be
displayed, and the placement of commas and the decimal point. A pound sign
(#) is used to designate each digit to be printed. A minus sign (-) can be used to
designate where the minus sign is to be displayed. You can also use
parentheses in the mask to be printed for negative values. A dollar sign ($) can
also be specified. If you do not specify a mask for a numeric data type field, the
#H#HHE.00 format will be used for hours and the ##HH#H###HHE.00 format will be used
for amounts. The following table shows sample masks, the number retrieved
from the data file, and the printed result.

Mask Number Output
\HHE #HE.00- 1234.56 1,234.56
\HHE #HE.00- -1234.56 1,234.56-
\HHHEHHE 1234.56 1235
\(#EH# #14#.00) -1234.56 (1,234.56)
\$#Ht .00 1234.56 $1234.56

* Phone Formats: There are three different formats available for printing
telephone numbers. If no format option is specified, the first format (for example,

P1) will be used.

Format Option Format Mask Example

\P1 (FHHE) #itt HHEHE (555) 555-5555
\P2 Hith HHH A 555 555-5555
\P3 Hith HHHHE 555-5555

Time and Billing Manual
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+ Date Formats: You can format date fields by entering one of the following

established in the Terminal Preference option on the Library Master System

Preferences menu will be used. For additional information on Terminal
Preferences, refer to your Library Master Online Help.

Format Option Format Mask Example
\DO1 MM/DD/YY 05/31/04
\D02 MM-DD-YY 05-31-04
\D03 mmmDD/YY May31/04
\D04 mmmDD-YY May31-04
\D05 DD/MM/YY 31/05/04
\D06 DD-MM-YY 31-05-04
\DO7 DDmmm/YY 31May/04
\D08 DDmmm-YY 31May-04
\D09 MM/DD 05/31
\D10 MM-DD 05-31
\D11 mmmDD May31
\D12 DD/MM 31/05
\D13 DD-MM 31-05
\D14 DDmmm 31May
\D15 MMMMMM DD, YYYY MAY 31, 2004
\D16 DD MMMMMM YYYY 31 MAY 2004
\DD DD 31

\DM MM 05

\DY DY 04

\DML MMMMMM May

\DYL YYYY 2004
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+ Additional Data Item Formatting Options: By entering a data item name or
number followed by a backslash (\), you can enter other format options that
perform a variety of functions. You can specify the starting position of data by
entering a backslash, followed by a number from 1 through 9. That number
specifies the number of characters after the last printed text at which you want to
begin printing the selected item. For example, data item [COMP_ADD1\5] will
print the first line of the company address five characters to the right of the last
printed text. Data item [9\2] will print the company telephone number two
characters to the right of the last printed text.

* Marker Options: A marker data item (for example, [START_BODY]) followed by
a backslash and a number indicates that data item values will begin printing the
specified number of lines below the previous section. For example, in an invoice
containing Body and Totals information, [START_TOT\2] will print the first Totals
line two lines below the last line printed (even if the last line is a blank line).

The following table indicates the available data format options:

Format Option Printed Result

\ followed by the number of | Prints data item values starting at the specified number of
lines lines below the previous section, if used with a marker
data item. For example, [START_TOT\2] on Billing
Format Code A prints totals starting on the second line
below the previous Body section.

\ followed by the number of | Prints the non-numeric, string data item value starting at a
positions specified single-digit number of positions to the right of
the previous data item value. For example,
[EMPY_LNAME\1] on Billing Format Code A prints the
employee’s last name starting at the second position to
the right of the employee’s first name, [EMPLY_FNAME].

\- Prints a dashed line above the data item value, the same
length as the data item value. This is typically used with
Header/Total Subtotal data items.

\= Prints a double-dashed line below the data item value,
and is the same length as the data item. This is typically
used with Header/Total and Subtotal data items.

\HHHE Defines a numeric mask.

\B followed by the number Prints the specified single-digit number of blank lines

of blank lines below the data item value. One blank line will be indicated
if no number is specified. If more than one \B format
option is used per line, then only the last \B format option
is used.
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Format Option Printed Result

\C Centers the data item value for the defined length of the
data item beginning at the position of the left bracket. This
option cannot be used with the [BILL_TEXT],
[LN_EXT_COMM], and [SUB_CAT_TEXT] data items.

\D14 Defines date mask number 14.

\F Floats or prints the following text immediately after this
data item value (used for adding punctuation). For
example, [CITY\F], on Billing Format Code A will print a
comma immediately after the city (for example, Irvine,
CA).

\L Suppresses printing of all information on the line if the
data item value is zero or blank. For example,
[TOT_FEES\-L] on Billing Format Code A will suppress
printing of any information on the line (including the words
TOTAL FEES:) if there are no fees. However, if fees do
exist, the words TOTAL FEES: followed by the data item
value will be printed.

\P2 Defines phone mask number 2.

\R Prints the data item value right-justified to the position of
the right bracket. This option cannot be used with the
[BILL_TEXT], [LN_EXT_COMM], and [SUB_CAT_TEXT]
data items.

\S Suppresses printing all information from the previous data
item value up to and including the current data item value
if the data item value is zero or blank. For example,
[AGED_1\S] on Billing Format Code A will suppress
printing of any information from the previous data item
value (for example, [CURRENT\S] to the current data
item value if there is no aging information for Aging
Category 1.

+ Combining Formatting Options: You can combine two or more format options
for a single data item. Enter the data item name or number followed by a
backslash (\), followed by one or more formatting codes. For example, enter
[COMP_PHONE\3P2] to print the company phone number three characters to
the right of the previous data item value using phone number mask P2. You can
specify the format options in any order except for the date and numeric mask
format options. If the date or numeric mask format option is used, it must be
specified last.

Possible Errors

When adding fields and formats to a billing format, the following errors can occur if
you enter data incorrectly.
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* Invalid Field Name: The field name specified inside the brackets is not a valid
data field or marker name.

* Invalid Field Number: The field number specified inside the brackets is not a
valid data field number.

» Outside of START_BODY: A marker field that must be between
[START_BODY] and [END_BODY] (for example, [START_FEES],
[START_EXPNS]) was found outside the proper markers.

* Found Without a START: An end marker field was found without a
corresponding start marker (for example, [END_FEES] was found without a
[START_FEES]).

* Found Without an END: A start marker field was found without a corresponding
end marker (for example, [START_FEES] was found without an [END_FEES]).

* Inside Another Block: A marker field that cannot be inside another block (for
example, [START_HEAD], [START_TOT]) was found inside a block.

* Invalid Number of Brackets: An extra bracket was found without a matching
bracket.

¢ Occurs More Than Once: A marker field was defined more than once. Marker
fields can be specified only once on a form.

Time and Billing Utilities

The Time and Billing Utilities window contains special features that allow you to
change certain fields for a large number of clients/engagements or employees.
You can change a code or other value listed in a particular field to another code or
value throughout the Time and Billing module.

» From the Setup menu of the Time and Billing Professional module, select Time
and Billing Utilities. The Time and Billing Utilities window appears.

(i Time and Billing Utilities

Utilties Men
@ Falobal Client Field Chanae!

(7} Global Emplayes Rate Change

(7} SetUp Open lrwoices

[ Lol | 94242005
Time and Billing Utilities Window

The Time and Billing Utilities feature includes the following options:

» Global Client Field Change (see page 133)

» Global Employee Rate Change (see page 135)

+ Set Up Open Invoices (see page 137)
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Complete a Global Client Field Change

Use this utility to modify specified client fields for a large number of
clients/engagements. This option is especially useful for reassigning a group of
clients to a different partner or employee or to modify the finance charge rates for
a group of clients.

1 Select Global Client Field Change from the Time and Billing Utilities window,
and click Proceed. The Global Client Field Change window appears.

i Global Client Field Change [2]_[Cx]
Figld Al From  To Figld Al From To
Client Type ] Client Partner [ Q, Q,
Open ltem |:| Client Employee |:| % %
Statement Cycle D Engagement Partner D % %
Prink DUN Message [ | Engagement Employes ] % %
Bill Freguency D Billing Format D % %
Bill Separate 1] Finance Charge Rate ] 0.000%
Field Al From To
Revenue Account [ | Qy Qy
Eil Rate Code O hd R
Selectian All Starting Ending
Cliert Code Qy prurrrr il oS
Engagement Code e Frerd it
Client Types All

[ [ [ww [ giz/ans

Global Client Field Change Window

2 Select the field information to change in the Field sections of the Global Client
Field Change window.

a Select the information to change in the From field
AND

b Select the new information in the To field.
OR

¢ Check All to change all the data in a field to the new information.

I:Jj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

The following table lists the fields you can change.

Field Description

Client Type Change one type of client to another in the Client Type
fields.
Open Item Change one open item to another in the Open ltem fields.
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Field Description

Statement Cycle

Change one statement cycle to another in the Statement
Cycle fields.

Print Dun Message

Change one message to another in the Print Dun
Message fields.

Bill Frequency

Change one bill frequency amount to another in the Bill
Frequency fields.

Bill Separate

Change one bill separate amount to another in the Bill
Separate fields.

Client Partner

Change one employee to another employee in the Client
Partner fields.

Client Employee

Change one employee to another employee in the Client
Employee fields.

Engagement Partner

Change one employee to another employee in the
Engagement Partner fields.

Engagement Employee

Change one employee to another employee in the
Engagement Employee fields.

Billing Format

Change one billing format code to another billing format
code in the Billing Format fields.

Finance Charge Amount

Change one finance amount to another in the Finance
Charge Amount fields.

Revenue Account

Change one General Ledger account to another in the
Revenue fields.

Bill Rate Code

Change one billing rate to another in the Bill Rate Code
fields.

3 Select the field information to change in the Selection section of the Global
Client Field Change window.

a Select the client codes to change the field information for in the Client Code

field.

» Check All to change the information in all client codes.

OR

+ Enter the client codes to change in the Starting and Ending fields.

b Select the engagement codes to change the field information for in the
Engagement Code field.

» Check All to change the information in all engagement codes.

OR

» Enter the engagement codes to change in the Starting and Ending fields.
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¢ Enter the engagement types to change the field information for in the
Engagement Type field.
The default value of All means all engagement types will be changed.
You may enter up to four alphanumeric characters for each client type you
enter. Leave a space between each client type.

4 Click the Additional button if you need to access the additional fields. The
Additional Fields window appears.

[ Additional Fields

Field Al From To

Hales T Schedis [ Q, Q,

Additional Fields Window

The Additional Fields window allows you to change the Sales Tax Schedule
information

a Leave this fields blank if you are not changing the tax schedule.
b Check All to change all the data in a field to the new information.
OR
¢ Select the information to change in the From field
AND
d Select the new information in the To field.
e Click OK.

5 Click Proceed on the Global Client Field Change window to change the
information in Time and Billing.

Complete a Global Employee Rate Change

Use this utility to modify the employee cost per hour or billing rate for a large group
of employees. The previous cost per hour or billing rate can be increased or
decreased by a specified percentage or dollar amount, or changed to a fixed rate.
Work in process already entered will not be affected by this new rate. Only
time/expense entries made after the rate change will reflect the new rate.
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1 Select Global Employee Rate Change from the Time and Billing Utilities
window, and click Proceed. The Global Employee Rate Change window
appears.

EE Global Employee Rate Change E =
Field Type Change By Round?
Cost per Hour b arkup Amount ﬂ 10.000
Gen Acct Sve Markup Amount =l 000 O
tngmt Advisony b arkup Amount ﬂ 000 D
Audit Services M arkup Amount ﬂ 000 D
Phone Support tdarkup Amount ﬂ aoa [
Miscellaneous M arkup Amount ﬂ 000 D
Special M arkup Amount ﬂ 000 D
Financial Pln Markup Amount =l 000 O
Tax Ret-Corp M arkup Amount ﬂ 000 D
Tax Ret-Prtshp b arkup Amount ﬂ 000 D
Tax Retdndiv Matkup Amount hd oo | [
Selection Al Starting Ending
Employes Code % s %

Dffice Cade Q, zzz |G
Employee Level 0-Managing Patrer ™|/ | 7 - Clerical hdl
[ [ [Lww | g/2/2008

Global Employee Rate Change Window

2 Select the type of markup from the Type field for each billing rate you want to
change.

+ Select Markup Amount to markup the billing rate by a specific amount.
» Select Markup Percent to markup the rate by a specific percent.

» Select Fixed Amount Change to change the employee billing rate to a fixed
amount.

3 Enter the percentage or amount of change for the billing rate in the Change By
field. You can enter dollar amounts up to three decimal places.

4 Check Round ? to calculate the new rate rounded to the nearest whole dollar
amount.

The following table lists the fields you can change.

Field Description

Cost per Hour Change the employee cost per hour in this field.

Gen Acct Svc Change the billing rate for general ledger account
services in this field.

Mngmt Advisory Change the billing rate for management advisory services
in this field.

Audit Services Change the billing rate for the audit services in this field.

Phone Support Change the billing rate for phone support service in this
field.

Miscellaneous Change the billing rate for miscellaneous services.
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Field Description

Special Change the billing rate for special services.

Financial PIn Change the billing rate for financial plan services.

Tax Ret-Corp Change the billing rate for corporate tax return services.
Tax Ret-Prtshp Change the billing rate for partnership tax return services
Tax Ret-Indiv Change the billing rate for individual tax return services.

5 Select the employees to change the rates for in the Employee Code field.
» Check All to change the rates for all employees
OR
+ Enter the employee codes to change in the Starting and Ending fields.
6 Select the offices to change the employee rates for in the Office Code field.
» Check All to change the rates for all offices.
OR

* Enter the office codes to change in the Starting and Ending fields.

I:;j HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

7 Select the employee levels to change the employee rates for in the Employee
Level Starting and Ending fields.

8 Click Proceed to change the information in Time and Billing.
Set Up Open Invoices

Use this utility to convert your existing Time and Billing System and to enter all of
your open invoices into the Time and Billing system.

Run Set Up Open Invoices only during the initial setup of the Time and Billing
module. If used subsequently, Set Up Open Invoices causes an imbalance
between the General Ledger and the Open Invoice Accounts.
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1 Select Set Up Open Invoices from the Time and Billing Utilities window, and
click Proceed. The Set Up Open Invoices window appears.

E:-ﬁSet Up Open Invoices EH HiE

Client Code: GEMECOM % GENERATION/2 COMPUTER DIST.

Ireeoice Mumber 0000071

Ireeoice Date 09/02/2005
Ireenice Amount 125000

Ireenice Balance B50.00

@@ | Accept I Cancel l Delete
I Lwiw | 97272005

Set Up Open Invoices Window

2 Select the client for the open invoice from the Client Code field.

3 Select the engagement for the open invoice from the Engagement Code field.
This field is NOT available if the Bill Separate field is not selected on the Client
Maintenance window (see page 142) for the client.

4 Enter the invoice number for the open invoice in the Invoice Number field.
5 Enter the date for the invoice in the Invoice Date field.
6 Enter the amount of the original invoice in the Invoice Amount field.

7 Enter the sales tax for the invoice in the Sales Tax Amount field.
This field is NOT available if the Sales Tax Reporting Required field is set to
No on the Client Maintenance window (see page 142).

8 Enter the current balance of the invoice in the Invoice Balance field. For
balance forward clients, enter the invoice balances for your open invoices for the
oldest period.

9 Click Accept to save the changes.
10Repeat the process for all open invoices.

11Click when you are ready to print and update the Set Up Open Invoices
Register for the period. The Set Up Open Invoices Register window appears.

ﬂ*ﬂSet Up Dpen Invoices Register E E

TIME AND BILLING SET UP OPEN INVOICES REGISTER

Print I Preview l Printer Setup..

Set Up Open Invoices Register Window

Canon Sales
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12Click the Print button. The Set Up Open Invoices Register prints.

SET UP OPEN INVOICES REGISTER
Client Engagement INVOICE INVOICE INVOICE SALES IHVOICE
CODE WAME CODE DESCRIPTION NUMEBER  DATE AMOTNT TAX BALANCE
GENECOM GENEFATION/2 COMPUTEE DIST. ALL Engagement? 0000071 020205 125000 0.00 50,00
EEPORT TOTALS: 125000 0.00 50,00
s |
[ 0] == [O1 [

Set Up Open Invoices Register

After the Set Up Open Invoices Register prints, the following dialog appears.

[ Sage MAS 90

2

Do you want to update the Set Up Open Invoices Register?

Sage MAS 90 Dialog

13Click Yes to update the system.

After you perform period end processing, enter the invoices for the next period.
Continue this process until you have entered all unpaid invoices as of your last
closed accounting period.

This concludes Chapter 5: Using the Setup Menu of the Time and Billing manual.
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Using the Main Menu

Chapter 6: Using the Main Menu teaches managers how to setup clients, how to
enter time and expenses, and how to update the Sage MAS 90 or 200 system with
employee time spent on projects.

How to Use the Main Menu

Page 140

The Main menu contains the options used to create your Client Master file, enter
time and expense transactions, process cash receipts and write-offs, and print the
necessary audit reports. This chapter does not describe every procedure that can
be completed on a Main window. For example, this chapter does not include
detailed instructions on how to print or change information from certain windows
available in the Main menu. Detailed instructions about changing, deleting, and
printing information from the Main windows are available in the online help. The
following instructions provide a quick overview of how to complete these
procedures.

Open a Window from the Main Menu

1 Double-click the Time and Billing module from the Modules tab. The module
expands to display all the menu options available in the Time and Billing module.

2 Click the Main menu. The names of the windows available in the menu appear
on the right side of the Sage MAS 90 or 200 window.

Time and Biling - Main I
5] Up one level...

Eclient Maintenance

Elclient Tnaquiry

ElBilling History Inquiry

ETime/Expense Entry

[E=Time/Expense Journal

[E]Cash Receipts\wirite-OFf Entry

[E=]Cash Receiptswrite-OFff Journal
[E=Daily Transaction Reqister

Windows Available in the Main Menu

3 Double-click the name of the window to open. The system displays the selected
window.

Select Items from a Lookup List

Many fields in the Main menu feature a Lookup list. These lists allow you to select
data for the field.

« Click the [& button in the first field to select an item from the Lookup window.
The system displays the information in the field.

Change a Record
1 Click the E] button in the appropriate field to select a record account from a

Lookup window (or use the {4} @ (& & buttons to access the desired
information). The system displays the record’s information on the window.
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2 Review and edit the options your company requires in the fields available on the
window. (See the respective section in this chapter for detailed information about
each option you can set.)

3 Click Accept to save the changes.
Delete a Record

1 Click the [G button in the first field to select a record account from the Lookup
window. The system displays the record’s information in the window.

2 Click the Delete button. The system displays a warning dialog box similar to the
following.

i Sage MAS 90 [ x]

() Delete Client ACMEVEN?
LY

Sage MAS 90 Warning Dialog

3 Click Yes. The record is deleted.

4 Click Accept to save the changes.
Print from a Window

You can print information from many of the windows available in the Main menu.
These windows provide a listing of the options set or the records available. For
many of the windows you can select the type of information to include in the listing.
For detailed information about each type of listing, see the online help.

1 Click the button on the window. A Listing window similar to the following
appears.

[ Client Listing [ ][]
Sort Optiahs Client Code ﬂ
Fepart Type to Print Complete Client File with Balance Data hd [ Print Custom Biling Rates
Clients ta Print Clients Oriy | [] Print Sehedule/Budget Information
[] Frint Memos
Selection All Starting Ending
Cliertt Code: Q, Q,
Engagement Code 7z |
L
L
L
L
L
L
Canon Sales [ Frint I Preview | Frinter Setup... |®
[ L | 8/2/2005

Client Listing Window

2 Select how to sort the list from the Sort Options field.

Chapter 6: Using the Main Menu Time and Billing Manual Page 141



Chapter 6

3 Select the type of information to include in the report from the remaining fields
on the Listing window. For many fields, you can select all records or a range of
information.

For example, in the previous picture you can check All to print all clients, or you
can use the Lookup windows in the Starting and Ending fields and select
specific clients. If there is a date field available in a Listing window and you want
to print information for a particular date, enter the same date in the Starting and
Ending fields.

4 Click the Print button to print the list, or the Preview button to preview the list.

Client Maintenance

Page 142

Use Client Maintenance to create and maintain a file containing detailed
information for each of your clients. You can also maintain information for
engagements for a client, if applicable. Use Client Maintenance to maintain
address and other constant data, billing data, custom billing rates, and budget
scheduling information. You can also choose to display billing history, aged and
open invoices, and work in process information.

» Select Client Maintenance from the Main menu of the Time and Billing module
to access this feature. The Client Maintenance window appears.
The window contains six tabs for different configuration settings: the Main, the
Additional, the Billing, the History, the Invoices, and the WIP tab.

Copy Engagements from One Client to Another

You can copy engagements from one client to another when the engagements are
very similar.

|Z[NOTE: You must use this feature BEFORE selecting a client from the
Client Code field on the Client Maintenance window.

[ Client Maintenance K H= =
Client Cade % MName E]
Engagement Code i Description

1 Mai] 3. Biling ] 4 History I 5 Invaices ] B WP
Address [ Copy Eror... H Benumber H Bil Rates ... ]
[ Bil To... H Contacts . H Scheduls ... ]
ZIF Code [F'Hmary Bl To i ]
City State Refered By i
Country
Telephone Ext Primary Contact i
Fax
Comment 1 Clnt Partrier i
Comment 2 Clnt Emply i
ERos] = o= Lo
[ Lwiwi | 9/2/2005

Client Maintenance Window - Main Tab
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1 Click the button to copy a client engagement. The Copy Engagements
window appears.

ﬂﬂtupy Engagement{s} [ 7]
[ To Client Code SBLEMAN - ABLE MANUFACTURING

Starting Engagement Code 0ooo %
Ending Engagement Code oooo %

From Client Code ALESEDW % EDWARD AND SUSAN ALEXANDER ‘
Copy Custom Rate [nformation ‘

Copy Schedule/B udget Information

[ Lwiw | 9/2/2005

Copy Engagement(s) Window

Fb HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

2 Select the client that will have the new engagement from the To Client Code
field.

3 Select the client that has the engagement that will be copied from the From
Client Code field.

4 Select the first engagement to copy in the Starting Engagement Code field.

5 Select the last engagement to copy in the Ending Engagement Code field. .

Fb HINT: You can copy several engagements by entering a range of numbers
in the Starting Engagement Code and the Ending Engagement Code field.
To copy only one engagement, select the same number in both fields.

6 Check Copy Custom Rate Information to copy any custom rates configured for
the engagement to the new engagement.

7 Check Copy Schedule/Budget Information to copy the schedule and budget
for the engagement.

8 Click Proceed to copy the engagement.
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Review and Enter Basic Data about a Client on the Main Tab

The Main tab of the Client Maintenance window stores general information on the

specified client.

ﬂ-ﬁtlient Maintenance K HiE
Ciiert Code ABLEMAN | C Mame | ABLE MANUFACTURING
Engagement Code onoo % E] Desciiption | PROFESSIONAL SERVICES

1. Main | 2. Additional ] 3. Biling I 4. History | 5. Invoices ] B WP
Address 9445 HIGHLAND AWE. [ Copy From... l[ Benumber H Bill Bates . J
[ Bil Ta... H Contacts ... H Schedule. J
ZIPCode | 32718 [P”ma” BilTo % }
City IRVINE State |C4| |RefemsdBy | AMASTMIC Q,
County Q, MASTER MICRO MANUFACTURING
Telephane [714) 555-4660 Ext 8050 Primary Contact) MARTIN ABL %
Fax 714-555-9130 MARTIN ABLE
Comment 1 Cint Partrer | 120 |Gy B4 WINNUR
Comment 2 CintEmpl | 0250 |Gy JOSEPHWILSON
Leo —

I Lwiw/ | 97272005

Client Maintenance Window - Main Tab

1 Enter or select a client in the Client Code field.
* Click the E] button to select a client already enabled in Time and Billing.

+ After you select a client, the Client Memo () button appears. Use this
button to update a client memo (see page 147).

2 Enter the client’'s name in the Name field.
3 Enter or select a client engagement in the Engagement Code field.

 Click the E] button to select an engagement already enabled in Time and
Billing.

4 Enter a description for the client engagement in the Description field.

5 Enter the client’'s address information in the Address, Zip Code, City, State,
and Country fields.

6 Enter the client’s phone information in the Telephone and Ext fields.
7 Enter the client’s fax information in the Fax field.

8 Enter any comments to print on an invoice for a client in the Comment 1 or
Comment 2 fields. You may enter up to 30 alphanumeric characters per
comment.
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9 Enter or select a primary billing address in the Primary Bill To field.
* Click the E] button to select an existing address from the Lookup.

» Create a new address by entering a new code.
A dialog box will appear allowing you to create a new code by clicking Yes and
launching the Client Bill To Address Maintenance window (see page 148).

* Click the button to update an address.

10Select the name of the person or company that referred the current client in the
Referred By field.

» Enter a backslash (/) and enter a client code or select the client code from the
Lookup.

* You can also just type the name of a person as the referral.
11Enter or select a primary contact for the client in the Primary Contact field.
* Click the E] button to select a contact already enabled in Time and Billing.

+ Click the button to create a new contact by launching the Client Contact
Maintenance window (see page 150).

12Enter or select an employee partner responsible for the client in the Clnt
Partner field.

* Click the E] button to select an employee partner that is already enabled in
Time and Billing.

* Click the button to create a new employee partner by launching the
Employee Maintenance window (see page 95).

13Enter or select an employee responsible for the client in the Cint Employee
field.

* Click the E] button to select an employee that is already enabled in Time and
Billing.

* Click the button to create a new employee by launching the Employee
Maintenance window (see page 95).

14Click Accept to save the changes.

OR

Click the next tab to continue.
Create a New Client by Copying an Existing Client
Use the Copy From button on the Client Maintenance window to copy information
from existing client when defining a new client. After you copy the information, you
can modify the information that is unique to the new client.

1 Enter a new client in the Client Code field.
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2 Enter a new engagement in the Engagement Code field.

3 Enter a description for the client engagement in the Description field.

4 Click the button on the Main tab of the Client Maintenance window.

The Copy From window appears.
(i Copy From EHE

Clignt Code TEST
Engagement Code oooo

Copy From Client Cods ABLEMAN ., ABLE MANUFACTURING
Copy From Engagement Code ooao % PROFESSIOMAL SERVICES

[ Lwiwi | 9/2/2005
Copy From Window

5 Select the client to copy the information from in the Copy From Client Code
field.

6 Select the engagement to copy the information from in the Copy From
Engagement Code field.

7 Click Proceed to copy the information.
Assign a New Client Code

Use the Renumber button on the Client Maintenance window to assign a new
client code to any client currently defined in Client Maintenance. Assigning a new
code will automatically modify all associated client records and history files. To
change a client code, you must be sure all invoices for the client have been paid
and cleared from the Open Invoice file.

1 Click the button on the Main tab of the Client Maintenance window.
The Renumber Client Code window appears.

fif Renumber Client Code [ 21}

Memw Clignt Code 0001000 ‘

Renumber Client Code Window

2 Enter a new number in the New Client Code field.

3 Click OK to change the client code.

Time and Billing Manual Chapter 6: Using the Main Menu



Chapter 6

Update Client Memos

1 To update a client memo, click the button on the respective window to launch
the Client Memo Maintenance feature

E:ﬁ Client Memo Maintenance.

Mema | MAS APPT % FINANCIAL PLANNING CONFERENCE

Mema Date | 5/10/1398 Reminder D ate £/10/1938

Martin Able has an appointment with B.&. Winnur and Joseph Wilson to
discuss financial planning for 1996, Current financial staterments and
preliminary budget plans should be prepared for this meeting,

There will be a staff meeting on June 15, 1995 at 10:00 A M. in my office to
discuss all issues relating to Mr. Able's concerns. Mr. Able will be at our
offices at 2:00 P.M.

@@ [ Accept l LCancel l Delete ]

Client Memo Maintenance Window

2 Review the information or make the necessary changes on the Client Memo
Maintenance window.

a Enter a new code to create a new memo in the Memo field, or select an
existing code from the field.

b Enter a description of the memo in the Description text field.
¢ Enter the starting date for the memo in the Memo Date field.
d Enter a reminder date for the memo in the Reminder Date field.
e Enter the memo in the text field.
f Click Accept to save the memo.
3 Click the appropriate command button to return to the main window.

See the Time and Billing Online Help for detailed information.
Set Up Custom Billing Rates for a Client

Use the Bill Rates button on the Client Maintenance window to enter and maintain
custom billing rates to be used for a specific client/engagement. You can also
define a unique billing rate to be used for a specific employee working on a
specific client/engagement. In addition, you can assign a custom billing rate to an
employee level. Custom billing rates established here supersede all other billing
rates that are otherwise applicable for the client/engagement.
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1 Click the button on the Main tab of the Client Maintenance window.
The Custom Billing Rates window appears.

E:-ﬁl:ustum Billing Rates B

Erployee o700 |Gy, M4 WINNUR

# Level

Rate Method Rate Entered ﬂ

Fate Code

Rate

=
100,000

wloloe)

|t Accept | Cancel I Delete

Custom Billing Rates Window

2 Select an employee or an employee level from the Employee/Level field.

 Click the E] button to select an employee or level that is already enabled for
this client.

* Click the button to select a specific employee from a list of all
Sage MAS 90 or 200 employees available.

3 Select the billing rate method from the Rate Method field. The options include:

Rate Entered
Work Code Rate
Employee Rate Code

« If you select Rate Entered, the Rate field becomes available.
+ If you select Employee Rate Code, the Rate Code field becomes available.

4 Select a rate code from the Rate Code field.
This field is available if Employee Rate Code is selected in the Rate Method
field.

5 Enter the rate amount in the Rate field.
This field is available if Rate Entered is selected in the Rate Method field.

6 Select the unit of measurement for the billing rate using the Hours/Units button.
You can bill a customer at a rate per hour or per unit (such as per job). Toggle
measurement by clicking the button.

* The button means the rate is per hour.

» The [ [i# || button means the rate is per unit.
7 Click Accept to save the changes.
Set Up a Billing Address for a Customer

Use the Bill To button on the Client Maintenance window to create a billing
address for a client.
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1 Click the button on the Main tab of the Client Maintenance window.
The Client Bill To Address Maintenance window appears.

(i Client Bill To Address Maintenance | 7 x|
Bill To Code a1 % Name | Main Office
Address 555 E. 505 Avenue 1
Suite 555 Global [
ZIP Code 55555
City Young America State | M
Country Usa, % United States of Ame
Telephone 555-555-5655 Ext 555
Fax 555-555-5551
Contact fILLIAM Q,
temo =
Bl
Sales Tax
[ Schedule o Q
@@ | Accept | Cancel l Delete

Client Bill To Address Maintenance Window

2 Enter or select a bill to code in the Bill To Code field. Type a new code to create
a new address.

3 Enter the name of the address location in the Name field.
4 Check Global if this is the main address for the client.
5 Enter the client’'s address in the Address field.

6 Enter the client’s zip code in the Zip Code field.

When you enter the zip code, the City, State, and Country fields are
automatically filled.

7 Enter the client’s phone number and extension in the Telephone and Ext fields.
8 Enter the client’s fax number in the Fax field.
9 Enter or select a contact for the client/engagement in the Contact field.

* Click the E] button to select a contact already enabled in Time and Billing.

+ Create a new contact by entering a new code. A dialog box will appear
allowing you to create a new contact by clicking Yes and launching the Client
Contact Maintenance window (see page 150).

10Enter any other additional information about the client in the Memo field.

11Select the sales tax schedule for the client from the Schedule field.
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12For sales tax exemptions, click the Exemptions button to access the Client Tax
Exemptions Maintenance window.

EE Client Tax Exemptions Maintenance

Client Code ZZZFIRM FIRM ACTIVITIES

Bill Ta Code o Hain Office

Tax Code il Wisconsin
Exemplion 555555 Aipply Al
Tax Code Descriptian Exemption Number

nsin

|
Wil MIL Milwarlkee BRA-5EG

Client Tax Exemptions Maintenance Window

a Enter the exemption number in the Exemption field.
b Click OK. The exemption will appear in the list.
¢ Click Accept to save the exemption.

13Click Accept on the Client Bill to Address Maintenance window to save the
changes.

Create Client Contacts

Use the Contacts button on the Client Maintenance window to create and
maintain multiple contacts for a client.

1 Click the button on the Main tab of the Client Maintenance window.

The Client Contact Maintenance window appears.

[ Client Contact Maintenance 71 x]
Contact Code | J.DDE % Name | John Doe
Address S5 E. G5th Sheet Salutation
Suite 55555 Title
Telephone 1 | 555-555-5555 Ext |55
ZIP Code 05555 Telephone 2 Ext
City ‘Young America State | M Fax
Country usa % D
E-mail idoei@firmzact. com
Notes ;I
]
@@ | Accept | Cancel l Delete

Client Contact Maintenance Window

2 Enter the contact’s address in the Address field.
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3 Enter the contact’s zip code in the Zip Code field.

When you enter the zip code, the City, State, and Country fields are
automatically filled.

4 Enter the contact’s e-mail address in the E-mail field.

5 Enter additional information about the contact in the Notes field.

6 Enter the contact’s salutation (Mr., Mrs., or Ms.) in the Salutation field.
7 Enter the contact’s title in the Title field.

8 Enter the contact’s phone number and extension in the Telephone and Ext
fields.

9 Enter the client’s fax number in the Fax field.

10Click Accept to save the changes.
Define a Schedule/Budget

Use the Schedule button on the Client Maintenance window to enter scheduled
activities for a client/engagement. You can track scheduled activity by work code
or category code and by employee code. You can enter the projected start date,
actual start date, projected completion date, and actual completion date for each
activity. This scheduled activity can be non-recurring, monthly, quarterly,
semi-annual, or annual. You can use the Employee Scheduling Report (see page
318) to list scheduled activities by employee in chronological order.

You can also maintain budget information by entering the budget hours, budget
rate, and budget amount for each scheduled activity. The Budget Reports (see
page 308) can be produced to compare the budget information with the actual
hours and fees recorded.

1 Click the button on the Main tab of the Client Maintenance window.

The Schedule/Budget Maintenance window appears.

ﬂj Schedule / Budget Maintenance

wark
T, aPL |G AUDIT PLANNING
Employes o100 |G WA INNUR

Schedule Type | Mon-Recuring j
Budget Hours 3.00 Status | Plarned 7|
Budget Rate 180.000 Projected Start Date  |03/02/2005
Budget Amount 540,00 Actual Start Date | 03/07/2005
Projected Completion Date | 10/02/2005
Actual Completion Date | 10/05/2005

@@ | Accept | LCancel _[ Delete

Schedule/Budget Maintenance Window
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2 Enter or select a work code in the Work/Category field.
* Click the E] button to select one work code.
+ Click the button to set the schedule for all work codes.

» Create a new work code by typing a new code. A dialog box will appear
allowing you to create a new code by clicking Yes and launching the Work
Code Maintenance window (see page 100).

* Click the button to update a work code.

3 Enter or select an employee to assign to the task in the Employee field.
* Click the E] button to select one employee.
 Click the button to set the schedule for all employees.

» Create a new employee by entering a new employee code. A dialog box will
appear allowing you to create a new employee by clicking Yes and launching
the Employee Maintenance window (see page 95).

+ Click the button to update an employee.

4 Enter any comments about the schedule in the Comment field. You may enter
up to 30 alphanumeric characters.

5 Select how often this task will be done from the Schedule Type field. You can
select:

Non-Recurring
Monthly
Quarterly
Semi-Annual
Annual

6 Enter the total hours budgeted for the task in the Budget Hours field.
The information in this field will automatically update the Budget Hours field on
the Billing tab of the Client Maintenance window (see page 156).

7 Enter the budget rate used to calculate the budget amount based on the
budgeted number of hours in the Budget Rate field.

8 Enter the total revenue budgeted for the task in the Budget Amount field.
The information in this field will automatically update the Budget Amount field
on the Billing tab of the Client Maintenance window (see page 156).

9 Select the status of the task from the Status field. Options include:

Planned
Active
Completed
Cancelled

10Enter the date when this task is planned to be started in the Projected Start
Date field.
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11Enter the date when this task was actually started in the Actual Start Date field.

12Enter the date when this task is planned to be completed in the Projected
Completion Date field.

13Enter the date when this task was actually completed in the Actual Completion
Date field.

14Click Accept to save the changes.
You can continue to schedule each task for a client/engagement.
View the Budget History for a Task

You can use the Schedule/Budget Maintenance feature available on the Main tab
of the Client Maintenance window to view the budget history of a task.

1 Click the button on the Main tab. The Schedule/Budget

Maintenance window appears.

EE Schedule ;/ Budget Maintenance

whork
!Egrlegmy APL |Gy AUDIT PLANNING
il o100 |Gy, IM& WINNUR

Commenk
Schedule Tupe | Mon-Recuring ﬂ
Budget Hours 3.00 Status | Planned ﬂ
Budget Rate 180.000 Projected Start Date | 09/02/2005
Budget Amount 540.00 Actual Start Date | 03/07/2005
Projected Completion Date | 10/02/2005
Actual Completion Date | 10/05/2005

@@ | Accept | Lancel _[ Delete

Schedule/Budget Maintenance Window

2 Select the task to review from the Work/Category field.

3 Select the employee assigned to the task from the Employee field.

4 Click the button. The Budget History window appears.

ﬂﬂﬂudget History [ 7]
Current Current Last Year Last Year
Hours Amount Hours Amount
Budget 3.00 540.00 .00 .00
Actual Fee .0 .0 .0 .0
Wariance Amount 3.00- 540.00- .0 .0
Wariance Percent -100.007% -100.007% 007 007
Eis

Budget History Window
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5 To update any of the values, click the Fix button. The Actual Fee Maintenance
window appears.

gﬁnctual Fee Maintenance HE
Cument Actual Mon-Billable Hours 1.00
Cument Actual Billable Hours on
Cument Actual Amount 200
Last rear Actual Billable/Mon-Billable Hours on
Last rear Actual Amount on
Lwiw | 97272005

Actual Fee Maintenance Window

6 Update the actual billable and non-billable hours in the following fields:
« Current Actual Non-Billable Hours field

+ Current Actual Billable Hours field

+ Last Year Actual Billable/Non-Billable Hours field

7 Update the revenue for the task in the Current Actual Amount and Last Year
Actual Amount fields.

8 Click OK. The Budget History window displays the corrected values.
9 Click OK to close the Budget History window.
Set Additional Client Data on the Additional Tab

1 Click the Additional tab of the Client Maintenance window to access the
additional client or engagement information.

ﬂ-‘j[lient Maintenance [z -IC] ]
Client Cade ABLEMEN |Gl Name |ABLE MANUFACTURING
Engagement Code oaoo % E] Descripion | PROFESSIOMAL SERVICES
1. Main I 2 Additional | 2. Biling ] A History I 5. Invoices I £ wiP
Client Type COR
Statement Cycle &) Taw Schedule | Ca %
Sort Field ABLE Description California
Finance Charge Rate 1.500% Bill Separate
Open Item Client
Industry MAMUFACTURING Piirk DUN Message
Acct Soft? As
“rear End 1231
Newsletter As
Eoole) T ] e | i
[ L | 8/2/2005

Client Maintenance Window - Additional Tab

2 Enter a four-character code to identify the type of client in the Client Type field.
Client type codes allow you to group similar types of clients.
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3 Enter a one-character cycle code you will use in the Statement Printing feature
to specify the group of clients statements are printed for in the Statement Cycle
field.

For example, statement cycle M might be used for monthly statements, and B
for bi-monthly statements.

4 Enter up to ten characters to be used to sort reports in the Sort Field. This
user-defined sort field provides an additional method of sorting client information
on reports.

For example, you could use an abbreviation of the client name in this field for
alphabetical sorting, or you could enter an abbreviation of the client's industry to
sort reports by similar types of businesses.

5 Enter the finance charge amount set for the client in the Finance Charge Amt
field.

6 Enter data in any user-defined fields.
The Additional tab of the Client Maintenance window will include up to four
fields defined by your company on the Terminology tab of the Time and Billing
Options window (see page 89).

7 Select the sales tax schedule for the client from the Schedule field.

8 For sales tax exemptions, click the button to access the Client Tax
Exemptions Maintenance window.

ﬂj Client Tax Exemptions Maintenance

Client Code ZZZFIRM FIRM ACTIWITIES
Eill To Code o ain Office

Tax Code el Wiscongin
Exemption BE5.655 Apply &l

Tax Code D escription Exemption Number

Client Tax Exemptions Maintenance Window
a Enter the exemption number in the Exemption field.
b Click OK. The exemption will appear in the list.

¢ Click Accept on the Client Tax Exemptions Maintenance window to save the
exemption and close the window .

9 Check Bill Separate to print each engagement bill separately for this client.

Do not select this field to print all engagements together on one invoice for this
client.

10Check Open Item Client to retain invoice detail for all open invoices for this
client.
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11Check Print DUN Message to print the system DUNNING mesBests
information the client’s statements.

These mesBests can be set up in Period End Processing (see page 336) and
Statement Printing (see page 332).

12Click the next tab to continue.
Set Up Billing Procedures for a Client on the Billing Tab

The Billing tab in Client Maintenance allows you to maintain billing information
relating to each client/engagement. You can maintain the fee arrangement, billing
rate, and billing format information. You can also assign a partner, employee, and
General Ledger Revenue Account to be used for this client/engagement.

1 Click the Billing tab to access the billing information.

Eﬂ[lient Maintenance E EE E3
Client Code ABLEMEN |Gl Name |ABLE MANUFACTURING
Engagement Cods 0aoon % E] Description | PROFESSIONAL SERVICES

1Man | 2 Addiond | 3 Biling ] Aoy | Blmoices | BWP

Engagement Partner mao |Qy B.A WINNUR
Engagement Emply o250 | JOSEPH WILSON

Fee Amangement | Standard Billing ﬂ Camment 1
Include Expenses Comment 2
Bill Rate Code 7 - Tax RetCarp =

Opened 01/01/1937
Date Started | 01/15/1337 Complete

Budget Hours 300,00
Bill Format A % Detail Bill by Date: Budget Amt 100,000.00 ClearBil Test [ ]
Status Open ﬂ Bill Frequency | M G/L Revenue | 11000 %
@@ ‘ Accept | LCancel I Delete

[ Lwiw | 9/2/2005

Client Maintenance Window - Billing Tab

2 Enter or select an employee partner responsible for the engagement in the
Engagement Partner field.

* Click the E] button to select an employee partner that is already enabled in
Time and Billing.

* Click the button to create a new employee partner by launching the
Employee Maintenance window (see page 95).

3 Enter or select an employee responsible for the engagement in the
Engagement Employee field.

* Click the E] button to select an employee that is already enabled in Time and
Billing.

* Click the button to create a new employee by launching the Employee
Maintenance window.
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4 Select how to bill the customer from the Fee Arrangement field. Options
include:

Standard Billing

Fixed Fee Billing

Non-Billable Fee Arrangement
Progress Billing

Retainer Billing

Not to Exceed Amount Billing

If you select Fixed Fee Billing, Progress Billing, Retainer Billing, and Not to
Exceed Amount Billing, additional fields become available on the Billing tab.

5 Check Include Expenses to include expenses in the distribution bill amount
during Billing Data Entry (see page 198).

6 Select a billing rate for the client/engagement from the Bill Rate Code field.

7 Enter a fee amount in the Fixed Fee Amount field.
This field is available only if Fixed Fee Billing is selected in the Fee
Arrangement field.

8 Enter a progress amount in the Progress Amount field.
This field is available only if Progress Billing is selected in the Fee
Arrangement field.

9 Enter a retainer fee in the Monthly Retainer field.
This field is available only if Retainer Billing is selected in the Fee
Arrangement field.
Any uncollected retainer fees appear in the Uncollected Rtnr field.

10Enter a maximum fee in the Not to Exceed field.
This field is available only if Not to Exceed Amount Billing is selected in the
Fee Arrangement field.

11Select the billing format to use while printing invoices for this client/engagement
from the Bill Format field.

12Select the status of the engagement from the Status field. Options include:

Prepare
Open
Inactive
Complete

13Enter the one-character bill frequency code to be used as selection criteria
when making bill selections and printing invoices in the Bill Frequency field.

If this field is blank, the engagement will be selected for billing for all bill
frequencies.

14Enter any comments to print on an invoice for a client/engagement in the
Comment 1 or Comment 2 fields. You may enter up to 30 alphanumeric
characters per comment.
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15Enter the date when this client/engagement was originally created in the
Opened field.

16Enter the date when this client/engagement was actually started in the Date
Started field.

17Enter the date when this client/engagement was actually completed in the
Complete field.

18Enter the total hours budgeted for the client/engagement in the Budget Hours
field.
This field will automatically be updated with the amount of budgeted hours
created during the budget schedule activities (see page 151).

19Enter the total revenue budgeted for the client/engagement in the Budget
Amount field.
This field will automatically be updated with the amount of budgeted dollars
entered during the budget schedule activities (see page 151).

20Select the General Ledger account to post offsetting revenue for time sheet
entries from the G/L Revenue field.

21Check Clear Bill Text to clear Bill Text and Category Bill Text during the Billing
Register update (see page 196).

22Click the next tab to continue.
View or Edit the Client’s Historical Billing on the History Tab

Select the History tab in Client Maintenance to inquire into client/engagement
billing history information.

Information stored and maintained includes Date of Last Billing, Last Payment,
Last Statement, and Last Finance Charge, along with Period-To-Date, and
Year-To-Date billing history information. This information is updated automatically
whenever invoices, cash receipts, finance charges, and statements are processed
for the client/engagement.

+ If you selected Last Year from the Billing Data Retention field on the Billing
tab of the Time and Billing Options window (see page 86), last year’s billing
history information will also be displayed.

« If you selected All Previous Years from the Billing Data Retention field, billing
history information for all past years will be displayed.

During system startup, you may want to enter applicable history information for
each client/engagement so you can obtain an accurate billing history report on the
Client Listing (see page 234).

If you do not enter history information, the billing history for each engagement will
only reflect activity from the time you began using the Time and Billing module.
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1 Click the History tab from the Client Maintenance window to access client’s
historical budget.

ﬂ*ﬁtlient Maintenance H BE B
Client Cade ABLEMAN % Mame | ABLE MANUFACTURING
Engagement Code oooo % E] Description | PROFESSIONAL SERVICES

LMain | 2Addtonal | 3Bing | 1 Srwoees | BwP
Date of Last Statement 05/31/1998 Perind 05 Period to D ate: “ear to Date Last Vear
. Billable Hrs 33.00 437.00 4.800.00
High Balance 16.683.00
Mon-Billable Hrs 4.00 52.00 515.00
Date of Last Fin Chrg 0343141338 37.00 489.00 531500
Unipaid Finance Chig 00 | Billable Amount 2,605.00 50,209.23 243E72.00
Date of Last Biling 05/15/1938 Mon-Billable Amt oo 2.075.00 3.006.43
Last Billing Amourt 5. 050.05 Biled Fees 354307 42,544 21 235,300.00
Bt 5 Lt Pt IE/03A1598 Billed Expenses 1.056.93 113879 3.290.00
Wiite Ups/Dns 1599.00- 5.873.03- 10.482.00-
Last Payment Amaount 5,000.00 .
Receipts 5.000.00 24 E83.00 210.498.00
WIP Balance 4,043 60 \Write-iffs m m m
5.000.00 24 E83.00 21045800
(5} Cument Period () Future Period () All Engmts
Eea) v e e
[ Lol | 94242005

Client Maintenance Window - History Tab

2 Select the period to review by clicking one of the radio buttons at the bottom of
the window.

* Click Current Period to view data from the current period.
* Click Future Period to view data budgeted for the future.

« Click All Engagements for the totals of all engagements.

|Z[NOTE: You can change the data on the window only when Current
Period is selected.

You can change any of the information on this tab when Current Period is
selected, except the WIP Balance field. This field indicates the total
outstanding, unbilled, work in process for this client/engagement.

3 Change the date of the last statement printed for this client/engagement in the
Date of Last Statement field.

4 Change the total amount on the highest balance for this client/engagement in
the High Balance field.

5 Change the date of the last finance charge for this client/engagement in the
Date of Last Fin Chrg field.

6 Change the amount of the unpaid finance charges for this client/engagement in
the Unpaid Finance Chrg field.

7 Change the date of the last bill/invoice printed for this client/engagement in the
Date of Last Billing field.

8 Change the total amount on the last bill/invoice for this client/engagement in the
Last Billing Amount field.
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9 Change the date the client made the last payment on in the Date of Last
Payment field.

10Change the amount the client paid for the last payment in the Last Payment
Amount field.

11Change the appropriate information in the Period to Date, Year to Date, and
Last Year fields.

a Change the number of Billable Hours charged to the client/engagement.
b Change the number of Non-Billable Hours charged to the client/engagement.

¢ Change the dollar value of the Billable Amount charged to the
client/engagement.

d Change the dollar value of the Non-Billable Amount charged to the
client/engagement.

e Change the dollar value of the Billed Fees charged to the client/engagement.

f Change the dollar value of the Billed Expenses charged to the
client/engagement.

g Change the dollar value of the Write Ups/Downs charged to the
client/engagement.

h Change the dollar value of the Receipts charged to the client/engagement.
i Change the dollar value of the Write-Offs charged to the client/engagement.

12Click the next tab to continue.
Review the Client/Engagement Invoice on the Invoices Tab

Select the Invoices tab in Client Maintenance to display a list of open invoices by
client and by engagement, along with a breakdown by aging category of total
invoiced amounts due. Use this feature for fast access to open invoice records
when handling phone inquiries from your clients, or any time you want to review
the status of outstanding invoices without printing a report.
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1 Click the Invoices tab from the Client Maintenance window to access client’'s
historical invoices.

ﬂﬂ-tlient Maintenance E Hi=E
Client Code ABLEMAN Q, Name | ABLE MANUFACTURING
Engagement Code aooo C% E] Description | PROFESSIONAL SERWICES
1. Main I 2. Additional I 3. Billing I 4. History 5 Invoices I E. WP
Invoice  Trn Irvoice Tranz Tranzaction Irmvoice
MNumber ~ Typ  Engmt Date Date Amaunt Balance
MARO000T F/C Al 03/31/98  03/31/98 50.00 .00
W/O Ret427%5 04/27/38 50.00-
0000013 NV 0000 02A15/98  02/28/98 14.000.00 .00
PMT  Chk:3337 03/29/98 £,000.00-
PMT  Chk:10633 04/27/98 8,000.00-
0000027 1NV 0000 03/15/98  03/31/98 8,683.00 1,683.00
PMT  Chk:10633 04427498 2,000.00-
PMT  Chk:10442 05/03/5 5.0

5 !
000004, 0000 04/15/98 D : 7.900.00

Balance Current 30 Days B0 Days 90 Days 120 Days
14,643.05 14,643.05 oo oo .00 .00
PR oo | oo |_ohe

[ Lwiw | 9/2/2005

Client Maintenance Window - Invoices Tab

At the bottom of this window, an aging summary containing invoice totals
information aged by invoice date for the current client appears. This summary
includes the total balance for the current client and a breakdown by the aging
categories specified in Time and Billing Options (see page 79).

+ If you created an invoice for an engagement only and you billed it separately, the
engagement code appears.

« If you created an invoice for all engagements for a client, All will appear under
the Engmt field. The current invoice amount due also appears.

* If you entered a payment during Cash Receipts/Write-Off Entry (see page 178),
the check number appears under the Engmt field.

2 Use the action buttons to view further details about the invoices.

* Click the button to search for a particular invoice. The Accounts
Receivable A/R Invoice Search window appears.

« Click an invoice and click the button to view the invoice details. The Billing
History Inquiry window (see page 165) appears.

3 Click the next tab to continue.
View the Work in Process on the WIP Tab

Select the WIP tab in Client Maintenance to display a list of Work in Process detail
information for the current client/engagement, along with a breakdown by aging
category of total work in process amounts. Use this feature for fast access to work
in process records when handling phone inquiries from your clients, or any time
you want to review the status of outstanding work in process without printing a
report.
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1 Click the WIP tab from the Client Maintenance window to access work in

process.

{5 Client Maintenance [ 24 -1C]
Client Code ABLEMAN Qb MName |ABLE MaMUFACTURING
Engagement Code 0000 QQ E] Description | PROFESSIONAL SERYICES

1Man | 2addiond | 3Bilina | 4 Histoy Glnwoices | BWIP
Hours/
Engmt  Date Ermply W.C Cat Type Units Rate Amourt
o0 NS ] NI 1 00000 3
0000 FHN EXP E 4.00 5000 20,00
oooo o 04/11/98 0150 CLARK CLR CLE B 500 13850 63.25
0000 0442798 0150 CLARK poc CLk B 300 13.850 4155
0000 0447498 030 SCOTT MSC EXP E 42.00
oooo 04/19/98 0210 REYNOLDS CAR EXP E 50.00 1.000 50.00
oooo 05/29/98 0260 HARRISOW MTG AUD B 500 75.000 375.00
0000 05/31/98 0150 CLARK poc CLk B 4.00 13.850 55.40
oooo 0B/01/98 0110 LEEDER CAR EXP E 35.00 1.000 35.00
oooo 06/01/98 0110 LEEDER CNE  NOB M 300 ooo oo
0000 06/01/98 0110 LEEDER MTG &UD B 4.00 200.000 800.00
0000 06/01/98 M50 CLARK CLR CLk B 4.00 13.850 55.40
oooo 0B/01/98 0220 CASEY CNE NOB M 200 ooo oo
0000 06/01/98 0220 CASEY MOM ACC B E.00 150.000 500.00 ;I
Balance Current 30 Days B0 Days 90 Days 120 Days
404360 404360 .an 0o 0o 0o

@@ [ Accept I Lancel I Delete
[ Ll | 8/2/2005
Client Maintenance Window - WIP Tab

At the bottom of this window, an aging summary containing work in process
aging totals information for the current client/engagement appears. This
summary includes the total balance for the current client/engagement and a
breakdown by the aging categories specified in Time and Billing Options (see
page 79).

2 Click the button to search for a particular engagement. The WIP Search
window appears.

[ WIP Search | 7| x|
Bil Type Al =
Selection All Starting Ending
Engagement Cads [ o000 |G, oo |G,
Date 12¢/31/2999
Employes Code % ZZ7 %
‘wiork Code % g %

WIP Search Window

a Select the bill types to include in the search from the Bill Type field.

b Select the engagement criteria from the Engagement Code, Date, Employee
Code, and Work Code fields.

- Check All to select all engagements.

- Use the E] button to access the Lookup windows in the Starting and
Ending fields and select specific engagements.

¢ Click OK on the WIP Search window to view the search results.
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3 Click the button to view the details for a particular engagement. The WIP
Drill Down window appears.

&5 WIP Drill Down HE
Clnt ABLEMAN ABLE MANLFACTURING
Engrnt 0000 PROFESSIONAL SERVICES
Emply 0150 BETH CLARK Hours/Uits 4.00
W.C Doc DOCUMENT PREPARATION Rate 13.850
Category | CLK CLERICAL Amaunt 55.40
Bil Type | Billable
Comment
DOCUMENT PREPARATION |

WIP Drill Down Window

The WIP Drill Down window displays the details of the work in process entry
including the Client, Engagement, Employee, Work Code, Category, Bill Type,
Hours/Units, Date, Amount, and Comment information.

4 Click OK on the WIP Drill Down window when finished.

5 Click Accept on the Client Maintenance window to save the client changes.

Use Client Inquiry to quickly review vital information for any specific client. This
window is a read-only version of the Client Maintenance window (see page 142).
The information displayed CANNOT be modified.

The Client Inquiry window contains six tabs with different configuration settings:
the Main, the Additional, the Billing, the History, the Invoices, and the WIP tab.

View the Details about a Client/Engagement

1 Select Client Inquiry from the Main menu of the Time and Billing module to
access this feature. The Client Inquiry window appears.
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Eﬁtlient Inquiry H HE
Cliert Code ABLEMAN | Cy Name | ABLE MANUFACTURING
Engagement Code oooo % Description | PROFESSIONAL SERVICES

1. Main | 2. Additional ] 3. Billing I 4 History I 5. Invoices ] E WP
Address 53445 HIGHLAND AVE il
[ Bil To... ] [ Conlacts . ] [ Scheduls ... ]
ZIPCode 92718 [P”’“a“’ Bl ]
City IRVINE Stote |CA| |RefomedBu | MASTMIC
Country MASTER MICRO MANUFACTURING
Telephone | [714) 555-4650 Evt  |BOS0 | | Primany Contact MARTIN ABL
Fax 7145559120 MARTIN ABLE
Comment 1 Cint Partner | 0120 B.A WINNLR
i 2 ChéEmply | 0250 JOSEPH WILSON
Eaoe) -
[ Lwiw | 9/2/2005

Client Inquiry Window

2 Select a client from the Client Code field.

3 Select a client engagement from the Engagement Code field. This window
displays the details about the client/engagement.

4 On the Main tab of the Client Inquiry window, you can use the available action
buttons to access the respective windows to view more details about the
corresponding items.

« Click the | Contacts ¢ button to access the Client Contact Inquiry window.

+ Click the button to access the Schedule/Budget Inquiry window.
* Click the button to access the Client Bill To Address Inquiry

window.

* Click the button to access the Custom Billing Rates window.

See the Time and Billing Online Help for detailed information.

5 On the Main tab and on the Billing tab of the Client Inquiry window, you can use
the available Inquiry buttons () to access the respective Inquiry windows to
view more details about the corresponding items.

6 On the Invoices tab of the Client Inquiry window, you can use the available
action buttons to view further details about the invoices.

* Click the button to search for a particular invoice. The Accounts
Receivable A/R Invoice Search window appears.

+ Click an invoice and click the button to view the invoice details. The Billing
History Inquiry window (see page 165) appears.
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7 On the WIP tab of the Client Inquiry window, you can use the available action
buttons to view further details about the invoices.

+ Click the button to search for a particular engagement. The WIP Search
window (see page 161) appears.

+ Click an invoice and click the button to view the details for a particular
engagement. The WIP Drill Down window (see page 161) appears.

8 Click OK on the Client Inquiry window when finished.

Billing History Inquiry

Use Billing History Inquiry to view detailed or summary billing information, billing

headers and line item detail. You may want to use this feature for rapid access to
invoice history information when handling a client phone inquiry. The information
displayed CANNOT be modified.

The Billing History Inquiry window contains two tabs with different configuration
settings: the Main and the Lines tab.

Review the Details of an Invoice

1 Select Billing History Inquiry from the Main menu of the Time and Billing
module to access this feature. The Billing History Inquiry window appears.

Ei Billing History Inquiry [z _[C]x]
Cliert BBLEMAN |y Name | ABLE MANUFACTURING
Engagement oooa % Description | PROFESSIOMAL SERVICES
Inwoice Mumber | 0000042 % Irenice Date | 04/15/1398
1. Main I 2 Lines ]
Fes Amangement 5 Standard Billing
E
Billed*IP Tatal £.120.05
wite LUp/Dawn 220.08-
Bill Amaunt 7.900.00
Sales Tax 00
Irwaice Total 7.500.00
[ Lwiw | 9/2/2005

Billing History Inquiry Window - Main Tab
2 Select the client for the bill from the Client field.
* Click the E] button to select a client enabled in Time and Billing.
OR
+ Click the button to search for clients that have invoices.

3 After you select a client, click the button to access the Client Inquiry window
(see page 163) to view more details about the client.
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4 Select the engagement for the bill from the Engagement field.

 Click the E] button to select an engagement already enabled in Time and
Billing.

OR
* Click the button to search for the engagements for the client selected.
5 Select the invoice for the bill from the Invoice Number field.
6 View sales tax details from the Sales Tax field.

7 Click the Detail button to view the tax details for fees or expenses. The following
dialog appears.

{if Sage MAS 90

9 Fees or Expenses?
-

g
Fees Expenses

Sage MAS 90 Dialog

a Click the Fees button to view sales taxes on fees.

OR
b Click the Expenses button to view sales taxes on expenses.

The Tax Detail (Expenses) or Tax Detail (Fees) window appears.

Category T & Amount

Tax Detail (Expenses) Window

¢ Review the information, and click OK.
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8 Click the Lines tab of the Billing History Inquiry window to view the billing details.

i Billing History Inquiry [ M= 3
Client ABLEMAN Q, Mame | ABLE MANUFACTURING
Engagement ooao % Description | PROFESSIONAL SERVICES
Irvoice Mumber | 0000042 % Irvoice Date | 04/15/1938
1. Main I 2 Lines |
Bil  Hours/ WP wiite Bill ]
Date Emply  W.C. Cat  Type Units: Amount UpéDn Amount
e A S
DS#ZUf'Sé:DmQ;?E TELF‘\E;:DNESI:%PPDFET DFYgLIR e 2500.00 67.75 2432.25

o

CUSTOM REPORT DESIGH AND DEVEL
il : j i

5.00 900.00

ENT CO i
QFR ACC B 8.00 BO0.00 . BB3.74

Cormme!

04/10/98 076 .

PREPARATION OF PAYROLL TAX RET
h

Comment:
04/10/98 0220

MO a.00 120000 3282 1167 48
Cornment: MONTHLY ACCOUNTING SERWICES
04/11/38 0220 MON ACC B . 300.00 2439 a75.61
Comment: MONTHLY ACCOUNTING SERVICES
04/11/98 0250 QOFR ACC B 8.00 1040.00 2818 1011.82
Comment: PREPARATION OF PAYROLL TA< RET ;I

Wl[®]e)
[ Lwiwi | 9/2/2005
Billing History Inquiry Window - Lines Tab

9 Click the button to search for a particular invoice. The Invoice Search
Options window appears.

fif Invoice Search Options | 7| x|
Bil Type Al =
Selection All Starting Ending
Date [ 07/14/2005 07/16/2005 }

Invoice Search Options Window

a Select the bill types to include in the search from the Bill Type field.
b Select the dates of the engagements to view from the Date field.
c Click OK to displays the search results.

10Click the button to view the details for a particular engagement. The Invoice
History Drill Down window appears.

ﬂ*ﬂlnvnice History Drill Down HE
Clnt ABLEMAN ABLE MANLFACTURING
Engrnt 0000 PROFESSIONAL SERVICES
Emply 0120 B.A WINMUR Hours/Uits 5.00
W.C CLI CLIENT CONFERENCES WP Amnaunt 500,00
Category | MAS AGEMEMT ADWISORY SERVICES Wirite Lp/Dn 24.39-
Bil Type | Billable Bill &mount 875.61
Comment

CLIEMT CONFERENCES |

Invoice History Drill Down Window

Chapter 6: Using the Main Menu Time and Billing Manual Page 167



Chapter 6

a Review the information on the window.
The Invoice History Drill Down window displays the details of the invoice
including the Client, Engagement, Employee, Work Code, Category, Bill Type,
Hours/Units, WIP Amount, Write Up/Down, Bill Amount, and Comment
information.

b Click OK nvoice History Drill Down when finished.

11Click OK on the Billing History Inquiry window when finished.

Time/Expense Entry

Use Time/Expense Entry to enter all fees and expenses to be recorded for each
client/engagement.

You can use time sheets as source documents to record all employee activities, or
you can record employee time online individually. You can also use expense
sheets as source documents to record all expenses.

» Enter Time/Expense entries in batches identified by a unique transaction
number. You can enter any number of fees and expenses in a single batch.

+ All information entered using Time/Expense Entry is updated to the Time and
Billing Work in Process file following the Time/Expense Journal update (see
page 173).

Access the Time/Expense Entry Window

When you select Time/Expense Entry from the Time and Billing Main menu, the
Time/Expense Entry Defaults window appears. Use this window to enter the next
transaction number, or to set tab defaults (see page 171) for the Time/Expense
Entry window.

[ Time,/Expense Entry Defaults | 7| x|

Mext Transaction Humber | 0000035
Transaction Date 09/02/2005

Time/Expense Entry Defaults Window

1 Change the transaction number, if necessary.
2 Change the date, if necessary.

3 Click OK. The Time/Expense Entry window appears.
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[ Time /Expense Entry E mE=
Transaction Murber (0000035 |, (2] Transaction Date [03/02/2005 | OnHold [
Employes Client Engagement Sfark,
IMAMANHLUFR ABLE MANUFACTURING PROFESSIONAL SEF | | AUDIT PLANNING
oo (@ [ 3 | eeteman (@ [ B |00 [@ [ |eel @ [ B
Rate Code Revenue Account Tan Class
Und
0-Gendcot Sve ||| 40101 G [NTG  Hows 200
I Billable Subiject ta Eremption Rate 180.000 Ins
amment
AUDIT ENGAGEMENT PLAMNING FOR THE YEAR ENDED @ Amount 360.00
w.C. Hours/Units R A

Emply Clnt

Ww.C. Hash 0 Total Hours 2.00 Total Amt 360.00

@@ [ Accept I Lancel I Delete
[ Ll | 8/2/2005
Time/Expense Entry Window

Enter Time and Expenses

1 Select an existing time/expense entry transaction number or create a new
transaction number from the Transaction Number field.

* Click the E] button to select an existing time/expense entry transaction.
* Click the button to create a new time/expense entry.

2 Enter the transaction date of this time/expense entry in the Transaction Date
field.

3 You can place a time/expense entry on hold (see page 172) by selecting the On
Hold check box.

4 Enter the date for the time/expense task in the Date field.

5 Enter or select an employee for the time/expense entry in the Employee Code
field.

* Click the E] button to select an employee that is already enabled in Time and
Billing.

» Create a new employee by entering a new code.
A dialog box will appear allowing you to create a new employee by clicking
Yes and launching the Employee Maintenance window (see page 95).

+ Click the button to launch the Employee Maintenance window.
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6 Enter or select a client to be billed for the time/expense entry from the Client
field.

« Click the [GJ button to select a client that is already enabled in Time and
Billing.

» Create a new client by entering a new code.
A dialog box will appear allowing you to create a new client by clicking Yes
and launching the Client Maintenance window (see page 142).

7 Select the engagement you want to bill the client for from the Engagement field.

+ After you select the engagement to bill time and expenses to, you can also
launch the Client Maintenance window by clicking the button.

8 To update a client memo (see page 147), click the button to launch the Client
Memo Maintenance feature.

9 Enter or select a work code to be billed for the time/expense entry from the
Work field.

+ Click the E] button to select a code already enabled in Time and Billing.

» Create a new work code by entering a new code.
A dialog box will appear allowing you to create a new work code by clicking
Yes and launching the Work Code Maintenance window (see page 100).

+ After you select the work to bill time and expenses to, you can also launch the
Work Code Maintenance window by clicking the button.

10Select the rate code associated with this time/expense entry from the Rate
Code field.

11Select the revenue account for the time/expense entry from the Revenue
Account field.
This field defaults to the revenue account assigned to the work code.

12Select the sales tax class for the time/expense entry from the Tax Class field.

13Check Subject to Exemption to use exemptions defined for the
client/engagement. Specific exemption numbers determine whether sales tax
will be calculated for the time/expense entry.

14Enter a comment to be associated with this time/expense entry in the Comment
field. This field defaults to the comments assigned to a work code.

* Click the @] button to add extended comments by accessing the Extended
Comment Maintenance window (see page 172).

15Enter the number of hours associated with this time/expense entry in the Hours
field.

16Enter the rate for the time/expense entry in the Rate field.
This field defaults to the rate assigned to the work code.
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17Enter the total amount for the time/expense entry in the Amount field.
This field automatically displays the calculated amount based on the data
entered in the Hours and Rate fields.

18Click OK to add the line to the time/expense transaction. The information
appears in the list on the Time/Expense Entry window.

The window updates the Total Hours and Total Amount fields with each
time/expense entry.

19The Hash field displays the total of all specified codes. You can use this field to
determine whether a transaction has been lost or omitted from processing.

20Repeat steps 3 - 18 for each time/expense entry for the employee or
engagement.

21If you need to change tab defaults (see page 171) from the Time/Expense Entry
window, click the button.

22Click Accept to save the entire time/expense transaction.
Set Tab Defaults

When you select Time/Expense Entry from the Time and Billing Main menu, the
Time/Expense Entry Defaults window appears. From this window, you can set tab
defaults for the Time/Expense Entry window.

{5 Time /Expense Entry Defaults H

Next Transaction Mumber | 0000035
Tranzaction Date 09/02/2005

Time/Expense Entry Defaults Window

1 Click the Tabs button. The Tab Settings window appears.
ﬂ*ﬁTah Settings HE

Field

-
o

o
w
@

Rate

Mark Up Percent

Rate Code

Subject to Tax Exemption
Tax Class

General Ledger Account

Cornment

& [UOURSEE

Tab Settings Window
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2 Check all the fields you want to see in your tab sequence during data entry. You
can select from the following fields:

* Rate field

* Mark Up Percent field

» Rate Code field

* Subject to Tax Exemption field
+ Tax Class field

* General Ledger Account field

« Comment field

3 Click OK. The system saves the changes and closes the Tab Settings window.

When you press the TAB key on the Time/Expense Entry window, the system will
move the focus to the fields you checked on the Tab Settings window.

Place a Time/Expense Entry On Hold

You can place a time/expense entry on hold. The entry will not be billable to a
client when the transaction is on hold .

1 From the Time/Expense Entry window, select the transaction from the
Transaction Number field.

2 Select the On Hold check box. The transaction is marked in Time and Billing as
on hold.

Add Extended Comments

1 Click the @ button on the respective window to add extended comments by
accessing the Extended Comment Maintenance window.

i Extended Comment Maintenance @E‘
)

ADJUSTING ENTRIES]

Extended Comment Maintenance Window

2 Review the information or make the necessary changes on the Extended
Comment Maintenance window using the appropriate command buttons.
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a Click the button to select a standard billing comment
OR

Enter the comment in the text box.

You can enter up to 75 characters per line for as many lines as necessary
depending upon the setting in the Billing Text Display/Print Width field on
the Billing tab of the Time and Billing Options window (see page 79).

To indicate that any text should not be printed on the invoice, type /* before the
specified text and type */ after the end of the text.

b To cancel the changes, click the button.
3 You can click OK or Cancel to return to the main window.

See the Time and Billing Online Help for detailed information.

Time/Expense Journal

The Time/Expense Journal produces an audit report itemizing all information
entered through Time/Expense Entry (see page 168). Information detailed for
each entry includes the transaction number and date, whether the transaction is
on hold, work code, bill type, rate, amount, and extended comments, if applicable.
After you print the Time/Expense Journal, you can update the Time and Billing
files.

|Z[NOTE: If you are using the Time Units feature, Time Units and Units
entered for expense items are printed under the Units column. Totals are
provided for the time units, but units for expense items are not included in the
report totals.

You can also use this option to print the Daily Time/Expense Recap Reports,
depending upon how the the following fields are set on the Additional tab of the
Time and Billing Options window (see page 79).

* Recap by Client/Engagement field
* Recap by Employee field
* Recap by Work Code Category field

Printed reports provide a permanent audit trail of your entries and ensure that all
entries are correct before the data is posted to the permanent files. The
Time/Expense Journal must be printed BEFORE the update to the General Ledger
can be performed.
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|Z[NOTE: The Time and Billing module now supports Sage Software
Extended Solutions Paperless Office: Journals and Registers (LM-1018).
The Paperless Office solution allows printing of journals and registers in PDF
format, and provides a Viewer utility for the viewing and deleting of PDF
documents.

Print the Time/Expense Journal

1 From the Main menu of the Time and Billing module, select Time/Expense
Journal. The Time/Expense Journal window appears.

ﬂﬂTimeg"EHpense Journal [ 7]
Cument General Ledger Period |5 5 Ending: 0543141938
Time and Biling Posting Date |5: 05/31/1998
Canon Salss | Brit | Preview l Prifiter Setup..
[ Lwiw | 9/2/2005

Time/Expense Journal Window

2 Make sure the date in the Time and Billing Posting Date Is field is correct and
click Print.

If any transactions are on hold, the following dialog appears.

i Sage MAS 90 [ x]

~
2

Print Transactions on hold?

Sage MAS 90 Dialog
3 Click Yes to include transactions on hold.
OR

Click No to not include the on hold transactions.

The Time/Expense Journal prints.
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The Time/Expense Journal includes the transaction date, employee number, client
number, engagement number, work code, bill type, tax code, comments, hours,
units, rates, amount, transaction number, and whether or not the transaction is on

TIME/EXPENSE JOURNAL

Time and Billing Dem

REGISTER NO: TE-0025

BT
DATE Ergly NAME Clhmt  Emgmt WC. T X  COMMENT
TRANSNO: 0000035  TRANSDATE:  0%/0205 ONHOLD?: I
#0020 0100 WINNURI. ABLEMAN 0000 AFL B HT
BILLAELE FEE TOTALS:
W.C.HASE TOTAL [ TRANS NO: 0000035 TOTALS
BILLAELE FEE TOTALS:
W.C.HASE TOTAL [ REPOET TOTALS

# WARNING - DATE NOT [N CUERENT T/E PERIOD )

HOUES

2,00
ATDIT ENGAGEMENT PLANNING FOR THE YEAR ENDED

200
200

200
200

EATE

180.000

AMOUNT

360,00

360,00
36000

360,00
36000

|
CH i
[ 0] == [0) 0] Bla)

Time/Expense Journal

« If any transaction dates on the journal are outside the starting and ending dates
of the current period, an asterisk prints preceding the date, and the *\WARNING -
DATE NOT IN CURRENT T/B PERIOD message prints on the last page of the

journal.

+ If you configured Time and Billing to print recap reports for clients/engagements,

employees, or work codes, the following dialog appears.

i Sage MAS 90

9
2)

Do you want bo print the Dialy Recap Reports?

) () (i)

Sage MAS 90 Dialog

4 Click Yes to print the reports.
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The following is an example of a client/engagement report.

TIME/EXPENSE RECAP REPORT

SUMMARY BY Chent/Engagement

Client/
Engagsment

ABLEMAN ABLE MANUFACTURING
0000 PROFESSIONAL SERVICES

Engagement 0000
EXFENSE TOTALS

Client ABELEMAN
EXPENSE TOTALS

REPORT FEE TOTALS:
EXPENSE TOTALS

BILLABLE
HES/BASE

2.00
na

2.00
na

2.00
na

HON-BILL
HESBASE

oo
oo

o0
oo

o0
oo

BILLABLE HWON-BILL BILLABLE WON-BILL TOTAL
UNITS UNITS AMOUNT AMOUNT AMOUNT
36000 na 360.00
oo na na
360,00 Ruil 380.00
oo na na
360,00 Ruil 380.00
oo na na
EEPORT TOTALS 360,00 Ruil 380.00

) |

Rlel reer JO[0)

Expense Journal

Time/Expense Journal - Summary by Client/Engagement

The following is an example of an employee report.

TIME/EXPENSE RECAP REPORT

SUMMARY BY Empioyes
Erployes EBILLAELE HON-BILL EBILLAELE HOM-EILL EBILLAELE WON-BILL TOTAL
CODE NAME HRS/BASE HRSBASE UNITS UHITS AMOUNT AMOUNT AMOUNT
0100 IMA WINNUER
Employe= 0100 200 oo 36000 an 380.00
EXPENSE TOTALS. an oo oo an an
FEPORT FEE TOTALS: 200 oo 360,00 oo 380.00
EXPENSE TOTALS. an oo oo an an
FEPORT TOTALS 360,00 oo 380.00

R

[ [5) M= 01

Time/Expense Journal - Summary by Employee

Time and Billing Manual
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The following is an example of a category/work code report.
{3 Time',Expense Journal H[=]

TIME/EXPENSE RECAP REFORT
SUMMARY BY CATEGOR Y VWork CODE
CATEGORY BILLABLE WON-BILL BILLABLE NON-BILL BILLABLE HON-BILL TOTAL
CODE DESCEIPTION HESBASE HES/BASE UHITS UNITS AMOUNT AMOUNT AMOUNT
AUD  AUDIT SERVICES  BILLABLE FEE
Work APL 200 Ruil 380.00 oo 360,00
CATEGORY AUD 200 na 360.00 oo 36000
EEPORT FEE TOTALS: 200 Ruil 380.00 oo 360,00
EXPENSE TOTALS oo Ruil Ruil oo oo
EEPORT TOTALS: 380.00 oo 360,00
s |
B@l e JOIE) p

Time/Expense Journal - Detail by Category/Work Code

After the Time/Expense Profit Journal, the following dialog box appears.

i Sage MAS 90 [ x]

9
</

Do you want to update the Time/Expense Journal?

Sage MAS 90 Dialog

5 After ensuring the reports are accurate, click Yes to update Sage MAS 90 or 200
with the information. The following dialog box appears.

[ Sage MAS 90

2

Do you want ko print a Daily Transaction Register?

Sage MAS 90 Dialog

6 Click Yes to print the Daily Transaction Register.
If you click No, you can print the Daily Transaction Register at another time.

See the Daily Transaction Register section (see page 187) for more information.
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Cash Receipts/Write-Off Entry

Page 178

Use the Cash Receipts/Write-Off Entry feature to record payments against
outstanding client balances and to apply write-offs to clients.

» For open item clients, you can apply the payments against specific open
invoices, or record a prepayment for an invoice not contained in the Open
Invoice file.

» For balance forward clients, payments are applied against aged balances.

» For miscellaneous cash receipts, retainer payments, or adjustments to client
balances, you can apply payments directly to the appropriate General Ledger
accounts.

* You can also record retainer payments using this option.

Use the Cash Receipts/Write-Off Entry feature to control the entry of each deposit
by bank code and date, and control the entry of each write-off by date.

You can process any number of deposits for a single day. For each deposit, you
must enter the corresponding deposit amount that represents the total of all
checks deposited, and for each write-off, you must enter the corresponding
amount that represents the amount to be subtracted from the client's outstanding
Accounts Receivable balance.

Before completing a cash receipts or write-off entry, the system will automatically
compare the amount against the total of all entries to ensure accuracy.

Cash Receipts Entries

Although the Cash Receipts/Write-Off Entry option is primarily designed for
posting cash payments to reduce client balances or pay open invoices, you can
also use it to prepay an invoice that is not yet in the system, to credit a finance
charge issued to a client, to make a miscellaneous adjustment to a General
Ledger account, or to write-off a bad debt.

The Cash Receipts Entry window contains two tabs for different configuration
settings: the Header and the Lines tab.
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Process a Standard Cash Receipt

1 From the Main menu of the Time and Billing module, select Cash
Receipts/Write-Off Entry. The Cash Receipts Deposit/Write-Off window
appears.

Ej[ash Receipts Deposit /Write-Off
Bank Code 4 | REGULAR CHECKING
Deposit Date 03/02/2005 |-
Deposit Murmber oo |-
Deposit Amatnt 120,00
Deposit Balance 120.00
([ wient | o] Concel, ] Delete

Cash Receipts Deposit/Write-Off Window

2 Enter or select the bank account to use for the deposit from the Bank Code
field.

« Click the [G button to select an existing bank code.
3 Enter or select the date for the deposit in the Deposit Date field.
* Click the E] button to select a specific deposit date.

4 Add a new deposit number or select an existing number from the Deposit
Number field.

« Click the [& button to select an existing deposit.
» Click the button to create a new deposit.
5 Enter the amount of the deposit in the Deposit Amount field.
» The balance displays in the Deposit Balance field. This field is view only.

6 Click OK. The Cash Receipts/Write-Off Entry window appears.

ﬂ*ﬁtash Receipts/Write-Off Entry

Cliert Ciode ABLEMAN |- ABLE MANLIFACTUIRING Bark & | Date |D3/N2/2005
Engagement Code | 0000 | PROFESSIONAL SERVICES | Number | 00015
Check Mumber 1000 - Balance 0o
1. Header | 2. Lines I
Depozit Amaunt 120.00
Client Balance 14643.05
Posting Balance 120.00
ERRE RN

Lwiw | 9/2/2005

Cash Receipts/Write-Off Entry Window - Header Tab
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7 Select the client for the cash receipt from the Client field.
+ Click the E] button to select a client already enabled in Time and Billing.

+ After you select a client, click the button to access the Client Maintenance
window (see page 142) to change information about the client.

8 Select the engagement for the cash from the Engagement field.

* Click the E] button to select a client engagement already enabled in Time and
Billing.

OR

* Click the button in the Client Code field to apply the deposit to an open
invoice.

9 Enter or select the check number for the deposit in the Check Number field.

10To access the Cash Receipt deposits/Write Off window and change the initial
deposit/write off information, click the button.

V¥ On the Header tab:
11Enter the deposit amount in the Deposit Amount field.

12Click the button to apply a deposit to an open invoice selected from
the Client Code field. The invoice will be automatically selected on the Lines
tab.

13To To update a client memo (see page 147), click the button to launch the
Client Memo Maintenance feature.

14If you are not applying the deposit to an open invoice, click the Lines tab to
select the invoices or accounts for the deposit.

V¥ On the Lines tab: .

i Cash Receipts/Write-Off Entry

Client Code ABLEMAN |- ABLE MANUFACTURING Bank. A | Date | 09/02/2005
Engagement Code | 0000 e PROFESSIONAL SERYICES Mumber | 00015
Check Mumber 1000 c Balance .00
1. Header I 2 Lines |
T T B T Tl )
G/L Account -

Ling [rvoice Mo Irvoice Date [ rvoice At Amount Posted Irvoice Balance
0000027 -IH le83. 00 lz0o. 00 l563.00

Ins m Posting Balance 00| Total Posted 120,00

@@ [ Accept l LCancel ] Delete
| [ [lww [ 9272008

Cash Receipts/Write-Off Entry Window - Lines Tab
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15Select the invoice to apply the deposit to from the Invoice Number field.
OR

Select the account to apply the deposit to from the G/L Account field.
You can apply the deposit amount to an invoice or a deposit account.

16Enter the amount being deposited in the Amount Posted field, and then click
OK. The Lines tab displays the deposit information.

17Click Accept to save the changes.

Invoice Prepayment

Use the prepayment option to apply cash received to an invoice that has not yet
been set up in the system. This feature may be necessary if you have received a
payment that you cannot match up with a specific invoice, or if you receive a
payment before you issue an invoice.

Create an Invoice Prepayment

1 Enter a prepayment in the same manner as a regular invoice.

2 In the Invoice Number field on the Lines tab, enter an invoice not on file in the
Open Invoice file. The following message appears.

i Sage MAS 90 [ x]

l’
=/

|5 this a Prepayment?

Sage MAS 90 Dialog

3 Click Yes. The suffix -PP follows the invoice number and the amount posted
defaults to the posting balance amount.

This type of entry is recorded as an invoice with a credit balance. When you issue
an invoice later, the prepayment amount reduces the invoice balance.

Prepayments can also be applied automatically. Enter the invoice number
assigned to the prepayment during Cash Receipts/Write-Off Entry in the Invoice
Number field in Billing Data Entry (see page 198), and perform billing. The
prepayment invoice number and the billing invoice number must be the same to
apply prepayments automatically.

Finance Charges

To apply a cash receipt or write-off toward a finance charge previously issued to a
client, you must enter a finance charge number from the Open Invoice file. The
suffix -FC follows the finance charge number. You can then distribute all or any
portion of the posting amount to the finance charge.
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General Ledger Account Adjustments

Use this option to distribute portions of the amount received to one or more
General Ledger account numbers. For example, you may want to use this feature
if you have negotiated an invoice amount with a client. You may occasionally
receive a check from a client for miscellaneous sales services for which no invoice
exists. In this situation, you can distribute the receipt amount directly to the
appropriate General Ledger account.

To make this type of entry, enter the General Ledger account number to be posted
with the adjustment. Once the number has been entered, the Posting Balance
field appears as the Amount Posted field, and you will be able to access this field
and modify the amount if desired. Amounts entered as a positive amount will credit
the General Ledger account indicated and reduce the posting balance.

Write-Off Entries

Use this option to write-off Accounts Receivable balances for clients. The
procedure for entering write-offs is almost identical to entering cash receipts with
one important exception: the Default Write-Off Account specified in Time and
Billing Options (see page 79) instead of a cash account is debited when a write-off
is performed, or you can override that account if you selected the Allow Override
of Write-Off check box in Time and Billing Options. Additionally, you can only
enter a single batch of write-off entries for a specific date.

Write-off transactions are printed and identified as write-offs on the Aged Invoice
Report (see page 250) and Trial Balance Report (see page 260). Write-off
transactions are printed on the Monthly Cash Receipts Report (see page 265)
separately from cash receipt transactions.

Create a Write-Off

When you access the Cash Receipts/Write-Off Entry feature, the Cash Receipts
Deposit/Write-Off window appears.

E:-ﬁl:ash Receipts Deposit/Write-Off
Bark Code
wrike-0ff Date: 09/02/2005 | -
Depasit Mumber -
Y/rite-0ff Amnount #9.00
Yirite-0ff Balance .00
Yirite: Off Account | 177-00
Wite 0 (B Carcal | Delete

Cash Receipts Deposit/Write-Off Window

1 Click the button. The window displays the write-off fields.

2 Enter the amount of the write-off in the Write-Off Amount field.
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3 Click OK. The Cash Receipts/Write-Off Entry window appears.

[ Cash Receipts/Write-Off Entry
Cliert Code oLlsoN [ OLSON SPORTS CENTERS | Bank Date | 09/02/2005
Engagement Code e Number
Reference Number | 10000 L Balance .00 | |iwribe OFf
1. Header | 2 Lines I
Wiite O Amount 73.00
Client Balance 16728.00
Posting Balance 73.00
RRRe] o ] i
[ Lwiwi | 9/2/2005

Cash Receipts/Write-Off Entry Window - Header Tab

4 Select the client or enter CASH for the write-off in the Client field.
* Click the E] button to select a client already enabled in Time and Billing.

+ After you select a client, click the button to access the Client Maintenance
window (see page 142) to change information about the client.

» For a cash write-off, enter a description of the write-off and go to step 6.
5 Select the engagement for the write-off from the Engagement field.

* Click the E] button to select a client engagement already enabled in Time and
Billing.

OR

* Click the button in the Client Code field to apply the write-off to an open
invoice.

6 Enter or select the reference number for the write-off in the Reference Number
field.

V¥ On the Header tab:
7 Enter the write-off amount in the Write-off Amount field.

8 Click Adjust if you are processing a balance forward client to miscellaneous
General Ledger adjustments, or to record retainer payments for balance forward
clients.

Amounts entered in the Amount Posted field on the Lines tab apply against the
client’s balance.

9 If you are not adjusting the write-off, click the Lines tab to select the invoices or
accounts for the deposit.
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V¥ On the Lines tab:

ﬂ*ﬁtash Receipts/Write-Off Entry

Client Code OLSON [ OLSON SPORTS CENTERS | Bank Date | 09/02/2005
Engagement Cade i Number
Reference Number | 10000 - Balance .00 | [Wte Off
1. Header I 2. Lines |
Irvoice Mo, Irvoice Date Irvoice Amount — Amount Posted  Invoice Balance
- 0K
0000036-IM - |- 03/15/1938 E004.00 75.00 5525.00

G/L Account

Line Invoice Mo |enice Date Irenicie: Arnt Amount Posted Irenice Balance

0000036—TH G004 00

Ios | Del Fosting Balance 0| Total Posted 79.00

@@ [ Accept l Cancel ] Delete
| | [lww | 327008
Cash Receipts/Write-Off Entry Window - Lines Tab

10Select the invoice to apply the write-off to from the Invoice Number field.
OR

Select the account to apply the write-off to from the G/L Account field.
You can apply the write-off amount to either an invoice or a deposit account.
11Enter the amount being written-off in the Amount Posted field.
12Click OK. The Lines tab displays the deposit information.

13Click Accept to save the changes.

Retainer Payments

If you have clients/engagements that use the Retainer Fee Arrangement, you can
record any retainer payments during Cash Receipts/Write-Off Entry.

* For open item clients, retainer payments are entered in the same manner as
regular invoices, except that you must enter RT in the Invoice Number field.

» For balance forward clients, you must first click Adjust, and then enter RT in the
G/L Account field.

« If you are using engagements, you will be prompted for the engagement code.
Since the retainer balance is tracked for each engagement, you must specify the
engagement code to apply the payment to.

Use the Amount Posted field to enter the retainer payment amount. During the
Cash Receipts/Write-Off Journal update (see page 185), the retainer payment
amount is added to the retainer balance for the client/engagement. Also, the
uncollected retainer for the client/engagement is reduced by the retainer payment
amount. Retainer payments do not affect the Accounts Receivable balance for the
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client, and no open invoices are created for the retainer payment. The client
retainer account specified in Time and Billing Options credit with the retainer
payment amount. This liability account debit when the retainer balance is applied
against a client billing.

Cash Receipts/Write-Off Journal

The Cash Receipts/Write-Off Journal is an audit report used to check the accuracy
of the data entered through Cash Receipts/Write-Off Entry (see page 178). Entries
can include receipts against invoices, finance charges, prepayments, retainer
payments, and General Ledger adjustments.

The Cash Receipts/Write-Off Journal must be printed BEFORE the cash receipts
and write-off entries can be updated to the permanent files.

« If you checked the Page Break Cash Receipts/Write-Off Journal by Deposit
field in Time and Billing Options (see page 79), the journal will print with page
breaks each time the deposit number changes.

* If you do not check this field, the journal will print with page breaks each time the
deposit date changes. .

|Z[NOTE: The Time and Billing module now supports Sage Software
Extended Solutions Paperless Office: Journals and Registers (LM-1018).
The Paperless Office solution allows printing of journals and registers in PDF
format, and provides a Viewer utility for the viewing and deleting of PDF
documents.

Print the Cash Receipts/Write-Off Journal

1 From the Main menu of the Time and Billing module, select Cash
Receipts/Write-Off Journal. The Cash Receipts/Write-Off Journal window
appears.

ﬂ*ﬁtash Receipts/Write-Off Journal

Current General Ledger Period |s: 5 Ending: 05/31/1338
Time and Billing Posting Date |s: 054311338

Canon Sales

Print I Preview l Printer Setup..
[ Lwiw | 9/2/2005

Cash Receipts/Write-Off Journal Window

2 Make sure the date in the Time and Billing Posting Date Is field is correct, and
click Print. The Cash Receipts/Write-Off Journal prints.
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Information on the journal includes the bank code, posting date, deposit/write-off
amount, write-off account, client code, client name, check number, check amount,
and the invoice numbers to which the cash receipts or write-offs were applied. The
amount posted to each invoice is shown, along with any outstanding balance.
Totals are provided for each posting by deposit/write-off date.

{5 Cash Receipts'Write-Off Journal [_1o]x]
Time and Billing Demo Data
TIME AND BILLING CASH RECEIPTSAVRITE-OFF JOURNAL
REGISTER MO: CR-0009
BANE. WEITE-OFF ENTEY WEITE-OFF DATE: 02205 WEITE-OFF AMOUNT: 79.00
Client HAME CaSH aMT INVOICE CREDIT CREDIT
Engagement DESCEIPTION INVOICE NO APPLIED BALANCE AR MISC ACCHT
OLSON OLSON SPORTS CENTERS REF: 10000
ALL ENGAGEMENTS 0000038 —IH 79.00 592500 79.00
POSTING TOTAL. 7900 7500 oo
020205 TOTAL 79.00 79.00 oo
WRITE-OFF TOTAL 7900 7500 oo
[ D
[ == [0 ()

Cash Receipts/Write-Off Journal

After the Cash Receipts/Write-Off Journal, the following dialog box appears.

i Sage MAS 90 [ x]

9
</

Da pou want to update the Cash ReceiptsAWrite-0Ff Joumal?

Sage MAS 90 Dialog

3 After ensuring the reports are accurate, click Yes to update Sage MAS 90 or
200 with the information. The following dialog box appears.

{5 Sage MasS 90

9

&

Do you want to print a Daily Transaction Register?

Sage MAS 90 Dialog

4 Click Yes to print the Daily Transaction Register.
If you click No, you can print the Daily Transaction Register at another time.

See the Daily Transaction Register section (see current page).
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Daily Transaction Register

The Daily Transaction Register is an audit report detailing all General Ledger
transactions posted through Time/Expense Entry (see page 168), Edit Work in
Process Entry (see page 226), and Cash Receipts/Write-Off Entry (see page 178).

Each transaction appears sorted by General Ledger account number and
description, along with the appropriate debit and credit amounts. Transactions
appear sorted by posting date, source journal (for example, TB, CR, or FC), and
register number. Totals appear sorted by source and date.

« If Time and Billing and General Ledger modules are integrated, all entries can
be updated directly to the General Ledger after this register has been printed.

« If the General Ledger module is not installed, your transactions are updated to
the General Ledger Recap file. The General Ledger Posting Recap and this
register can be used as a reference when posting transactions to your general
ledger. You may want to print the Daily Transaction Register each time you have
entered a batch of invoices, cash receipts, or Time/Expense entries.

|Z[NOTE: Printing the register does not automatically update the General
Ledger. You will have the opportunity to review the register before you answer
Yes at the Update? prompt to clear the Daily Transaction file and update the
General Ledger.

Print the Daily Transaction Register

1 From the Main menu of the Time and Billing menu bar, select Daily Transaction
Register. The Daily Transaction Register window appears.

ﬂj Daily Transaction Register (LWW) 9/2/2005

TIME AND BILLING DAILY TRANSACTION REGISTER

Canon Sales ﬂ ‘ Frint. | Plez\ew_[ Setup

Daily Transaction Register Window

2 Click Print. The Daily Transaction Register prints.
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Each transaction appears sorted by General Ledger account number and
description, along with the appropriate debit and credit amounts.

ﬂjview Daily Transaction Register H=] E3
| x & d@fioe || W« e > | e | " Crystal sge
Freview |

ﬂ
Daily Transaction Register
Time and Billing Demo Data (L'w'w)

Postings For: 53113938

Source Joumal  Account Number Bccount Description /Posting Comment Dabit Credit
TE-000025 115-00 Work In Frocess 360.00
TIME/EXPENSE JOURNAL
11500 Wark In Process Offset 36000
TIMEEXPENSE JOURNAL
Joumal 000025 Totals: 36000 360 00
Source TE Tokals: 260,00 360 00
5/R171998 Totals: 360,00 36000
Postings For: 9222005
Source Joumal  Account Humber Aecount Description/Posting Comment Debir Credic
CR-000003 102-00 Cash In Bank-Regular Checking 220.00
T/ CASH RECEIPTS -09/0205
110-00 pecounts Receivable 23900
T/B CASH RECEIPTSAYRITE-OFF - 0902405
11100 Allowance For Bad Debts 7300
T8 WRITE-OFFS -09/02/05
Joumal 000009 Torals: 29300 235 00
Source CR Totals: 29900 299 00
822005 Torls: — a3 00 23son
Report Totalks: 659.00 £59.00

g o

[ [ [ Lwrwr | av2s2m05

Daily Transaction Register Report

After the Daily Transaction Register, the following dialog box appears.

Sage MAS 90

9
</

Do you want to update the Daily Transaction Register?

Sage MAS 90 Dialog

3 After ensuring the register is accurate, click Yes to update Sage MAS 90 or 200
with the information.

This concludes Chapter 6: Using the Main Menu of the Time and Billing manual.
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Using the Billing Menu

Chapter 7: Using the Billing Menu teaches you how to setup billing invoices. Use
the Billing menu to select work in process transactions for billing and printing
invoices. You can choose to print the Billing Worksheet to review work in process
to be selected for billing. You can select work in process transactions as a group
using Billing Selection (see page 194), or you can select them individually using
Billing Data Entry (see page 198). You can enter write-ups and write-downs by
client and/or engagement, by work code category, or by individual transactions
using Billing Data Entry. You can choose to print invoices for selected clients
and/or engagements using the Invoice Printing feature (see page 211), and a
Billing Reqister (see page 214) can be produced as an audit trail. Also, you can
use the other options in this menu like the Transfer Work in Process (see page
216), Delete Work in Process (see page 219), Edit Work in Process Selection (see
page 222), and Edit Work in Process Entry (see page 226) to modify or delete
work in process transactions.

How to Use the Billing Menu

This chapter does not describe every procedure that can be completed on a Billing
window. For example, this chapter does not include detailed instructions on how to
print or change information from certain windows available in the Billing menu.
Detailed instructions about changing, deleting, and printing information from the
Billing windows are available in the online help. The following instructions provide
a quick overview of how to complete these procedures.

Open a Window from the Billing Menu

1 Double-click the Time and Billing module from the Modules tab. The module
expands to display all the menu options available in the Time and Billing module.

2 Click the Billing menu. The names of the windows available in the menu appear
on the right side of the Sage MAS 90 or 200 window.

Time and Biling - Billin

Up one lewel...

[E]Eiling Worksheets

[ElEiling Selection

[Z=IBilling Selection Register
[=-Biling Data Entry
Invoice Prinking

[Z=lBilling Register

[ Transfer Work In Process
[ElDelete Wark In Process
[ESlEdit Wark In Process Selection
[E2lEdit Work In Process Entry
[Z=]Edit Work In Process Journal

Windows Available in the Billing Menu

3 Double-click the name of the window to open. The system displays the selected
window.

Select Items from a Lookup List

Many fields in the Billing menu feature a Lookup list. These lists allow you to select
data for the field.
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Click the E] button in the first field to select an item from the Lookup window. The
system displays the information in the field.

Delete a Record

1 Click the E] button in the first field to select a record account from the Lookup
window. The system displays the record’s information in the window.

2 Click the Delete button. The system displays a warning dialog box similar to the
following.

[ Sage MAS 90 [ %]

() Delete this Billing?
LY

Sage MAS 90 Warning Dialog

3 Click Yes. The record is deleted.

4 Click Accept to save the changes.
Print from a Billing Window

You can print information from many of the windows available in the Billing menu.
These windows provide a listing of the options set or the records available. For
many of the windows, you can select the type of information to include in the
listing. For detailed information about each type of listing, see the Online Help.

1 Click the button on the window. A Listing window similar to the following
appears.

ﬂj Invoice Printing [ 2] -1C]
Message Line 1
Message Line 2
Irwaice Date 09/02/2005 [] Override Date
Next Invoice No | 0000072
{ Billing Frequency | &)l ﬂ ]
Selection Al Starting Ending
Client Cade Q, Q,
Engagement Code 2 prrrd
Canan Sales [ Print _[ Preview | Printer Setup...i| (33
[ L | 8/2/2005

Invoice Printing Window

2 Select the type of information to include in the report from the remaining fields
on the Listing window. For many fields, you can select all records or a range of
information.

For example, in the previous picture you can check All to print all clients, or you
can use the Lookup windows in the Starting and Ending fields and select
specific clients.

3 Click the Print button to print the list, or the Preview button to print preview the
list.
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Billing Worksheets

Use Billing Worksheets to print work in process information for selected
clients/engagements for review by a responsible partner or employee prior to
printing bills. You can choose to print this report for a specified Bill Thru Date to
exclude activities after that date. You can select clients/engagements based on the
partner, responsible employee, client type, billing frequency, or fee arrangement.
You can write-up/write-down enter amounts and additional comments on the
report. Once this report has been reviewed and annotated by a responsible
partner or employee, you can use it as a source document for Billing Data Entry
(see page 198).

You can choose to print billing worksheets in either standard or extended format,
based upon the selection in the Billing Worksheet Format field on the Billing tab
of the Time and Billing Options window (see page 86). You can use the standard
format to select clients/engagements based on the partner, responsible employee,
client type, billing frequency, or fee arrangement. The extended format also
includes the client address and contact information, production and billing history
information, receivables aging information, as well as a fee recap by employee,
and provides page breaks by engagement code. You can choose to print the billing
information both formats either by date or category, for depending upon the setting
in the Select and Print Bills by field on the Billing tab of the Time and Billing
Options window (see page 86).

Create the Billing Worksheets Report

1 From the Billing menu of the Time and Billing module, select Billing
Worksheets. The Billing Worksheets window appears.

(i Billing Worksheets E W= 3
Sort Optiores Client Cade =
Bill Thru Date: 12/31/2539
Cliert Types to Print All =
Billing Frequencies ta Print All j
Fee Arangements ta Print All j
Pritit \ork In Process Detal [] Frint Extended Comments [ | Page Break by Client
Selection All Starting Ending
Client Code Q prrrrrrZBl '
Engagement Code =z |
L]
[
Canon Salss [ Print l Preview [t Printer Setup... f (2)
[ Lwiwi | 9/2/2005

Billing Worksheets Window

2 Select how to sort the report from the options available in the Sort Options field.
You can sort the report by:

Client Code

Client Partner

Client Employee
Engagement Partner
Engagement Employee
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3 Enter a date in the Bill Thru Date field to exclude activities after that date.

4 Select the types of clients to print from the Client Types to Print field. Options
include All and Selected Types.

If you choose Selected Types, a text field appears to the right of the Client
Types to Print field. Enter the type to print in this field.

5 Select the billing frequencies to print from the Billing Frequencies to Print
field. Options include: All and Selected Frequencies.

If you choose Selected Frequencies, a text field appears to the right of the
Billing Frequencies to Print field. Enter the frequency to print in this field.

6 Select the fee arrangements to print from the Fee Arrangements to Print field.
Options include: All and Selected Arrangements.

If you choose Selected Arrangements, six check-box fields appear to the right
of the Fee Arrangements to Print field.

i Billing Worksheets EE=
Sort Optians Client Code =
Bill Thru Date 12/31/2999
Client Types ta Print All -
Billing Freguencies to Print Selected Frequencies = |
Fee Arrangements ta Print Selected Anangements v || | [] Fixed  [[] Progress  [[] NonBillable
[] Retainer [] Standard [] Mot toExceed
Print Work. In Process Detail [[] Frint Extended Comments [[] Page Break by Client \
Selectian All Starting Ending
Client Code @, zzzz |Gy
Engagement Code s
Canon iR330-400 PS Yer 1.0 [ Print l Prewview l Printer Setup..
Enter up to five Frequencies HTI | Lwh 8/6/2007

Billing Worksheets Window

7 Check the fee arrangements to include. Options include:
* Fixed

* Progress

* Non-Billable

* Retainer

Standard

* Not To Exceed

8 Check Print Work in Process Detail to include work in process detail
information on the worksheets.

Do not check this option if you want to print only summary totals on the
worksheet.
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9 Check Print Extended Comments to include the extended comments on the
billing worksheet. Extended comments are entered during time/expense entry.

10Check Page Break by Client to print each client on a separate page.
11Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR

» Enter the client codes to include in the Starting and Ending fields.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

12Enter the client engagements to include in the Engagement Code field.

» Check All to include the information for all engagements.

OR
» Enter the engagement codes to include in the Starting and Ending fields.

13Select the client partners to include on the billing worksheets from the Client
Partner field.
This field is only available if Client Partner is selected in the Sort Options field.

14Select the employees to include on the billing worksheets from the Client
Employee field.
This field is only available if Client Employee is selected in the Sort Options
field.

15Select the engagement partners to include on the billing worksheets from the
Engagement Partner field.
This field is only available if Engagement Partner is selected in the Sort
Options field.

16Select the employees to include on the billing worksheets from the
Engagement Employee field.
This field is only available if Engagement Employee is selected in the Sort
Options field.

17Click Print to print the list, or Preview to print preview the list.
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The Billing Worksheet lists client codes, engagement codes, work codes, hours,
rates, work in process amounts, and total billable amount.

{5 Billing Worksheets [_ O] <]
Time and Biling Demo Data
BILLING WORKSHEETS
SORTED BY Client CODE
Bill THRU DATE: {2/31/09
BT WIP BILL
CATEG WC. DESCRIPTION DATE  Emply T X COMMENT HOUES RATE AMOUNT AMOUNT
Client CODE ABLEMAN  ABLE MANUFACTURING
Engagement CODE: 0000 PROFESSIONAL SERVICES STANDARD
ACC MON MONTHLY ACCOUNTING 06D1&8 0220 B NT MONTHLY ACCOUNTING SERVICES £00  150.000 900.00
ACC MON MONTHLY ACCOUNTING 06DL®8 0250 B NT MONTHLY ACCOUNTING SERVICES .00 75.000 £00.00
CATEGORY ACC GENERAL ACCOUNTING SERVICES TOTALS 14.00 1500.00
AUD APL  AUDIT PLANNING 090205 0100 B NT AUDIT ENGAGEMENT PLANNINGFO™* 200 130000 36000
AUD MTG CLIENT MEETINGS - 057298 0260 B NT MEETING AT ABLE MANUFACTURIN® 500 75.000 375.00
AUD MTG CLIENT MEETINGS - 0601&E 0110 B NT CLIENT MEETINGS - AUDIT 400 200000 800.00
CATEGORY AUD AUDIT SERVICES TOTALS: 11.00 153500
CLE CLE CLERICAL SERVICES 041188 0150 B NT CLERICAL SERVICES 500 13.850 6925
CLE CLR CLERICAL SERVICES 050198 0150 B NT CLERICAL SERVICES 4.00 13850 5540
CLE DOC DOCUMENT FREFARATI 04/12%8 0150 B NT DOCUMENT PREPARATION 3.00 13.850 4155
CLE DOC DOCUMENT FREFARATI 055188 0150 B NT DOCUMENT PREPARATION 4.00 13.850 5540
CATEGORY CLK CLERICAL TOTALS 15.00 22160
MIC ONS ON-SITESUPPORTSE 030498 0130 B HT ON SITE REQUIREMENT AHALYSIS 800 125.000 100000
WOB CHE CLIENT -NONW-BILLA  06DL&8 0110 N NT CLIENT - NON-BILLABLE TIME 3.00 0.000 0.00
NOB CHE CLIENT - NON-EILLA  0SDLS8 0220 N HT CLIENT - NON-BILLABLE TIME 3.00 0.000 0.00
CATEGORY NOE NON-EILLAELE TIME TOTALS .00 0.00 =l
) |
[ 0] == [0) 0]

Billing Worksheets

Billing Selection

Use the Billing Selection option to select work in process transactions to be billed
for a group of clients/engagements. You can also select by client partner, client
employee, client type, billing frequency, and fee arrangement. The Bill Thru Date is
used to exclude activities after the specified date. You can perform multiple
selections in series as necessary.

If you want to select billing for individual clients/engagements, use the Billing Data
Entry (see page 198) option instead. You may also use the Billing Data Entry to
perform write-ups or write-downs of transactions selected using this option.

|Z[SPECIAL NOTE: This option CANNOT be used when any of the following
options are in progress: the Time/Expense Journal update (see page 173),
Billing Data Entry (see page 198) and Billing Register update (see page 214),
Transfer Work in Process (see page 216) and Audit Report update, Delete
Work in Process (see page 219) and Register update, Edit Work in Process
Selection (see page 222) and Register update, Edit Work in Process Journal
update (see page 229), Manual Check Register update (see page 347), or_

Invoice Reqister update (see page 346).
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Bill Work In Process Transactions for a Group of Clients/Engagements

1 From the Billing menu of the Time and Billing module, select Billing Selection.
The Billing Selection window appears.

{Billing Selection

Bill Thiu Date 03/02/2005

Client Types to Select Al ﬂ

Biling Frequencies to Select Al ﬂ

Fee Anangements ko Select Al ﬂ

Selection Al Starting Ending

Clignt Code Q, ZZzzz Q@
Engagement Code i =z |

Client Partrer % i %

Clignt Employes % b %

[ Procesd l LCancel [ Clear
\ Lwiwl | 87272005

Billing Selection Window

2 Enter a date in the Bill Thru Date field to exclude activities after that date.

3 Select the types of clients to include from the Client Types to Print field.
Options include: All and Selected Types.

If you choose Selected Types, a text field appears to the right of the Client
Types to Print field. Enter the type to include in this field.

4 Select the billing frequencies to include from the Billing Frequencies to Select
field. Options include: All and Selected Frequencies.

If you choose Selected Frequencies, a text field appears to the right of the
Billing Frequencies to Print field. Enter the frequency to include in this field.

5 Select the fee arrangements to include from the Fee Arrangements to Select
field. Options include:
All
Fixed
Non-Billable
Progress
Retainer
Standard
Not To Exceed

6 Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR

» Enter the client codes to include in the Starting and Ending fields.
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I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

7 Enter the client engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.
8 Select the client partners to include from the Client Partner field.
» Check All to include the information for all client partners.
OR
» Enter the client partner codes to include in the Starting and Ending fields.
9 Select the client employees to include from the Client Employee field.
» Check All to include the information for all client employees.
OR
» Enter the client employee codes to include in the Starting and Ending fields.

10Click Proceed to create the billing selection.

Billing Selection Register

Use the Billing Selection Register to obtain a detailed listing of work in process
information selected for billing using Billing Selection (see page 194) or Billing
Data Entry (see page 198). In addition to the work in process amount, the listing
shows write- up/down amount, Bill Thru Date, billing format, for each transaction.

The Billing Selection Register will print the billing information by date or by
category based on the selection in the Select and Print Bills by field on the
Billing tab of the Time and Billing Options window (see page 86). .

|Z[NOTE: The Time and Billing module now supports Sage Software
Extended Solutions Paperless Office: Journals and Registers (LM-1018).
The Paperless Office solution allows printing of journals and registers in PDF
format, and provides a Viewer utility for the viewing and deleting of PDF
documents.

Page 196 Time and Billing Manual Chapter 7: Using the Billing Menu



Chapter 7

Print the Billing Selection Register

1 From the Billing menu of the Time and Billing module, select Billing Selection
Register. The first Billing Selection Register window appears.

i Billing Selection Register EHE

TIME AMD BILLING BILLING SELECTION REGISTER

FPrint I Preview l PFrinter Setup..

Billing Selection Register Window

Canon Sales

2 Click Print. The second Billing Selection Register window appears.

{5 Billing Selection Register [ 24 -1C]
Frirt Billing Detail [] Print Extended Comments [] Frint Mon-Billable Lines
Selection All Starting Ending
Client Code Q, Q,
Engagement Code T =z |
Canon Sales Proceed Lancel
[ Ll | 9/2/2005

Billing Selection Register Window

3 Check Print Billing Detail to print billing detail on the Billing Selection Register.

Do not check this option if you want to print only summary totals on the register.

4 Check Print Extended Comments to print extended comments on the Billing
Selection Register. Extended comments are entered (see page 172) during
time/expense entry.

5 Check Print Non-Billable Lines to print non-billable time and expense lines on
the Billing Selection Register.

6 Enter the clients to include in the Client Code field.
* Check All to include the information for all clients.
OR

 Enter the client codes to include in the Starting and Ending fields.

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

7 Enter the client engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR

» Enter the engagement codes to include in the Starting and Ending fields.
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8 Click Proceed to print the Billing Selection Register.

The Billing Selection Register lists client codes, engagement codes, work codes,
hours, rates, work in process amounts, write-ups/write-downs amounts, and total
billable amount.

(i Billing Selection Register =] B3
Time and Billing Demo Data
BILLING SELECTION REGISTER
ET WIP WEITE EILL
CATEG W.C DESCRIPTION DATE Emply T ¥ COMMENT HOURS RATE AMOUNT TRDOWH AMOTNT
Client CODE: ABLEMAN AEBLE MANUFACTUEING
Engagement CODE 0000 PROFESSION AL SERVICES STANDARD
BILL THRII DATE: 020205 PRINT INVOICE?: ¥ BILLING FORMAT: & Detail Bill by Date
MIC ONE ON-SITE SUPPORT SE  03/04/98 0130 B NT ON SITE REQUIFEMENT AHA .00 125.000 1000.00 0.00 1000.00
EXP PHH TELEPHONE EXPENSES 0304192 0140 E NT TELEPHOWE EXPENSES 2000 000 2000
CLE CLE CLERICAL SERVICES 041198 0150 B NT CLERICAL SERVICES 5.00 13850 A9 25 000 A9 25
CLE DiOC DOCUMENT PREPAFATION]2/98 0150 B NT DOCUMENT PREPARATION 3.00 13850 41.53 0.00 41.53
EXP MsC MISCELLANEOUS EXPE 04/17/92 0130 E NT MISCELLANEQUS EXPENSES 4200 000 4200
EXP CAR ATITO EXPENSES 041998 0210 E NT AUTOEXPEMSES 5000 000 5000
AUD MTG CLIENT MEETINGS - 052298 0260 B NT MEETING AT AELE MANUFAC 5.00 75000 37500 0.00 37500
CLE DiOC DOCUMENT PREPAFRATIOS 3198 0150 B NT DOCUMENT PREPARATION 4.00 13850 5540 0.00 5540
EXP CAR ATITO EXPENSES 060198 0110 E NT AUTO EXPEMSES 3500 000 3500
AUD MTG CLIENT MEETINGS - 060198 0110 B NT CLIENT MEETINGS - AUDIT 4.00 200000 #0000 000 #0000
CLE CLE CLEFRICAL SERVICES DE019E 0150 B NT CLEERICAL SEEVICES 4.00 13850 3540 0.00 3540
ACC MO MONTHLY ACCOUNTIN®ED19E 0220 B NT MOWTHLY ACCOUHTING SERW £.00 150,000 200,00 0.00 200,00
ACC MO MONTHLY ACCOTNTINGADLRE 0260 B NT MONTHLY ACCOUNTING SERV 2.00 75 000 A00.00 000 A00.00
AUD APL AUDIT PLAWHING 00205 000 B NT AUDIT ENGAGEMENT PLANNI 2.00 180.000 360,00 0.00 360,00
EXP CAFR AUTO EXPENSES 052598 0230 E NT AUTO EXPEMSES 3000 0.00 3000
MAS CLI CLIENT CONFERENCES 05/25/9% 0250 B NT CLIENT CONFERENCES 2.00 100000 20000 000 20000
CLE CLE CLEFRICAL SERVICES 052698 0150 B NT CLEERICAL SEEVICES 4.00 30.000 12000 0.00 12000
ACC MO MONTHLY ACCOUNTIN@I/26/98 0180 B NT MOWTHLY ACCOUHTING SEEW 3.00 75.000 22500 0.00 22500
ACC FR FINANCIAL STMT COM 05/26/98 0190 B NT PREPARATION OF COMPILAT £.00 100000 A00.00 000 A00.00
ACC MO MONTHLY ACCOUNTIN®EI/28/98 0230 B NT MOWTHLY ACCOUNTING SEEW .00 100.000 200,00 0.00 200,00
ACC MO MONTHLY ACCOUNTIN®@I/29/98 0260 B NT MOWTHLY ACCOUNTING SEEW .00 75.000 &00.00 0.00 &00.00
ACC ATE ADTTSTING ENTRIES 053198 0260 B NT ADMISTINGENTRIES 3.00 75 000 22500 000 22500
ACC MO MONTHLY ACCOUNTIN®S/31/98 0280 B NT MOWTHLY ACCOUNTING SEEW 5.00 75000 37500 0.00 37500
SFT phei) SOFTWARE - MaS20 051998 0130 E T MASS0- INVENTORY 792,00 0.00 792,00 |
6] D
[ == [0 ()

Billing Selection Register

Billing Data Entry

Use Billing Data Entry to select individual clients and engagements for billing and
to enter write-up/write-down amounts. You can enter write-up/write-down amounts
for the client/engagement total, for the work code category total, or for individual
transactions. You can "deselect" individual transactions so that they can be billed
at a future time. You can also enter or modify comments for individual transactions
as well as enter additional text to be printed on the bill.

|Z[SPECIAL NOTE: This option CANNOT be used when any of the following
options are in progress: the Time/Expense Journal update (see page 173),
Billing Data Entry (see page 198) and Billing Register update (see page 214),
Transfer Work in Process (see page 216) and Audit Report update, Delete
Work in Process (see page 219) and Register update, Edit Work in Process
Selection (see page 222) and Register update, Edit Work in Process Journal
update (see page 229), Manual Check Register update (see page 347), or_

Invoice Register update (see page 346).

The Billing Data Entry window consists of four tabs of information for different
configuration settings: the Main, the Detail. the Aging, and the Bill by Category tab.
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Create a Billing Data Entry

1 From the Billing menu of the Time and Billing module, select Billing Data
Entry. The Billing Data Entry Defaults window appears.

[ Billing Data Entry Defaults EH

Bill Thiu Crate 03/02/2005

Billing Data Entry Defaults Window

2 Enter the default date to use as the last date that will be billed in the Bill Thru
Date field. Transactions after this date will not be selected for billing.

3 Click OK. The Billing Data Entry window appears.

[ Billing Data Entry E”E\rgl
Cliert Corde [ i=S [ |
ErgagementCode | | [ | et | |
1. Main | 2 Detal | 3 Aging | 4ElbyCaeooy |

Invoice

Nowber| | pae| | BilFornat | | BT | ]

Elejols)

Enter Client Code HTE | Lwhw/ | 773172007

Billing Data Entry Window

4 Select a client for the billing invoice from the Client Code field.

(i Billing Data Entry E||E|E‘
Client Code [e8LEMaN ] [£BLE MANUFACTURING |
Engagement Code | 000 | | PROFESSIONAL SERVICES | Bl T | |

1. Main ] 2. Detail ] 3 Aging ] 4. Bill by Category ]

Billing Data Entry Window - General Information

5 Click the button to change the Time and Billing information for the client on
the Client Maintenance window (see page 142), if necessary.

6 Select an engagement for the billing invoice from the Engagement Code field.
The invoice detail fields become available.

7 Once you select an engagement, the E button becomes available. Click this
button to launch the Client Memo Maintenance feature (see page 203).

8 To print the current client bill only (see page 208), click the () button.
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Configure the Invoice Options on the Main Tab

The Main tab of the Billing Data Entry window displays the general information on
invoice to be billed to the client. Certain fields will appear or not appear, based on
the Fee Arrangement type, as well as whether or not you indicated to Include

Expenses set up on the Billing tab of the Client Maintenance window (see page

5 Billing Dala Entry =iy
Client Code ABLE MANUFACTURING B
Engagement Cods PROFESSIOMAL SERVICES Bill Thiu

1. Main w 2. Detall l 3. Aging ] 4. Bill by Categarp ]

Imvaice

Number 0000070 [[23) Date | 6/29/2007 | Pit Bil Format |4 | Eill To [OFF1 Sy Dffice Num

Fee Amrangement 5 Standard Billing

Billable /P Taotal 4.043 60

Billed /P Tatal 404360

Wwiite Up/Down il

Bill Amount 4.043.60|

Sales Tax 0o

Bill Total 404350 CO
Ceee fend - LiweJBl0)
Enter Amount to be billed HTI | Lww' | 7/31/2007

Billing Data Entry Window - Main Tab

1 Enter the seven-character Invoice number in the Number field.
OR

Click the button to accept the next new automatically incremented invoice
number.

* If you check the Print field, you can leave the Number field blank. All invoices
where this field is blank will be automatically assigned an invoice number during
invoice printing.

« If you are applying a prepayment to an invoice, enter the invoice number
assigned to the prepayment during Cash Receipts Entry (see page 181) as the
billing invoice number.

2 Enter the invoice due date in the Date field.
3 Check Print to print an invoice for this client/engagement.
4 Enter or select the billing format from the Bill Format field.

+ Click the E] button and select a billing format from the Lookup.
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5 Enter or select a billing address in the Bill To field.
* Click the E] button and select an existing address from the Lookup.

» Create a new address by entering a new code. A dialog box will appear
allowing you to create a new code by clicking Yes and launching the Client Bill
To Address Maintenance window (see page 148).

 Click the button to launch the Client Bill To Address Maintenance feature
and update the address.

6 Enter the amount for the bill in the Bill Amount field.

7 Select the tax schedule for the billing invoice from the Sales Tax field. You can
view the sales tax for fees or expenses.

8 Click the button to access sales tax details.
If the Include Expenses field is NOT checked on the Billing tab of the Client
Maintenance window (see page 156), the billable fees and billable expenses will
display separately so that you can enter the bill amount for fees and expenses
separately.

The following dialog appears.

i Sage MAS 90 [ x]

2
<

Edit Fees or Expenses?

Sage MAS 90 Dialog
a Click the Fees button to change the taxes for billable fees.
OR

Click the Expenses button to change the taxes for billable expenses.

The Tax Detail (Fees) or Tax Detail (Expenses) window appears.

[ Tax Detail (Fees) | 7 x|

Category Tax Amount

PACE 2
CLK 00
MAS 1]
MIC 0

Tax Detail (Fees) Window

b Select the work category to change the taxes for, and click OK.
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The Tax Detail window appears.

ﬂ*ﬂTax Detail [ 7]
Document (0000-4CC-F Cliert GENECOM GEMNERATION/Z COMPUTER DIST.
Schedule Ca Califarmia
Tax Code Description
Ca Califormia
Taxable Sales Taxable Freight Taxable Tax Tax Amount
.00 .00 .00 2.00
Mon-T axable Sales Mon-T axable Freight Exempt Sales E xemption Mumber
2800.00 .00 .00

Tax Code Taxable MNan-T axable Erempt Tax Amaount

Total 2.00

Tax Detail Window

¢ Make the desired changes on the Tax Detail window.

If you enter a new tax amount in the Tax Amount field, the Sales Tax field on
the Main tab of the Billing Data Entry window will be updated.

d Click Accept on the Tax Detail window when finished.

9 Change the total fees or expenses for the bill in the Bill Total field.

10Click the button to enter additional text (see page 208) to appear on
billing invoices.

11Click the next tab to continue.

Not Billing a Client for an Entire Engagement

You can use the Main tab to NOT bill a client for an entire engagement.

1 Click the button for the entire Main tab. The following dialog appears.

i Sage MAS 90 [ x]
2 Proceed with Linkill?
-

-

Sage MAS 90 Dialog

2 Click Yes to not bill the client. The total fields available on the Main tab and
Detail tab are set to zero (0).

3 Click Accept on the Billing Data Entry window to save the changes.
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Update Client Memos

1 To update a client memo, click the button on the respective window to launch
the Client Memo Maintenance feature

Eﬂ Client Memo Maintenance.

@@ [ Accept l LCancel l Delete ]

Mema | MAS APPT QQ FINAMCIAL PLANNING CONFEREMCE]
Mema Date | 5/10/1398 Reminder D ate £/10/1938

Martin Able has an appointment with B.&. Winnur and Joseph Wilson to
discuss financial planning for 1996, Current financial staterments and
preliminary budget plans should be prepared for this meeting,

There will be a staff meeting on June 15, 1995 at 10:00 A M. in my office to
discuss all issues relating to Mr. Able's concerns. Mr. Able will be at our
offices at 2:00 P.M.

a

e

f

Client Memo Maintenance Window

2 Review the information or make the necessary changes on the Client Memo
Maintenance window.

Enter a new code to create a new memo in the Memo field, or select an
existing code from the field.

Enter a description of the memo in the Description text field.
Enter the starting date for the memo in the Memo Date field.
Enter a reminder date for the memo in the Reminder Date field.
Enter the memo in the text field.

Click Accept to save the memo.

3 Click the appropriate command button to return to the main window.

See the Time and Billing Online Help for detailed information.

Enter Details about Each Transaction on the Detail Tab

The detailed work in process transaction information is displayed on the Detail tab
of the Billing Data Entry window. Each line represents a work in process
transaction that has been recorded for the client/engagement on or prior to the Bill
Thru Date.

The Detail tab allows you to enter write-ups/write-downs for a transaction.
For more information, see the Entering Write-Ups and Write-Downs section (see
page 210).
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1 Click the Detail tab to view the transaction details being billed.

[ Billing Data Entry I =
Clent Cade GENECOM | GENERATION/2 COMPUTER DIST
Engagement Code | 0000 | PROFESSIONAL SERVICES Bil Thiu [03/02/2005

1. Main ] 2. Detall I 2. Aging ] 4. Bill by Categary ]

Tax Clazs Exempt Bill Option  Hours/Units WP &mount Wiite Up/Down  Bill Amount Transaction
NT |G Ye: |7l £.00 500.00 it 500,00 ooonoza | [ G

Rev Account | 400-01 Q, Billable [BwllfUnwa] [Commenl] [ Undo ]

b wiite Up/Down  Bill Amaunt
00.00 0o E00.00PY

A = X OF C ATION Fl
0420, HON [ii] 500,01

ACC Comment: MONTHLY ACCOUNTING SERYICES
05/14/98 0180 REC i 4.00 300.00

ACC Comment: BANK RECOMCILIATION
085/30./98 &0 CLR A 4.0

X 120,00 .00 120000
CLK Comment: CLERICAL SERVICES hd
Sales Tax 200 | “wiite Up/Downg oo Total Billed E810.00
Elelole e | oo Lo

[ L | 8/2/2005
Billing Data Entry Window - Detail Tab

2 Click the transaction line you want to change. The details about the transaction
appear in the fields of the Detail tab.

3 Click the E] button to select the sales tax class for the detail line from the Tax
Class field.

4 Check Exempt to use sales tax exemptions for the client/engagements. The
exemption numbers must be defined for the client/engagement.

5 Select whether or not the line will be billed from the Bill Option field. The
options include:

* Yes - To bill the work in process line
* No - To not bill the line
+ Partial - To bill only part of the line

If you select Partial, the Hours/Units and WIP Amount fields become
available.

l:b HINT: You can toggle the Bill Option field to Yes/No by clicking the
Bill/Unkil | Putton.

6 Enter the number of hours or time units being billed in the Hours/Units field.
This field is available only if Partial is selected in the Bill Option field.

7 Enter the portion of the work in process amount being billed in the WIP Amount
field.
This field is available only if Partial is selected in the Bill Option field.
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8 Enter the amount to add or subtract from the bill in the Write Up/Down field.
This field will automatically display the difference between the WIP Amount and
the Bill Amount for the line item.

» To write up the line item, enter a positive amount. The Bill Amount will be
calculated as the WIP Amount added to the write-up amount.

» To write down the line item, enter a negative amount by entering the amount
followed by a minus sign. The Bill Amount will be calculated as the write-down
amount subtracted from the WIP Amount.

9 Enter the amount to be billed for the line item in the Bill Amount field.

» The Bill Amount and the Write Up/Down amount will always equal the WIP
Amount.

* The Write Up/Down amount will be automatically calculated based on what is
entered into the Bill Amount field.

10Select the General Ledger account used to post revenue or expenses from the
Rev Account field.

11Add comments (see page 208) about a line by clicking the button and
accessing the Billing Entry Text Editor window.

12Click OK to update the line. When you update a line, the Sales Tax, Write
Ups/Downs, and Total Billed fields are updated.

OR

Click the button to cancel the changes.

13Click the next tab to continue.
Display Client Aging Information on the Aging Tab

The Aging tab of the Billing Data Entry window displays the current Accounts
Receivable aging amounts for the current client.
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» Click the Aging tab to display the aging amounts.

{Billing Data Entry [2]_[Cx]
Client Code GENECOM | GENERATION/2 COMPUITER DIST.
Engagement Code oooo |7 PROFESSIONAL SERVICES Bill Thry | 09/02/2005

1. Main I 2. Detail I | 4. Bill by Category I
Chent Aging
Balance Current 0 DAYS B0 DAYS 90 DTS 120 DAYS
20,640.88 8,400.00 4.915.00 4,700.88 2725.00 .00
Last Aging 09/02/2005 Last Statement 04/30/1998
Highest Balance 12,210.88
Last Biling 05/15/19928 1.,000.00 Last Finance Charge 04/30/1998
Last Payment 03/29/1998 0o Unpaid Finance Charge 70.88
R0 L) Lo
[ Lwiw | 9/2/2005

Billing Data Entry Window - Aging Tab

The Aging tab displays the total balance, current balance, and past due balances.
The tab also displays the last aging, billing, payment, and statement information,
and the highest balance, last finance charge, and unpaid finance charges.

Enter Billing Information by Category on the Bill by Category Tab

Use the Bill by Category tab of the Billing Data Entry window to enter the bill
amount for a specific work code category. The write-up/write-down amount is
calculated and allocated automatically to the work in process transactions. The
total bill amount for the client/engagement is also adjusted automatically. You can
also perform detailed billing selection for transactions with the specified work code
category.

For example, if the work in process total for work code category MAS
(Management Advisory Services) is $1,439.00, you can enter $1500.00 as the bill
amount for this category. The $61.00 write-up amount will be applied automatically
to the appropriate transactions.
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1 Click the Bill by Category tab to view the transaction category being billed.

ﬂj Billing Data Enktry [ 2] -1C]
Clent Cade GENECOM | GENERATION/2 COMPUTER DIST E
Engagement Code | 0000 |° PROFESSIONAL SERVICES Bill Thu [08/02/2005
1. Main ] 2 Detal ] 3. Aging ] 4. Bill by Category I

Cateqory Code | AL | GENERAL ACCOUNTING SERVICES *FEE*

WP Totsl 2,500.00

wiite Up/Down .00

Bill Amount 2,800.00

[ Aocept l LCancel l Delete
| [ [Dww [ weremos
Billing Data Entry Window - Bill by Category Tab

2 To change the cost for a specific category being billed, select the category from
the Category Code field.

The Bill Amount field, Unbill button, Detail button, Text button, and Finished
buttons become available.

3 Change the amount being billed for the work category in the Bill Amount field.

4 Change the comments (see page 208) for the work code category by clicking the
button to launch the Billing Entry Text Editor window.

5 To remove a work category from the bill, click the button. (You can also
use the Unbill feature for the entire engagement, see page 202.) The following
dialog appears.

i Sage MAS 90 [ %]
Froceed with Lnbill for ACC?

9
“‘\(/ g

Sage MAS 90 Dialog

6 Click Yes to remove the work code. The information in the total fields on the
Main tab of the Billing Data Entry window will be updated.

7 Click the button to view the line that contains the work category on the
Detail tab of the Billing Data Entry window.

8 Click the button when you are finished updating the work category.
The billable amounts are updated in the total fields of the Main tab.

9 Click Accept to save the changes.
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Enter Additional Text/Comments

To enter additional text to appear on billing invoices, click the Text button on the
Main tab, or the Comment button on the Detail tab of the Billing Data Entry
window. The Billing Entry Text Editor window appears.

[ Billing Entry Text Editor 1.2]

Gel]

POSTING T0 GENERAL LEDGER AND REVIEW OF ACCOUNTS = |
THROUGH __/__ /__

Billing Entry Text Editor Window
1 Click the button to select a standard billing comment
OR

Enter the comment in the text box.

You can enter up to 75 characters per line for as many lines as necessary
depending upon the setting in the Billing Text Display/Print Width field in Time
and Billing Options (see page 79).

To indicate that any text should not be printed on the invoice, type /* before the
specified text and type */ after the end of the text.

2 To cancel the changes, click the button.

3 Click OK when finished.
Print the Current Client/Engagement Only

You can use the Quick Print feature on any of the tabs of the Billing Data Entry
window to print the current bill only.

1 Click the button. The following dialog appears to remind you to save the
changes.

i Sage MAS 90 [ x]

P | Doyouwant to save changes?
2

LCancel

Sage MAS 90 Dialog
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2 Click Yes to save the changes. The Invoice Printing window appears.

{5 Invoice Printing

JEl [ E3

Message Line 1

Message Line 2

Inwoice Date 09/02/2005 [] Override Date
{ Billing Frequency &)l id|
Selection All Starting Ending
[] GEMECOM GEMNECOM
[ e
Canion Sales Print Prexiew _[ Frinter Setup...

Ll | 9/2/2005

Invoice Printing Window

3 You can change the date of the invoice in the Invoice Date field. This change
appears ONLY on the printed invoice.

4 To change the date throughout Time and Billing to this new date, check the
Override Date field.

5 Click Print to print the invoice, or Preview to print preview the invoice.

The system creates an invoice for the current client/engagement only.

[ Invoice Printing M=l E3
GENERATICN/2 COMFUTER DIST. INVOICE NO.: 0000072-IN =
8800 IRVINE CENTER DRIVE TE: 09/02/0%
CLIENT CODE: GENECOH
IRVINE, CA 92715
CCNTACT: JERRY THOM PAGE NO.: z
FOR PROFESSICNAL SERVICES RENDERED: HOURS LHOUNT
06/02/98  DREW LEEDER z.00 450.00
FINANCIAL PLANNING
TOTAL FEES:  6790.00 ||
05/16/98  AUTO EXPENSES 20.00
TOTAL EXPENSES: 20,00
SALES TAX: z.00
AMOUNT DUE:  681z.00
PAYMENT DUE UFCN RECEIPT
CURRENT OVER 30 OVER 60 OVER 90 OVER 120 BALANCE DUE
7462.00 19990.88 27452 .68
I v
[ [ == [0 (7]

Invoice Printing
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Entering Write-Ups and Write-Downs

» A write-up is an increase in the book value of an asset not due to a cash
payment or other asset. Use write-ups to increase the bill amount by adjusting
the work in process during the billing process.

» A write-down is a reduction of the balance of an asset by charging an expense
or loss account due to the diminished value of the asset. Use write-downs to
reduce the bill amount by adjusting the work in process during the billing
process.

+ In contrast, a write-off is the elimination of a specific client’s invoice(s), as in the
case of bankruptcy. Use write-offs to reduce receivables after billing and
updating. For additional information about write-offs, see the Cash
Receipts/Write-Off Entry section (see page 178).

Enter write-ups and write-downs for the client/engagement total, for the category
total, or for individual transactions.

Write-Ups/Write-Downs by Client/Engagement

When you enter write-ups/write-downs for the client/engagement, the
write-up/write-down amount for each billed line item is calculated automatically
using a two-step process.

First, the client/engagement write-up/write-down percentage is calculated by
dividing the write-up/write-down amount for the entire bill by the billed work in
process total:

WRITE UP/DOWN = CInt/Eng Write-Up/Dn %
BILLED WIP TOTAL

Then, the write-up/write-down amount for each billed line item is calculated by
multiplying the client/engagement write-up/write-down percentage by the work in
process amount for each billed line item:

CInt/Eng Write-Up/Dn % x WIP AMOUNT = WRITE UP/DN

Write-Ups/Write-Downs can be based on the total bill amount for fees and
expenses or on separate bill amounts for fees and expenses, depending if the
Include Expenses field is checked on the Billing tab of the Client Maintenance
window (see page 142).

Write-Ups/Write-Downs by Category

When you enter write-ups/write-downs for the category, the write-up/write-down
amount for each billed line item in the selected category is calculated
automatically using a two-step process.

First, the category write-up/write-down percentage is calculated by dividing the
write-up/write-down amount for the selected category by the work in process total:

WRITE UP/DN = Category Write-Up/Dn %
WIP TOTAL
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Then, the write-up/write-down amount for each billed line item in the selected
category is calculated by multiplying the category write-up/write-down percentage
by the work in process amount for each billed line item:

Category Write-Up/Dn % x WIP AMOUNT = WRITE UP/DN

The total bill amount for the client/engagement, as well as the total
write-up/write-down amount for the bill, will be adjusted automatically as well.

Write-Ups/Write-Downs by Transaction

When you enter write-ups/write-downs for individual transactions, you can enter
the actual write-up/write-down amount manually for each transaction, or you can
enter the bill amount to calculate the write-up/write-down amount automatically
using the difference between the bill amount and the work in process amount:

BILL AMOUNT - WIP AMOUNT = WRITE UP/DN

The total bill amount for the client/engagement as well as the total

write-up/write-down amount for the bill will be adjusted automatically as well.
Invoice Printing

The Invoice Printing feature uses information selected during Billing Selection (see
page 194) or Billing Data Entry (see page 198) to produce printed invoices for
mailing to your clients.

Invoices are printed according to the format specified on the Billing tab in Client
Maintenance (see page 142), or entered during Billing Data Entry. You can assign
a different billing format to each client/engagement based on the client's
requirements or the nature of the services provided.

Depending whether or not the Bill Separate field on the Additional tab of the
Client Maintenance window (see page 154) is checked, all engagements for a
client will be printed together on a single invoice, or on separate invoices for each
engagement.

Print Invoices for Clients/Engagements

1 From the Billing menu of the Time and Billing module, select Invoice Printing.
The Invoice Printing window appears.
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[ Invoice Printing EH M= B
Message Line 1 | Thank you for choosing Leeder, 'Winnur, and Winnur!
Message Line 2
Ireeoice Date 03/02/2005 [] Ovenide Date
Mest Invoice No | 0000073
[ Biling Frequency |41 = }
Selection All Starting Ending
Client Code Q, Q,
Engagement Code |
Canon Sales [ Brint l Preview |: Printer Setup...| (2}
I Lwiwl | 87272005

Invoice Printing Window

2 Enter up to two lines of messages using up to 50 characters per line to be
printed on invoices in the Message Line 1 and Message Line 2 fields.

These messages appear if the [INVC_MSSG1] and [INVC_MSSGZ2] data items
are included on the billing format used.

3 Enter the invoice data using the MMDDYY format in the Invoice Date field.
This date will be assigned only to transactions that did not have an invoice date
assigned during Billing Data Entry (see page 198).

4 Check the Override Date field if you want to override the original invoice date
with a new date.

I:gj HINT: Change the date in the Invoice Date field and check the Override
Date to post the new date on the printout.

5 Enter the number to be used for the next invoice in the Next Invoice Number
field.

» This number will only be assigned to the transaction that did not have an invoice
number assigned during Billing Data Entry (see page 198). This number can be
up to seven alphanumeric characters.

« If you are using an invoice form with a preprinted invoice number, be sure to
enter the invoice number to match the preprinted number.

« If you are reprinting previously printed invoices, the Next Invoice Number field
will display the original number entered. This number is not incremented until
after the Billing Register (see page 214) is updated.

6 Select the billing frequencies to include from the Billing Frequency field.
Options include All and Selected Frequencies.

If you choose Selected Frequencies, a text field appears to the right of the
Billing Frequency field. Enter the frequency to include in this field.
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7 Select the clients to include from the Client Code field.
8 Select the engagements to include from the Engagement Code field.
9 Click Print to print the invoices, or Preview to print preview the invoices.

Invoice Printing includes the billing address of the client, the invoice number,
invoice date, client code, the dates of billable services, the details of each service,
the rate and cost of each service, and the total for the invoice.

({5 Invoice Printing [_1o]x]
Time and EBilling Demo Data :I
AELE MANUFACTURING INVOICE NO.: 0000073-IN
9445 HIGHLAND AVE. TE: 09/02/05

E:
CLIENT CODE: ABLEMAN

IRVINE, CAL 92716
COMTACT: MARTIN ALEL PAGE NO.: 1

FOR PROFESSICMAL SERVICES RENDERED: HOURS AHOUNT

PROFESSTONAL SERVICES

03/04/98 RACHEL SCOTT 5.00 1000.00
CM SITE REQUIREMENT AMALVSIS.

04/11/98 BETH CLARK 5.00 A9.25
CLERICAL SERVICES

04/12/98 BETH CLARK 3.00 41.55
DOCUMENT PREPARATICH

05/29/98 PATRICIAL HARRISCHM 5. 375.00

a0

MEETING AT ABLE MANUFACTURING WITH ACCOUNTING
STAFF TO DISCUSS AUDIT PROCEDURES.

05/31/98 BETH CLARK 4.00 55.40
DOCUMENT PREPARATICH

06/01/98 DREW LEEDER 4.00 &00.00
CLIENT MEETINGS - AUDIT

06/01/98 BETH CLARK 4.00 55.40
CLERICAL SERVICES

06/01/98 DAVID CLASEY 6
MCNTHLY ACCOUNTING SERVICES

oe/01/98 PATRICIA HARRISCHN =)

MCNTHLY ACCOUNTING SERVICES

.00 900.00

.00 &00.00

09/0z/08 IML WINNUR Z.00 360.00
AUDIT ENGAGEMENT PLAMNNING FOR THE YELR ENDED

TOTAL FEES: 4256.60

03/04/98 TELEPHONE EXPENSES 20.00

04/17/98 MISCELLANEOUS EXPENSES 4z.00

04/18/98 LUTO EXPENSES 50.00

0
[ EI= [C] ]

Invoice Printing

After the invoices print, the following dialog box appears.
[ Sage MAS 90

9
</

Do you want to print the Biling Register?

Sage MAS 90 Dialog

10Click Yes to print the Billing Register.

If you click No, you can print the Billing Register at another time.

See the Billing Reqister section (see page 214) for more information.
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Use the Billing Register to provide an audit report for all bills printed using the
Invoice Printing option (see page 211). Information provided for each invoice
includes the invoice number and date, work in process amount billed, write-up or
write-down amount, billed fees, billed expenses, taxable amount, sales tax, invoice
amount, client code, client name, and engagement code, if applicable.

Printing this report is the first step in the file update process. It provides an
opportunity to check invoice data for errors before the information is posted to the
permanent files. .

|Z[NOTE: The Time and Billing module now supports Sage Software
Extended Solutions Paperless Office: Journals and Registers (LM-1018).
The Paperless Office solution allows printing of journals and registers in PDF
format, and provides a Viewer utility for the viewing and deleting of PDF
documents.

Print the Billing Register

1 From the Billing menu of the Time and Billing module, select Billing Register.
The Billing Register window appears.

ﬂ*ﬂﬂilling Register [ 7]
Cument General Ledger Period |5 5 Ending: 0543141938
Time and Biling Posting Date |5: 05/31/1998
Canon Salss | Brit | Preview l Prifiter Setup..
[ Lwiw | 9/2/2005

Billing Register Window

2 Make sure the date in the Time and Billing Posting Date Is field is correct and
click Print. The Billing Register prints.
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The Billing Register includes the invoice number and date, work in process
amount billed, write-up or write-down amount, billed fees, billed expenses, sales

tax, invoice amount, client code, client name, and engagement code, if applicable.
[_[o] =]

BILLING REGISTER
REGISTER NO: T8-0009

INVC HOS DATE WIP WRITE BILLED BILLED FROGRET SALES INVOICE
Clnt Engmt AMOUNT papciinicy FEES EXPENSES AFPLIED TAX AMOTNT

0000073 00205 4,403 60 000 4,256 60 147.00 000 000 4,403 60
ABLEMAN 0000 ABLE MANUFACTURING

0000074 020205 000 0.oo 0.00 000 0.oo 0.oo 3,250.00
ABLEMAN 0001 ABLE MANUFACTURING FROGRESS

0000075 020205 3,175.00 000 314500 30.00 000 000 317500
CANRIDG 0000 CANTON RIDGE APARTMENTS

0000076 020205 3,969 00 0.00 315000 £81%.00 000 4754 4,016 34
EDWAELE 0000 EDWARDSON ELECTRIC COMPANY

0000072 - 00205 £,810.00 000 £,730.00 2000 000 200 £,21200
GENECOM 0000 GENERATIONS2 COMPUTER DIST

0000077 020205 2,170.00 0.00 2,170.00 0.00 0.00 0.00 217000
HIDDBEA 0000 HIDDEN BEACH HOTEL

0000078 020205 2,685.00 0.00 000 0.00 0.00 0.00 268500
HOWARD 0000 HOWARD, FINE, & HOWARD, DDS

000007% 020205 11,533.00 000 11,835.00 23.00 000 000 11,93300
MASTMIC 0000 MASTER MICRO MANTFACTURING

0000020 020205 £,635.00 000 000 0.00 000 000 8,63500
OLSON 0oooo OLSON SPORTS CENTERS

0000031 00205 0.00 000 000 0.00 14,000 00 000 4,000 00
REEDADYV 0000 FEED 4DVERTISING PROGRESS

T 0

[ 6] IR [O) )

Billing Register

The next register that prints is the Tax Journal Detail. This register includes tax
code, client, engagement, sales amount, taxable sales, non-taxable sales, taxable
freight, non-taxable freight, taxable tax, exempt sales, and sales tax amount.

TIME AND BILLING TAX JOURNAL DETAIL
REGISTER NO: TB-0009
SALES TAXABLE NON-TAXABLE TAXABLE NON-TAXABLE TAXABLE  EXEMPT  SALESTAX

TAX CODE DESCRIPTION AMOUNT SALES SALES FEEIGHT FEEIGHT TAX SALES AMOUNT
Chnt Engnt

CA Califomia

ABLEMAN 0000 1,500.00 a0 1,500.00 a0 oo oo oo oo
ABLEMAN 0000 1,535.00 a0 1,535.00 a0 oo oo oo oo
ABLEMAN 0000 221 60 ili 221 60 ili oo oo oo oo
ABLEMAN 0000 147.00 o0 147.00 o0 oo oo oo oo
ABLEMAN 0000 1,000.00 a0 1,000.00 a0 oo oo oo oo
CANRIDG 0000 2,525.00 a0 2,525.00 a0 oo oo oo oo
CANRIDG 0000 120.00 ili 120.00 ili oo oo oo oo
CANRIDG 0000 3000 a0 3000 a0 oo oo oo oo
CANRIDG 0000 20000 a0 20000 a0 oo oo oo oo
EDWAELE 0000 150.00 ili 150.00 ili oo oo oo oo
EDWAELE 0000 1,200.00 o0 1,200.00 o0 oo oo oo oo
EDWAELE 0000 2000 a0 2000 a0 oo oo oo oo
EDWAELE 0000 1,800.00 a0 1,800.00 a0 oo oo oo oo
EDWAELE 0000 799.00 799.00 ili ili oo oo oo 4794
GENECOM 0000 2,300,00 o0 2,300,00 o0 oo oo oo 2.00
GENECOM 0000 24000 a0 24000 a0 o o o oo
GENECOM 0000 20.00 ili 20.00 ili oo oo oo oo
GENECOM 0000 2,250.00 o0 2,250.00 o0 oo oo oo oo
GENECOM 0000 1,500.00 a0 1,500.00 a0 o o o o
HIDDBEA 0000 1,600.00 ili 1,600.00 ili oo oo oo oo
HIDDEEA 0000 120.00 o0 120.00 o0 oo oo oo oo
EIDDEEA 0000 45000 a0 45000 a0 o o o o
MASTMIC 0000 2,725.00 ili 2,725.00 ili oo oo oo oo
MASTMIC 0000 1,000.00 o0 1,000.00 o0 oo oo oo oo
MASTMIC 0000 360,00 a0 360,00 a0 o o o o
MASTMIC 0000 9800 ili 9800 ili oo oo oo oo
MASTMIC 0000 2,340.00 o0 2,340.00 o0 oo oo oo oo
MASTMIC 0000 541000 a0 541000 a0 oo oo oo oo
SCHWPES 0000 900,00 a0 900,00 a0 o o o o Il

rEr

Rlel reer JO[0)

Billing Register - Tax Journal Detail
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After the Billing Register, the following dialog box appears.

(fiSage MAS 90

&

Da pou want to update the Biling Register?

N

Sage MAS 90 Dialog

3 After ensuring the register is accurate, click Yes to update Sage MAS 90 or 200
with the information. The following dialog box appears.

i Sage MAS 90 [ <]

9 Do you want to print & Daily Transaction Register?
-/

Sage MAS 90 Dialog
4 Click Yes to print the Daily Transaction Register.

If you click No, you can print the Daily Transaction Register at another time.

See the Daily Transaction Register section (see page 187) for more information.

Transfer Work in Process

Use the Transfer Work in Process feature to transfer work in process transactions
not selected for billing from one client/engagement to another client/engagement
for a range of dates. You can also choose to print an audit report to track the work
in process being transferred.

|Z[NOTE: Use the Transfer Work in Process function on work in process
entered during the current accounting period. Transferring work in process for a
period other than the current one will affect the current period’s analysis
reports.

|Z[SPECIAL NOTE: This option CANNOT be used when any of the following
options are in progress: the Time/Expense Journal update (see page 173),
Billing Data Entry (see page 198) and Billing Reqister update (see page 214),
Transfer Work in Process (see page 216) and Audit Report update, Delete
Work in Process (see page 219) and Register update, Edit Work in Process
Selection (see page 222) and Register update, Edit Work in Process Journal
update (see page 229), Manual Check Register update (see page 347), or_

Invoice Register update (see page 346).
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Transfer Work in Process from One Client to Another

1 From the Billing menu of the Time and Billing module, select Transfer Work in
Process. The Transfer Work in Process window appears

ﬂ*ﬂTransf&r Work in Process E Hi=E
—Transfer Work in Process Fro
Client Code ABLEMAN Q. ABLE MANUFACTURING
Engagement Code 0000 % PROFESSIONAL SERVICES
Employee Code % All Emplayee Codes
work Code Q, Alwork Codes
Transaction Mumber All Tranzaction Mumbers
Selection All Starting Ending
Date 12/31/2999 ]
~—Transfer W ork in Frocess To
Client Code REEDADY % REED ADVERTISING
Engagement Code 0000 |Gy PROFESSIONAL SERVICES
Canon Sales | Print | Preyiew l Printer Setup..
[ Lwiw | 9/2/2005

Transfer Work in Process Window

2 Select the client that has the work in process engagement to be transferred from
the Client Code field.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

3 Select the work in process engagement to transfer from the Engagement Code
field.
If you leave this field blank, all engagements will be transferred.

4 Select the employee involved in the work in process being transferred from the
Employee Code field.
If you leave this field blank, all employees will be transferred.

5 Select the task involved in the work in process being transferred from the Work
Code field.
If you leave this field blank, all work codes will be transferred.

6 Enter the transaction number of the work in process being transferred in the
Transaction Number field.
If you leave this field blank, all transaction numbers will be transferred.

7 Select the dates of the work in process records to transfer in the Date field.
» Check All for all dates.
OR

* Enter a range of dates in the Starting and Ending fields.
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8 Select the client to transfer the work in process information to from the Client
Code field.

9 Select the engagement to transfer the work in process information to from the
Engagement Code field.

10Click Print to print the transfers, or Preview to print preview the information.

The Transfer Work in Process Audit Report prints the client information set in the
Transfer Work in Process window. This report also prints the date, engagement
code, employee code, work code, category, transactions, hours, rates, and
amounts being transferred.

[ Transfer Work in Process Audit Report =] 3
Time and Biling Demo Data j
TRANSFER WIORKIN PROCESSAUDIT REPORT
FROM Client CODE ABLEMAN  ABLE MAWNUFACTURING
Engagement CODE: ALL Engagement Codes
Employss CODE: ALL Emgloyee Codes
Wark CODE ALL Work Codes
TRANSACTION HO: ALL TRANSACTION NUMEEES
DATE R4NGE ALLDATES
TO Client CODE: REEDADY  EEED 4DVERTISING
Engagement CODE: 0000 PROFESSIONAL SERVICES
TRANS HOTRS!
DATE Engmt Emply WC. CATEG HUMBER TYPE TAX UHNITS R4TE AMOUNT
0511293 0a01 0130 HET MIC 0000024 E ¥ 700 125.000 375.00
05119093 0a01 0130 HET MIC 0000024 E ¥ 400 125.000 500.00
05119093 0a01 0270 HET MIC 0000024 E ¥ 1000 100.000 1,000.00
05/2293 0a01 0270 HET MIC 0000024 E ¥ 600 100.000 600.00
REPCRT TOTALS: 2,975.00
(&l =l
QO] _rer [O[®) i

Transfer Work in Process Audit Report

After the report prints, the following dialog appears.

[ Sage MAS 90

9
2)

Do you want bo update the Transfer Work in Process Audit Report?

Sage MAS 90 Dialog

11Click Yes to update the system with the changes. The work in process
engagements are moved from one client to the other.

Time and Billing Manual Chapter 7: Using the Billing Menu



Chapter 7

Delete Work in Process

Use the Delete Work in Process feature to delete unbilled work in process
information by client and/or engagement for a range of dates, employee codes,
work codes, or transaction numbers. Once you delete work in process information,
you can print the Delete Work in Process Register and update the work in process
balances. In addition, if the Post Work in Process to General Ledger field is
checked in Time and Billing Options (see page 79), work in process information
updates the General Ledger.

|Z[NOTE: Use the Delete Work in Process function on work in process
entered during the current accounting period. Deleting work in process for a
period other than the current one will affect the current period’s analysis
reports.

|Z[SPECIAL NOTE: This option CANNOT be used when any of the following
options are in progress: the Time/Expense Journal update (see page 173),
Billing Data Entry (see page 198) and Billing Register update (see page 214),
Transfer Work in Process (see page 216) and Audit Report update, Delete
Work in Process (see page 219) and Register update, Edit Work in Process
Selection (see page 222) and Register update, Edit Work in Process Journal
update (see page 229), Manual Check Register update (see page 347), or_

Invoice Register update (see page 346).

Delete Work in Process Transactions for a Client/Engagement

1 From the Billing menu of the Time and Billing module, select Delete Work in
Process. The Delete Work in Process window appears.

ﬂ-‘iDelete Work in Process [z -IC] ]
Clientt Code ABLEM&N |Gl ABLE MANUFACTURING
Engagement Code oot % METWORK INSTALLATION
Selection Al Starting Ending
Date 1273142999
Employee Code % ZETE %
‘Work Code Q, zzz (@,
Trangaction Mumber
[ Pioceed _[ LCancel I Clear
[ L | 8/2/2005

Delete Work in Process Window

2 Enter the client that contains the work in process information to delete from the
Client Code field.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.
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3 Enter the engagement that contains the work in process information to delete
from the Engagement Code field.

4 Select the dates for the work in process transactions in the Date field.
» Check All for all dates.
OR
* Enter a range of dates in the Starting and Ending fields.

5 Select the employees involved in the work in process transactions in the
Employee Code field.

» Check All for all employees.
OR
» Enter a range of employee code numbers in the Starting and Ending fields.

6 Select the work categories involved in the work in process transactions in the
Work Code field.

» Check All for all work codes.
OR
» Enter a range of work code numbers in the Starting and Ending fields.

7 Select the transaction numbers that contain work in process data from the
Transaction Number field.

» Check All for all transaction numbers.
OR
» Enter a range of numbers in the Starting and Ending fields.

8 Click Proceed to delete the work in process information.

The following dialog box appears when you are finished deleting the
transactions.

i Sage MAS 90 [ %]
‘:/ Do you want to print the D elete Work in Process Register?
-
o

Sage MAS 90 Dialog

9 Click Yes to print the register.
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The Delete Work in Process Register window appears.

ﬂﬂbelete Work in Process Register B
Current General Ledger Period |s: 5 Ending: 05/31/13998
Time and Biling Posting Date |s: 05/31/1938
Canon Sales | Piint I Freview l Fiinter Setup...
I Lwiw | 97272005

Delete Work in Process Register Window

10Make sure the date in the Time and Billing Posting Date Is field is correct and
click Print. The register prints. .

|Z[NOTE: The Time and Billing module now supports Sage Software
Extended Solutions Paperless Office: Journals and Registers (LM-1018).
The Paperless Office solution allows printing of journals and registers in PDF
format, and provides a Viewer utility for the viewing and deleting of PDF
documents.

The Delete Work in Process Register prints the client information set in the Delete
Work in Process window. This report also prints the date, engagement code,
employee code, work code, category, transactions, hours, rates, and amounts
being deleted.

ﬂj Delete Work in Process Register [_TO[x]
DELETEWWRKIN P ROCESS REGETER
RS TER A 6 T
TE&4N: EILL TAX HOUES/
DATE Emply W.C CATEG HUMEEE TYPE CLASE TUNITS FATE AMOUNT
Client CODE: ABLEMAN  ABLE MANUFACTURING
Engagement CODE ooal HETWORK INSTALLATION
0511828 o130 HET MIC 0000024 E HT 700 125.000 87500
05/19/28 o130 HET MIC 0000024 E HT 4.00 125.000 30000
05/19/28 o270 HET MIC 0000024 E HT 1000 100.000 1,000.00
05522/98 o270 HET MIC 0000024 E HT &.00 100.000 &00.00
Engagement 0001 TOTAL: 2,275.00
Client AELEMAN TOTAL: 2,275.00
FEPORT TOTAL: 2,275.00
iEf ]
R e 00 Ak

Delete Work in Process Register

Chapter 7: Using the Billing Menu Time and Billing Manual Page 221



Chapter 7

After the report prints, the following dialog appears.

{5 Sage MasS 90
P Do you want to update the Delete Wark in Process Register?
<=/
-

Sage MAS 90 Dialog

11Click Yes to update the system with the changes. The work in process
transactions are deleted.

The following dialog box appears.

i Sage MAS 90 [ x]
?(/ Do you want to print a Daily Transaction Register?
.
o

Sage MAS 90 Dialog

12Click Yes to print the Daily Transaction Register.

If you click No, you can print the Daily Transaction Register at another time.

See the Daily Transaction Register section (see page 187) for more information.

Clear Work in Process Deletions

If you deleted work in process information that should not be deleted, you can
clear the deletion process and reinstate the work in process transactions. You can
only reinstate deleted files that have not been completely deleted from the system
through the Delete Work in Process Register.

1 Select the information you deleted from the fields on the Delete Work in Process
window. You can leave all of the fields blank to remove all the transactions that
are set to be deleted.

2 Click Clear. The deleted transactions are reinstated.

Edit Work in Process Selection

Use Edit Work in Process Selection to select unbilled work in process transactions
to be edited for a specific client/engagement using a range of dates, employee
codes, work codes, and transaction numbers.

Once you select work in process information, you can choose to print and update

the Edit Work in Process Selection Register. (see page 225)

|Z[NOTE: The Time and Billing module now supports Sage Software
Extended Solutions Paperless Office: Journals and Registers (LM-1018).
The Paperless Office solution allows printing of journals and registers in PDF
format, and provides a Viewer utility for the viewing and deleting of PDF
documents.
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|Z[SPECIAL NOTE: This option CANNOT be used when any of the following
options are in progress: the Time/Expense Journal update (see page 173),
Billing Data Entry (see page 198) and Billing Register update (see page 214),
Transfer Work in Process (see page 216) and Audit Report update, Delete
Work in Process (see page 219) and Register update, Edit Work in Process
Selection (see page 222) and Register update, Edit Work in Process Journal
update (see page 229), Manual Check Register update (see page 347), or_

Invoice Regqister update (see page 346).

Select Work in Process Transactions to Edit

1 From the Billing menu of the Time and Billing module, select Edit Work in
Process Selection. The Edit Work in Process Selection window appears.

(i Edit Work in Process Selection E W= 3
Elient Code ABLEMAN |G ABLE MANUFACTURING
Engagement Code ooo1 % MNET'ORE INSTALLATION
Selection All Starting Ending
Date 12/31/2539
Employes Code Q 2777 |y
wierk Cade Q, =z |4,
Transaction Mumber e
[ Proceed l LCancel ] Clear @
[ Lwiwi | 9/2/2005

Edit Work in Process Selection Window

2 Enter the client that has the work in process information to edit from the Client
Code field.

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

3 Enter the engagement that contains the work in process information to edit from
the Engagement Code field.

4 Select the dates for the work in process transactions in the Date field.
» Check All for all dates.
OR

* Enter a range of dates in the Starting and Ending fields.
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5 Select the employees involved in the work in process transactions in the
Employee Code field.

» Check All for all employees.
OR
» Enter a range of employee code numbers in the Starting and Ending fields.

6 Select the work categories involved in the work in process transactions in the
Work Code field.

» Check All for all work codes.
OR
» Enter a range of work code numbers in the Starting and Ending fields.

7 Select the transaction numbers that contain work in process data from the
Transaction Number field.

» Check All for all transaction number.
OR
» Enter a range of numbers in the Starting and Ending fields.

8 Click Proceed to edit the work in process information.

The following dialog box appears when you are finished selecting the
transactions.
[fiSage MAS 90

&

Do pou want to print the Edit Work in Process Selection Register?

Sage MAS 90 Dialog

9 Click Yes to print the Edit Work in Process Selection Register.

If you click No, you can print the register at another time.

See the Print Edit Work in Process Selection Register section (see current page)
for more information.
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Print the Edit Work in Process Selection Register

Upon clicking Yes at the "Do you want to print the Edit Work in Process Selection
Register?" message, the Edit Work in Process Selection Register window
appears.

[ Edit Work in Process Selection Register

Current General Ledger Period |s: 5 Ending: 05/31/1998
Time and Biling Posting Date |5 10430/2007

Q Molice:  This Time and Biling posting date falls into a future General Ledger period.

Canon iA330-400 P Yer 1.0 [ Pt | Prvew | Piinersetp

HTI | Dwhw | 10/30/2007

Edit Work in Process Selection Register Window

1 Change the date in the the Time and Billing Posting Date field, if necessary.
2 Click Print to print the register, or Preview to print preview the register.

The Edit Work in Process Selection Register provides a detailed listing of work in
process information selected for editing. During the Edit Work in Process Selection
Register update, if the Post Work in Process to General Ledger field is checked
in Time and Billing Options (see page 79), work in process information updates the
General Ledger.

ﬂi Edit Work in Process Selection Register Q@E|

Time and Billi ata ﬂ
EDIT WORK IN PROCESS SELECTION REGISTER
REGISTER NO: T5-0004
TRANS  BILL TAX HOURS/

DATE Emply ~ W.C. CATEG NUMBER TYPE CLASS UNITS RATE AMOUNT
Client CODE ABLEMAN  ABLE MANUFACTURING
Engagement CODE: ooon PROFESSIONAL SERVICES
03/04/98 0130 QNS MIC o0noalo B NT 8.00 125.000 1,000.00
03/04/98 0140 PHN EXP 0000010 E NT 4.00 5.000 20,00
04/11/93 0150 CLR CLE 0000017 B NT 5.00 13.850 69.25
04/12/98 0150 jalaled CLK 0000017 B NT 3.00 13.850 41.55
04/1798 0130 MSC EXP 0000017 E NT 42.00
04/19/98 0210 CAR EXP o00noa17 E NT 50.00 1.000 50,00
05/29/98 0260 MTG AUD 0000026 B NT 5.00 75.000 375.00
05/31/98 0150 DocC CLK 0000026 B NT 4.00 13.850 5540
06/01/98 0110 CAR EXP 0000027 E NT 35.00 1.000 35.00
06/01/93 0110 CNB NOB 0000027 N NT 3.00 0.000 0.00
06/01/9% 0110 MTG AUD 0000027 B NT 4.00 200.000 00.00
06/01/93 0150 CLR CLKE 0000027 B NT 4.00 13.850 55.40
06/01/98 0220 CNB NOB o00nooz7 N NT 300 0.000 0.00
06/01/98 0220 MON  ACC 0000027 B NT 6.00 150.000 900.00
06/01/98 0260 MON ACC o0nooz7 B NT 8.00 75.000 600.00

Engagement 0000 TOTAL: 4.043.60

Client ABLEMAN TOTAL 4,043.60

REPORT TOTAL: 4,043.60

|2l ]
[ [ == O [

Edit Work In Process Selection Register - Printout
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Edit Work in Process Entry

Page 226

Use Edit Work in Process Entry to edit, delete, and add work in process
transactions previously selected during Edit Work in Process Selection (see page
222). You can modify the client, engagement, employee, hours/units, rate, and
work code for each work in process transaction. All work in process information
edited during this option updates the Time and Billing Work in Process file during
the Edit Work in Process Journal update (see page 229).

|Z[NOTE: .You can only use the Edit Work in Process Entry feature after
using the Edit Work in Process Selection feature (see page 222).

Edit a Work in Process Transaction

1 From the Billing menu of the Time and Billing module, select Edit Work in
Process Entry. The Edit Work in Process Entry window appears.

Ei Edit Work in Process Entry [z _[C]x]
Client Cods BBLEMAN |G [ ABLE MANUFACTURING
Engagement Cods oont % NETWORK INSTALLATION

Transaction Mumber | 0000037 Date | 06/31/1932

Employes Client Engagement Sfark,
Date RACHEL $COTT AELE MANUFACTURING HETWORK INSTALLE | HETWORK INSTALLS
5/18/1998 | (0130 |Gy [ B | emieman  [Q [ | (oo (@ [ 2 ] neT @ [ LB
Fate Code Revenue Account Tar Class
Undh

3 - Phone Suppart || #1502 Q. [NT/G  Hous 7.00

- Ing
[ — Billable Subiject ta Eremption Rate 125.000
ON-SITE INSTALLATION WORK. 70 5 (] Amount 87500

Date Emply Clnt Engrat Wi.C HoursAU nits Rate Amaunt
0 126,000 1

I TE 10

05/19/1938 4.00 125,000 500.00

N 00
NETWORK INSTALLATION
D5A9A998 0270 ABLEMAM DOD1  NET 10.00 100,000 1.000.00
NETWORK INSTALLATION i

Ww.C. Hash 0 Total Hours 27.00 Total Amt 2875.00

@@ [ Accept I LCancel I Delete
| [ [Lww [ a/2/2008

Edit Work in Process Entry Window

2 Select the client that contains the work in process transaction you want to
change from the Client Code field.

+ Click the E] button to select a code already enabled in Time and Billing.
* Use the (i@ (@) (3 &) buttons to access the desired information.

3 Select the engagement that contains the work in process transaction you want
to change from the Engagement Code field.

+ Click the E] button to select a code already enabled in Time and Billing.

4 Enter the number of the work in process transaction in the Transaction Number
field.

5 Change the transaction date of this transaction in the Date field.

This date is not the date of the original transaction that you are editing, but the
date you are actually making the change.
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6 Enter or select an employee for the transaction in the Employee Code field.

+ Click the E] button to search for an employee that is already enabled in Time
and Billing.

» Create a new employee by entering a new code. A dialog box will appear
allowing you to create a new employee by clicking Yes and launching the
Employee Maintenance window (see page 95).

 After you select the employee code, you can also launch the Employee
Maintenance window by clicking the button.

7 Select a client to be billed for the transaction from the Client field.

* After you select the client, you can launch the Client Maintenance window
(see page 142) by clicking the button.

8 Select an engagement for the transaction from the Engagement field.

9 Once you select an engagement, the button becomes available. Click this
button to launch the Client Memo Maintenance feature (see page 203).

10Enter or select a work code for the transaction from the Work field.
+ Click the E] button to select a code already enabled in Time and Billing.

» Create a new work code by entering a new code. A dialog box will appear
allowing you to create a new work code by clicking Yes and launching the
Work Code Maintenance window (see page 100).

+ After you select the work code, you can also launch the Work Code
Maintenance window by clicking the button.

11Select the rate code associated with this transaction from the Rate Code field.
This field defaults to the rate code assigned to the employee or work code.

12Select the revenue account for the transaction from the Revenue Account
field.
This field defaults to the revenue account assigned to the work code.

13Select the sales tax class for the transaction from the Tax Class field.

14Check Subject to Exemption to use exemptions defined for the
client/engagement. Specific exemption numbers determine whether sales tax
will be calculated for the transaction.

15Enter a comment to be associated with this transaction in the Comment field.
This field defaults to the comments assigned to a work code.

16Click the @ button to add extended comments (see page 229) by using the
Extended Comment Maintenance window.

17Enter the number of hours associated with this transaction in the Hours field.

18Enter the rate for the transaction in the Rate field.
This field defaults to the rate assigned to the work code.
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19Enter the total amount for the transaction in the Amount field.
This field automatically displays the calculated amount based on the data
entered in the Hours and Rate fields.

20Click OK to add the line to the transaction. The information appears in the list on
the Edit Work in Process Entry window. The window updates the Total Hours
and Total Amount fields with each transaction.

21Repeat steps 6 - 21 for each line in the work in process transaction.

22Click the |- i| button to set tab defaults on the window (see current page).

23Click Accept to save the entire transaction.
Set Tab Defaults for the Edit Work in Process Entry Window

You can set tab defaults on the Tab Settings window for the Edit Work in Process
Entry window using the Tabs button.

1 Click the

[ Tab Settings

| button. The Tab Settings window appears.

Field

—
o

=
w
i

Rate

Mark Up Percent

Rate Code

Subiject to Tax Exemption
Tax Class

General Ledger Account

OFEEEOR

Comment

Tab Settings Window

2 Check all the fields you want to see in your tab sequence during data entry. You
can select from the following fields:

+ Rate field

* Mark Up Percent field

+ Rate Code field

» Subject to Tax Exemption field
+ Tax Class field

* General Ledger Account field

+ Comment field
3 Click OK. The system saves the changes and closes the Tab Settings window.

When you press the TAB key on the Edit Work in Process Entry window, the cursor
will move to the selected field on the window.
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Add Extended Comments

1 Click the button on the respective window to add extended comments by
accessing the Extended Comment Maintenance window.

Eﬂ Extended Comment Maintenance

Crfue)

ADJUSTING ENTRIES]

Extended Comment Maintenance Window

2 Review the information or make the necessary changes on the Extended
Comment Maintenance window using the appropriate command buttons.

a Click the button to select a standard billing comment
OR

Enter the comment in the text box.

You can enter up to 75 characters per line for as many lines as necessary
depending upon the setting in the Billing Text Display/Print Width field on
the Billing tab of the Time and Billing Options window (see page 79).

To indicate that any text should not be printed on the invoice, type /* before the
specified text and type */ after the end of the text.

b To cancel the changes, click the button.
3 Click OK or Cancel to return to the Edit Work in Process Entry window.

See the Time and Billing Online Help for detailed information.

Edit Work in Process Journal

Use the Edit Work in Process Journal to provide an audit report for all work in
process transactions edited using the Edit Work in Process Entry (see page 226).
The client/engagement code for the transaction prints to the right of the
transaction number to provide an audit trail to the original codes.
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Printing this journal is the first step in the file update process. It provides an
opportunity to check work in process data for errors before the information is
posted to the permanent files.

|Z[SPECIAL NOTE: This option CANNOT be used when any of the following
options are in progress: the Time/Expense Journal update (see page 173),
Billing Data Entry (see page 198) and Billing Register update (see page 214),
Transfer Work in Process (see page 216) and Audit report update, Delete Work
in Process (see page 219) and Register update, Edit Work in Process Selection
(see page 222) and Register update, Edit Work in Process Journal update (see
page 229), Manual Check Register update (see page 347), or_Invoice Register
update (see page 346).

|Z[NOTE: The Time and Billing module now supports Sage Software
Extended Solutions Paperless Office: Journals and Registers (LM-1018).
The Paperless Office solution allows printing of journals and registers in PDF
format, and provides a Viewer utility for the viewing and deleting of PDF
documents.

Print the Edit Work in Process Journal

1 From the Billing menu of the Time and Billing Professional menu bar, select
Edit Work in Process Journal.

« If the Update by User Code field is checked in Time and Billing Options (see
page 79), you will be asked if you want to print and update by user code. .

{7 Sage MAS 90 3]
PFrint and Update by User Code?

2

Sage MAS 90 Dialog

» Click Yes to print by user code.

OR

 Click No to decline the printing by user code.
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The Edit Work in Process Journal window appears.

gﬁEdit Work in Process Journal

Current General Ledger Period |s: 5 Ending: 05/31/1338
Time and Biling Posting Date |s: 05/31/1938

Canon Sales | Piint I Freview l Fiinter Setup...

I Lwiw | 37272

005

Edit Work in Process Journal Window

2 Make sure the date in the Time and Billing Pos
click Print.

The Edit Work in Process Register prints the client
in Process window. This report also prints the date

ting Date Is field is correct and

information set in the Edit Work
, engagement code, employee

code, work code, category, transactions, hours, rates, and amounts being

5 Edit Work in Process Journal =l
Time and Billing
EDIT WORK IN PROCESS JOURNAL
REGISTER NO: TW-0001
BT
DATE  Ewply NAME Client Engmt WC TX COMMENT HOURS UHITS FATE AMOUNT
TRANS HO: 0000037 TEANSDATE: 0351098 Clisnt: ABLEMAN Engmt : 0001
0518/98 0130 SCOTT K. ABLEMAN 0001 HET B NT 700 125 000 BI500
ON-SITE INSTALLATION WORK TO SETUP THE FILE SERVER
AND INSTALL THE HETWORK OPERATIHG SYSTEM
0519/98 0130 SCOTT E. ABLEMAN 0001 NWET B NT NETWORK INSTALLATION 125000 30000
0519/98 0270 MILLER M ABLEMAN 0001 HET B NT NETWORK INSTALLATION 1000 100 000 100000
05/22/98 0270 MILLER M ABLEMAN 0001 NWET B NT 600 100 000 60000
COMPLETE INITIAL NETWORK INSTALLATION INCLUDING
SETUP OF THE FIRST SI1X WORKSTATIONS.
BILLAELE FEE TOTALS 2700 297500
W.C.HASH TOTAL: 0 TRANS NO: 0000037 TOTALS, 2700 297500
BILLAELE FEE TOTALS 2700 297500
W.C.HASH TOTAL: 0 REPCORT TOTALS 2700 297500
Bl =l |
) (0] == [C] 5]

Edit Work in Process Register

After the report prints, the following dialog appears.

i Sage MAS 90 [ x]

')/ Do you want to update the Edit"Work in Process Jourmal?
.
o

Sage MAS 90 Dialog
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3 Click Yes to update the system with the changes. The work in process
transactions are selected.

The following dialog box appears.

[ Sage MAS 90

b ] Do youwant to print a Daily Trangaction Register?
</

Sage MAS 90 Dialog
4 Click Yes to print the Daily Transaction Register.

If you click No, you can print the Daily Transaction Register at another time.

See the Daily Transaction Register section (see page 187) for more information.

This concludes Chapter 8: Using the Billing Menu of the Time and Billing
Professional manual.
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Using the Reports Menu

Chapter 8: Using the Reports Menu contains instructions on how to print reports
based on the information available in the Time and Billing module. This module
provides a variety of timely, informative reports that help you analyze work in
process and open invoices. In addition to management reports, you can also
produce client listings and mailing labels to improve communication and service to
your clients.

How to Use the Reports Menu

The options available in the Reports menu allow your company to print or preview
different reports. You can select the type of data to include in a report and
determine how to sort the report.

Open a Window from the Reports Menu

1 Double-click the Time and Billing module from the Modules tab. The module
expands to display all the menu options available in the Time and Billing module.

2 Click the Reports menu. The names of the windows available in the menu
appear on the right side of the Sage MAS 90 or 200 window.

Time and Billing - Reporks

Up one level,.,,

[E=]Client Listing

[E2]zeneral Ledger Posting Recap
[BZ]Client Mailing Labels
[BZ]Client Mema Printing
[EE]Client Referral Listing
Employee Merma Prinking
[E=]aged Invoice Report
[E=]ged Work In Process Report
[E2]Detail Work In Process Report

[E2]Trisl Balance Report

[E5]5ales Tax Repart

[EE]Monthly Biling Report
[E]Morithly Cash Receipts Report
[E]Eiling History Report
[E=]accounts Receivable Analysis
Reta\ner Transaction Report

Windows Available in the Reports Menu

3 Double-click the name of the window to open. The system displays the selected
window.
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Select Data for a Report

The sections in this manual detail the different types of information you can include
in an individual report. The following steps teaches you how to select the
information from the fields. When you open a Report window it contains fields
similar to the following picture.

E:-ﬁl:lient Memo Printing

Print Mema Detail Print Prospect Clients Mo ﬂ

|:| Page Break by Mema

Selection All Starting Ending

Cliert Code: <, <,

Engagement Code ZZZZ |

Memn Code -

Memo Date 12/31/2999

Reminder Date 12/31/2999

Canon Sales [ Piint l Freview I Fiinter Setup... I @
I Lwiw | 97272005

Client Memo Printing Window

1 Select how to sort the report from the drop-down list in the Sort Options field.

2 Select the type of information to include in the report from the remaining fields
on the Report window. For many fields, you can select all records or a range of
information.

For example, in the previous picture you can check All to print all clients, or you
can use the Lookup windows in the Starting and Ending fields and select
specific client codes.

« If there is a date field available on a Report window and you want to print
information for a particular date, enter the same date in the Starting and Ending
fields.

* Click the E] button to search for a specific item that is already available in Time
and Billing, so you can change the settings.

3 Click the Print button to print the list, or the Preview button to preview the
report.

Use the Client Listing option to obtain information on clients and engagements
contained in the Client and Engagement Master files. You can choose to print
client and engagement information for all or a group of clients and engagements.

You can also specify the degree of detail to be printed, from a simple code and
name listing to a complete listing containing all client information on file.
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Print the Client Listing

1 From the Reports menu of the Time and Billing module, select Client Listing.
The Client Listing window appears.

{i Client Listing K M= B3
Sart Optians Client Code ﬂ
Report Type to Print Complete Clisnt File with Balance Data = Print Custor Billing Rates
Clients ko Print Clients Only ﬂ Frint 5 chedule/Budget |nformation
Frint Memos
Selection All Starting Ending
Client Code Q, Q,
Engagement Cods ZZZ7 |
L
L
L
L
L
L
Canon Sales [ Frint _[ Preview | Frinter Setup... | @

[ L | 8/2/2005

Client Listing Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:

Client Code

Client Name

Sort Field

Zip Code

Client Type

Client Partner

Client Employee
Engagement Partner
Engagement Employee

You can also sort the report by any of the user-defined fields created on the
Time and Billing Options window (see page 79).

3 Select the type of reports to print from the Report Type to Print field. You can
select:

Complete Client File with Balance Data
Client File without Balance Data

Client Name Listing

Client Name and Address Listing
Client and Engagement Name Listing

If you select Complete Client File with Balance Data or Client File without
Balance Data, the following fields become available:

* Print Custom Billing Rates field
* Print Schedule/Budget Information field

* Print Memos field

Chapter 8: Using the Reports Menu Time and Billing Manual Page 235



Chapter 8

4 Select the type of clients to print from the Clients to Print field. You can select:

Clients Only
Clients and Prospects
Prospects Only

5 Check Print Custom Billing Rates to include clients’ custom billing rates in the
report.
This field is only available if Complete Client File with Balance Data, or Client
File without Balance Data is selected in the Report Type to Print field.

6 Check Print Schedule/Budget Information to include clients’ schedules and
budgets in the report.
This field is only available if Complete Client File with Balance Data, or Client
File without Balance Data is selected in the Report Type to Print field.

* Check Print Memos to include clients’ memos in the report.
This field is only available if Complete Client File with Balance Data, or
Client File without Balance Data is selected in the Report Type to Print
field.

I:Jj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

7 Enter the clients to include in the Client Code field.
+ Check All to include the information for all clients.
OR
» Enter the client codes to include in the Starting and Ending fields.
8 Enter the engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.

9 Enter the names of clients to include in the Client Name field.
This field is available only if Client Name is selected in the Sort Options field.

10Enter sort data to include in the Sort Field field.
This field is available only if Sort Field is selected in the Sort Options field.

11Enter the clients’ zip code to include in the Zip Code field.
This field is available only if Zip Code is selected in the Sort Options field.

12Enter the types of clients to include in the Client Type field.
This field is available only if Client Type is selected in the Sort Options field.
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13Enter the employee partners in the Client Partner field. This field limits the
clients being printed to the ones by the selected employees contact.
This field is available only if Client Partner is selected in the Sort Options field.

14Enter the employees in the Client Employee field. This field limits the clients
being printed to the ones by the selected employees contact.
This field is available only if Client Employee is selected in the Sort Options
field.

15Enter the the employee partners for the engagement to include in the
Engagement Type field.
This field is available only if Engagement Type is selected in the Sort Options
field.

16Enter the employee partners for engagements in the Engagement Partner
field. This field limits the partners being printed to the ones by the selected
employees contact.
This field is available only if Engagement Partner is selected in the Sort
Options field.

17Enter the employees in the Engagement Employee field. This field limits the
employees being printed to the ones by the selected employees contact.
This field is available only if Engagement Employee is selected in the Sort
Options field.

18Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created on the Time
and Billing Options window (see page 79) is selected in the Sort Options field.

» Check All to include the information for all miscellaneous data.
OR
» Enter the miscellaneous data to include in the Starting and Ending fields.

19Click Print to print the report, or Preview to preview the report.
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The Client Listing report result depends upon the settings selected for the report.
For example, you can create a list of addresses for prospects, or you can create a
detailed report of all current clients that includes the engagements available for
clients and the current billing rates. The following is a Complete Client File with
Balance Data report, sorted by client code, and includes custom billing rates,
schedule and budget information, and memos.

[ Client Listing |_ (O] x|
Time: &nd Biling Demo Deta
CLIENT LETING
SORTED BV Clewt CODE
Client CODE: ABLEMAN HAME: ABLE MANTUFACTURING
ADDRESS 5445 HIGHLAND AVE. EILL SEPARATE?: T
SORT FIELD ABLE
Clnt TYFE: CORP
CITY IRVINE OPEN ITEM?: T
STATE: o ZIF CODE 92718 STATEMENT CYCLE: M
COUNTEY: FRINT DUH MS3G?: T
TELEPHONE: (714 3354660 EXT: 8050  FIN CHRGRATE: 1.500%
CONTACT: MARTIN AELE
FAZ: 714-355.5130
TAX SCHEDULE - STATE: Ci CHTY LOC:
TAX EXEMPT#: REFERRED BY: MMASTMIC
Clnt PARTHER: 0120 B.. WINNUR Industry MANUFACTURING
Clnt Emply: 0250 JOSEFH WILSON Lect Soft? T
COMMENT 1: Toar End: 1231
COMMENT 2: Hewslettar. T
AGED 45 OF 053198 AR BALANCE 22,176.65
CURRENT 30DAYS &0 DAYS 90 DAYS 120DAYS
12,713.63 7,200.00 1,363.00 00 0
Engagement CODE 00a0 DESC:  PROFESSIONAL SERVICES
Engmt PARTHER: 0120 B.. WINNUR
Engmt Emply. 0250 JOSEFH WILSON
FEE ARRANGEMENT: S STANDARD DATE OPENED: 010157
INCLUDE EXPENSES? e DATE STARTED: 0111587
EILL RATE CODE: 7 Tax Ret-Carp DATE COMPLETED:
BUDGET HOUES 900.00
STATUS: O OFEN BUDGET AMOUNT 100,000.00
EILL FREQUENCY: )4
EILLING FORMAT: 4 Detail Billby Date
REV ACCOUNT: 11000
CMNT 1: CLEAREBILL TEZT?: jof
CMNT 2:
DATE LAST STATEMENT: 0313198 HIGHEST BALANCE: 16,683.00
DATE LAST FIN CHRG: 03131i98 THPAID FIN CHRG: 0a I
(i =
(@]@)_reeez JO]®)

Client Listing

Posting Recap

This General Ledger Posting Recap produces a detailed recap, by General Ledger
account number, of all postings made using Time/Expense Entry (see page 168),
Edit Work in Process Entry (see page 226), Cash Receipts/Write-Off Entry (see
page 178), Billing Data Entry (see page 198), and Finance Charge Entry (see
page 329).

+ As with the Daily Transaction Register (see page 187), the General Ledger
Posting Recap itemizes each transaction and lists the corresponding debit and
credit amounts.

« If desired, you can specify a range of dates. The General Ledger Posting Recap
reflects only those transactions printed on the Daily Transaction Register and
subsequently updated.

Transactions shown on this report are sorted by General Ledger account, with
totals shown for all transactions posted to each account.
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The General Ledger Posting Recap is designed for Time and Billing users who do
not have the General Ledger module installed. Printing the report at the end of
each period provides a convenient summary of Time and Billing transactions used
to post to a manual General Ledger.

« Ifthe General Ledger module is not installed, the detail information on this report
is purged during period-end processing.

« If the Time and Billing module is integrated with General Ledger, you can choose
to print this report for a record of the current period’s Time and Billing postings.
In this case, however, detail purging is performed through the General Ledger
Period End Processing.

Print the General Ledger Posting Recap

1 From the Reports menu of the Time and Billing module, select General Ledger
Posting Recap. The General Ledger Posting Recap window appears.

ﬂ*ﬂﬁeneral Ledger Posting Recap {LWW) 9,/2/2005
RepoitSeling | STANDARD Q, [save |-]
Description General Ledger Posting Recap
~—Setting Optior
Type Public: j Print Report Settings D Mumber of Copies 1 ﬂ
Default Report Three Hole Punch [
Summarize Postings ] ]
Select Field | Operand | Walue |
Posting Date All j
Canon Sales Ea [ it | Pevew | s [

General Ledger Posting Recap Window
2 Enter a report setting in the Report Setting field.

+ Click the E] button to list all saved report settings and select a report setting
from the Lookup.

The Standard report setting provides a set of default options, sort criteria, and
selection criteria for each report.

3 Enter a description for the output of the report in the Description field. The
description can be up to 40 characters.

4 Check Default Report to set the current report setting as the default report
setting. The default report setting is the first report setting displayed when the
report is accessed.

Clear this check box if you do not want this report setting to be the default. When

a default report setting is not selected, the Report Setting field displays the
Standard report setting.
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5 Check Print Report Settings to print the options, sort criteria, and selection
criteria for the selected report setting. This information prints on a separate
cover page when the report is printed.

Clear this check box if you do not want to print the report settings.

6 Check Three Hole Punch to print the report with a larger margin. This allows
enough space for you to three-hole punch the report.

Clear this check box if you do not want a larger margin for this purpose.

7 Select the number of report copies to print. This allows you to print multiple
copies of the report without accessing Printer Setup.

8 Check the Summarize Postings to view a summary report. The summary
includes the account number and description, debit, credit, and report total.

Clear this check box to include details about each posting such as the date,
reference number, posting remarks, and posting totals.

9 Enter the posting dates to include in the Posting Date field.

a Click the arrow in the Operand column and select the search equation for
sorting criteria you want from the drop-down list. Options include:

Operand Description

Begins With Returns any record whose field value begins with the filter
value specified on this row.

Ends With Returns any record whose field value ends with the filter
value specified on this row.

Contains Returns any record whose field value contains the filter
value specified on this row.

Less Than Returns any record where the field value is less than the
filter value specified on this row. Specifically, fieldValue <
filterValue.

Greater Than Returns any record where the field value is greater than

the filter value specified on this row. Specifically,
fieldValue > filterValue.

Range Returns any record where the field value is in between the
specified filter value. To enter the filter value, separate two
values by a comma. Specifically: filterValue1 < fieldValue
AND fieldValue > filterValue2.

Equal To Returns any record where the field value exactly equals
the filter value.

All For display in filter preview only, has no effect on filter
results.

b Depending on the choice you make in the Operand column, enter the desired
variable in either or both Value columns for the sort function.
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10Click Print to print the report, or Preview to preview the report.

The General Ledger Posting Recap displays the account number and description,
debit, credit, and report total. Detailed reports also include the posting date,
reference number, posting remarks, and posting totals.

gﬁ\'iew G/L Posting Recap Report

| x @& o] || W 4] L > o> | b | ~Crystaloge

Preview |
ﬂ

GJ/L Posting Recap Report
Posting Date: All
Time and Billing Demo Data {(L'Ww)

Aecount Number/Deseription

Posting Reference
Date Humber Comments Debit Credit

102-00  Cash In Bank-Regular Checking

1251988 CR 000001 T/8 CASH RECEIPTS -01/2598 15.254.00
2551988 CR 000002 T/B CAsH RE CEIPTS - 020548 383000
2A0M888  CR 000002 T/B CasH RE CEIPTS - 0271058 9.795.00
227TH88%  CR 000002 T/B CasH RE CEIPTS -02/2758 6.331.00
22818328 CR 000002 T/8 CASH RECEIPTS -02/28:98 75.000.00
2230898 CR 000004 T/B CASH RECEIPTS -03/2940 197 249 54
4251838 CR 00000 T/B CASH RE CEIPTS - 0472540 190,832 34
4271888 CR 000005 T/B CasH RE CEIPTS - 0472758 10,000.00
5031988 CR 000007 T/B CASH RE CEIPTS - 050358 798438
5011988 CR 000007 T/B CASH RE CEIPTS - 05/0658 331950
51411838 CR 000007 T/B CASH RECEIPTS -05/14:98 60.000.00
5201833 CR 000007 T/B CAsH RE CEIPTS -05/208 49125487
S2EMS33  CR 000007 T/B CAsH RE CEIPTS -05/268 50000100
53111883 CR 000007 T/B CaSH RECEIPTS -05/3158 9,237 50
53111832 CR 000008 T/8 CASH RECEIPTS -05/2198 9.62000
9272008 CR 000009 T/8 CASH RE CEIPTS -03/0205 22000
Total Postings: 663.379.91 0.0

110-00  Aceounts Receivable
1171998 TE noooo BILLING REGISTER 3991000

125998 CR  a0onot T/8 CASH RECEIPTSAVRITE-OFF - 01/2588 15.254.00
2271998 CR 000002 T/8 CASH RECEIPTSAVRITE-OFF - 0252788 20,556 .00
2281398 CR 000003 T/8 CASH RECEIPTSAVRITE-OFF - N2/2888 75.000.00
2izen99g FC 000001 Ti8 FINAMCE CHARGE -02/2898 4650
2iz2e/1998 TE npoogz BILLING REGISTER 15801137 _l;l
4 I *
\ i

General Ledger Posting Recap Report

Client Mailing Labels

Use the Client Mailing Labels feature to print client information on labels. You can
align the data to fit each label and specify the arrangement of labels on your label
sheets. You can also choose to print multiple labels for each client.

The Client Mailing Labels window does include the Sage MAS 90 or 200 Form
button. The Sage MAS 90 or 200 Forms file contains the standard default format
for Client Mailing Labels. You can modify this format or create new formats using
the Forms Customization feature. Using the many customizing options, you can
create almost any type of format for printing customer information on a variety of
forms. For example, you can print one type of label for correspondence and a
different type of label to be used on file folders or other internal records. You can
also create formats to accommodate Rolodex" cards, envelopes, or even
personalized business letterhead. In addition to names and addresses, you can
print any information contained in the Customer Masterfile, including phone
numbers, contacts, reference numbers, and receivable balances.
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Print Client Mailing Labels

1 From the Reports menu of the Time and Billing module, select Client Mailing
Labels. The Client Mailing Labels window appears.

ﬂ-ﬁtlient Mailing Labels
Sart Options Client Employes ﬂ
[ Client Type ta Frint Clierts Only ﬂ } Tabto 1)
Mo. of Labels ficross Page 1
Label Form Code ) % STAMDARD LABELS Spaces Between Labels 0
Mo. of Labels Per Client 1
Selection All Starting Ending
Client Code Q prrrrrral o
|
Ll
|
Client Emplayes [ moo |Gy moo |Gy
|
Canon Sales [ FBrint I Prexvigw | Frinter Setup... | ®
Lwiw/ | 97272005

Client Mailing Labels Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Client Code
Client Name
Sort Field
Zip Code
Client Type
Client Partner
Client Employee

You can also sort the report by any of the user-defined fields created on the
Time and Billing Options window (see page 79).

3 Select the type of clients to print from the Client to Print field. You can select:

* Clients Only
Clients and Prospects
Prospects Only

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

4 Select the form to use for printing from the Label Form Code field.
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5 You can modify an existing format or create new formats using the Sage MAS 90
or 200 Forms Customization feature. To access this feature, click the -Emm___
button.

See your Library Master Online Help by Sage Software for more information
about this feature.

6 Enter the number of tabs for the application to tab to the next label in the Tab to
field.

7 Enter the number of labels available across one page in the No. Labels Across
Page field.

8 Enter the number of spaces the application will set between labels in the
Spaces Between Labels field.

9 Enter the number of labels to print for each client in the No. Labels Per Client
field.

10Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR
» Enter the client codes to include in the Starting and Ending fields.

11Enter the names of clients to include in the Client Name field.
This field is available only if Client Name is selected in the Sort Options field.

12Enter sort data to include in the Sort Field field.
This field is available only if Sort Field is selected in the Sort Options field.

13Enter the clients’ zip code to include in the Zip Code field.
This field is available only if Zip Code is selected in the Sort Options field.

14Enter the types of clients to include in the Client Type field.
This field is available only if Client Type is selected in the Sort Options field.

15Enter the employee partners in the Client Partner field. This field limits the
clients being printed to the ones by the selected employees contact.
This field is available only if Client Partner is selected in the Sort Options field.

16Enter the employees in the Client Employee field. This field limits the clients
being printed to the ones by the selected employees contact.
This field is available only if Client Employee is selected in the Sort Options
field.

17Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created on the Time
and Billing Options window (see page 79) is selected in the Sort Options field.

18Click Print to print the report, or Preview to preview the report.
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The number and format of the labels depends upon the settings you selected in
the Client Mailing Labels window. The following is an example of mailing labels
based on a particular employee’s client list printing on Form A labels.

(i Client Mailing Labels

=] E3

ABLE MANUFACTURING

9445 HIGHLAND AVE.

IRVINE Ch
92718

EDWARD AND 3U3AN ALEXANDER
12392 RAINTREE CIRCLE

ORAMNGE

SUITE 101
EL CAJON

3545 HOWARD WAY
COSTL MESR

IRVINE

LA CANADA

WILLIAM AND EETH HAAS
145 MOUNTAIN CRE3T

Ch
92665

CANYCON RIDGE APARTMENTS
1427 EL CAJCN ELVD.

Ch
91556

EDWARDZCON ELECTRIC COMPANY

Ch
92626

GEMERATICH/2 COMPUTER DIST.
G300 IRVINE CENTER DRIVE

Ch
92715

Ch
591154

B

wim
[ o] I O] [0

Client Mailing Labels

Client Memo Printing

Use the Client Memo Printing feature to print any memos containing information
pertinent to specific clients or engagements. These memos can contain recaps of
client correspondence or specific instructions regarding the handling of individual
engagements. Print this information before processing period-end data.

Print a Client Memo

1 From the Reports menu of the Time and Billing module, select Client Memo
Printing. The Client Memo Printing window appears.

Eﬂ[lient Memo Printing E EE E3

Frint Mema Detail Frint Prospect Clients No ﬂ

[] Page Ereak by Memo

Selection All Starting Ending

Client Code Q, Q,

Engagement Code 7z |

Menmo Code -

Memo Date 12/3142939

Reminder Date: 12/91/2999

Canan Sales [ Frint I Preview | Printer Setup... | ®
[ Lwiw | 9/2/2005

Client Memo Printing Window

2 Check Print Memo Detail to include the actual memo text in the report.

3 Check Page Break by Memo to print each memo on a separate page.
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4 Select whether or not to include prospective clients’ memos from the Print
Prospect Clients field. You can select:

* Yes
No
Prospects Only

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

5 Enter the clients to include in the Client Code field.
+ Check All to include the information for all clients.
OR
» Enter the client codes to include in the Starting and Ending fields.
6 Enter the client engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.
7 Enter the memos to include in the Memo Code field.
» Check All to include the information for all memos.
OR
» Enter the memo codes to include in the Starting and Ending fields.
8 Enter the start dates of the memos to include in the Memo Date field.
+ Check All to include the information for all dates of the memos.
OR
» Enter the dates to include in the Starting and Ending fields.
9 Enter the reminder dates of the memos to include in the Reminder Date field.
» Check All to include the information for all dates of the memos.
OR
 Enter the dates to include in the Starting and Ending fields.

10Click Print to print the report, or Preview to preview the report.
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The amount of information printed depends upon the settings you selected in the
Client Memo Printing window. Each memo includes a Header section, a memo
code, subject description, memo date, and reminder date. The following is an
example of a report with the full memo details.

(i Client Memo Printing H=] E3

Time and Billing Demo Data

Client Merno Printing
DETAIL OPTION

Client CODE: ABLEMAN MAME: ABLE MANUFACTURING
Engagement CODE: oooo DE:C: PROFESEIONAL SERVICES
MEMO: MAS APPT FINANCIAL PLANNING CONFERENCE 05/10/98 REMIND 06/10/958

Martin Able has an appointment with B4, Winmr and Joseph Wilson to discuss
financial planning for 1996, Current financial statements and preliminary
budget plans should be prepared for this meeting

There will be a staff meeting on June 15, 1995 at 10:00 A M. in my office to
discuss all issues relating to Mr. Able's concerns. Mr. Able will be at our
offices at 2200 P.M.

MEMO: MISC NOTES MISCELLANEQUS NOTES 05/01/98 REMIND: 0531798

Mr. Martin Able requires that we contact lum personally regarding any
financial questions. Mo other personnel at Able Mamufacturing may be
contacted without specific authonization from Mr. Able

]
= o [
DO O]

Client Memo Printing

Client Referral Listing

Page 246

Use the Client Referral Listing feature to obtain a listing of clients in order by
referral source for a range of referrals. A referral can be a person's name or the
client code associated with one of your existing clients. This report is particularly
useful for analyzing the status of prospective clients by referral source. You can
also choose to print only prospective clients or all clients.

Print the Client Referral Listing

1 From the Reports menu of the Time and Billing module, select Client Referral
Listing. The Client Referral Listing window appears.

ff Client Referral Listing K W= B3
Clients ta Print Clients Only Rl Print Reterral Detail
Selection Al Starting Ending
Referal Code Q, Q,
Referal Name
Canon Sales [ FBrint I Prexvigw I Frinter Setup...
\ Lo | 9/2/2005

Client Referral Listing Window
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2 Select the type of clients to print from the Clients to Print field. You can select:

Clients Only
Clients and Prospects
Prospects Only

3 Check Print Referral Detail to include the actual contact and company being
referred.

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

4 Enter the referral clients to include in the Referral Code field.
» Check All to include the information for all referral clients.
OR
+ Enter the referral client codes to include in the Starting and Ending fields.

5 Enter the name of the person that referred the information in the Referral Name
field.

* Check All to include the information for all the persons who referred the
information.

OR

* Enter the persons who referred the information to include in the Starting and
Ending fields.

6 Click Print to print the report, or Preview to preview the report.
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The amount of information printed depends upon the settings you selected in the
Client Referral Listing window. The following is an example of a report with the full
referral details.

[ Client Referral Listing [_1Olx]
Time and Billing Demo Data
CLIENT REFERRAL LISTING
Client DATE PHONE
CODE MNAME OPENED CONTACT NAME NUMBER
REFERRED BY: ABLE MANUFACTUR CD:  ABLEMAN MARTIN ABL (714) 555-4660
EDWAELE ED'WARDSON ELECTRIC COMPAN 01/01/98 MEREDITH & (714) 555-0111
SCHWPES SCHWARZKOPF PEST EXTERMIN 02/01/98 NORMAN (714) 555-2936
TOTAL ClientS REFERRED 2
REFERRED BY: EDWARDSON ELECT CD: EDWAELE MEREDITH & (714) 555-0111
GENECOM GENERATION/2 COMPUTER DIS 11/01/97 JERRY THOM (714) 555-0131
MASTMIC MASTER MICRO MANUFACTURIN 01/01/98 (714) 555-8800
TOTAL Chents REFERRED: 2
REFERRED BY: HOWARD, FINE, & CD:  HOWARD LARRY FINE (818) 555-1731
QOL30ON QOLS0ON SPORTS CENTERS 02/01/98 RICK BENED (818) 555-4419 M|
=l | |
ROl = 0@ P

Client Referral Listing

Employee Memo Printing

Use the Employee Memo Printing feature to print any memos containing
information pertinent to specific employees. For example, these memos can
contain reminder notes, recaps of correspondence, and special instructions
related to the employee.

Print Employee Memos

1 From the Reports menu of the Time and Billing module, select Employee
Memo Printing. The Employee Memo Printing window appears.

gﬁEmplnyee Memo Printing EH W= R
Print Mema D etail
[[] Page Break by Mema
Selection All Starting Ending
Employes Code Q 7777 @y
Mema Code Bl TITIZ |
Mema Date 1243142339
Remindzr Date: 12/31/2359
Canon Sales [ Piint l Freview l Fiinter Setup...

I Lwiw | 97272005

Employee Memo Printing Window

2 Check Print Memo Detail to include the actual memo text in the report.
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3 Check Page Break by Memo to print each memo on a separate page.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

4 Enter the employees to include in the Employee Code field.
» Check All to include the information for all employees.
OR

» Enter the employee codes to include in the Starting and Ending fields.

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

5 Enter the memos to include in the Memo Code field.
» Check All to include the information for all memos.
OR
» Enter the memo codes to include in the Starting and Ending fields.
6 Enter the start dates of the memos to include in the Memo Date field.
» Check All to include the information for all start dates of the memos.
OR

* Enter the start dates of the memos to include in the Starting and Ending
fields.

7 Enter the reminder dates of the memos to include in the Reminder Date field.
« Check All to include the information for all reminder dates of the memos.
OR

» Enter the reminder dates of the memos to include in the Starting and Ending
fields.

8 Click Print to print the report, or Preview to preview the report.
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The amount of information printed depends upon the settings you selected in the
Employee Memo Printing window. Each memo includes a Header section, a
memo code, subject description, memo date, and reminder date. The following is
an example of a report with the full memo details.

[ Employee Memo Printing H=] E3

Time and Biling Demo Data

Employee Memo Printing
DETAIL OPTION

Employee CODE: 0100 MAME: IMA WINNUR
MEMO:  MASZ R0 MAS 90 PRODUCT TRAINING 0510/98 REMIND: 06/01/98

Lisa McCarthy with State Of The Art, Inc. called today to confirm that Ima
Winnur and Rachel Scott are registered for the June 14th, 5 day, Product
Training Module

All hotel reservations have been made. Lisa said transportation to and from
the seminar iz included.  Lunch will be provided by State Of The Art.

A Training Manual and Case Study diskettes will be provided. Mo other
materials will be needed.

MEMO: VACATION VACATION 05/27/98 REMIND:

Ima iz scheduled for wacation August 3rd - August 10th. Please do not
schedule any appomtments for her during this week

Employee CODE: 0tio MAME: DREW LEEDER
MEMO:  AICPA CONF AICPA CONFERENCE SPEECH 0300198 REMIND: 05/31/98 |
| | |
B O == O[] 4

Employee Memo Printing

Aged Invoice Report

Page 250

Use the Aged Invoice Report feature to obtain a detailed list of invoices by client
and/or engagement. Each invoice is aged using one of the four aging categories
specified in Time and Billing Options (see page 79). Using this report, you can
obtain a concise overview of outstanding receivables balances, which is useful for
managing collections.

You can select invoices to be included by aging category. You can also choose to
print a summarized report, showing only total aging information by client. In
addition, you can print aged work in process information for each client and/or
engagement.
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Print the Aged Invoice Report

1 From the Reports menu of the Time and Billing module, select Aged Invoice
Report. The T/B Aged Invoice Report window appears.

[ T/6 Aged Invoice Report EH W= E3
Sort Options Client Code j D Page Break by Sort Option
Aging Date 03/02/2005 D Include Paid Invoices
Detail Option ta Print |rvoice j D Print WP Aging Information
Aging Dption ta Print All Open Invoices j Exclude Future Transactions
Selection Al Starting Ending
Client Code Q, zzzzz |Gy
Engagement Code =z |
|
|
Ll
|
Ll
Canon Sales [ Brint l Prewview l Printer Setup.. @
[ Lwiw | 9/2/2005

T/B Aged Invoice Report Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Client Code
Client Name
Sort Field
Zip Code
Client Type
Client Partner
Client Employee

You can also sort the report by any of the user-defined fields created on the
Time and Billing Options window (see page 79).

3 Check Page Break by Sort Option to print each invoice data on a separate
page.

4 Enter the date the invoice was aged using the MM/DD/YY format in the Aging
Date field.

5 Select the amount of information to print from the Detail Option to Print field.

» The Invoice option prints the invoice.
» The Detail option prints detailed information about each item on the invoice.

+ The Summary option prints the summary of each item on the invoice.

6 Select the types of invoices to include from the Aging Option to Print field.
Options include:
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All Open Invoices

Only Invoices 30 Days Past Due
Only Invoices 60 Days Past Due
Only Invoices 90 Days Past Due
Only Invoices 120 Days Past Due

7 Check Include Paid Invoices to include invoices that were paid in the report.

8 Check Print WIP Aging Information to include work in process information in
the report.

9 Check Exclude Future Transactions to exclude future work for the client from
the report.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

10Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR
» Enter the client codes to include in the Starting and Ending fields.
11Enter the engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.

12Enter the names of clients to include in the Client Name field.
This field is available only if Client Name is selected in the Sort Options field.

13Enter sort data to include in the Sort Field field.
This field is available only if Sort Field is selected in the Sort Options field.

14Enter the clients’ zip code to include in the Zip Code field. This field is available
only if Zip Code is selected in the Sort Options field.

15Enter the types of clients to include in the Client Type field.
This field is available only if Client Type is selected in the Sort Options field.

16Enter the employee partners in the Client Partner field. This field limits the
clients being printed to the ones by the selected employees contact.
This field is available only if Client Partner is selected in the Sort Options field.
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17Enter the employees in the Client Employee field. This field limits the clients
being printed to the ones by the selected employees contact.
This field is available only if Client Employee is selected in the Sort Options
field.

18Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created on the Time
and Billing Options window (see page 79) is selected in the Sort Options field.

19Click Print to print the report, or Preview to preview the report.

The amount of details that prints depends upon the settings you selected in the
T/B Aged Invoice Report window. The following is an example of a report based on
open invoices, but excluding invoices for future transactions.

(i Aged Invoice Report [_[Cx]
Time and Billing Demo Data
TIME AND BILLING AGED INVOICE REPORT
ALL OPEN INVOICES - AGED AS OF: 09/02/05
SORTED BY Client CODE
Clientf DATS
Engagement INV DATE INV NUMEER EBaLANCE CURRENT 30 DAYS &0 DAYS S0 DAYS 120 DAYS DELQ
ABLEMAN AELE MANUFACTURING CONTACT: MARTIN AELE PHONE: (714) 555-4660
0odo 31558 0000027 117 1,563.00 1,56300 %k
et 041555 0000042 117 750000 790000 e
oooo 051598 0000058 —I5 506005 S06005
oooo 090205 0000073 15 4,403 60 4,403 60
000l 0910205 0000074 17 325000 325000
Chient AELEMAN TOTALS 22,176.65 765360 il 0d it} 14,523.05
ALEXEDW ED'WARD AND SUSAN ATLEXANDER CONTACT: EDWARD ALEXANDER FHONE: (714) 555-9177
BALANCE FORWARD: £35.100- £35.00-
051598 0000039 117 44500 44500 ke
Clent ALEXZEDW TOTALS 120.00- 120.00- no no on na
CANRIDG  CANVON RIDGE APARTMENTS CONTACT: CONNIE LAMEERT PHONE: (619) 553-3912
ALL 0571598 0000080 11 400.00 400,00 ek
ALL 020205 0000075 —1H 3,17500 317500
Client CANRIDG TOTALS, 3,57500 317500 no no on 400 .00
EDWAELE EDWAFDSON ELECTEIC COMPANY CONTACT: MEREDITH ANDEEWS PHONE: (714) 353-0111
ALL 0471598 0000048 I 24000 B40OO ek
ALL 0430055 AFRDO0L —FC 2500 2500wk
ALL 0511555 0000051 —I17 220000 220000
ALL 09102105 0000076 117 4,016,594 4,016.54 -
B B C
[ == () [5) 4

Time and Billing Aged Invoice Report

Aged Work in Process Report

Use the Aged Work in Process Report feature to obtain a concise overview of work
in process balances by client and/or engagement. The work in process balances
are aged using the four aging categories specified in Time and Billing Options (see
page 79). In addition, you can choose to print aged Accounts Receivable
information for each client.
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Print the Aged Work in Process Report

1 From the Reports menu of the Time and Billing module, select Aged Work in
Process Report. The Aged Work in Process Report window appears.

ﬂ-ﬁnged Work in Process Report K HE B
Sart Options Client Code ﬂ
Liging Date 09/02/2005 D Page Break by Sort Option
Detail Optian to Print Detail ﬂ Print /R Aging Infarmation
Aging Dption to Print AlwWIP ﬂ
Selection Al Starting Ending
Client Code Q, Q,
Engagement Code ZZZZ |
[
[]
[
[]
[
[]
Canon Sales [ Piint I Preyiew [ Prirter Setup.. |@
\ [ [uww [ 372/2005

Aged Work in Process Report Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Client Code
Client Name
Sort Field
Zip Code
Client Type
Client Partner
Client Employee

You can also sort the report by any of the user-defined fields created on the
Time and Billing Options window (see page 79).

3 Enter the date the transaction was aged using the MM/DD/YY format in the
Aging Date field.

4 Select the amount of information to print from the Detail Option to Print field.

» The Detail option prints detailed information about each item on the work in
process transaction.

* The Summary option prints the summary of each item on the transaction.

5 Select the types of transactions to include from the Aging Option to Print field.
Options include:

All WIP

Only WIP 30 Days Past Due
Only WIP 60 Days Past Due
Only WIP 90 Days Past Due
Only WIP 120 Days Past Due
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6 Check Page Break by Sort Option to print each transaction on a separate
page.

7 Check Print A/IR Aging Information to include Account Receivable work in
process data in the report.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

8 Enter the clients to include in the Client Code field.
+ Check All to include the information for all clients.
OR
» Enter the client codes to include in the Starting and Ending fields.
9 Enter the engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.

10Enter the names of clients to include in the Client Name field.
This field is available only if Client Name is selected in the Sort Options field.

11Enter sort data to include in the Sort Field field.
This field is available only if Sort Field is selected in the Sort Options field.

12Enter the clients’ zip code to include in the Zip Code field.
This field is available only if Zip Code is selected in the Sort Options field.

13Enter the types of clients to include in the Client Type field.
This field is available only if Client Type is selected in the Sort Options field.

14Enter the employee partners in the Client Partner field. This field limits the
clients being printed to the ones by the selected employees contact.
This field is available only if Client Partner is selected in the Sort Options field.

15Enter the employees in the Client Employee field. This field limits the clients
being printed to the ones by the selected employees contact.
This field is available only if Client Employee is selected in the Sort Options
field.

16Enter the the employee partners for the engagement to include in the
Engagement Type field.
This field is available only if Engagement Type is selected in the Sort Options
field.
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17Enter the employee partners for engagements in the Engagement Partner
field. This field limits the partners being printed to the ones by the selected
employees contact.
This field is available only if Engagement Partner is selected in the Sort
Options field.

18Enter the employees in the Engagement Employee field. This field limits the
employees being printed to the ones by the selected employees contact.
This field is available only if Engagement Employee is selected in the Sort
Options field.

19Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created on the Time
and Billing Options window (see page 79) is selected in the Sort Options field.

20Click Print to print the report, or Preview to preview the report.

The amount of details that prints depends upon the settings you selected in the
Aged Work in Process Report window. The following is an example of a report
based on all work in process transactions, including Accounts Receivable
transactions.

[ Aved Work in Pracess Report [_[C]

Time and Biling Demo

AGED WORK [N PROCESS REPORT
ALLWIP - AGED AS OF: 08702705
SORTED BY Client CODE

Client!

RETAINER

Engagement BALANCE BALANCE CUTRRENT 30 DAYS A0 DAYS S0 DAYS 120 DAYS
ABLEMAN ABLE MANUFACTURING CONTACT: MARTIN ABLE (714) 555-4660
0001 NETWORK INSTALLATION 000 297500 o.oo o.oo 0.00 297500
Client ABLEMAN WIP TOTALS 297500 000 o000 0.00 0.00 297500
AR TOTALS, 22,178 65 765360 o000 0.00 0.00 14,52305
Client ABLERMAN TOTALS 000 25,151 85 TE53E0 o.oo 0.00 0.00 17,498.05
ALEXEDW EDWARD AND SUSAN ALEXANDER CONTACT: EDWARD ALEZANDER (714) 553-8177
HO Engagement ASSIGHED 0.00 0.00 000 0.00 0.00 0.00 0.00
Client ALEEEDW WIP TOTALS ooo ooo ooo 0.00 000 000
AR TOTALS: 150.00- 150.00- 0.00 0.00 0.00 0.00
Client ALEZEDW TOTALS: ooo 18000 120.00- ooo 0.00 000 000
CANRIDG CANYON RIDGE APARTMENTS CONTACT: CONNIE LAMEERT (A1) 555-5912
HO Engagement ASSIGHNED 0.00 0.00 000 0.00 0.00 0.00
Client CANFIDG WIF TOTALS: 0.00 000 0.00 0.00 0.00 0.00
AR TOTALS, 3,575.00 3,175.00 ooo 0.00 000 400.00
Client CANRIDG TOTALS ooo 3,575.00 3,175.00 ooo 0.00 000 400.00
EDWAELE EDWARDSON ELECTRIC COMPANY CONTACT: MEREDITH ANDREWS (714) 555-0111
HO Engagement ASSIGHED 0.00 0.00 0.00 0.00 0.00 0.00 0.00 I
e i)
. ]
[0 [ I [ [ &9,

Aged Work in Process Report

Detail Work in Process Report

Page 256

Use the Detail Work in Process Report feature to obtain a detailed listing of all
unbilled time/expense entries. For each time/expense entry, the report includes
the client code, engagement code, entry date, employee code, category code,
work code, billable and non-billable hours, rate, amount, and extended comments,
if applicable. You can choose to print the aged work in process balance for each
client/engagement, and you can include the aged Accounts Receivable balance
for each client. You can also choose to print extended comments for each entry.
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Print the Detail Work In Process Report

1 From the Reports menu of the Time and Billing module, select Detail Work in
Process Report. The Detail Work in Process Report window appears.

{i Detail Work in Process Report I W=
Sort Oplions Client Code =

Print Dietall by Date = [] Print Non-Billable Lines

Page Break by Sort Option [] Frint Extended Comments

D Print ‘P Aging Infoimation
D Frint /R Aging Information

=

Selection Starting Ending

Client Code G, G,
Engagement Code =z |
Time/Expense Date 12/31/2993
Time/Expense Employes Qb s %
[
[
[
[
Canan Sales [ Print I Previen I Printer Setup @

[ Ll | 8/2/2005

Detail Work in Process Report Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Client Code
Client Name
Sort Field
Zip Code
Client Type
Client Partner
Client Employee

You can also sort the report by any of the user-defined fields created in the Time
and Billing Options window.

3 Select how to print the detail by from the Print Detail by field. You can select:

Date
Category
Employee
No Detail

4 Check Page Break by Sort Option to print each transaction on a separate
page.

5 Check Print Non-Billable Lines to include transactions that are not billable.
This option is NOT available if No Detail is selected in the Print Details by field.

6 Check Print Extended Comments to include the extended comments for
transaction lines.

This option is NOT available if No Detail is selected in the Print Details by field.
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7 Check Print WIP Aging Information to include aged work in process
transactions in the report.

8 Check Print A/R Aging Information to include aged Account Receivable work
in process data in the report.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

9 Enter the clients to include in the Client Code field.
+ Check All to include the information for all clients.
OR
» Enter the client codes to include in the Starting and Ending fields.
10Enter the engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.
11Enter the time/expense transaction date in the Time/Expense Date field.
» Check All to include the information for all transaction dates.
OR
» Enter the transaction dates to include in the Starting and Ending fields.

12Enter the employee involved in the time/expense transaction in the
Time/Expense Employee field.

» Check All to include the information for all employees involved in the
time/expense transactions.

OR

» Enter the employee involved in the time/expense transaction to include in the
Starting and Ending fields.

13Enter the names of clients to include in the Client Name field.
This field is available only if Client Name is selected in the Sort Options field.

14Enter the types of clients to include in the Client Type field. This field is
available only if Client Type is selected in the Sort Options field.

15Enter the employee partners in the Client Partner field. This field limits the
clients being printed to the ones by the selected employees contact.
This field is available only if Client Partner is selected in the Sort Options field.
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16Enter the employees in the Client Employee field. This field limits the clients
being printed to the ones by the selected employees contact.
This field is available only if Client Employee is selected in the Sort Options
field.

17Enter the the employee partners for the engagement to include in the
Engagement Type field.
This field is available only if Engagement Type is selected in the Sort Options
field.

18Enter the employee partners for engagements in the Engagement Partner
field. This field limits the partners being printed to the ones by the selected
employees contact.
This field is available only if Engagement Partner is selected in the Sort
Options field.

19Enter the employees in the Engagement Employee field. This field limits the
employees being printed to the ones by the selected employees contact.
This field is available only if Engagement Employee is selected in the Sort
Options field.

20Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created on the Time
and Billing Options window (see page 79) is selected in the Sort Options field.

21Click Print to print the report, or Preview to preview the report.

The amount of details that prints depends upon the settings you selected in the
Detail Work in Process Report window. The following is an example of a report
based on all work in process transactions, with extended comments for the
transactions.

[ Detail Work in Process Report [_[O[x]
Time and Biling Demo Data
DETAIL WORK IN PROCESS REPORT
SORTED BY Client CODE - DETAIL BY DATE
BT
DATE Emply MAME CATEG W.C. DESCRIFTION T X COMMENT HOURS RATE AMOUNT
Client CODE: ABLEMAN ABLE MANUFACTURING

Engagement CODE: ool NETWORK INSTALLATION PROGRESS PROGEESS BILL BALANCE: 325000
0513193 0130 SCOTTR. MIC NWET NETWORKINSTALLATI B NT ON-SITE INSTALLATION WORE T+ 700 125000 27500
03119198 0130 $COTTER. MIC NWET NETWORKINSTALLATI E NT NETWORK INSTALLATION 4.00 125000 500,00
031998 0270 MILLER M. MIC NWET NETWORK INSTALLATI E NT NETWORK INSTALLATION 1000 100.000 100000
05122193 0270 MILLER M MIC NWET NETWORKINSTALLATI B NT COMPLETE INITIAL NETWORE INS++ 600 100.000 600,00

Engagement 0001 TOTALS 27.00 287500

Client ABLEMAN TOTALS 27.00 297500

Client CODE REEDADY  REED ADVERTIING
Engagement CODE: oo PROFESSIONAL SERVICES PROGRESS PROGRESS BILL BALANCE: 18000.00
0108 0190 GREENEERGI EXF CAR AUTOEXPENSES E T AUTO EXPENSES 20,00
U108 0190 GREENEERGI ACC CNF CLIENT CONFERENCES D NT CLIENT CONFERENCES 200 10000 20000
U108 0190 GREENEERGI ACC FYE TISCALYEARENDWO B NT FROFESSIONAL SERVICES RENDER** 1500 Loo0og 150000
011098 0190 GREENBERG T ACC MON MONTHLY ACCOUNTING B NT MONTHLY ACCOUNTING SERVICES 1000 100000 100000
01112198 0180 MUELLEE P ACC MON MONTHLY ACCOUNTING B NT MONTHLY ACCOUNTING SERVICES 1000 75.000 750,00
011798 0150 CLAREE CLE CLE CLERICAL SERVICES B NT CLERICAL SERVICES 300 30.000 S0.00
L2498 0190 MUELLERP. ACC AT ADNUSTING ENTRIES B NT ADIUSTING ENTRIES 00 75,000 375,00
021598 0170 WELLSE ACC MOW MONTHLY ACCOUNTING B NT MONTHLY ACCOUNTING SERVICES 1500 73000 112500
022798 0210 REYHOLDS . MIC ONS OW-SITESUPPORTSE B NT ON-SITE SUPPORT SERVICES 400 100,000 40000
02127193 0230 BERGER V. CLE CLR CLERICAL SERVICES B NT CLERICAL SERVICES 700 30000 21000
02127193 0230 BERGER V. CLE DOC DOCUMEMT PREPARATI B NT DOCUMENT PREPARATION 300 30000 S0.00
03130193 0120 WINNUR B TXF COR TAX PREPARATION - B NT PROFESSIONAL SERVICES RENDER*+ 2000 170000 3400.00 j
TR 3

[ECINE==I 1) slal

Detail Work in Process Report
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Trial Balance Report

Use the Trial Balance Report feature to obtain a complete recap of Time and
Billing invoices detailing all receipts, adjustments, or write-offs which affect the
receivables balances during a specified period.

You can select a range of client/engagement codes to be included on the report. In
addition, you can choose to include all invoices on file, or select either open or
paid invoices. You can choose to print the transaction information in detail or
summary format.

Print the Trial Balance Report

1 From the Reports menu of the Time and Billing module, select Trial Balance
Report. The T/B Trial Balance Report window appears. .
S 3

{5 1/8 Trial Balance Report

Irvoices to Print

Prirt Trial Balance As Of

(09/02/2005

Open =

Print Trarsaction D etail ‘

Selection

All Starting

Ending

Clignt Code

Engagement Code

a
-

=z |

T |4y ‘

Canon Sales [ Print l

I Printer Setup. I@

[ Lwiwi | 9/2/2005
T/B Trial Balance Window

Preview

2 Enter the last date to print on the trial balance report in the Print Trial Balance
As Of field.
3 Select the invoices to print from the Invoices to Print field. You can select:

Open
Paid
All

4 Check Print Transaction Detail to print the details of each transaction.

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

5 Enter the clients to include in the Client Code field.
* Check All to include the information for all clients.
OR

 Enter the client codes to include in the Starting and Ending fields.

Page 260 Time and Billing Manual Chapter 8: Using the Reports Menu



Chapter 8

6 Enter the engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.
7 Click Print to print the report, or Preview to preview the report.

The amount of details that prints depends upon the settings you selected in the
T/B Trial Balance window. The following is an example of a report based on open
invoices, with transaction details.

(i Trial Balance Report Hi=] E3

TIME AND BILLING TRIAL BALAMCE REPORT

ALL QPEN INVOICES - PRINTED AS OF: 09/02/05

Engagement INVOICE INVOICE INVOICE INVOICE #-emem- TRANS ACTION - - + CHECE CHECE
CODE DESCRIPTION HUMEER DATE AMOUNT BALANCE TYPE DATE AMOUNT WUMEBER DATE

Clent CODE: ABLEMAN ABLE MANUFACTURING

0000 PEOFESSIONAL SERVICES 0000027 —IN 03/15/98 £,883.00 1,563.00 INV 03/31/98 268300
PMT 04/27/98 2,000.00- 10833 04527
PMT 050398 5,000.00- 10442 05103
PMT 020205 120.00- 1000 09002
0000 PEOFESSIONAL SERVICES 0000042 —IN 04/15/98 7,900.00 790000 INV  04/30/%8 7,200.00
0000 PEOFESSIONAL SERVICES 0000058 —IN 051598 5,060.05 508005 INV 053198 5,080.03
0000 PEOFESSIONAL SERVICES 0000073 —IN 020205 4,403 .60 440360 INV 053198 4,403.60
Engagement 0000 TOTALS, 26,046.65 18,926 65 15,226.65
0001 HETWORK INSTALL ATION 0000074 —IN 020205 3,250.00 325000 INV 053198 325000
Client ABLEMAN TOTALS: 29,296.65 22,176.85 2217683

Clent CODE: ALEXEDW EDWARD AND SUSAN ALEXANDER

ALL Engagement Codes 0000058 —IN 05/15/98 445.00 44500 INV 053198 44500
ALL Engagement Codes APR3025 -EF 04/30/98 £35.00- §3500- EF 0430098 £35.00-
Clent ALEEEDW TOTALS. 1920.00- 120.00- 190.00-
Clent CODE: CANRIDG CANYON RIDGE APARTMENTS
ALL Engagement Codes 0000080 —IN 05/159% 400.00 40000 INV 053188 400.00
ALL Engagement Codes 0000075 —IN 090205 3,175.00 3,17500 INV 053183 3,175.00 I
e =

@@l @]5)

Trial Balance Report

Sales Tax Report

Use the Sales Tax Report feature to obtain a recap of all sales tax information by
tax code. This report includes taxable sales, nontaxable sales, taxable tax, exempt
sales, and sales tax amounts for each tax code. The accumulated sales tax
collected is printed for each tax code and primary tax code. You can choose to
print this report in summary or detail format.

Calculated sales tax totals for each tax code appear on this report, based upon the
total taxable sales invoiced. Since rounding may cause the sales tax calculated to
vary slightly from the sales tax invoiced, the variance between the two amounts
appears for each state. Total calculated taxes for each tax code are compared to
the taxes actually billed. Totals appear for calculated sales tax, sales tax collected,
and the sales tax variance.
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1 From the Reports menu of the Time and Billing module, select Sales Tax
Report. The T/B Sales Tax Report window appears.

ﬂ*ﬂT,‘"B Sales Tax Report H W= B
Prirt by Primary T ax Cods
Print in Summary Format D
Print Invoice Detail
Selection All Starting Ending
Date [ 12/0241997 (09/02/1998
Tax Code Q, frrrrrrrrrrrrrrd o
Eanon Sales [ Erint l Preview [t Printai Setup... | (3)
[ Lwiw | 9/2/2005

T/B Sales Tax Report Window

2 Check Print by Primary Tax Code to print the taxes by each primary tax code.

3 Check Print Summary Format to print a summary of the tax codes.

4 Check Print Invoice Detail to print the details of each transaction that contained
the tax codes. This field is not available if the Print Summary Format field is

checked.

the field.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in

5 Enter the dates to include in the Date field.

» Check All to include the information for all dates.

OR

» Enter the dates to include in the Starting and Ending fields.

6 Enter the tax schedules to include in the Tax Code field.

« Check All to include the information for all tax schedules.

OR

» Enter the tax schedules to include in the Starting and Ending fields.

7 Click Print to print the report, or Preview to preview the report.
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The amount of details that prints depends upon the settings you selected in the
T/B Sales Tax Report window. The following is an example of a report with
transaction details.

(i Sales Tax Report [_[O]
Time and Biling Demo Data
SALES TAX REPORT - INVOICE DETAIL
FROM 12/02/97 TO / /98
PRIMARY TAX CODE: A OT O FILE*
SALES TAXABLE NON-TAXABLE TAXABLE NON-TAXABLE TAXAEBLE EXEMPFT SALES TAX
TAX CODE DESCRIPTION AMOTHT SALES SALES FREIGHT FREIGHT TaX SALES AMOTHT
W MIL Miberaakee
1 eg
ust 08 0z o0 1.00 no 0o na no
WIMIL TOTALS: .08 oz oo 100 Rusl Rusl Ruil Rusl
TOTAL SALES TAX: Rusl
SALES TAX COLLECTED il
g |
[ = [C) () El G

Sales Tax Report

If you are printing in Detail format, and you made changes to the accumulated

amounts in Sales Tax Maintenance, an adjustment record will be printed on the
report. The word *adjust will be printed under the Description column, and the

adjustment amount will be the difference between the original amounts and the
new amounts entered within the starting and ending dates.

Monthly Billing Report

Use the Monthly Billing Report feature to obtain a recap of all billing activities for
the period recorded through the Time and Billing system. All invoices recorded
through Billing Data Entry (see page 198) appear on this report.

Print the Monthly Billing Report

1 From the Reports menu of the Time and Billing module, select Monthly Billing
Report. The Monthly Billing Report window appears.

{5 Monthly Billing Report I M= 3
Sort Options Client Code =
Period 05 05/01/98 Thiu 05/31/98

Fririt Irvoice D etal

Selection All Starting Ending
Cliert Code =%
Engagement Code i 7 |
L]
Canon Sales [ Print l Preview [ Printer Setup... | (2)

I Lwiwl | 97272005
Monthly Billing Report Window
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2 Select how to sort the report from the Sort Options field.
You can sort the report by Customer Number or Invoice Number.

3 Check Print Invoice Detail to print each individual transaction on the report.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

4 Enter the clients to include in the Client Code field.
+ Check All to include the information for all clients.
OR
» Enter the client codes to include in the Starting and Ending fields.
5 Enter the engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.

6 Enter the invoices to include in the Invoice Code field.
This field is available only if Invoice Number is selected in the Sort Options
field.

7 Click Print to print the report, or Preview to preview the report.
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The amount of details that prints depends upon the settings you selected in the
Monthly Billing Report window. The following is an example of a report based on
transactions by customer number, with the details of each transaction.

{i Monthly Billing Report [_TCx]
MOMNTHLY BILLING REPORT
FERIOND: 05 0501798 Thry 05/31/08
SORTED BY Client CODE
Engagement INVOICE INVOICE [ TRANSACTION------- +
CODE DESCRIFTION MUMBER DATE TYFE DATE AMOUNT
Client CODE. ABLEMAN ABLE MANUFACTURING
0000 PROFESSIONAL SERVICES 0oooosg 05/15/98 NV 05/31/98 5,060.05
0000073 09/02/05 INWV 05/31/98 4,403.60
0001 NETWORK INSTALLATION 0onoo74 09/02/05 MWV 05/31/98 3,250.00
Client ABLEMAN TOTAL: 12,713.65
Clent CODE: ALEXEDW EDWARD AND SUSAN ALEXANDER
ALL Engagernents 0oopose 05/15/98 1IN 05/31/98 445.00
Client ALEXEDW TOTAL: 445.00
Client CODE: CANRIDG CANYON RIDGE APARTMENTS
] [l C
[ (5] === (O] (O %

Monthly Billing Report

Monthly Cash Receipts Report

Use the Monthly Cash Receipts Report feature to obtain a recap of all cash
receipts and write-offs processed through Cash Receipts/Write-Off Entry (see
page 178) for the current period. The information for each deposit includes the
deposit date and number as well as the client code, engagement code, check
number, and invoice number. Each write-off, deposited check, and invoice (or
miscellaneous General Ledger distribution) to which they are applied are detailed,
along with the cash amount applied and invoice balance information.

Print the Monthly Cash Receipts Report

1 From the Reports menu of the Time and Billing module, select Monthly Cash
Receipts Report. The Monthly Cash Receipts Report window appears.
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{fiMonthly Cash Receipts Report E W= 3
Sort Options Bank Code Deposit Date 7|
Period 05 05/01/98 Thru 06731798
Pt Invoice Detail
Selection All Starting Ending
Cliert Code Q, T |4y
Engagement Code i =z |
Bark Code Q, z|q,
Deposit Date 05/01/1938 05/31/1938
[
Canon Sales [ PBrint l Preview [t Printer Setup... f (2)

[ Lwiwi | 9/2/2005
Monthly Cash Receipts Report Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Bank Code-Deposit Date
Client Code
Check Number

3 Check Print Invoice Detail to print each individual transaction on the report.

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

4 Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR
 Enter the client codes to include in the Starting and Ending fields.
5 Enter the banks to include in the Bank Code field.
» Check All to include the information for all banks.
OR
» Enter the bank codes to include in the Starting and Ending fields.
6 Enter the deposit dates to include in the Deposit Date field.
» Check All to include the information for all deposit dates.
OR

» Enter the deposit dates to include in the Starting and Ending fields.
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7 Enter the checks to include in the Check Number field.
This field is available only if Check Number is selected in the Sort Options
field.

8 Click Print to print the report, or Preview to preview the report.

The amount of details that prints depends upon the settings you selected in the
Monthly Cash Receipts Report window. The following is an example of a report
based on bank code-deposit date.

(i Monthly Cash Receipts Report [_[Cx]
Time and Billing Demo Data
MONTHLY CASH RECEIPTS REPORT
SORTED BY BANK CODEFOEPOSIT DATE
PERIOD: 05 08/01/98 THRU 05/31/98
BANK CODE: 4 REGULAR CHECKING
+---DEPOSI T+ Client Engagement CHECE INVOICE CASH AMT INVOICE
DATE NUMEEE CODE HAME CODE  DESCEIPTION HUMEBER NUMEER APPLIED EBALAWCE
050398 0oons ABLEMAN ABLE MANUFACTURING 0000 PROFESSIONAL SERVICE 10442 0000027-18 5,00000 1A83.00
Account:
CANRIDG ~ CANYON RIDGE AFARTME ALL EngagementS 9930 0000043-117 2,564 35 0.0
Accoumnt:
DEFPCSIT NUMEER 00009 TOTALS 7964 96 1A83.00
DEFOSIT DATE 05103198 TOTALS: 7,964 95 1,683.00
05MEME 00010 EDWAELE EDWARDSON ELECTEIC C ALL EngagementS 106690 DO0DO46.IH 7,000.00 54000
Accoumt:
HAAS WILLIAM AND EETH Hid ALL EngagementS 3600 131950 0.0
/L Accomt
DEFPOSIT HUMBER 00010 TOTALS 831950 240.00
DEFOSIT DATE 0500698 TOTALS: £,319.50 84000
051498 00011 TULTRA TULTRA DISTRIBUTION ALL Engagement3 20399 000006 7-TH A0,000.00 A2,275.00 j
Bl = b
[5) (O] == [C] 5]

Monthly Cash Receipts Report

Billing History Report

Use the Billing History Report feature to obtain a recap of all billing information
recorded through the Billing Register update (see page 214). The client code and
name, engagement code, work in process total, write-up/downs, and billed fees
and expenses appear for each invoice. You can also include line item detail
information for each invoice.

Print the Billing History Report

1 From the Reports menu of the Time and Billing module, select Billing History
Report. The Billing History Report window appears
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(i Billing History Report [ M= 3
Sort Optiores Client Cade =
Prirtt Billing Detail Pririt Mon-Billable Lines Page Break by Sort Option
[] Frint Extended Comments  [] Prirt Bill Test Comments
Selection All Starting Ending
Cliert Code T |4y
Engagement Code |
Irwaice Murber T |4y
Invaice Date 124312393
L]
L]
L]
L]
L]
Canon Salss [ PBrint l Preview [t Printer Setup... f (2)

[ Lwiwi | 9/2/2005
Billing History Report Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Client Code
Invoice Number
Client Name
Sort Field
Zip Code
Client Type
Client Partner
Client Employee

You can also sort the report by any of the user-defined fields created on the
Time and Billing Options window (see page 79).

3 Check Print Billing Detail to print each individual work code details for each
entry on the report.
The Print Extended Comments and Print Non-Billable Lines fields become
available.

4 Check Print Extended Comments to include the extended comments for
transaction lines.
This option is only available if the Print Billing Detail field is selected.

5 Check Print Non-Billable Lines to include transactions that are not billable.
This option is only available if the Print Billing Detail field is selected.

6 Check Print Bill Text Comments to include additional comments for the bill.

7 Check Page Break by Sort Option to print each transaction on a separate
page.
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I:Jj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

8 Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR
+ Enter the client codes to include in the Starting and Ending fields.
9 Enter the engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.
10Enter the invoices to include in the Invoice Number field.
+ Check All to include the information for all invoice numbers.
OR
» Enter the invoice numbers to include in the Starting and Ending fields.
11Enter the invoice date in the Invoice Date field.
» Check All to include the information for all invoice dates.
OR
 Enter the invoice dates to include in the Starting and Ending fields.

12Enter the names of clients to include in the Client Name field.
This field is available only if Client Name is selected in the Sort Options field.

13Enter sort data to include in the Sort Field field.
This field is available only if Sort Field is selected in the Sort Options field.

14Enter the clients’ zip code to include in the Zip Code field.
This field is available only if Zip Code is selected in the Sort Options field.

15Enter the types of clients to include in the Client Type field.
This field is available only if Client Type is selected in the Sort Options field.

16Enter the employee partners in the Client Partner field. This field limits the
clients being printed to the ones by the selected employees contact.
This field is available only if Client Partner is selected in the Sort Options field.
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17Enter the employees in the Client Employee field. This field limits the clients
being printed to the ones by the selected employees contact.
This field is available only if Client Employee is selected in the Sort Options
field.

18Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created on the Time
and Billing Options window (see page 79) is selected in the Sort Options field.

19Click Print to print the report, or Preview to preview the report.

The amount of details that prints depends upon the settings you selected in the
Billing History Report window. The following is an example of a report based on all
client codes, engagement codes, invoice numbers, and invoice dates, with details
for each billing.

(i Billing History Report Hi=]E3
Time and Biling Demo Data
BILLING HISTORY REPORT
SORTED BY Client CODE
WITH BILLING DETAIL
ET WIP WRITE BILLED
DATE Emply HAME W.C T X COMMENT HOUERS EATE AMOUNT UPDOWH AMOUNT
Client CODE: AELEMAN  ABLE MANUFACTURING
Engagement CODE 00na PROFESSIONAL SERVICES
INVOICE NO: 0000042 INVOICE DATE: 0441598
0304198 0150 CLARE B CLE B NT CLERICAL SERVICES 1300 13850 13005 4.88- 17517
0313198 0210 REYNOLDS B TEL B UN TELEPHONE SUPPORT OF TOUR AC+* a00 100.000 #00.00 21 68- TR32
0320098 0240 HAAS T REF B OF CUSTOM REPORT DESIGH AND DEVEL 2500 100.000 250000 6775 243225
04510598 0120 WINHUEE. CLI E NT CLIENT CONFERENCES s.00 120000 200.00 24.39- 87581
04510598 01&0 COCK N, QPE B UR PREPAFATION OF PAYROLL TAX R+ 200 75.000 &00.00 18.26- 3B3.74
0411058 0220 CASEY D MON B NT MONTHLY ACCOUNTING SERVICES 00 150000 120000 32.52 116748
041198 0220 CASEY D MON B NT MONTHLY ACCOUNTING SERVICES 600 150000 $00.00 24.35- 87561
04/11/98 0250 WILSON T QFPE B UR PREPARATION OF PAYROLL TAX Rt B0o0 130,000 104000 28.18- 1011 82
04714598 0250 WILSON T CHNB M HT CLIENT - NON-BILLAELE TIME 400 130,000 HOHN-BILL AMT 52000
INVOICE 0000042 FEE TOTALS, £5.00 £120.05 22005 7900.00
INVOICE 0000042 TOTALS: B5.00 12005 220.05- 790000
Engagemsnt CODE: oona PROFESSIONAL SERVICES
THVOICE NO: 0000058 IHVOICE DATE: 05115098
0411798 0130 SCOTTR. SFW B NT SOFTWARE INSTALLATION 1.00 125000 12500 4.78- 12022
041998 0210 REYNOLDS B IMP E M IMPLEMENTATION &ND TRAINING ** a00 100.000 #00.00 30.62- TR 38
0503198 0220 CASEY In CHNB W NT CLIENT - NON-BILLABLE TIME 4.00 0.000 HOHN-BILL AMT 000 j
TR B
Q@] _per JO[0) (28] )58 (=)@
"

Billing History Report

Accounts Receivable Analysis

Page 270

The Accounts Receivable Analysis feature is an in-depth management report
consisting of an aging recap and statistical summary of Time and Billing
receivables activity for up to six consecutive periods. The statistical summary
indicates whether receivables activity is increasing or decreasing in comparison to
past periods and what proportion of the receivables is not current.

Information on the report includes total receivables dollars, the percentage of
change over the past period(s), total number of invoices, and a breakdown by
period of overdue invoices. Statistical data includes percentage comparisons of
current receivables dollars and age over the previous period, and the remaining
period average. The average invoice amount and age for the current period are
also highlighted.
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You can choose to print this report at any time to provide a detailed analysis of
receivables status. Reporting is based on the current and previously completed
(for example, closed through period-end processing) accounting periods.

The aging recap portion of the report includes data for up to six previous periods,
but the periods must have been closed. For example, if you set up your Time and
Billing module in January, and print the report in March, periods 1 and 2 (January
and February) are the only previous periods which will appear on the report.

Print the Accounts Receivable Analysis

1 Select Accounts Receivable Analysis from the Time and Billing Reports menu
to access this option. The Time and Billing A/R Analysis window appears.

(i Time and Billing A/R Analysis

TIME AND BILLING A/R ANALYSIS

Canon Sales

Print | Preview l Pririter Setup.

Time and Billing A/R Analysis Window

2 Click Print to print the report, or Preview to preview the report.

The Time and Billing A/R Analysis report contains on overview of the accounts
receivable analysis, and the details over certain periods.

(i Time and Billing A'\R Analysis

Time and Billing Demo Data

TIME AND BILLING A/R AMALYSIS

Vour Accounts Recetvable 15 up 110.2% over the last period, and up 130.4% over
the prior four-period average. 62.5% of Accounts Receivable 15 over 30 days
old, compared to 26.0% last period, and 16.2% over the prior four-period

average. Your average invoice for Open Item Clients is for §7,876.42 and is
1361.8 days old.

TOTAL FERCT #0OF OVER % OF OVER % OF
FERIOD RECEIVABLES CHANGE INV. 30 DAYTS TOTAL G0 DAYS TOTAL
CURREMT 175,091 48 1oz 43 0o 0.0 109470 48 625
04/30/98 £3,290.81 47.0 35 17,607.38 211 4.025.00 4.8
03/31/98 56,662.22 74- 16 1575637 218 ] 0.0
02/29/38 6115787 257 23 3,100.00 51 ] 0.0
01/31/98 48,656.00 0.0 1 0o oo oo 0.0

]

|
B 6 == )

Time and Billing A/R Analysis
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Retainer Transaction Report

Page 272

The Retainer Transaction Report tracks detail transactions for clients and/or
engagements with retainer fee arrangements. Print this report before period end
processing. You can use this report to reconcile your client's retainer balances at
any time within the current period. It shows the retainer balance at the beginning of
the period as well as detailed activity for the period through the date specified for
printing.

Print the Retainer Transaction Report

1 From the Reports menu of the Time and Billing module, select Retainer
Transaction Report. The Retainer Transaction Report window appears

ﬂj Retainer Transaction Report H !El
Print Retainer Transactions Thiu | 09/02/2005
Page Break by Client
Selection Al Starting Ending
Cliert Code Q, Q,
Engagement Code 2 prrrd
Canan Sales [ FErint _[ Preyiew _[ Printer Setup...
[ L | 8/2/2005

Retainer Transaction Report Window

2 Enter the last date of the retainer to include in the report in the Print Retainer
Transactions Thru field.

3 Check Page Break by Client to print each client’s retainer on a separate page.

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

4 Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR
 Enter the client codes to include in the Starting and Ending fields.
5 Enter the engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.

6 Click Print to print the report, or Preview to preview the report.
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The Retainer Transaction Report includes the retainer fees and the amount

collected.

(& Retainer Transaction Report

Time and Billing Demo
RETAINER TRANSACTION REPORT
THRU: DG4
Client! TRAHNS UNCOLLECTED RETAINER
Engmt DATE TYPE COMMENT RETAINER BALANCE
01-MASTMIC MASTER MICRO MANUFACTURING
00000000000000000000  0&/11/04 P CHE: 33335  ARTACTU 1,500.00- 1,500.00
Engagement 00000000000000000000 TOTAL 1,500.00- 1,500.00
Client 01MASTMIC TOTAL: 1,500.00- 1,500.00
K| v

1 0] M= O[5

Retainer Transaction Report

This concludes Chapter 8: Using the Reports Menu of the Time and Billing

manual.
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Using the Analysis Menu

Chapter 9: Using the Analysis Menu contains instructions on how to print reports
based on the information available in the Time and Billing module. Time and Billing
offers extensive management reporting capabilities to help you better analyze the
profitability of your clients/engagements and the productivity of your employees.
You can determine how your time is spent, examine the aging of client invoices
and work in process, and develop comprehensive schedules and budgets.

How to Use the Analysis Menu

Page 274

The options available in the Analysis menu allow your company to print or preview
different reports. You can select the type of data to include in a report and
determine how to sort the report.

Open a Window from the Analysis Menu

1 Double-click the Time and Billing module from the Modules tab. The module
expands to display all the menu options available in the Time and Billing module.

2 Click the Analysis menu. The names of the windows available in the menu
appear on the right side of the Sage MAS 90 or 200 window.

Time and Eiling - Analysis

= Up one level,.,

(B2 Productivity Reports

(B2 Profitability Reports

(BZIFee analysis Reports

(B2 Time Analysis Reports

(B Client Billing Analysis Report
[BEeudget Reparts

(B2 Employee Scheduling Report

(B2 Emplayee Hourly Analysis Report
(B2l AR and WIP Reconciliation Report

Windows Available in the Analysis Menu

3 Double-click the name of the window to open. The system displays the selected
window.
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Select Data for a Report

The sections in this manual detail the different types of information you can include
in an individual report. The following steps teaches you how to select the
information from the fields. When you open a Report window it contains fields
similar to the following picture.

ﬂ-ﬁFEE Analysis Report by Client

Sart Options Client Code

i s

Piint Expense Analygiz Data D

Print Detail by Client Totals Only Rl Print Period to D ate Data

Print Year to Date Data

=

Selection

Starting Ending

Client Code

Engagement Code

0000 00EE

Q, zzzzzzz - [y
frrr

Canon Sales

[ FBrint I Prexvigw | Frirter Setup... |@

Lwiw/ | 97272005

Fee Analysis Report by Client Window

1 Select how to sort the report from the drop-down list in the Sort Options field.

2 Select the type of information to include in the report from the remaining fields
on the Report window. For many fields, you can select all records or a range of

information.

For example, in the previous picture you can check All to print all clients, or you
can use the Lookup windows in the Starting and Ending fields and select

specific client codes.

« If there is a date field

available on a Report window and you want to print

information for a particular date, enter the same date in the Starting and Ending

fields.

* Click the E] button to search for a specific item that is already available in Time
and Billing, so you can change the settings.

3 Click the Print button to print the list, or the Preview button to preview the

report.

Productivity Reports

The Productivity Reports feature consists of three separate reports:

+ Productivity Report by Client (see page 276)

+ Productivity Report by Employee (see page 279)

» Productivity Report by Category (see page 281)

Chapter 9: Using the Analysis Menu
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These reports provide a recap of billable hours, non-billable hours, billable fees,
and billable expenses, and compares them to the amounts actually billed. The
program calculates the standard billing rate and the actual billed rate.

You can obtain both period-to-date and year-to-date information. You can use sort
options to select the information to be included on applicable reports.

» Select Productivity Reports from the Time and Billing Analysis menu to
access this option.

[ Productivity Reports E W= B3

Optian:
) Productiviy Heport by Chent
) Productivity Report by Emplopes

() Productivity Beport by Categony

[ Froceed l LCancel
[ Lwiwi | 9/2/2005

Productivity Reports Window

Print a Productivity Report by Client

Use the Productivity Report by Client to print productivity information recapped by
client/engagement. You can detail information further by employee code, work
code, or category code. You can also choose to print information for the
period-to-date and year-to-date.

1 Select Productivity Report by Client from the Productivity Reports window,
and click Proceed. The Productivity Report by Client window appears.

ﬂ*ﬁprnductivity Report by Client H BE B
Sart Dptions Client Cade j
Print Dietail by Client Tatals Only j Print Period to Date Data
Print ear to Date Data
Selectian All Starting Ending
Client Code Qy pruvrrrdl oS
Engagement Code 7|
Ll
L
Ll
L
Ll
L
Canon Salss [ Print l Preview l Printer Setup..
[ Lwiw | 9/2/2005

Productivity Report by Client Window
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2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Client Code
Client Name
Sort Field
Zip Code
Client Type
Client Partner
Client Employee
Engagement Partner
Engagement Employee

You can also sort the report by any of the user-defined fields created on the
Time and Billing Options window (see page 79).

3 Select how to print the detail by from the Print Detail by field. You can select:

Client Totals Only
Employee Code
Work Code
Category Code

4 Check Print Period to Date Data to include data from the current period in the
report.

5 Check Print Year to Date Data to include data from the current year in the
report.

6 Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR

» Enter the client codes to include in the Starting and Ending fields.

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

7 Enter the engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.

8 Enter the names of clients to include in the Client Name field.
This field is available only if Client Name is selected in the Sort Options field.

9 Enter sort data to include in the Sort Field field.
This field is available only if Sort Field is selected in the Sort Options field.
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10Enter the clients’ zip code to include in the Zip Code field.
This field is available only if Zip Code is selected in the Sort Options field.

11Enter the types of clients to include in the <Client Type> field. This field is
available only if <Client Type> is selected in the Sort Options field.

a Enter the employee partners in the Client Partner field. This field limits the
clients being printed to the ones by the selected employees contact.
This field is available only if Client Partner is selected in the Sort Options
field.

b Enter the employees in the Client Employee field. This field limits the clients
being printed to the ones by the selected employees contact.
This field is available only if Client Employee is selected in the Sort Options
field.

12Enter the the employee partners for the engagement to include in the
<Engagement Type> field.
This field is available only if <Engagement Type> is selected in the Sort
Options field.

a Enter the employee partners for engagements in the Engagement Partner
field. This field limits the partners being printed to the ones by the selected
employees contact.

This field is available only if Engagement Partner is selected in the Sort
Options field.

b Enter the employees in the Engagement Employee field. This field limits the
employees being printed to the ones by the selected employees contact.
This field is available only if Engagement Employee is selected in the Sort
Options field.

13Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created on the Time
and Billing Options window (see page 79) is selected in the Sort Options field.

14Select the employees to include in the Employee Code field.
This field is available only if Employee Code is selected in the Print Detail by
field.

15Enter the work codes to include in the Work Code field.
This field is only available if Work Code is selected in the Print Detail by field.

16Enter the category codes to include in the Category Code field.
This field is only available if Category Code is selected in the Print Detail by
field.

17Click Print to print the report, or Preview to preview the report.
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The Productivity Report by Client result depends upon the settings selected for the
report. The following report is sorted by client code, and includes work code
details, year to date, and period to date information.

(i Productivity Report by Client
Time
PRODUCTIVITY REPORT BY CLIENT
SORTED BY Client CODE
BILLAELE HON-EILLABLE TOTAL BILLAELE STANDARD  EILLABLE  BILLED EILLED  EILLED
% HOTRS % HOURS FEES RATE EXPEMSES ~ HOURS FEES RATE
Cliznt CODE ABLEMAN  ABLE MANUFACTURING
Engagement CODE 0000 PROFESSIONAL SERVICES
PTD: 3200 38.89% 4.00 1111% 3600 3590.40 112200 0.00 7800 771880 98.959
TTD 420,00 38.98% 5200 11.02% 472,00 4588323 111627 120.00 450.00 4478800 99.529
Engagement CODE 0001 WETWORK INSTALLATION
PTD: 2700 100.00% 0.00 0.00% 27.00 2975.00 110185 0.00 0.00 0.00 0.000
TTD 2700 100.00% 0.00 0.00% 27.00 2975.00 110185 0.00 0.00 0.00 0.000
Clnt-PTD 5300 93.65% 4.00 £35% §300 656540 11127 0.00 7800 771840 #8959
TTD 447.00 33.58% 5200 10.42% 439,00 49838.23 111.540 120.00 450.00 4478200 93.529
Cliznt CODE: ALEREDW EDWARD AND SUSAN ALEXANDER
Engagement CODE 0000 PROFESSIONAL SERVICES
PTD: 550 73.33% 2.00 2667% 7.50 445.00 80,909 0.00 5.50 445.00 30,909
TTD 21.50 78.18% .00 2182% 27.50 2035.00 94551 0.00 21.50 1795.00 £3.488
Cnt-PTD 550 73.33% 2.00 2667% 7.50 445.00 80,909 0.00 5.50 445.00 30,909
TTD 21.50 78.18% .00 2182% 27.50 2035.00 94651 0.00 21.50 1795.00 33488
Clisnt CODE: CANRIDG ~ CANYON RIDGE APARTMENTS
Engagement CODE 0000 PROFESSIONAL SERVICES
PTD 4300 97.73% 100 227% 44.00 354500 82442 3000 4300 354500 82442
TTD 238.10 83.14% 23.00 10.85% 267.10 2354000 99.286 732500 232.10 7281072 95803
Cnt-PTD 4300 97.73% 1400 227% 4400 354500 82442 3000 4300 354500 52442
¥TD 238.10 35.14% 28.00 10.56% 267.10 23640.00 99286 7325.00 233.10 22810.72 95803 |+
e i)
[0 () A== ) [0

Productivity Report by Client

Print a Productivity Report by Employee

Use the Productivity Report by Employee to print productivity information
recapped by employee. Information can be further detailed by client code, work
code, or category code. You can also choose to print information for the
period-to-date and year to date.

1 Select Productivity Report by Employee from the Productivity Reports window
and click Proceed. The Productivity Report by Employee window appears.

gﬁpruductivity Report by Employee EH W= R
Sort Optiohs: Emplopee Code ﬂ
Print Detail by Emplopee Totals Only | Frirtt Period to D ate Data
Print ear to Date Data
Selection All Starting Ending
Employes Code % ZZZ %
Dffice Code Q 77z @y
Ll
L
Canon Sales [ FPiint l Freview l Frinter Setup...

\ Lo | 9/2/2005
Productivity Report by Employee Window
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2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Employee Code
Employee Last Name
Office Code
Employee Level

3 Select how to print the detail by from the Print Detail by field. You can select:

Employee Totals Only
Client Code

Work Code

Category Code

4 Check Print Period to Date Data to include data from the current period in the
report.

5 Check Print Year to Date Data to include data from the current year in the
report.

I:Jj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

6 Enter the employees to include in the Employee Code field.
» Check All to include the information for all employees.
OR
+ Enter the employee codes to include in the Starting and Ending fields.
7 Enter the offices to include in the Office Code field.
» Check All to include the information for all offices.
OR
 Enter the office codes to include in the Starting and Ending fields.

8 Enter the employees to include by last name in the Employee Last Name field.
This field is only available if Employee Last Name is selected in the Sort
Options field.

9 Enter the level of employees to include in the Employee Level field.
This field is only available if Employee Level is selected in the Sort Options
field.

10Enter the clients to include by their codes in the Client Code field.
This field is only available if Client Code is selected in the Print Detail by field.

11Enter the work codes to include in the Work Code field.
This field is only available if Work Code is selected in the Print Detail by field.
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12Enter the category codes to include in the Category Code field.
This field is only available if Category Code is selected in the Print Detail by

field.

13Click Print to print the report, or Preview to preview the report.

The Productivity Report by Employee result depends upon the settings selected
for the report. The following report is sorted by employee code, and includes year

to date and period to date information.

[ Productivity Report by Employee

PRODUCTIVITY REPORT BY EMPLOYEE
EBILLAELE HON-BILLAELE
kS HOURS Yo

Employee CODE. 0100 IMA WINNTR
PTD: 20.00 84.91% 1600 15.08%
FTD 327.00 &35.40% 173.00 34.60%
Employee CODE. o110 DREW LEEDER
PTD: 72.00 B83.16% 1600 16.34%
FTD 33500 T1.00% 14500 28.00%
Employee CODE: 0120 E.4. WINNUE

H 52.00 62.85% 3100 37.35%
¥TD 33z.00 72.17% 128.00 27.83%
Employee CODE: 0130 RACHEL SCOTT

H 5200 52.00% 43.00 43.00%
¥TD 33200 72.02% 15500 2788%
Employes CODE: 0140 GEORGE ROGERS

. 7200 BET5% 11.00 13.25%
¥TD 36650 75.98% 116.00 24.04%
Emgployes CODE. 0150 EETH CLARE

15450 95.08% 200 492%

FTD 58000 B5.26% 102.00 14.74%
Emgloyes CODE: 0160 HANCY COOE

H 103.00 74.10% 3600 2590%
¥TD 587.00 78.90% 157.00 21.10%

[_[C]
Time and Billing
SORTED BY Empioyes CODE
TOTAL EILLABLE STANDARD  EILLAELE  EILLED EILLED  EILLED
HOURS FEES RATE EXPENSES ~ HOURS FEES RATE
OFFICE CODE MOC MICROCOMPUTER CONSULTING
106.00 1620000 180.000 90.00 1620000 180.000
s0000 5886000 180000 35.00 327.00 5500736 168218
OFFICE CODE GAS  GENERAL ACCOUNTING SERVICES
5500 1740000 230253 0.00 500 WMz 217824
s0000 7564400 213082 95.00 371.00 THETS 200727
OFFICECODE: ~ GAS  GENERAL ACCOUNTING SERVICES
3.00 936000 180000 46.00 828000 130400
46000 5674000 170804 160.00 306,00 4887825 158733
OFFICECODE: ~ MCC  MICROCOMPUTER CONSULTING
100.00 650000 125000 431000 67.00 837500 125000
55400 4967500 125000 12956.00 37500 4443392 118650
OFFICECODE:  GAS  GENERAL ACCOUNTING SERVICES
83.00 900000 125000 6.00 1054000 132.558
48230 4551300 124183 7034.00 366.50 4260003 116480
OFFICECODE:  GAS  GENERAL ACCOUNTING SERVICES
162.50 457040 29582 34.00 184.50 525925 28.505
£9200 1675523 22399 359.00 s594.00 1585387 26690
OFFICECODE:  GAS  GENERAL ACCOUNTING SERVICES
132.00 7725.00 75,000 0.0 103.00 774554 75202
744.00 43945.00 74,864 50.00 S67.00 40097.13 70718 |~

o =

[ 01 [

ENES

Productivity Report by Employee

Print a Productivity Report by Category

Use the Productivity Report by Category to print productivity information recapped
by the category of the work code. You can detail information further by client code,
employee code, or work code. You can also choose to print information for the

period-to-date and year-to-date.

1 Select Productivity Report by Category from the Productivity Reports window
and click Proceed. The Productivity Report by Category window appears.

ﬂ-ﬁpruductivity Report by Category K HE B
Print D etail by Category Tatals Only ﬂ Print Period to D ate Data
Print ¥ear to Date Data
Selection All Starting Ending
Category Code % pra %
Canon Sales [ Print [ Preview | Piinter Setup..

Lwiw/ | 97272005

Productivity Report by Category Window
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2 Select how to print the detail by from the Print Detail by field. You can select:

Category Totals Only
Client Code
Employee Code
Work Code

3 Check Print Period to Date Data to include data from the current period in the
report.

4 Check Print Year to Date Data to include data from the current year in the
report.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

5 Enter the category codes to include in the Category Code field.
» Check All to include the information for all categories.
OR
» Enter the category codes to include in the Starting and Ending fields.

6 Enter the clients to include by their codes in the Client Code field.
This field is only available if Client Code is selected in the Print Detail by field.

7 Select the employees to include in the Employee Code field.
This field is available only if Employee Code is selected in the Print Detail by
field.

8 Enter the work codes to include in the Work Code field.
This field is only available if Work Code is selected in the Print Detail by field.

9 Click Print to print the report, or Preview to preview the report.
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The Productivity Report by Category result depends upon the settings selected for
the report. The following report contains all the categories and includes year to
date and period to date information.

(i Productivity Report by Category H=
PRODUCTWITY REPORT BY CATEGORY
BILLABLE HON-BILLABLE TOTAL BILLAELE STANDARD  BILLABLE  BILLED BILLED  EILLED
% HOURS % HOURS FEE: RATE EXPEMSES ~ HOUES FEES RATE

CATEGORY CODE: ACC  GENERAL ACCOUNTING SERVICES BILLAELE

PTD: 70900 100.00% 0.00 0.00% 70.00 395500 50.205 0.00 867.00 TI087.52 38913
TTD 301450 100.00% 0.00 000%  3014.50 271033.00 82,910 000 292050 25055922 £5.793
CATEGORY CODE: AUD  AUDIT SERVICES BILLAELE

PTD: 10800 100.00% 0.00 0.00% 10800 11035.00 10217% 0.00 13800 14535.00 105326
TTD £7600  100.00% 0.00 0.00% £76.00 79040.00 116923 0.00 £85.00 76031.53 110833
CATEGORY CODE CDS  CLIENT DEVELOPMENT NON-BILLABLE

PTD: 0.00 0.00% 0.00 0.00% 0.00 0.00 0.000 0.00 0.00 0.00 0.000
TTD 0.00 0.00% £700  100.00% §7.00 0.00 0.000 0.00 0.00 0.00 0.000
CATEGORY CODE CLE  CLERICAL BILLABLE

PTD: 25150 100.00% 0.00 0.00% 25150 7430.40 29743 0.00 287.50 820836 28,865
TTD 102700 100.00% 0.00 000%  1027.00 29815.78 29033 0.00 1015.00 27810.27 27399
CATEGORY CODE EXP  BILLAELE EXPENSES EXPENSE

PTD 0.00 0.00% 0.00 0.00% 0.00 0.00 0.000 5859.50 0.00 0.00 0.000
TTD 0.00 0.00% 0.00 0.00% 0.00 0.00 0.000 1025650 0.00 0.00 0.000
CATEGORY CODE: FPS FINANCIAL PLANNING SERVICES BILLAELE

PTD 500 100.00% 0.00 0.00% 500 £75.00 175,000 0.00 12.00 1555.65 129.638
TTD 2700 100.00% 0.00 0.00% 27.00 3840.00 142222 0.00 2700 385213 142671
CATEGORY CODE: MAS  MANAGEMENT ADVISORY SERVICES BILLAELE

PTD: 15600 100.00% 0.00 0.00% 156,00 24655100 158,045 0.00 15200 2445087 160927
TTD 52900 100.00% 0.00 0.00% 528.00 87745100 165870 0.00 525.00 5243501 157019 [+

T
[ [ == (O] [
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Productivity Report by Category

Profitability Reports

The Profitability Reports feature consists of three separate reports:

+ Profitability Report by Client (see page 284)

* Profitability Report by Employee (see page 286)

+ Profitability Report by Category (see page 289)

These reports provide billed-to-date, total cost, gross profit, and profit percentage
information by client, employee, or category. You can obtain both period-to-date
and year-to-date information.

» Select Profitability Reports from the Time and Billing Analysis menu to
access this option.
ﬂ*ﬁPrDﬁtability Reports E W& B

Option:

(3} Profitahility Feport by Client
() Profitahbility Report by Employes
() Profitahility Feport by Category

| Proceed I Cancel

[ Lwiw | 9/2/2005
Profitability Reports Window
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Print a Profitability Report by Client

Use the Profitability Report by Client to print profitability information recapped by
client/engagement. You can detail information further by employee code, work
code, or category code. You can also choose to print period-to-date and
year-to-date information.

1 Select Profitability Report by Client from the Profitability Reports window and
click Proceed. The Profitability Report by Client window appears.

[ Profitability Report by Client

Sort Options Clignt Code j

Print Detail by Client Tatals Orly j Print Period to Date Data
Print ‘Vear to D ate Data
Selection All Starting Ending
Cliert Code Q, e |G
Engagement Code [rrrd
|
|
|
|
|
|
Canan Sales [ Bririt I Preiew I Printer Setup.

[ Lwiwi | 9/2/2005

Profitability Report by Client Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Client Code
Client Name
Sort Field
Zip Code
Client Type
Client Partner
Client Employee
Engagement Partner
Engagement Employee

You can also sort the report by any of the user-defined fields created on the
Time and Billing Options window (see page 79).

3 Select how to print the detail by from the Print Detail by field. You can select:

Client Totals Only
Employee Code
Work Code
Category Code

4 Check Print Period to Date Data to include data from the current period in the
report.
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5 Check Print Year to Date Data to include data from the current year in the
report.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

6 Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR
» Enter the client codes to include in the Starting and Ending fields.
7 Enter the client engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.

8 Enter the names of clients to include in the Client Name field.
This field is available only if Client Name is selected in the Sort Options field.

9 Enter sort data to include in the Sort Field field.
This field is available only if Sort Field is selected in the Sort Options field.

10Enter the clients’ zip code to include in the Zip Code field.
This field is available only if Zip Code is selected in the Sort Options field.

11Enter the types of clients to include in the Client Type field.
This field is available only if Client Type is selected in the Sort Options field.

12Enter the employee partners to include in the Client Partner field.
This field is available only if Client Partner is selected in the Sort Options field.

13Enter the employees to include in the Client Employee field.
This field is available only if Client Employee is selected in the Sort Options

field.

14Enter the employee partners for the engagement to include in the Engagement
Partner field.
This field is available only if Engagement Partner is selected in the Sort
Options field.

15Enter the employees for the engagement to include in the Engagement
Employee field.
This field is available only if Engagement Employee is selected in the Sort
Options field.
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16Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created on the Time
and Billing Options window (see page 79) is selected in the Sort Options field.

17Select the employees to include in the Employee Code field.
This field is available only if Employee Code is selected in the Print Detail by
field.

18Enter the work codes to include in the Work Code field.
This field is only available if Work Code is selected in the Print Detail by field.

19Enter the category codes to include in the Category Code field.
This field is only available if Category Code is selected in the Print Detail by
field.

20Click Print to print the report, or Preview to preview the report.

The Profitability Report by Client result depends upon the settings selected for the
report. The following report is sorted by client code, and includes engagement
code details, year to date, and period to date information.

(i Profitability Report by Client
Time and Biling Demo Data
PROFITABILITY REPORT BY CLIENT
SORTED BY Client CODE
BILLED  HON-EILL EILLED Emply BILLED EXPENSE TOTAL TOTAL GROSS
EOURS  HOURS FEES COST EXPENSES COST EILLED COST PROFIT %
Cliznt CODE ABLEMAN  ABLE MANUFACTURING
Engagement CODE 0000 PROFESSIONAL SERVICES
PTD: 7800 10.00 771880 1387.73 14700 147,00 786580 153473 633107 §049%
TTD 450.00 5800 44788.00 17444.57 18793 1752.00 1497593 19196.57 2577936 5732%
Cnt-FTD 7800 10.00 771850 1387.73 147.00 147,00 7BESED 153473 £33107  8049%
TTD 450.00 5800 44788.00 17444.57 18793 1752.00 1497593 19196.57 2577936 5732%
Clisnt CODE: ALEREDW EDWARD AND SUSAN ALEXANDER
Engagement CODE 0000 PROFESSIONAL SERVICES
PTD: 550 200 445.00 193.58 0.00 0.00 44500 193.58 25142 56.50%
TTD 21.50 500 1795.00 990,55 0.00 5500 179500 104586 74914 4173%
Clnt-PTD 550 200 445.00 193.58 0.00 0.00 44500 193.58 25142 56.50%
TTD 21.50 600 1795.00 590,36 0.00 5500 179500 104586 R4 4173%
Cliznt CODE: CANRIDG ~ CANYON RIDGE APARTMENTS
Engagement CODE 0000 PEOFESSIONAL SERVICES
PTD: 4300 100 3545.00 433.06 3000 30,00 357500 48306 31194 §705%
TTD 238.10 2800 22810.72 748255 746428 417000 30275.00 1185255 1862245 61.51%
Clnt-PTD 4300 100 354500 433.06 3000 30,00 357500 46306 311184 8705%
TTD 238.10 29.00 22810.72 7482.55 745428 4170.00 30275.00 1185255 1862245 61.51%
Clisnt CODE: EDWAELE EDWARDSON ELECTRIC COMPANY
Engagement CODE 0000 PROFESSIONAL SERVICES
PTD: 57.00 0.00 5350.00 71139 819.00 419.50 £162.00 113139 503761 8lEE% |~
e i)
[0 () A== ) [0 &

Profitability Report by Client

Print a Profitability Report by Employee

Use the Profitability Report by Employee to print profitability information recapped
by employee. You can detail information further by client code, work code, or
category code. You can also choose to print period-to-date and year-to-date
information.
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1 Select Profitability Report by Employee from the Profitability Reports window
and click Proceed. The Profitability Report by Employee window appears.
ﬂ*ﬂPruﬁtability Report by Employee K HE E

Sort Optians Employes Code j

Print Detail by Employes Totals Only j Print Period to Date Data

Print Year to D ate Data

=

Selection Starting Ending

Employee Code % s %
Office Code Qy zzz |G
[
[]
Canon Salss [ Print [ Preview | Printer Setup.

[ Lwiw | 9/2/2005
Profitability Report by Employee Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Employee Code
Employee Last Name
Office Code
Employee Level

3 Select how to print the detail by from the Print Detail by field. You can select:

Employee Totals Only
Client Code

Work Code

Category Code

4 Check Print Period to Date Data to include data from the current period in the
report.

5 Check Print Year to Date Data to include data from the current year in the
report.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

6 Enter the employees to include in the Employee Code field.
» Check All to include the information for all employees.
OR

» Enter the employee codes to include in the Starting and Ending fields.
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7 Enter the offices to include in the Office Code field.
» Check All to include the information for all offices.
OR
 Enter the office codes to include in the Starting and Ending fields.

8 Enter the employees to include by last name in the Employee Last Name field.
This field is only available if Employee Last Name is selected in the Sort
Options field.

9 Enter the level of employees to include in the Employee Level field.
This field is only available if Employee Level is selected in the Sort Options
field.

10Enter the clients to include by their codes in the Client Code field.
This field is only available if Client Code is selected in the Print Detail by field.

11Enter the work codes to include in the Work Code field.
This field is only available if Work Code is selected in the Print Detail by field.

12Enter the category codes to include in the Category Code field.
This field is only available if Category Code is selected in the Print Detail by
field.

13Click Print to print the report, or Preview to preview the report.

The Profitability Report by Employee result depends upon the settings selected for
the report. The following report is sorted by employee code, and includes year to
date and period to date information.

(i Profitability Report by Employee [_ O] x]
Time and Billing Demo Data
PROFITABILITY REPORT BY EMPLOYEE
SORTED BY Empioyes CODE
EILLED  HON-BILL EILLED Emply BILLED EXPENSE TOTAL TOTAL GROSS
HOURS ~ HOURS FEES COST EXFENSES COST EILLED COST FROFIT B3
Erployes CODE: 0100 IM4 WINNUR OFFICE CODE:  MCC  MICROCOMPUTER CONSULTING
90.00 109.00 1620000 822000 3500 35.00 16235.00 £255.00 T9ENO0 49.15%
¥TD 327.00 173.00 55007 36 2628000 3500 55500 5504236 2683500 2820736 5125%
Erployes CODE: 0110 DREW LEEDER OFFICE CODE:  GAS  GENERAL ACCOUNTING SERVICES
PTD: 95.00 £2.00 2070277 5132.00 3500 35.00 2073777 £157.00 1457077 7026%
¥TD 37100 148.00 458,75 36540.00 11957 1525.00 74569 32 3806500 352452 4BST
Erployee CODE 0120 BA WINNUR OFFICE CODE GAS  GEMERAL ACCOUNTING SERVICES
45.00 £9.00 8280.00 576000 000 0.00 £280.00 5760.00 252000 3043%
¥TD: 306.00 123.00 4887825 24500 00 14304 57500 49021 29 2557500 234529 4753
Employee CODE: 0130 RACHEL SCOTT QFFICE CODE: MCC  MICROCOMPUTER CONSULTING
57.00 £3.00 8375.00 936.00 4852.00 2654.50 13227.00 3590.50 963650 T2E5%
¥TD: 37500 157.00 44493 92 1522800 11451 98 756789 5595590 2279589 3316001 59.26%
Employee CODE: 0140 GEORGE ROGERS OFFICE CODE: GAS  GEMERAL ACCOUNTING SERVICES
28.00 52.00 10540.00 320400 20,00 2000 10560.00 322400 7336.00 B3.47%
¥TD: 366.50 116.00 42690 03 15354.00 7203.29 3933.00 49893 32 19287.00 3060632 6134%
Employes CODE: 0150 BETH CLARE OFFICECODE:  GAS  GENERAL ACCOUNTING SERVICES
184.50 16.00 525825 209828 34.00 84.00 529325 2182.28 311097 38.77%
¥TD: 52400 102,00 1585387 898096 35200 409.00 1621287 936598 684291 42.21%
Erployee CODE 0160 NANCY COOK OFFICE CODE GAS  GEMERAL ACCOUNTING SERVICES
103.00 44.00 774584 2744.45 0.00 0.00 74584 2744 45 SD0135  64.57%
¥TD 567.00 157.00 4005713 1351708 50,00 147.00 4014713 13664 08 2648305 6596% 7|
TR B
(@] _reer JO[00) Blal
o

Profitability Report by Employee
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Print a Profitability Report by Category

Use the Profitability Report by Category feature to print profitability information
recapped by category. You can detail information further by client code, employee
code, or work code. You can also choose to print period-to-date and year-to-date
information.

1 Select Profitability Reports by Category from the Profitability Report window
and click Proceed. The Profitability Report by Category window appears.

{i Profitability Report by Category [ 74 -1C]

Frint Detail by Catagory Tatals Only x| Frint Period to Date Data
PFrint ‘rear to Date Data

Selection All Starting Ending

Category Code % =z % ‘

Canon Sales [ Erint. Prexiew | Printer Setup.
[ Ll | 8/2/2005
Profitability Report by Category Window

2 Select how to print the detail by from the Print Detail by field. You can select:

Category Totals Only
Client Code
Employee Code
Work Code

3 Check Print Period to Date Data to include data from the current period in the
report.

4 Check Print Year to Date Data to include data from the current year in the
report.

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

5 Enter the category codes to include in the Category Code field.
» Check All to include the information for all categories.
OR
» Enter the category codes to include in the Starting and Ending fields.

6 Enter the clients to include by their codes in the Client Code field.
This field is only available if Client Code is selected in the Print Detail by field.

7 Select the employees to include in the Employee Code field.
This field is available only if Employee Code is selected in the Print Detail by
field.

Chapter 9: Using the Analysis Menu Time and Billing Manual Page 289



Chapter 9

8 Enter the work codes to include in the Work Code field.
This field is only available if Work Code is selected in the Print Detail by field.

9 Click Print to print the report, or Preview to preview the report.

The Profitability Report by Category result depends upon the settings selected for
the report. The following report contains all the categories and includes year to
date and period to date information.

(i Profitability Report by Category H=] E3

Time and Billing Demo Data

PROFITABILITY REPORT BY CATEGORY

BILLED  HON-BILL BILLED Ewmply BILLED EXPENSE TOTAL TOTAL GROSS
HOUES ~ HOURS FEES COST EXFENSES COsT BILLED COST FROFIT %

CATEGORY CODE: ACC  GENERAL ACCOUNTING SERVICES BILLABELE

PTD: 857.00 000 708752 96T7.56 0o 000 TI0ET.52 9ETT.56 £7409.95  §7.45%

TTD 2920.50 000 250559.22 38118.54 0o 0o 250559 22 3811854 21244068 84.79%

CATEGORY CODE: AUD  AUDIT SERVICES BILLABELE

PTD: 138.00 000 14533.00 138650 0o 000 14535.00 1366.50 1316850 90.60%

TTD 68500 000 7603153 8956.30 0o 0o 76031 53 895630 §707523  8833%

CATEGORY CODE CDS  CLIENT DEVELOPMENT HOM-BILLABLE

PTD: 000 §7.00 000 2340.00 0 000 000 2340.00 230000-  0.00%

TTD 000 §7.00 0.00 2340.00 000 000 000 234000 230000 0.00%

CATEGORY CODE: CLE  CLERICAL BILLAELE

PTD: 28750 000 8298 85 324783 it 0o 829886 324783 505103 60B5%

TTD 101500 fili] 27810.27 1332371 it} it} Z7810.27 1332371 1448655 5209%

CATEGORY CODE: EXF  BILLABLE EXFENSES EXFENSE

FTD: 000 000 000 000 593299 597200 593299 597200 4501 -D76%

TTD 000 000 000 000 9842 65 9747.50 984265 974750 9515 097%

CATEGORY CODE: FFS  FINANCIAL PLANNING SERVICES BILLABLE

PTD: 1200 000 155565 16620 000 000 155563 166.20 13945 89.32%

¥TD 27.00 000 385213 371393 000 0.00 385213 37395 34781 9029%

CATEGORY CODE M4S  MANAGEMENT ADVISORY SERVICES BILLABLE

PTD 15200 000 24460 87 167805 0o 0o 2446087 167805 2278282 9314%

TTD 52500 000 5243501 5844.10 0o 0o 5343501 844,10 sse0el 910w ||

Bl = b
[5)(5) = (O] [C))

Profitability Report by Category

Fee Analysis Reports

The Fee Analysis Reports feature consists of three separate reports:

» Fee Analysis Report by Client (see page 291)

+ Fee Analysis Report by Employee (see page 294)

» Fee Analysis Report by Category (see page 296).

These reports provide a recap of billed fees, write-up/write-downs, standard rates,
the billed rate, the effective rate, and the percentage realized. You can obtain both
period-to-date and year-to-date information. You can use sort options to select the
information to be included on applicable reports.
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P Select Fee Analysis Reports from the Time and Billing Analysis menu to
access this option.

(fiFee Analysis Reports [ M= 3

Option:
(3} Fee Analpsis Report by Clignt
() Fee Analysiz Report by Employes

() Fee Analyziz Report by Category

| Proceed I Cancel
[ Lwiwi | 9/2/2005

Fee Analysis Reports Window

Print a Fee Analysis Report by Client

Use the Fee Analysis Report by Client to print fee analysis information recapped
by client or engagement. You can detail information further by employee code,
work code, or category code. You can also choose to print period-to-date and
year-to-date information.

1 Select Fee Analysis Report by Client from the Fee Analysis Reports window
and click Proceed. The Fee Analysis Report by Client window appears.

Ei Fee Analysis Report by Client [z _[C]x]
Sort Optiahs Client Code ﬂ
Frint Detail by Client Totals Only hdl Print Period to Date Data
Frint Expense Analysis Data ] Frint ‘fear to Date Data
Selection All Starting Ending
Cliertt Code: Q, Q,
Engagement Code ZZzz |
L
L
L
L
L
L
Canon Sales [ Print I Prewview | Frinter Setup... | ®
| Lwiw | 9/2/2005

Fee Analysis Report by Client Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Client Code
Client Name
Sort Field
Zip Code
Client Type
Client Partner
Client Employee
Engagement Partner
Engagement Employee
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You can also sort the report by any of the user-defined fields created on the
Time and Billing Options window (see page 79).

3 Select how to print the detail by from the Print Detail by field. You can select:

Client Totals Only
Employee Code
Work Code
Category Code

4 Check Print Expense Analysis Data to add expense data to the report,
including an expense total for each client or engagement.

5 Check Print Period to Date Data to include data from the current period in the
report.

6 Check Print Year to Date Data to include data from the current year in the
report.

I:Jj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

7 Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR
 Enter the client codes to include in the Starting and Ending fields.
8 Enter the client engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.

9 Enter the names of clients to include in the Client Name field.
This field is available only if Client Name is selected in the Sort Options field.

10Enter sort data to include in the Sort Field field.
This field is available only if Sort Field is selected in the Sort Options field.

11Enter the clients’ zip code to include in the Zip Code field.
This field is available only if Zip Code is selected in the Sort Options field.

12Enter the types of clients to include in the Client Type field.
This field is available only if Client Type is selected in the Sort Options field.

13Enter the employee partners to include in the Client Partner field.
This field is available only if Client Partner is selected in the Sort Options field.
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14Enter the employees to include in the Client Employee field.
This field is available only if Client Employee is selected in the Sort Options
field.

15Enter the employee partners for the engagement to include in the Engagement
Partner field.
This field is available only if Engagement Partner is selected in the Sort
Options field.

16Enter the employees for the engagement to include in the Engagement
Employee field.
This field is available only if Engagement Employee is selected in the Sort
Options field.

17Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created on the Time
and Billing Options window (see page 79) is selected in the Sort Options field.

18Select the employees to include in the Employee Code field.
This field is available only if Employee Code is selected in the Print Detail by
field.

19Enter the work codes to include in the Work Code field.
This field is only available if Work Code is selected in the Print Detail by field.

20Enter the category codes to include in the Category Code field.
This field is only available if Category Code is selected in the Print Detail by
field.

21Click Print to print the report, or Preview to preview the report.

The Fee Analysis Report by Client result depends upon the settings selected for
the report. The following report is sorted by client code, and includes engagement
code details, expense analysis data, year to date, and period to date information.

(fiFee Analysis Report by Client H=
Time and Billing Demo Data
FEE ANALYSIS REPORT BY CLIENT
SORTED BY Client CODE
EBILLED NON-BILLAELE EILLED WERITE STANDARD STANDARD  BILLED EFFECTIVE %%
HOURS HOURS FEES UP/DN FEES EATE RATE RATE REALIZED

Client CODE: ABLEMAN  ABLE MANUFACTURING

Engagement CODE it PROFESSIONAL SERVICES

PTD: 78.00 1000 TTR R0 1537 20- TBSE A0 100726 98 959 BY 714 98 25%

FTD 450,00 5800 44788 00 5450 B3 S0238 65 111641 99529 BR1AS B9 15%

Clnt TOTALS PTD 7800 1000 771880 13740 783660 100,726 98.959 §7.714 93.235%

FTD 450,00 5800 44788 00 5450 63- 50238 63 111641 99529 B2 165 89 15%

Clent CODE: ALEEEDW EDWARD AND SUSAN ALEZANDER

Engagement CODE fiinh) PROFESSIONAL SERVICES

PTD: 350 200 445.00 000 445,00 20,909 80.902 39333 100.00%

FTD 21.50 a00 178500 240.00- 2035.00 24 651 83488 65273 8821%

Clnt TOTALS PTD: 350 200 445.00 000 445,00 20,909 80.902 39333 100.00%

FTD 21.50 &.00 179500 240.00- 203500 24851 B3.488 85273 BEB.21%

Client CODE. CANRIDG CANYON RIDGE APARTMENTS

Engagement CODE 0a0o PROFESSIONAL SERVICES

PTD: 43.00 1.00 354500 000 334500 B2.442 B2.442 B0.588 100.00%

FTD 238.10 22.00 2281092 B29.28- 23540.00 99288 55,803 85401 96.45%

Clut TOTALS FTD 43.00 100 3545.00 000 3545.00 2442 82.442 B0.568  100.00%

TTD 23810 2200 2281072 29.28- 2366000 9,286 95803 £5.401 96.45%%
Clent CODE: EDWAELE EDWARDSON ELECTRIC COMPANT j

o] = ]
) (31 A= [ Y SN ) 4

Fee Analysis Report by Client
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Print a Fee Analysis Report by Employee

Use the Fee Analysis Report by Employee to print fee analysis information
recapped by employee. You can detail information further by client/engagement
code, work code, or category code. You can also choose to print period-to-date
and year-to-date information.

1 Select Fee Analysis Report by Employee from the Fee Analysis Reports
window and click Proceed. The Fee Analysis Report by Employee window
appears.

ﬂj Fee Analysis Report by Employee [2]-[C]
Sart Optians Employee Code ﬂ
Print Detail by Employee Totals Only Al Frint Period to Date Data
Print Expenze Analysiz Data I:‘ Print Year ko Date Data
Selection All Starting Ending
Employee Code % ZETE %
Dffice Code Q, zzz |G
L
L
Canan Sales [ Erint. I Preview | Frinter Setup... | @
[ L | 8/2/2005

Fee Analysis Report by Employee Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Employee Code
Employee Last Name
Office Code
Employee Level

3 Select how to print the detail by from the Print Detail by field. You can select:

Employee Totals Only
Client Code

Work Code

Category Code

4 Check Print Expense Analysis Data to add expense data to the report,
including an expense total for each client or engagement.

5 Check Print Period to Date Data to include data from the current period in the
report.

6 Check Print Year to Date Data to include data from the current year in the
report.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.
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7 Enter the employees to include in the Employee Code field.

» Check All to include the information for all employees.

OR

» Enter the employee codes to include in the Starting and Ending fields.
8 Enter the offices to include in the Office Code field.

+ Check All to include the information for all offices.

OR
» Enter the office codes to include in the Starting and Ending fields.

9 Enter the employees to include by last name in the Employee Last Name field.
This field is only available if Employee Last Name is selected in the Sort
Options field.

10Enter the level of employees to include in the Employee Level field.
This field is only available if Employee Level is selected in the Sort Options
field.

11Enter the clients to include by their codes in the Client Code field.
This field is only available if Client Code is selected in the Print Detail by field.

12Enter the work codes to include in the Work Code field.
This field is only available if Work Code is selected in the Print Detail by field.

13Enter the category codes to include in the Category Code field.
This field is only available if Category Code is selected in the Print Detail by
field.

14Click Print to print the report, or Preview to preview the report.
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The Fee Analysis Report by Employee result depends upon the settings selected
for the report. The following report is sorted by employee code, and includes
expense data, year to date and period to date information.

(i Fee Analysis Report by Employee H=
FEE ANALYSIS REPORT BY EMPLOYEE
SORTED BY Employes CODE
EILLED  NON-EILLAELE BILLED WRITE STANDARD ~ STANDARD EILLED  EFFECTIVE %
HOURS OURS FEES UPDN FEES RATE E REALIZED
Employee CODE 0100 IMA WINNTR OFFICE CODE MCC  MICROCOMPUTER CONSULTING
FTD 0,00 109.00 16200.00 0.00 16200.00 180,000 180.000 81407 100.00%
¥TD 32700 17300 5500736 3852.64- S58860.00 180,000 168.21% 110013 93.46%
Employee CODE 0110 DREW LEEDER OFFICE CODE GAS  GEMERAL ACCOUNTING SERVICES
FTD 8500 6200 2070277 47.23- 20750.00 218421 217.524 131 865 95.77%
¥TD 371.00 14800 74480 75 4524 25- 78994 00 212922 200727 143487 94.27%
Employze CODE 0120 B WINNUR OFFICE CODE:  GAS ~ GENERAL ACCOUNTING SERVICES
45.00 £3.00 £280.00 0.00 228000 180,000 180.000 72.000 100.00%
TTD 306.00 12800 48878 25 3381.75- 52260.00 170784 159.733 112623 $3.53%
Employze CODE 0130 RACHEL SCOTT OFFICECODE:  MCC  MICROCOMPUTER CONSULTING
§7.00 2.00 £375.00 0.00 2375.00 125,000 125.000 62037 100.00%
TTD 37500 157.00 44453 52 2381 .08- 46875.00 125,000 118.650 83635 94.92%
Employse CODE 0140 GEORGE ROGERS OFFICE CODE:  GAS  GENERAL ACCOUNTING SERVICES
PTD: 85.00 59.00 10540.00 0.00 10540.00 12255 122.55% 72690 100.00%
TTD 36650 11600 42680 03 282297 4551300 124183 116.480 88477 23.30%
Employee CODE 0150 BETH CLARK OFFICE CODE:  GAS  GENERAL ACCOUNTING SERVICES
: 184.50 1600 525925 17.35- 5276.60 28599 28.505 26.231 99.67%
¥TD 59400 10200 1585387 956.76- 1681063 28301 26,690 22779 9431%
Employse CODE 0160 NANCY COUE OFFICECODE:  GAS  GENERAL ACCOUNTING SERVICES [
‘ v
[ (5] === (O] (O ,-
kA

Fee Analysis Report by Employee

Print a Fee Analysis Report by Category

Use the Fee Analysis Report by Category to print fee analysis information
recapped by category. You can detail information further by client/engagement
code, employee code, or work code. You can also choose to print period-to-date
and year-to-date information.

1 Select Fee Analysis Report by Category from the Fee Analysis Report window
and click Proceed. The Fee Analysis Report by Category window appears.

Ej Fee Analysis Report by Category [z _[C]x]
Frint Detail by Category Tatals Only ﬂ Frint Period to Date Data
Frint Expense Analysis Data Frint ‘fear to Date Data
Selection All Starting Ending

Category Code % =z % ‘

Canon Sales [ Print | Fieview | PFrinter Setup...
[ Lwiw | 9/2/2005
Fee Analysis Report by Category Window

2 Select how to print the detail by from the Print Detail by field. You can select:

Category Totals Only
Client Code
Employee Code
Work Code
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3 Check Print Expense Analysis Data to add expense data to the report,
including an expense total for each category.

4 Check Print Period to Date Data to include data from the current period in the
report.

5 Check Print Year to Date Data to include data from the current year in the
report.

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

6 Enter the category codes to include in the Category Code field.
» Check All to include the information for all categories.
OR
+ Enter the category codes to include in the Starting and Ending fields.

7 Enter the clients to include by their codes in the Client Code field.
This field is only available if Client Code is selected in the Print Detail by field.

8 Select the employees to include in the Employee Code field.
This field is available only if Employee Code is selected in the Print Detail by
field.

9 Enter the work codes to include in the Work Code field.
This field is only available if Work Code is selected in the Print Detail by field.

10Click Print to print the report, or Preview to preview the report.
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The Fee Analysis Report by Category result depends upon the settings selected
for the report. The following report contains all the categories and includes
expense data, year to date and period to date information.

(i Fee Analysis Report by Category H=
Time and Biling Demo Data
FEE ANALYSIS REPORT BY CATEGORY
EILLED EILLED WRITE STANDARD % EILLED WRITE STANDARD % TOTAL
BOURS FEES UPDH FEES REALIZED EXPENSES UPDH EXPENSES ~ REALIZED  EILLED

CATEGORY CODE ACC  GENERAL ACCOUNTING SERVICES BILLABLE

PTD 367.00 708752 187.48- 7727500 95.76% 0.00 0.00 0.00 0.00% T087 52

TTD 2920.50 25055922 11868.78- 26242800 95.48% 0.00 0.00 0.00 000% 25055922
CATEGORY CODE AUD  AUDIT SERVICES BILLABLE

PTD 13800 14535.00 0.00 1453500 100.00% 0.00 0.00 0.00 0.00% 1453500

TTD £86.00 7503153 S008.47- £1040.00 9382% 0.00 0.00 0.00 0.00% 76031.53
CATEGORY CODE: CLE  CLERICAL BILLAELE

PTD 287.50 8295 85 19.25- 318.15 95.77% 0.00 0.00 0.00 0.00% 629886

TTD 1015.00 2781027 1581.91- 29392.18 94.62% 0.00 0.00 0.00 0.00% 2781027
CATEGORY CODE: EXP  BILLAELE EXPENSES EXPENSE

PTD 0.00 0.00 0.00 0.00 0.00% 593299 4501 597200 95.25% 593299

TTD 0.00 0.00 0.00 0.00 0.00% 9842.65 21535 10052 00 97.86% 9842.65
CATEGORY CODE: FPS  FINANCIAL PLANNING SERVICES BILLAELE

PTD: 12.00 1355.65 19.35- 1575.00 98.77% 0.00 0.00 0.00 0.00% 1555.65

TTD 2700 3852.13 1213 384000 10032% 0.00 0.00 0.00 0.00% 3852.13
CATEGORY CODE: MAS  MANAGEMENT ADVISORY SERVICES BILLAELE

PTD: 15200 2446087 44.13- 2450500 99.82% 0.00 0.00 0.00 0.00% 2445087

TTD 525.00 5243501 5159.99- 759500 94.11% 0.00 0.00 0.00 0.00% 8243501
CATEGORY CODE: MIC  MICROCOMPUTER CONSULTING BILLAELE B

TEr >
[ == () [5) i

Fee Analysis Report by Category

Time Analysis Reports

Page 298

The Time Analysis Reports feature consists of three separate reports:

» Time Analysis Report by Client (see page 299)

+ Time Analysis Report by Employee (see page 301)

+ Time Analysis Report by Category (see page 304)

These reports provide billable time and fee information for up to 13 periods by
client, employee, or category. You can obtain both period-to-date and year-to-date
information. You can use sort options to select the information to be included on
applicable reports.

|Z[NOTE: Period 13 will only be displayed if your Sage MAS 90 or 200
General Ledger module is set to 13 periods.
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» Select Time Analysis Reports from the Time and Billing Analysis menu to
access this option.

Ej Time Analysis Reports EH =

Optiot

(3 Time Analpsis Report by Client
3 Time Analysis Report by Emploves
3 Time Analpsis Report by Category

| Pioceed | LCancel

[ Ll | 9/2/2005
Time Analysis Reports Window

Print a Time Analysis Report by Client

Use the Time Analysis Report by Client to print time analysis information recapped
by client/engagement for up to 13 periods. You can choose to print information for
billable hours, non-billable hours, and billable fees.

1 Select Time Analysis Report by Client from the Time Analysis Reports window
and click Proceed. The Time Analysis Report by Client window appears.

EﬁTime Analysis Report by Client
Sort Options Client Code ﬂ
Print Billable Hours Print Mon-Billable Hours Print Billable Fees
Selection Al Starting Ending
Client Code Q, Q,
Engagement Code |
|
|
Ll
|
Ll
|
Canon Sales [ FBiint [ Preview | Piinter Setup..
Lwiw/ | 97272005

Time Analysis Report by Client Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:

Client Code

Client Name

Sort Field

Zip Code

Client Type

Client Partner

Client Employee
Engagement Partner
Engagement Employee

You can also sort the report by any of the user-defined fields created on the
Time and Billing Options window (see page 79).

3 Check Print Billable Hours to include billable hours in the report.
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4 Check Print Non-Billable Hours to include non-billable hours in the report.

5 Check Print Billable Fees to include billable fees in the report.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

6 Enter the clients to include in the Client Code field.
+ Check All to include the information for all clients.
OR
» Enter the client codes to include in the Starting and Ending fields.
7 Enter the client engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.

8 Enter the names of clients to include in the Client Name field.
This field is available only if Client Name is selected in the Sort Options field.

9 Enter sort data to include in the Sort Field field.
This field is available only if Sort Field is selected in the Sort Options field.

10Enter the clients’ zip code to include in the Zip Code field.
This field is available only if Zip Code is selected in the Sort Options field.

11Enter the types of clients to include in the Client Type field.
This field is available only if Client Type is selected in the Sort Options field.

12Enter the employee partners to include in the Client Partner field.
This field is available only if Client Partner is selected in the Sort Options field.

13Enter the employees to include in the Client Employee field.
This field is available only if Client Employee is selected in the Sort Options
field.

14Enter the employee partners for the engagement to include in the Engagement
Partner field.
This field is available only if Engagement Partner is selected in the Sort
Options field.

15Enter the employees for the engagement to include in the Engagement
Employee field.
This field is available only if Engagement Employee is selected in the Sort
Options field.
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16Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created on the Time
and Billing Options window (see page 79) is selected in the Sort Options field.

17Select the employees to include in the Employee Code field.
This field is available only if Employee Code is selected in the Print Detail by
field.

18Enter the work codes to include in the Work Code field.
This field is only available if Work Code is selected in the Print Detail by field.

19Enter the category codes to include in the Category Code field.
This field is only available if Category Code is selected in the Print Detail by
field.

20Click Print to print the report, or Preview to preview the report.

The Time Analysis Report by Client result depends upon the settings selected for
the report. The following report is sorted by client code, and includes engagement
code details, billable and non-billable hours, and billable fees.

(i Time Analysis Report by Client [_[Cx]
Time and Biling Demo Data
TIME ANALY SIS REPORT BY CLIENT
SORTED BY Client CONE
PERl PERz FERI PFER4 FERS PER¢ PER7 PERE PER? FPER1D FERIL FPERIZ  TOTAL
Client CODE: ABLEMAN  ABLE MANUFACTURING
Engagement CODE: ooog PROFESSIONAL SERVICES
BILLAELEHOURS: 1205 1000 135 520 350 0o 00 00 00 0o 00 00 7.0
HOH-BILL HOURS: 20 140 70 40 0 0o 00 00 0o 0o a0 0o 520
BILLABLE FEES: 16527 10427 13683 5676 3965 o o o o o o o 50258
Engagsment CODE 0L WETWORK INSTALLATION
EILLAELE HOURS 00 0o 00 oo 270 0o 00 00 00 0o 00 0o 270
WOMN-BILL HOURS: 0.0 0o oo oo 0.0 oo oo oo oo oo 0.0 0o 0.0
BILLABLE FEES: a a a a 2975 ) a a a ) ) a 2975
Cint TOTALS
BILLAELE HOUES: 120.5 1000 1385 520 62.0 oo 0o 0o 0.0 oo 0.0 0o 474.0
WOMN-BILL HOURS: 230 140 70 4.0 4.0 oo oo oo oo oo 0.0 0o 520
BILLABLE FEES: 18527 10427 13683 3876 6240 ) [t} o [t} ) ) o 53233
Client CODE: ALEZEDW  EDWARD AND SUSAN ALEZANDER
Engagement CODE. 000g PROFESSIONAL SERVICES
BILLABLE HOURS LS S ] 20 00 55 0o 00 00 00 0o 00 0o L35
WOHN-BILL HOURS: 0o 4.0 oo oo 20 oo oo oo oo oo 0o oo 6.0
BILLABELE FEES: a 1240 350 o 445 o o o o o o o 2035
Client CODE: CANFIDG __ CANYON RIDGE APARTMENTS B
[ o
@e) = [0]8) .

Time Analysis Report by Client

Print a Time Analysis Report by Employee

Use the Time Analysis Report by Employee to print time analysis information
recapped by employee for up to 13 periods. You can choose to print information
for billable hours, non-billable hours, billable fees, target hours, and the variance
of total hours from target hours. You can also select whether you want the
variance based on billable hours only, non-billable hours only, or billable and
non-billable hours combined.
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1 Select Time Analysis Report by Employee from the Time Analysis Reports
window and click Proceed. The Time Analysis Report by Employee window
appears.

ﬂ-ﬁTime Analysis Report by Employee [2]-C]]
Sart Options Employes Code ﬂ
Base Wariance On Combined Billable/Mon-Billable Hours ﬂ Print Billable Hours
Print Billable Fees Print Mon-Billable Hours
Print Yariance Print T arget Hours
Selection Al Starting Ending
Employee Code % L5 %
Office Cade Q zzz |G,
|
Ll
Canon Sales [ FBrint | Prexvigw | Frinter Setup...
I Lwiw/ | 97272005

Time Analysis Report by Employee Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:

Employee Code
Employee Last Name
Office Code
Employee Level

3 Select the type of hours to include in the report from the Base Variance On
field. You can select:

Combined Billable/Non-Billable Hours
Billable Hours
Non-Billable Hours

4 Check Print Billable Fees to include billable fees in the report.

5 Check Print Variance to include time variance in the report.

6 Check Print Billable Hours to include billable hours in the report.

7 Check Print Non-Billable Hours to include non-billable hours in the report.

8 Check Print Target Hours to include the number of target hours for the
employee in the report.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.
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9 Enter the employees to include in the Employee Code field.
» Check All to include the information for all employees.
OR

» Enter the employee codes to include in the Starting and Ending fields.

10Enter the offices to include in the Office Code field.
» Check All to include the information for all offices.
OR
 Enter the office codes to include in the Starting and Ending fields.

11Enter the employees to include by last name in the Employee Last Name field.
This field is only available if Employee Last Name is selected in the Sort
Options field.

12Enter the level of employees to include in the Employee Level field.
This field is only available if Employee Level is selected in the Sort Options
field.

13Click Print to print the report, or Preview to preview the report.

The Time Analysis Report by Employee result depends upon the settings selected
for the report. The following report is sorted by employee code, and includes
billable and non-billable hours, target hours, billable fees, and variance data.

[ Time Analysis Report by Employee =

Time and Billing Demo Data
TIME ANALYSIS REPORT BY EMPLOYEE
SORTED BY Employee CODE
PER 1 PER 2 PER 3 PER 4 PERS PER & PERT PERE PERS PERI10 PEERI1l PER 12 TOTAL

Employes CODE: 0100 IMA WINNTER

EILLAELE HOUES 510 360 800 400 S0.0 00 00 00 00 00 00 00 3270

NON-BILL HOUES: an 330 410 760 160 oo oo oo on oo on oo 173.0

TARGET HOUES: 100 100 1000 oo oo 1000 100 1000 oo 1000 1000 100 12000

COMEINED VAR 120-  3l0- 210 160 60 1000- 1004 1000- 1000 1000-  1000-  1000- 700.0-

TARIAHCE %: [lZ00%  3100%  ZLOD%  1600%  6.00% -10000% -100.00% -10000% -10000% -100.00% -100.00% -l00O0%  -58.33%

BILLABELE FEES: 14580 6480 14400 7200 16200 i} 0 i} 0 i} i} i} S8R&0
Emplayes CODE: oo DEEW LEEDER

EILLABLE HOUES 400 720 240 0.0 790 00 00 00 00 00 00 00 355.0

NON-BILL HOUES: 200 350 380 360 160 oo oo oo on oo on oo 1450

TARGET HOUES: 100 100 1000 oo oo 1000 100 1000 oo 1000 1000 100 12000

COMEINED VAR 40.0- 10 221 160 50-1000- 1008 1000- 1000 1000-  1000-  1000- 700.0-

TARIAHCE %: 4000%  TO0%  2200%  1600%  -300% -10000% -100.00% -10000% -10000% -100.00% -100.00% -lD0O0%  -38.33%

BILLABLE FEES: 8000 14444 17200 18000 17400 i} 0 i} 0 i} i} i} 5644
Employee CODE o120 B4 WINNUE

BILLAELE HOUES 550 0.0 740 910 520 00 00 00 00 00 00 00 320

HON-BILL HOURS: 130 260 340 240 310 00 00 0.0 00 00 00 00 1280

TARGET HOURS. 1000 1000 100.0 1000 1000 1000 100.0 100.0 1000 1000 100.0 1000 12000

COMEINED VAR: 320- 140 80 150 170- 1000- 100.0- 100.0- 100.0- 1000- 100 .0- 100 0- 740.0-

TARIANCE % -3200% 14 00% 8.00% 1500% -17.00% -10000% -10000% -10000% -10000% -10000% -100.00% -10000% A1 ATV

BILLAELE FEES BE33 1o125 13030 13390 2380 o o o o o o o SE740 J

Bl = b

B == 0] =)

Time Analysis Report by Employee
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Print a Time Analysis Report by Category

Use the Time Analysis Report by Category to print time analysis information
recapped by category for up to 13 periods. You can choose to print information for
billable hours, non-billable hours, and billable fees.

1 Select Time Analysis Report by Category from the Time Analysis Reports
window and click Proceed. The Time Analysis Report by Category window

appears.
[ Time Analysis Report by Category K W= B3
[ Print Billable Hours Print Mon-Billable Hours Print Billable Fees ]
Selection All Starting Ending
Category Code % 227 % ‘
Canon Salss [ Brit | Prewiew | Printer Setup.
[ Lwiwi | 9/2/2005

Time Analysis Report by Category Window

2 Check Print Billable Hours to include billable hours in the report.
3 Check Print Non-Billable Hours to include non-billable hours in the report.

4 Check Print Billable Fees to include billable fees in the report.

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

5 Enter the category codes to include in the Category Code field.
» Check All to include the information for all categories.
OR
+ Enter the category codes to include in the Starting and Ending fields.

6 Click Print to print the report, or Preview to preview the report.
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The Time Analysis Report by Category result depends upon the settings selected
for the report. The following report contains all the categories and includes billable
hours, non-billable hours, and billable fees.

[ Time Analysis Report by Category H=] E3
Time and Biling Demo Data
TIME ANALYSIS REFORT BY CATEGORY
PER1 PERZ PER3 PER4 PERS PER6 PER? PER® PERS FER10 PER1l FPER1Z  TOTAL
CATEGORY CODE: ACC  GENERAL ACCOUNTING SERVICES
BILLAELE HOTUES: 3780 &68.0 8215 6420 8.0 i) 0o 0o oo i) 0o oo 30145
NON-BILL HOUES 0.0 0.0 0.0 0.0 00 0.0 0.0 0.0 00 0.0 00 0.0 0.0
BILLAELE FEES. 35575 58850 52738 59915 63955 0 [} [ 0 0 0 i 271033
CATEGORY CODE: AUD  AUDIT SERVICES
BILLAELE HOURS 560 1750 460 2910 1080 0.0 0.0 0.0 00 0.0 00 0.0 £76.0
WON-BILL HOUES 00 00 0.0 00 00 0.0 0.0 0.0 00 0.0 00 0.0 0.0
BILLAELE FEES: 9905 19685 §990 29425 11033 0 0 [ 0 0 0 [ 79040
CATEGORY CODE: CDS  CLIENT DEVELOFMENT
BILLAELE HOURS 00 (] 0.0 %] %] 0.0 0.0 0.0 %] 0.0 00 (] 0.0
NON-EILL HOURS: 00 0.0 &70 0o 0o 0.0 0.0 0.0 0o 0.0 00 0.0 &7.0
BILLAELE FEES. [} i 0 i [} 0 0 i [} 0 0 i i
CATEGORY CODE: CLE  CLERICAL
BILLAELE HOURS 905 2210 2500 2040 2515 0.0 0.0 0.0 %] 0.0 00 (] 1027.0
NON-EILL HOURS: 00 0.0 0.0 00 LX) 0.0 0.0 0.0 0o 0.0 00 0.0 0.0
BILLABELE FEES. 2497 6307 7520 5842 40 0 i} o i} 0 0 o 29818
CATEGORY CODE:  FP3 FINANCIAL PLANNING SERVICES
BILLAELE HOURS 0.0 7.0 8.0 70 50 0.0 0.0 0.0 00 0.0 0.0 0.0 27.0 &
(B =l C

Ll _ra @S]

Time Analysis Report by Category

Client Billing Analysis Report

Use the Client Billing Analysis Report to print billing history information for up to 13
periods by client or engagement. You can choose to print billable hours,
non-billable hours, billable fees, billed fees, and billed expenses.

1 Select Client Billing Analysis Report from the Time and Billing Analysis menu
to access this option.

ﬂﬂ-tlient Billing Analysis Report E mE =
Sort Options Client Code j
Pririt Billable Hours Frint Mon-Billable Hours Frint Billable Fees
Fririt Billed Fees Frirt Billed Expenises
Selection All Starting Ending
Client Code Q, Q,
Engagement Cods i
L]
L]
L]
L]
[]
L]
Canon Sales [ pin | Pevew | PinlerSetup.

Lwhw/ | 9/2/2008

Client Billing Analysis Report Window

2 Select how to sort the report from the Sort Options field. You can sort the report

by:
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Client Code

Client Name

Sort Field

Zip Code

Client Type

Client Partner

Client Employee
Engagement Partner
Engagement Employee

You can also sort the report by any of the user-defined fields created on the
Time and Billing Options window (see page 79).

3 Check Print Billable Hours to include billable hours in the report.
4 Check Print Billed Fees to include fees already billed to the client in the report.
5 Check Print Non-Billable Hours to include non-billable hours in the report.

6 Check Print Billed Expenses to include expenses already billed to the client in
the report.

7 Check Print Billable Fees to include billable fees in the report.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

8 Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR
» Enter the client codes to include in the Starting and Ending fields.
9 Enter the client engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.

10Enter the names of clients to include in the Client Name field.
This field is available only if Client Name is selected in the Sort Options field.

11Enter sort data to include in the Sort Field field.
This field is available only if Sort Field is selected in the Sort Options field.

12Enter the clients’ zip codes to include in the Zip Code field.
This field is available only if Zip Code is selected in the Sort Options field.
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13Enter the types of clients to include in the Client Type field.
This field is available only if Client Type is selected in the Sort Options field.

14Enter the employee partners to include in the Client Partner field.
This field is available only if Client Partner is selected in the Sort Options field.

15Enter the employees to include in the Client Employee field.

This field is available only if Client Employee is selected in the Sort Options
field.

16Enter the employee partners for the engagement to include in the Engagement
Partner field.

This field is available only if Engagement Partner is selected in the Sort
Options field.

17Enter the employees for the engagement to include in the Engagement
Employee field.

This field is available only if Engagement Employee is selected in the Sort
Options field.

18Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created on the Time
and Billing Options window (see page 79) is selected in the Sort Options field.

19Click Print to print the report, or Preview to preview the report.

The Client Billing Analysis Report result depends upon the settings selected for
the report. The following report is sorted by client code, and includes engagement
code details, billable and non-billable hours, fees and expenses already billed, and
billable fees.

(& Client Billing Analysis Report [_ O] <]
CLIENT BILLING AMALYSIS REPORT
SORTED BY Client CODE
PERE 1 PER 2 PERS PEE 4 PEE 5 PER & PERT PER & PEES PERIO PEE11 PER 12 TOTAL
Client CODE: ABLEMAN  ABLE MANUTACTURING
Engagement CODE 0000 PROFESSIONAL SERVICES
EBILLAELE HOTURS: 1205 100.0 1395 520 350 oo on on oo oo on oo 4470
MON-BILL HOUES: 0 140 an 40 40 oo on on oo oo on oo 520
EILLAELE FEES 16527 1427 13663 5676 3965 [ [ o 0 [ [ o 30258
BILLED FEES: 8100 13918 B683 7900 §200 i i o i i i o 46801
BILLED EXPENSES: 0 82 i} i} 1204 i} i} [1} 0 i} i} [1} 1286
Engagement CODE ool NETWORK INSTALLATION
BILLABLE HOTRS: 00 00 00 00 kil 0.0 00 00 00 00 00 00 k]
WON-BILL HOURS: oo 00 on o0 o0 00 on on o0 00 on oo on
BILLAELE FEES o o 0 o 2975 o o a o o o a 2875
EILLED FEES: o o o o o o o o o o o o o
EBILLED EXPENSES: o o o o o o o o o o o o o
Clnt TOTALS
BILLABELE HOTRS 1205 100.0 1395 520 a20 00 on on o0 00 on oo 4740
HON-EILL HOUES: 230 140 el 40 40 0.0 oo oo oo 0o oo oo 520
EBILLAELE FEES 18527 10427 13863 SETE 8940 o o o o o o o 53233
EILLED FEES: 2100 13918 BEED 7200 200 o o o o o o o 48801
EILLED EXFENSES i g2 0 [ 1204 [ [ o i [ [ o 12686
Client CODE: ALEXEDW EDWAED AND SUSAN ALEZANDER
Engagement CODE aono PROFESSIOHAL SERVICES
Bl =i C
(@]@] e JO]@) Ele),

Client Billing Analysis Report
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Budget Reports

The Budget Reports feature consists of four separate reports:

» Budget Report by Client (see page 308)

» Budget Report by Employee (see page 311)

» Budget Report by Work Code (see page 314)

» Budget Report by Category (see page 316)

These reports provide a recap of budget hours and amounts compared to actual
hours and amounts by client code, employee code, work code, and category code.
Budget information is detailed by budget items you entered on the
Schedule/Budget Maintenance window (see page 151) available in Client
Maintenance (see page 142). You can use sort options to select the information to
be included on applicable reports.

» Select Budget Reports from the Time and Billing Analysis menu to access
this option.
Eﬁﬂudget Reports [ [C]x]

Option:

(3} Budget Report by Client
(7} Budget Report by Emplopes
(2} Budget Report by work Code

(7} Budget Report by Category

| Froceed | Cancel
[ Lwiw | 9/2/2005
Budget Reports Window

Print a Budget Report by Client

Use the Budget Report by Client to print budget and variance information
recapped by client/engagement. You can detail the budget information further by
work code, category code, or employee code. You can also choose to print only
completed budget items.
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1 Select Budget Report by Client from the Budget Reports window and click
Proceed. The Budget Report by Client window appears.

{fiBudget Report by Client [ M= 3
Sort Optiores Client Cade =
Prirt Completed Budgets Yes =
Selection All Starting Ending
Client Code Q, T |4y
Engagement Code =z
‘work Code % i %
Category Code % o %
Budget Employes Code % 22 %
[
[
[
[
[
Canan Sales [ Bririt I Preiew I Printer Setup.
[ Lwiwi | 9/2/2005

Budget Report by Client Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Client Code
Client Name
Sort Field
Zip Code
Client Type
Client Partner
Client Employee
Engagement Partner
Engagement Employee

You can also sort the report by any of the user-defined fields created on the
Time and Billing Options window (see page 79).

3 Select whether or not to include completed budgets from the Print Completed
Budgets field. You can select:

Yes
No
Completed Budgets Only

4 Enter the clients to include in the Client Code field.
* Check All to include the information for all clients.
OR

 Enter the client codes to include in the Starting and Ending fields.
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I:Jj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

5 Enter the client engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
+ Enter the engagement codes to include in the Starting and Ending fields.
6 Enter the tasks to include in the Work Code field.
» Check All to include the information for all work codes.
OR
» Enter the work codes to include in the Starting and Ending fields.
7 Enter the categories to include in the Category Code field.
» Check All to include the information for all categories.
OR
» Enter the category codes to include in the Starting and Ending fields.
8 Enter the employees to include in the Budget Employee Code field.
» Check All to include the information for all budget employees.
OR
 Enter the budget employee codes to include in the Starting and Ending fields.

9 Enter the names of clients to include in the Client Name field.
This field is available only if Client Name is selected in the Sort Options field.

10Enter sort data to include in the Sort Field field.
This field is available only if Sort Field is selected in the Sort Options field.

11Enter the clients’ zip codes to include in the Zip Code field.
This field is available only if Zip Code is selected in the Sort Options field.

12Enter the types of clients to include in the Client Type field.
This field is available only if Client Type is selected in the Sort Options field.

13Enter the employee partners to include in the Client Partner field.
This field is available only if Client Partner is selected in the Sort Options field.
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14Enter the employees to include in the Client Employee field.
This field is available only if Client Employee is selected in the Sort Options
field.

15Enter the employee partners for the engagement to include in the Engagement
Partner field.
This field is available only if Engagement Partner is selected in the Sort
Options field.

16Enter the employees for the engagement to include in the Engagement
Employee field.
This field is available only if Engagement Employee is selected in the Sort
Options field.

17Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created in the Time
and Billing Options window is selected in the Sort Options field.

18Click Print to print the report, or Preview to preview the report.

The Budget Report by Client result depends upon the settings selected for the
report. The following report is sorted by client code, and includes completed

(i Budget Report by Client [_ O] x]
BUDGET REFORT BY CLIENT
SORTED BY Client CODE
Wi Employss
CATEG  CODE NAME
N (o1i) Y + VARTANCE + +- BUDGET ——+ +-- ACTUAL -+ +- VARIANCE -+
BUDGET NON-BILL BILL HOURS 3 AMOUNT  RATE AMOUNT  RATE AMOUNT %
Clisnt CODE: 0001000 test
Engagement CODE 0000
ALL ALL Employee CODES PLANNED  NON-RECURRING
0.00 0.00 0.00 0.00 0.00% 0.00 0.000 0.00 0.000 0.00 0.00%
Clut TOTALS: 0.00 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
Clisnt CODE ABLEMAN  ABLE MANUFACTURING
Engagement CODE 0000 PROFESSION AL SERVICES
ALL ALL Employee CODES ACTIVE ANNUAL
900.00 5800 469.00 3300- 4144 10000000 111111 5261363 99,840 4738637 4739%
IhCC ALL Employee CODES ACTIVE ANNUAL
350.00 0.00 152.50 19250 -35.00% 29750.00 35.000 1785300 113330 11397.00-  -39.99%
JAUD ALL Employee CODES ACTIVE ANNUAL
I 0.00 24,00 2600-  -5200% 4000.00 30.000 368000 153330 320.00- B.00%
MAS ALL Employee CODES ACTIVE ANNUAL
40.00 0.00 44,00 4.00 10.00% 800000 200.000 766500 174210 335.00- 4.19%
I ALL Employee CODES ACTIVE ANNUAL
17500 0.00 106,00 6900  -39.43% 17500.00 100.000 1367500 129010 382500 -2186%
APL 0100 IMA WINNUR PLANNED  NON-RECURRING
3.00 0.00 200 100-  -3333% 540.00 180.000 36000 180.000 18000 -3333%
UNALLOCATED 28200 3800 135.50 88.50-  -31.38% 4021000 533.88% 9380.63 43430 8293 e |7
s |
D@ re= J@[0) EE

Budget Report by Client

Print a Budget Report by Employee

Use the Budget Report by Employee to print budget and variance information
recapped by employee. You can detail the budget information further by
client/engagement code and work/category code. You can also choose to print
only completed budget items, and select whether you want the variance based on
billable hours only, non-billable hours only, or billable and non-billable hours
combined.
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1 Select Budget Report by Employee from the Budget Reports window and click
Proceed. The Budget Report by Employee window appears.

gﬁBudget Report by Employee [2 O[]
Sort Optiohs: Emplopee Code ﬂ
Print Completed Budgets Tes ﬂ
Bass Hours Yariahce On Cambined Billable/Mon-Hilable Hours |
Selection All Starting Ending
Employee: Code Q 7777 @y
Cliert Cade Q Q
Engagement Code i i
‘work Code Q zZzz @y
Category Code Q 77z @y
L
L
L
Canon Sales [ Print I Preview I Printer Setup...
Lwiw | 972/2005

Budget Report by Employee Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Employee Code
Employee Last Name
Office Code
Employee Level

3 Select whether or not to include completed budgets from the Print Completed
Budgets field. You can select:

Yes
No
Completed Budgets Only

4 Select the type of hours to include in the report from the Base Hours Variance
On field. You can select:
Combined Billable/Non-Billable Hours

Billable Hours
Non-Billable Hours

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

5 Enter the employees to include in the Employee Code field.
» Check All to include the information for all employees.
OR

» Enter the employee codes to include in the Starting and Ending fields.
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6 Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR
» Enter the client codes to include in the Starting and Ending fields.
7 Enter the client engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.
8 Enter the tasks to include in the Work Code field.
» Check All to include the information for all work codes.
OR
» Enter the work codes to include in the Starting and Ending fields.
9 Enter the categories to include in the Category Code field.
» Check All to include the information for all category codes.
OR
» Enter the category codes to include in the Starting and Ending fields.

10Enter the employees to include by last name in the Employee Last Name field.
This field is only available if Employee Last Name is selected in the Sort
Options field.

11Enter the employees’ office codes to include in the Office Code field.
This field is only available if Office Code is selected in the Sort Options field.

12Enter the level of employees to include in the Employee Level field.
This field is only available if Employee Level is selected in the Sort Options
field.

13Click Print to print the report, or Preview to preview the report.
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The Budget Report by Employee result depends upon the settings selected for the
report. The following report is sorted by employee code, and includes completed
budgets, and combined billable and non-billable hours.

[ Budget Report by Employee [_[C]

BUDGET REPORT BY EMPLOYEE

SORTED BY Employes CODE

W.C

CATEG DESCRIPTION
#omeeemms HOURS oo + +COMBINED VAR+ +-- BUDGET -+ +-- ACTUAL -+ +- VARIANCE -+
BUDGET MNOW-BILL BILL HOURS % AMOTTHT RATE AMOTINT RATE AMOUNT £

Employee CODE: 0100  [Ma WINNUE

Client CODE. ABLEMAN  ABLE MANUFACTURING
Engagement CODE 0a0o PROFESSIONAL SERVICES
APL AUDIT PLANNING PLAWNHED HON-RECURRING

000 2.00 1.00- -33.33% 54000 180,000 360,00 120,000 1g0.00- -3333%
Clnt TOTALS: 300 0.00 200 1.00- -3333% 54000 36000 180000~ -33.33%
Empl TOTALS: 300 o.no 200 1.00- -3333% 54000 360,00 180.00- -E333%

Employee CODE: 0130 RACHEL SCOTT

Clent CODE: ABLEMAN  ABLE MANUFACTURING

Engagement CODE ool NETWORK INSTALLATION
MIC MICROCOMPUTER CONSULTING ACTIVE WOHN-RECURRING INITIAL HETWORK INSTALLATION
27.00 0.00 33.00 &.00 2222% 337500 125,000 4125.00 125000 730,00 22220
Clnt TOTALS 27.00 o.no 33.00 A00 22.22% 337500 412500 75000 2222%
Client CODE: GEWECOM — GENERATION2 COMPUTER DIST.
Engagement CODE oo0l NETWORK INSTALLATION j
[0 =i C

DORE=MO0)

Budget Report by Employee

Print a Budget Report by Work Code

Use the Budget Report by Work Code to print budget and variance information
recapped by work code. You can detail the budget information further by
client/engagement code and employee code. You can also choose to print only
completed budget items.

1 Select Budget Report by Work Code from the Budget Reports window and
click Proceed. The Budget Report by Work Code window appears.

{5 Budget Report by Work Code [ 24 -1C]
Print Completed Budgets Yes hdl
Selection All Starting Ending
‘wiork Code Q prrdio N
Client Code G, a,
Engagement Code ZZzz |
Employes Code Qb i %
Canon Sales [ Erint. | Prexiew | Printer Setup.
[ Ll | 9/2/2005

Budget Report by Work Code Window

2 Select whether or not to include completed budgets from the Print Completed
Budgets field. You can select:

Yes
No
Completed Budgets Only
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I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

3 Enter the tasks to include in the Work Code field.
» Check All to include the information for all work codes.
OR
+ Enter the work codes to include in the Starting and Ending fields.
4 Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR
 Enter the client codes to include in the Starting and Ending fields.
5 Enter the client engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.
6 Enter the employees to include in the Employee Code field.
» Check All to include the information for all employees.
OR
+ Enter the employee codes to include in the Starting and Ending fields.

7 Click Print to print the report, or Preview to preview the report.
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The Budget Report by Work Code result depends upon the settings selected for
the report. The following report includes completed budgets.

[ Budget Report by Work Code H=] E3

Time and Biling Demo Data

BUDGET REFORT BY WORK CODE

Employee

CODE  NAME

+eeeeemeee HOURS —-eeeemm + +- VARTANCE -+ +-- BUDGET ---+ +-- ACTUAL -+ +- WARIANCE --+
BUDGET  MON-EILL BILL HOURS S AMOUNT FATE AMOUNT FATE AMOUNT E3

Work CODE ALL Work CODES

Client CODE: 0001000 test

Engsgement CODE: 0000

ALL Employee CODES PLANNED HON-RECURRING

o000 0.00 000 000 0.00%% 000 0.000 000 0.000 0.00 0.00%

Clat TOTALS: 0.0o 0.00 0.00 0.00 0.00%% 0.00 0.00 0.00 0.00%%

Client CODE: ABLEMAN  AELE MANUFACTURING

Engagement CODE oo PROFESSIONAL SERVICES

ALL Employee CODES ACTIVE  ANNUAL

50000 5200 468,00 00 -4144% 10000000 111111 s261363 99840 ATEEA. 4730k
Engagement CODE ool HETWORK INSTALLATION
ALL Employee CODES ACTIVE HOM-RECURRING
20,00 000 2700 300 -l000% 25000 102333 27500 10180 500 -BAE%
Clat TOTALS: 3000 5200 48600 TG00 4043 103250.00 5554663 4TI 618N
Client CODE. ALEXEDW EDWARD AND SUSAN ALEXANDER |
o = ]

R e 0lE) Ea,)

Budget Report by Work Code

Print a Budget Report by Category

Use the Budget Report by Category to print budget and variance information
recapped by category. You can detail the budget information further by
client/engagement code and employee code. You can also choose to print only
completed budget items.

1 Select Budget Report by Category from the Budget Report window and click
Proceed. The Budget Report by Category window appears.

ﬂ-ﬁBudget Report by Category K HiE
Print Completed Budgets Yes ﬂ
Selection Al Starting Ending
Categoy Code % 7 %
Cliert Code <, <,
Engagement Code i =z |
Employes Code % prrrs %
Canon Sales [ FBrint | Prexvigw | Frinter Setup...
I Lwiw/ | 97272005

Budget Report by Category Window

2 Select whether or not to include completed budgets from the Print Completed
Budgets field. You can select:

Yes
No
Completed Budgets Only
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I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

3 Enter the categories to include in the Category Code field.
» Check All to include the information for all categories.
OR
+ Enter the category codes to include in the Starting and Ending fields.
4 Enter the clients to include in the Client Code field.
» Check All to include the information for all clients.
OR
 Enter the client codes to include in the Starting and Ending fields.
5 Enter the client engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.
6 Enter the employees to include in the Employee Code field.
» Check All to include the information for all employees.
OR
+ Enter the employee codes to include in the Starting and Ending fields.

7 Click Print to print the report, or Preview to preview the report.
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The Budget Report by Category result depends upon the settings selected for the
report. The following report includes completed budgets.

(i Budget Report by Category Hi=]E3
Time and Biling Demo Data
BUDGET REPCRT BY CATEGORY
Employee
CODE  HWAME
Hommmmnnen HOUERS e + +- VARIANCE -+ +-- BUDGET ---+ +-- ACTTAL -+ +- VARIANCE -+
BUDGET  WON-EILL EILL HOUES Ed AMOUNT EATE AMOUNT EATE AMOUNT Ed
CATEGORY CODE. ALL CATEGORIES
Client CODE: 0001000 test
Engagement CODE: 0000
ALL Emplayee CODES PLANNED WON-RECURRING
000 0.00 000 0.na 0.00% o000 0.000 000 0.000 o.no 0.00%
Clnt TOTALS: 000 0.00 o.oo o.0a 0.00% o.oo o000 000 0.00%
Client CODE: ABLEMAN  ABLE MANUFACTURING
Engagemsnt CODE: nooo PROFESSIONAL SERVICES
ALL Esuployes CODES ACTIVE ANNUAL
900,00 58.00 469.00 I700- -4l 10000000 111111 5261363 99840 HEI. -4739%
Engagement CODE noo1 HETWORE INSTALLATION
ALL Employee CODES ACTIVE NON-RECURRING
3000 0.00 27.00 300 -1000% 29000 108333 297500 110190 275.00- -BA8%
Clnt TOTALS 930,00 58.00 496.00 376.00- 4043 10325000 5558863 4766137, -d46.18%
Client CODE. ALEXEDW EDWARD AND STISAN ALEXANDER |
g |
3 fo) M2 () ()

Budget Report by Category

Employee Scheduling Report

Use the Employee Scheduling Report to print a detailed listing of all scheduled
activities entered on the Schedule/Budget Maintenance window (see page 151)
available in the Client Maintenance window (see page 142). The scheduled
activities appear in chronological order by projected start date.

Print the Employee Scheduling Report

1 From the Analysis menu of the Time and Billing module, select Employee
Scheduling Report. The Employee Scheduling Report window appears.

ﬂ*ﬂEmpluyee Scheduling Report EH mE
Sort Optians Employes Code j
Status Type to Frint All j
Schedule Type ta Print All j
Selection Al Starting Ending
Employee Code % 277 %
Projected Start Date 12/31/2939
Actual Start Date 12/31/2933
Projected Completion D ate 12/31/2999
Actual Completion D ate 1243142939
Ll
|
Ll

Canon Salss [ Print [ Preview | Printer Setup.
[ Lwiw | 9/2/2005

Employee Scheduling Report Window
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2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Employee Code
Client Code
Work Code
Category Code

3 Select the type of budgets to include in the report from the Status Type to Print
field. You can select:

All
Planned
Active
Completed
Cancelled.

4 Select the schedule types include in the report from the Schedule Type to Print
field. You can select:

All
Non-Recurring
Monthly
Quarterly
Semi-Annual
Annual

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

5 Enter the employees to include in the Employee Code field.
» Check All to include the information for all employees.
OR
+ Enter the employee codes to include in the Starting and Ending fields.
6 Enter the estimated start date for the schedule in the Projected Start Date field.
» Check All to include the information for all estimated start dates.
OR
» Enter the estimated start dates to include in the Starting and Ending fields.
7 Enter the actual start date for the schedule in the Actual Start Date field.
+ Check All to include the information for all actual start dates.
OR

» Enter the actual start dates to include in the Starting and Ending fields.
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8 Enter the estimated finish date for the schedule in the Projected Completion
Date field.

» Check All to include the information for all estimated finish dates.
OR
* Enter the estimated finish dates to include in the Starting and Ending fields.

9 Enter the actual finish date for the schedule in the Actual Completion Date
field.

» Check All to include the information for all actual finish dates.
OR
» Enter the actual finish dates to include in the Starting and Ending fields.

10Enter the clients to include in the Client Code field.
This field is only available if Employee Last Name is selected in the Sort
Options field.

11Enter the tasks to include in the Work Code field.
This field is only available if Employee Last Name is selected in the Sort
Options field.

12Enter the categories to include in the Category Code field.
This field is only available if Employee Last Name is selected in the Sort
Options field.

13Click Print to print the report, or Preview to preview the report.
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The Employee Scheduling Report result depends upon the settings selected for
the report. The following report is sorted by employee code, and includes all status
types and all schedule types.

EjEmpluyee Scheduling Report

Employee Scheduling Report

Employee Hourly Analysis Report

EMPLOYEE SCHEDULING REPORT
SORTED BY Employes CODE
ALl STATUSES AND ALY TYPES
PROJECTED ACTUAL PROJECTED ACTUAL Wl SCHED  BUDGET
START START COMPLETE COMPLETE Clnt Engmt CATEG STAT TVYPE HOURS COMMENT
Emplayes CODE: 0100 IMA WINHUR
030205 0202105 10/0205 1010505 ABLEMAN 0ooa APL F b2 3.00
Employee CODE: 0130  RACHEL SCOTT
01108 01714198 ABLEMAN 0ol MIC A N 27.00 INITIAL HETWORK INSTALLATION
08/15/92 GEMECOM noo1 MIC P N 500 UPGRADE TO REV 3.0
Employee CODE: 0140 GEORGE ROGERS
C 05731098 ABLEMAN ool MIC F b2 25.00 COMPLETION OF DATA CONVERSION
8 Employes CODE 0210 BARBARA REYNOLDS
E 083098 ABLEMAN ool MIC P b2 .00 BEGIN SPEC. FOR CUST REPORTS
N Employes CODE: 0240 JENNIFER HAAS
g 0811598 GENECOM ool MIC F b2 3.00
Employee CODE: 0270 MARE MILLER
04720098 03/19/98 ABLEMAN 0ol MIC A b2 2000
08/25/98 GEMECOM noo1 MIC P Q 3.00 QUARTERLY FREY. MAINT CHECK j
@l Bl I
u @O ) ,;
B
A
C
K

The Employee Hourly Analysis Report provides a recap of hours recorded by day
of the week for each employee. This report is particularly useful for checking for

missing time cards and analyzing workload information for each employee. You
can produce the report for a five-, six-, or seven-day work week.

The program retains employee analysis information in the Employee Hourly
Analysis file for the period of time specified in the Days to Retain Employee
Hourly Analysis field on the Time and Billing Options window (see page 79).

Print an Employee Hourly Analysis Report

1 From the Analysis menu of the Time and Billing module, select Employee
Hourly Analysis Report. The Employee Hourly Analysis Report window
appears.
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ﬂ*ﬁEmployee Hourly Analysis Report E W& B
Sart Dptions Employes Code j
Days per Week. 5 Dayweek (Monday - Friday] j ]
Selection All Starting Ending
Employee Code % ZZZ7 %
Dffice Code Q 777 |y
Date [ (08/26/2005 09/03/2005
L
Ll
Canan Sales [ Print I Freview I Printer Setup..
[ Lwiw | 9/2/2005

Employee Hourly Analysis Report Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Employee Code
Employee Last Name

Office Code
Employee Level

3 Select the work week to use from the Days per Week field. You can select:

5 Day Week (Monday - Friday)
6 Day Week (Monday - Saturday)
7 Day Week (Sunday - Saturday)

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in

the field.

4 Enter the employees to include in the Employee Code field.
» Check All to include the information for all employees.
OR
» Enter the employee codes to include in the Starting and Ending fields.
5 Enter the employee’s office to include in the Office Code field.
» Check All to include the information for all offices.
OR

+ Enter the office codes to include in the Starting and Ending fields.
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6 Enter the client engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.
7 Enter the date for the report in the Date field.
» Check All to include the information for all dates.
OR
» Enter the dates to include in the Starting and Ending fields.

8 Enter the employees to include by last name in the Employee Last Name field.
This field is only available if Employee Last Name is selected in the Sort
Options field.

9 Enter the level of employees to include in the Employee Level field.
This field is only available if Employee Level is selected in the Sort Options
field.

10Click Print to print the report, or Preview to preview the report.

The Employee Hourly Analysis Report result depends upon the settings selected
for the report. The following report is sorted by employee code, and includes data
for a five-day work week.

[ Employee Hourly Analysis Report H=
Time and Billing Demo Data j
EMPLOYEE HOURLY ANALYSIS REPORT
FOR DATES: 082805 THRU 08/0%05
SORTED BY Employee CODE
Enployse 082905 0B/0MS  0BALOS 0301105 09002005
CODE  WAME OFFC LYL ~MONDAY TUESDAY WEDNESDAY THURSDATY FRIDAY — TOTAL
0100 IMA WINNUR McE 1 1] i oo 00 2.00 2.00
REPORT TOTALS: o Juil ] 0o 2.00 2.00
M
Bl = b
[ (5] == (O] [©)

Employee Hourly Analysis Report
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A/R and WIP Reconciliation Report
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The A/R and WIP Reconciliation Report provides a concise recap of Accounts
Receivable and work in process activity for the current period by
client/engagement.

» For Accounts Receivable reconciliation, the report includes the balance forward
amount, invoiced amount, finance charge amount, payment received amount,
and ending balance.

» For Work in Process reconciliation, the report includes opening work in process
balance, billable fees and expenses, billed amount, write-up/write-downs, and
closing work in process.

Print the A/R and WIP Reconciliation Report

1 From the Analysis menu of the Time and Billing module, select A/R and WIP
Reconciliation Report. The A/R and WIP reconciliation Report window
appears.

gﬁn;‘n and WIP Reconciliation Report
Sort Options Client Code ﬂ
Period 05 05/01/98 Thiu 05/31/98
Reconciliation to Print AR andwWIP x|
Selection All Starting Ending
Client Code Q, Q,
Engagement Code =z |
|
|
|
|
|
Canon Sales Print I Preyview l Frinter 5etup.
I Lwiwl | 87272005

A/R and WIP Reconciliation Report Window

2 Select how to sort the report from the Sort Options field. You can sort the report
by:
Client Code
Client Name
Sort Field
Zip Code
Client Type
Client Partner
Client Employee

You can also sort the report by any of the user-defined fields created on the
Time and Billing Options window (see page 79).
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3 Select the type of data to include in the report from the Reconciliation to Print
field. You can select:

A/R and WIP
AR
wWIP

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

4 Enter the clients to include in the Client Code field.
+ Check All to include the information for all clients.
OR
» Enter the client codes to include in the Starting and Ending fields.
5 Enter the client engagements to include in the Engagement Code field.
» Check All to include the information for all engagements.
OR
» Enter the engagement codes to include in the Starting and Ending fields.

6 Enter the names of clients to include in the Client Name field.
This field is available only if Client Name is selected in the Sort Options field.

7 Enter sort data to include in the Sort Field field.
This field is available only if Sort Field is selected in the Sort Options field.

8 Enter the clients’ zip code to include in the Zip Code field.
This field is available only if Zip Code is selected in the Sort Options field.

9 Enter the types of clients to include in the Client Type field.
This field is available only if Client Type is selected in the Sort Options field.

10Enter the employee partners to include in the Client Partner field.
This field is available only if Client Partner is selected in the Sort Options field.

11Enter the employees to include in the Client Employee field.
This field is available only if Client Employee is selected in the Sort Options
field.

12Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created on the Time
and Billing Options window (see page 79) is selected in the Sort Options field.

13Click Print to print the report, or Preview to preview the report.
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The A/R and WIP Reconciliation Report result depends upon the settings selected
for the report. The following report is sorted by client code that contains work in
process information only.

(i Ar and WIP Reconciliation Report

AR AND WP RECOMCILIATION REPORT

Time and Billing Demo Data

PERIOL: 05 0%0/38 THRU 0% 31798
FOR A/R and WIP, SORTED BY Chient

R 101191 3 10 o /R

Engut. OPENTHG EILLAELE EILLABLE BILLED WRITE ENDING BALANCE THVOICES FINANCE DAVMENTS ENDIHG

CODE WP FEES EXPENSE AMOUNT URDH Luid FORWARD CHARGE RECEIVED BALANCE
Cliot CODE MELEMAN  ABLENANUFACTURING

ooop 613020 296500 o0 940350 199.00- 55160

0001 315000 297500 oo a0 a0 612500

Cha: 933820 634000 oo 940350 18800 6676 60 1438300 1271365 0 500000 220665
Clizre CODE: ALEMEDW  EDWARD AND SUSAN ALEXANDER

0000 oo #4500 oo #4500 a0 00

Cht: o0 44500 o0 44500 10 no 63500- 44500 0o o0 19000
Cligrt CODE: CANRIDG  CANVON RIDGE AP ARTMENTS

ooop o 354500 000 357500 il 0

Chd: o 334500 000 357500 il 0 296455 357500 o 296495 357500
Cliert CODE EDWAELE EDWARDSON ELECTRIC COMP AHY

0000 #7000 414000 81900 616900 240.00- 43000-

Cht: o7000 414000 81900 616900 240.00- 42000~ 786500 631694 0o 7000 00 708194
Chiert CODE GENECOM  EMERATION/ COMPUTER DIST

[ =

73 ) I~ [O) [0

A/R and WIP Reconciliation Report

This concludes Chapter 9: Using the Analysis Menu of the Time and Billing

manual.
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Chapter 10
Using the Period End Menu

Chapter 10: Using the Period End Menu focuses on the accounting aspects of the
Time and Billing module and explains how to process the period end data and print
invoices. The Time and Billing Period End menu includes functions normally
performed at the end of each accounting period: Finance Charge Calculation (see
page 327), Finance Charge Entry (see page 329), Finance Charge Journal (see
page 330), Statement Printing (see page 332), and Period End Processing (see
page 336). The activities in this chapter are usually performed by an accountant or
financial administrator.

How to Use the Period End Menu

The options available in the Period End menu allow your company to process
financial data for the period end.

Open a Window from the Period Menu

1 Double-click the Time and Billing module from the Modules tab. The module
expands to display all the menu options available in the Time and Billing module.

2 Click the Period End menu. The names of the windows available in the menu
appear on the right side of the Sage MAS 90 or 200 window.

Time and Billing - Period End I
Up one lewvel,,,
[ElFinance Charge Calculation
[E3IFinance Charge Entry
[EJJFinance Charge Journal
Statement Printing
[E=lPerind End Pracessing

Windows Available in the Period End Menu

3 Double-click the name of the window to open. The system displays the selected
window.

Select Items from a Lookup List

Many fields in the Period End menu feature a Lookup list. These lists allow you to
select data for the field.

* Click the E] button in the first field to select an item from the Lookup window.
The system displays the information in the field.
Finance Charge Calculation

Use the Finance Charge Calculation feature to calculate finance charges on
overdue amounts before printing client statements. You can specify a range of
clients, aging date, statement cycle (for example, monthly or bimonthly), minimum
finance charge, and minimum balance to be used in the calculation.
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This feature is available only if the Fixed or Percent method is selected in the
Finance Charge Computation field on the Time and Billing Options window (see
page 79).

« If Fixed is selected, the fixed method will be used to calculate finance charges.

With the fixed method, the fixed amount entered in Time and Billing Options will
be added automatically to the client balance, unless a different amount was
entered for specific clients in the Client Master file.

« If Percent is selected, the percentage method will be used.

With the percentage method for calculating finance charges, the percentage you
entered in Time and Billing Options will be used to perform the calculation. If a
different percentage is on file for individual clients in the Client Master file, that
percentage will be used. For any client in the range selected, a blank percentage
or amount omits calculating a finance charge for that client.

|Z[NOTE: If None is selected in the Finance Charge Computation Method
field on the Billing tab of the Time and Billing Options window (see page 79),
then the Finance Charge Calculation, Finance Charge Entry, and Finance
Charge Journal features in the Period End menu will NOT be available.

Calculate Finance Charges

1 From the Period End menu of the Time and Billing module, select Finance
Charge Calculation. The Finance Charge Calculation window appears.

gﬁFinance Charge Calculation EH W= R
Aging Date | 09/02/2005 Min Balance to Apply 0.00
Min Finance Charge to Apply 0.000
Selection Al
[ Statement Cyole }
Selection All Starting Ending
[ Cliert Cade Q Q }
| Proceed I Cancel I Clear
| Lwiw | 972/2005

Finance Charge Calculation Window

2 Enter the date used to determine the age of the client invoices in the Aging
Date field.

3 Enter the minimum balance to apply the finance charges to in the Min Balance
to Apply field.

4 Enter the minimum finance charge to apply to late invoices in the Min Finance
Charge to Apply field.
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5 Select the statement cycles to apply the charges to in the Statement Cycle field.
» Check All for all cycles.

OR

* Enter the cycle (such as monthly or bimonthly) in the text field.

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

6 Select the clients to apply the charges to in the Client Code field.
+ Check All to include the information for all client codes.
OR
» Enter the client codes to include in the Starting and Ending fields.
7 Click Proceed. The system applies the finance charges.

When all automatic calculations have been completed for the desired clients, you
can choose to print the Finance Charge Journal (see page 330), which shows the
finance charges calculated for each client. If you want to change any of the
automatically calculated charges, you can use the Finance Charge Entry (see
page 329) to manually enter a different finance charge.

Finance Charge Entry

Use the Finance Charge Entry to manually apply finance charges to specific
clients or to adjust automatically calculated finance charges. Use this option to
reverse or adjust finance charges which were applied incorrectly.

|Z[NOTE: If None is selected in the Finance Charge Computation Method
field on the Billing tab of the Time and Billing Options window (see page 79),
then the Finance Charge Calculation, Finance Charge Entry, and Finance
Charge Journal features in the Period End menu will NOT be available.
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Change Finance Charges for a Client

1 From the Period End menu of the Time and Billing module, select Finance
Charge Entry. The Finance Charge Entry window appears.
[ Finance Charge Entry 1 M= B3

Clignt Code OLSON % OLSOM SPORTS CEMTERS

[Drate of Last Payment 03/29/1938
Current 8,635.00

Owver 30Days 0.00
Ower B0 Dayps 0.00
Ower 90 Days 0.00
Over 120 Days 16,650.00

Last Payment &mount 0.00

Unpaid Finance Charge 25.00
Amount Subject to F/C 16,625.00

Monthly Finance Chaige 1.500%
AR Balance 25,285.00 Finance Charge Applied 249.38

@@ Accept I LCancel l Delete
[ Lwiwi | 9/2/2005

Finance Charge Entry Window

|Z[NOTE: The aging categories displayed are in Days or Months, depending
upon the setting in the Age Bills field on the Time and Billing Options window
(see page 79).

2 Select the client to change the charges for in the Client Code field.
3 Enter the charges to apply to the client in the Finance Charge Applied field.
4 Click Accept to update the charges.

5 When you complete all financial calculations for the desired clients, print the
Finance Charge Journal (see page 330), which shows the finance charges
calculated for each client.

Finance Charge Journal

Page 330

The Finance Charge Journal lists all finance charges that have been calculated
through the Finance Charge Calculation (see page 327) or entered through
Finance Charge Entry (see page 329). Information on the journal includes the
client code and name, the receivables balance, any past due amount, and the
finance charge amount applied to the client.

Use this journal to review finance charges before updating the information to the
Open Invoice file and printing client statements. The Finance Charge Journal must
be printed before the finance charge entries can be updated to the permanent
files.

|Z[NOTE: If None is selected in the Finance Charge Computation Method
field on the Billing tab of the Time and Billing Options window (see page 79),
then the Finance Charge Calculation, Finance Charge Entry, and Finance
Charge Journal features in the Period End menu will NOT be available.
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Once the Finance Charge Journal has been printed in its final form, you can
update the information to the permanent files. The finance charges calculated are
then printed automatically on the next batch of client statements that fall within the
client code range and statement cycle(s) indicated.

|Z[NOTE: The Time and Billing module now supports Sage Software
Extended Solutions Paperless Office: Journals and Registers (LM-1018).
The Paperless Office solution allows printing of journals and registers in PDF
format, and provides a Viewer utility for the viewing and deleting of PDF
documents.

Print the Finance Charge Journal

1 From the Period End menu of the Time and Billing module, select Finance
Charge Journal. The Finance Charge Journal window appears.

i Finance Charge Journal | 7| x|
Current General Ledger Period |s: 5 Ending: 0543141998
Time and Biling Posting Date |5 05/31/1998
Canon Sales | Frieit | Preview I Printer Setup...
I Lwiw/ | 97272005

Finance Charge Journal Window

2 Make sure the date in the Time and Billing Posting Date field is correct.
3 Click Print to print the Finance Charge Journal.
The Finance Charge Journal includes the client code and name, Account

Receivable balance, past due amount, and finance charges.
i Finance Charge Journal O]

Time and Biling Demo Data j
FINANCE CHARGE JOURMAL
REGISTER NO: FC-0004
Chent AR PAST DUE FINANCE
CODE NAME BALANCE AMOUNT CHARGE

ABLEMAN ABLE MANUFACTURING 22,176.65 14,525.05 217.85
CANRIDG ~ CANYON RIDGE APARTMENTS 3,575.00 400.00 6.00
EDWAELE  EDWARDSOMN ELECTRIC COMPANY 7081.94 3,040.00 45,60
GENECOM  GENERATION/Z COMPUTER DIST 27452.88 19,520.00 298,80
HAAS WILLIAM AND BETH HAAS 900.00 880.50 1331
HIDDEEA  HIDDEN BEACH HOTEL 7,670.00 5,500.00 32,50
HOWARD HOWARD, FINE, & HOWARD, DDS 12,070.00 9,385.00 14078
LANGFOR  PATRICLA LANGFORD, M.D, INC 10,666.55 10,656.55 159.85
OLSON OLSON SPORTS CENTERS 25,285.00 16,625.00 249.38
REEDADV REED ADVERTISING ,000.00 4,000.00 60.00
SCHWPES SCHWARZKOPF PEST EXTERMINATORS 18,555.46 9.565.00 14348
TRAVIZ MICHAEL AND CYNTHIA TRAVIS 1,440.00 1440000 21.60
ULTRA ULTERA DISTRIBUTION 18,275.00 18,275.00 27413

REPORT TOTALS: 163,448.43 114,210.10 171318

< 3
(@) _reserJD[0)

Finance Charge Journal
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After the Finance Charge Journal, the following dialog box appears.

i Sage MasS 90 %]
“»  Doyouwant to update the Finance Charge Jounal?
</

Sage MAS 90 Dialog

4 After ensuring the register is accurate, click Yes to update Sage MAS 90 or 200
with the information. The following dialog box appears.

[ Sage MAS 90 [x]
‘p Do you want to print a Daily Transaction Register?
-
3

Sage MAS 90 Dialog

5 Click Yes to print the Daily Transaction Register.

If you click No, you can print the Daily Transaction Register at another time.

See the Daily Transaction Reqister section (see page 187).

Statement Printing

Use Statement Printing to print statements for selected clients onto preprinted
statement forms or plain paper. Statements are printed using the information
entered through the Billing Data Entry (see page 198), Cash Receipts/\Write-Off
Entry (see page 178), Finance Charge Calculation (see page 327), and Finance
Charge Entry (see page 329). Name and address information can be printed, as
well as invoice and billing detail. You can choose to print statements for a range of
client codes, a group of statement cycles and/or clients with a certain minimum
balance, or by the aging category of the client’s oldest balance.

|Z[NOTE: If the Monthly Statements Required field on the Main tab of the
Time and Billing Options window (see page 79) is not checked, the Statement
Printing feature in the Period End menu will NOT be available.
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Print Time and Billing Statements

1 From the Period End menu of the Time and Billing module, select Statement
Printing. The T/B Statement Printing window appears.

{if /B Statement Printing
Sort Options Client Code = Credit Balance Exclude Cliznts with Credit Balance =
Statement Aging Date 09/02/2005 Print only Past &ging Category | Cunent Category ﬂ
Iinimum Balance of 0o Frint Zemo Balance Invoices Cunent Zero Bal Inv. =]
Statement Cycle Print Zero Balance Clients D
FomCode |4 |G  STANDARD STMNTS Copies [1 | | Fom. | Opions | Message..|
Selection Al Starting Ending
Client Cade QQ %
[
[
[
[
[
[
Canon Sales Print Preview I Frinter Setup
[ Ll | 8/2/2005

T/B Statement Printing Window

2 Select how to sort the invoices from the Sort Options field. You can sort the
report by:

Client Code
Client Name
Sort Field

Zip Code

Client Type
Client Partner
Client Employee

You can also sort the report by any of the user-defined fields created on the
Time and Billing Options window (see page 79).

3 Enter the account date used to age the invoices in the Statement Aging Date
field.

4 Enter the minimum due for the invoice to be printed in the Minimum Balance Of
field.

5 Enter up to five statement cycles for the invoice printing in the Statement Cycle
field.

6 Select the type of customer balances to print from the Credit Balance field.
You can select:

Include Clients with Credit Balance
Exclude Clients with Credit Balance
Only Clients with Credit Balance
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7 Select the past balance data to print from the Print Only Past Aging Category
field.

Select Current Category for currently due balances.

Select 1st Category for balances 30 days past due.

Select 2nd Category for balances 60 days past due.

Select 3rd Category for balances 90 days past due.

Select 4th Category for balances 120 days past due.
8 Select the types of invoices to include from the Print Zero Balance Invoices
field. You can select:

All Zero Balance Inv.
Exclude Zero Bal. Inv.
Current Zero Bal. Inv.

9 Check Print Zero Balance Customers to print invoices for customers with a
zero balance due.

10Select the form to use to print the invoices from the Form Code field.

111f you have Crystal Reports installed, you can change the form by clicking the
Eom.. | button. You can modify an existing format or create new formats
using the Sage MAS 90 or 200 Forms Customization feature.

See your Library Master Online Help by Sage Software for more information
about this feature.

12Enter the number of copies to print in the Copies field.

13To enter the number of spaces for numerical data for the invoice, click the
button to display the T/B Statement Printing - Form Options window.

LﬁT;’B Statement Printing - Formi Options

Form Code: A STANDARD STMNTS

Finance Charge Desc | FINAMCE CHARGE

—Humeric Masgk:

Invoice Charge HiHE #10.00- Statement Total Line HiHE #10.00-
Invoice Credit HEHE HH0.00- Balance Forward HEHE HH0.00-
|nvoice WP Amount | BERE $H0.00- Aging Amounts HiHE #10.00-
Irvoice \wiite Up/Din | HEEH #1#0.00- Running Balance HHH HH0.00-
Invoice Billed Amount | i $H0.00- Retainer Balance HEHEHRE HH0.00-
Irvoice Sales Tax R HH0.00- Uncollected Retainer | HEHEE #8000
Invoice Balance HEHE HH0.00- Manthly Fin. Charge HEHO.00

| oK I Cancel l Reset
| Lwiwi | 9/2/2005

T/B Statement Printing - Form Options Window

a Enter the number of spaces and where to set commas and decimals for
numerical data in each of the financial fields.
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b Click OK when finished.

14To enter additional messages to printed invoices, click the button. The
Accounts Receivable A/R Statement Messages window appears.

a Enter additional messages in the fields available on this window.

b Click OK when finished.

See the Accounts Receivable Online Help by Sage Software for more
information.

I:b HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

15Enter the client codes to include in the Client Code field.
» Check All to include the information for all client codes.
OR
» Enter the client codes to include in the Starting and Ending fields.

16Enter the names of clients to include in the Client Name field.
This field is available only if Customer Name is selected in the Sort Options
field.

17Enter sort data to include in the Sort Field field.
This field is available only if Sort Field is selected in the Sort Options field.

18Enter the clients’ zip codes to include in the Zip Code field.
This field is available only if Zip Code is selected in the Sort Options field.

19Enter the types of clients to include in the Client Type field.
This field is available only if Client Type is selected in the Sort Options field.

20Enter the employee partners to include in the Client Partner field.
This field is available only if Client Partner is selected in the Sort Options field.

21Enter the employees to include in the Client Employee field.
This field is available only if Client Employee is selected in the Sort Options
field.

22Enter the miscellaneous data to include in the Miscellaneous field.
This field is available only if one of the user-defined fields created on the Time
and Billing Options window (see page 79) is selected in the Sort Options field.

23Click Print to print the invoices, or Preview to preview the invoices.
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The invoices the system prints depends upon the settings selected for the
invoices. The following invoices is for a customer that is 120 days overdue.

Eﬂstatement Printing [_ o] x]
Time and Billing Demo Data STATEMENT DATE: 09/02/05 J
( 1 -
AELE MANUFACTURING CLIENT CODE: ABLENAN
9445 HIGHLAND AVE.
IRVINE Ch B9Z718 J
CONTALCT: MARTIN ABL
DATE REFERENCE DESCRIPTION CHARGE CREDIT BALANCE
05/31/95 MAYOOO1-FC 217.85 217.85
03/15/98 0000027-IN G, 683.00
04/27/98 PAYMENT REF: 10633 2,000.00
05/03/95 PAYMENT REF: 1044z 5,000.00
03/02/05 PAYMENT REF: 1000 izo.00 1,563.00
c 04/15/98 0000042-IN 7,900.00 7,.500.00
05/15/95 0000058-IN 5,080.05 5,060.05
o 03/0z/05 0000073-IN 4,403.60 4,403 .60
!I‘! 09/02/05 0000074~ TN 3,250.00 3,250.00
E
\}
T
S
u TOTAL: 22,394,.50
CURRENT 30 DAYS 60 DALYS 90 DAYS 120 DAYS BALAWNCE DUE
A
C 7,653.60 0.oo 0.00 0.00 14,740.90 2Z,394.50
K
THANE ¥OU FOR ALLOWING U3 TO IERVE YOU. j
iEf =
DO = O3 z
Client Statement

Period End Processing

You perform Period End Processing at the end of each accounting period (usually
the last business day of each month) to clear periodic files and prepare for the
following period’s business. When performed at year end, this same process also
clears year-to-date balances accumulated in the Client, Engagement, Employee,
and Work Code Master files to prepare for the new year. You can use other options
on the Period End Processing selection window to remove invoices with zero
balances and clear billing detail history information from the Billing History file.

This section contains instructions on how to use all of the Period End Processing
features available in Time and Billing, and includes a checklist for how to complete
the period end processing.
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Using Period End Processing

Process period end data, clear history files, and clear sales taxes with the T/B
Period End Processing window. The following types of period end processing
options are available:

» Full Period End Processing (see page 337)

Full Period End and Year End Processing (see page 339)

» Only Remove Invoices with Zero Balance (see page 340)

Only Clear Billing Detail History File (see page 340)

Purge Sales Tax History File (see page 341)

» From the Period End menu of the Time and Billing menu bar, select Period
End Processing to access this feature. The T/B Period End Processing
window appears.

{i 1/8 Period End Processing

—Period End Option:
(=) Full Period End Processing

(3 Full Period and Year End Processing

(3 Only Remove Invoices with Zero Balance
(3 Only Clear Biling Detail History

() Purge Sales Tax Histomy File

Period End Processing will be perfarmed for
Period 05 ending 05/31/98

\
T/B Period End Processing Window

Full Period End Processing

The Full Period End Processing option performs routine period end processing,
which usually occurs on the last business day of every month.
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Complete Full Period End Processing

1 From the T/B Period End Processing window, select Full Period End
Processing and click Proceed. The following window appears.

ﬂ*ﬂT,‘"B Period End Processing

Full Period End Processing

Period 05 Ending 05/31/98

T/B Period End Processing Window

®WARNING: Verify that the correct period and period ending date appear in
the Period and Ending fields of the T/B Period End Processing window.

If the correct date does not appear, open Time and Billing Options (see page
79) and verify the period and date information.

2 Click Proceed to continue. The T/B Period End Reports window appears.

ﬂ*ﬁT;’B Period End Reports [ x]

—Pritit the follovi
d
Aged Work in Process Report
Detail Wark in Process Report

Trial Balance Report

Sales Tax Freport

tonthly Biling Report

Monthly Cash Receipts Report

A¢R and WIP Reconciliation Report
Arcounts Receivable Analysis
Retainer Transaction Feport

Canon Sales [ Print ] Freview l Printer Setup..

T/B Period End Reports Window

3 Check each period end report to print, and then click Print.

After the selected reports finish printing, the following dialog box appears.

i Sage MAS 90 [ <]

9 Do you want to complete Period End Processing?
</

Sage MAS 90 Dialog

4 Click Yes. The system completes the processing and advances to the next
period.

The Current Time and Billing Period field on the Main tab of the Time and
Billing Options window (see page 79) increases to the next period.

Current Time and Biling Fiscal ear 1993 ¢ A
Current Time and Biling Perind o 3l
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Full Period and Year End Processing

The Full Period and Year End Processing option performs the same functions as
Full Period End Processing, BUT it updates the balances for the last year. Select
this option only at year end (your last fiscal accounting period).

Complete Full Period End and Year End Processing

1 From the T/B Period End Processing window, select Full Period and Year End

Processing and click Proceed. The following window appears.

{if T/8 Period End Processing

Full Period and ‘v'ear End Processing

Period 05 Ending 05/31/98

T/B Period End Processing Window

®WARNING: Verify that the correct period and period ending date appear in
the Period and Ending fields of the T/B Period End Processing window. If the
correct date does not appear, open Time and Billing Options (see page 79) and
verify the period and date information.

2 Click Proceed to continue. The Period End Reports window appears.

{5 1/8 Period End Reports

—Frint the: fallawing report:
Aged Invoice Repart

Aged Work in Process Report
Detail \Waork in Pracess Repart

Trial Balance Report

Sales Tax Report

tanthly Biling Repart

Monthly Cash Receipts Report

AJR and WIP Reconciliation Report
Accounts Receivable Analysis
Retainer Transaction Report

Canan Sales [ Frint I Preview Frinter Setup... |@

Period End Reports Window

3 Check each period end report to print, and then click Print.

After the selected reports finish printing, the following dialog box appears.
i Sage MAS 90 [ <]

2)

Do you want to complete Period End Processing?

Sage MAS 90 Dialog

4 Click Yes. The system completes the processing and resets the period and

advances to the next year.
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The Current Time and Billing Fiscal Year and Current Time and Billing Period
fields on the Time and Billing Options window (see page 79) reset the period and
advance to the next year.

Current Time and Billing Fiscal rear 1999 |
Current Time and Billing Period o j

Only Remove Invoices with Zero Balance

The Only Remove Invoices with Zero Balance option clears any zero-balance
invoices from the Open Invoice file, based on the days entered in the Number of
Days to Retain field on the Time and Billing Options window (see page 79).

Remove Zero Balance Invoices

1 From the T/B Period End Processing window, select Only Remove Invoices
with Zero Balance. The window displays the date and number of days that will
be used to determine which invoices to remove.

{5 1/8 Period End Processing [_ [ x]
~Period End D ptior:
(7} Full Period End Processing

(7} Full Period and ‘Y'ear End Processing

(3} Only Remave lnvoices with Zero Balance
(7} Only Clear Biling Dretail Histary

() Purge Sales Tax Histary File

Zero Balance Invoices wil be removed
if paid on or before 90 days prior to the following date
03/02/05

[ Lwiwi | 9/2/2005
T/B Period End Processing Window

2 Review the date and number of days, and then click Proceed. The following
window appears.

[ /6 Period End Processing

Only Remove Invoices with Zero Balance

Zeto Balance Invoices wil be removed
if paid on or before 30 daws prior to this date

(09/02/05

LCancel

T/B Period End Processing Window

3 Click Proceed to continue. The system clears old, zero balance invoices from
Time and Billing.

Only Clear Billing Detail History

The Only Clear Billing Detail History option purges the billing history for invoices
dated up to the current accounting date set in the Time and Billing module. Use
this feature when your company needs to clear old billing history.
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Clear Billing History

1 From the T/B Period End Processing window, select Only Clear Billing Detail
History and click Proceed. The following window appears.

EE T/B Period End Processing

Selection All Starting Ending

Client Cade Q, Q,
Engagement Cods i s

Biling History will be removed
if paid on ar before the follawing date
09/02/05

Proceed | Lancel
[ L | 8/2/2005

T/B Period End Processing Window

I:gj HINT: Click the E] button in the appropriate field to select an item from a
Lookup window. Selecting from a sortable list places the item you selected in
the field.

2 Enter the clients to purge in the Client Code field.
» Check All to include the information for all client codes.
OR
» Enter the client codes to include in the Starting and Ending fields.
3 Enter the client engagements to purge in the Engagement Code field.
» Check All to include the information for all engagement codes.
OR
» Enter the engagement codes to include in the Starting and Ending fields.

4 Click Proceed to continue. The system clears old billing history from Time and
Billing.

Purge Sales Tax History File

The Purge Sales Tax History File option purges all sales tax files on and before the
date you specify on the T/B Period End Processing window.

Clear Sales Tax History

1 From the T/B Period End Processing window, select Purge Sales Tax History
File.
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The Purge Sales Tax History will be purged if dated on or before date field
appears on the window.

[ /6 Period End Processing

~—Perod End O phon
() Full Period End Processing

() Full Period and Year End Processing

() Only Remove Invoices with Zero Balance
() Only Clear Biling Detail History

(%) Purge Sales Tax Histary File

Sales Tax History will be purged

if dated on or before

(09/0242005

[ Lwiwi | 9/2/2005
T/B Period End Processing Window

2 Enter the last date to use for purging tax history in the field, and click Proceed.
The following window appears.

[ /6 Period End Processing

Purge Sales Tax History File

Sales Tax History will be purged if dated on or before:

(09/02/2005

T/B Period End Processing Window

3 Click Proceed to continue. The system clears old sales tax files from Time and
Billing.

Procedural Checklist

1

Page 342

The following pages present a step-by-step review of the routine daily, period-end,
and year-end Time and Billing activities you will need to perform. Use this
information as a checklist to ensure that you have completed all necessary
procedures to keep your operation running smoothly.

®WARNING: Backing up your data is an important part of your daily, period
end, and year end procedures. For more information on backing up your data,
see the Library Master Online Help by Sage Software.

Daily Processing Checklist

Set the Time and Billing accounting date you want to use for today's transactions.

Make any necessary changes or additions to client information using Client

Maintenance (see page 142).
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Enter daily time sheet and expense entries using Time/Expense Entry (see page
168) and Edit Work in Process Entry (see page 226). Print the Time/Expense
Journal (see page 173) and Edit Work in Process Journal (see page 229), and
update.

Enter cash receipts or write-offs using Cash Receipts/Write-Off Entry (see page
178). Print the Cash Receipts/Write-Off Journal and update (see page 185).

Print the Daily Transaction Register (see page 187) and update to the General
Ledger.

Back up Time and Billing data files. For more information about backing up files,
refer to the Library Master Online Help by Sage Software.

Bill Processing Checklist

The following activities can be performed on a daily, weekly, or monthly basis,
depending upon your normal billing cycle.

Set the Time and Billing accounting date you want to use to post to the General
Ledger.

Print the Billing Worksheet (see page 191) for clients/engagements to be billed.
The worksheet should be reviewed by the responsible partner or employee for any
adjustments to be made to the bill amount.

Select a group of clients/engagements to be billed using Billing Selection (see
page 194).

Select individual clients/engagements using Billing Data Entry (see page 198). You
can also use Billing Data Entry to enter write-up/write-down amounts by the
client/engagement total, by category, or by individual transactions.

Print the Billing Selection Register (see page 196) to review the selected
clients/engagements before printing invoices.

Print Client Invoices using the Invoice Printing option (see page 211).
Print the Billing Register and update (see page 214).

Print the Daily Transaction Register (see page 187) and update to the General
Ledger.

Print the Aged Invoice Report (see page 250), Aged Work in Process Report (see
page 253), and Accounts Receivables Analysis, as needed.

Print the Productivity Analysis (see page 275), Profitability Analysis (see page
283), and Budget reports (see page 308), as needed.

Perform Transfer Work in Process (see page 216) or Delete Work in Process (see
page 219), as needed.

Back up the Time and Billing data files. For more information about backing up
files, refer to the Library Master Online Help by Sage Software.
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Period End Processing Checklist

Back up the Time and Billing files onto a monthly set of backup disks or tapes. For
more information about backing up files, refer to the Library Master Online Help by

Ensure that all Time/Expense entries, billings, and cash receipts/write-offs have

Print all reports that you require from the Time and Billing Analysis menu.

Perform Finance Charge Calculation (see page 327) to apply finance charges to
past due customers. Use Finance Charge Entry (see page 329) to make any
manual adjustments, print the Finance Charge Journal (see page 330), and

Print statements for the appropriate clients.

Print Sales Tax Report (see page 261) as of the appropriate date (monthly,

quarterly, etc.) as required by your taxing jurisdiction, and purge from period end.

Select Period End Processing (see page 336) and choose the Full Period End
Processing option (see page 336). For the year-end, select Full Period and Year

Select the reports you want to print for the period end. It is recommended that you
print at least the Aged Invoice Report (see page 250). If you have retainer
clients/engagements, you should print the Retainer Transaction Report (see page

Complete Period End Processing (see page 336) after all of the selected reports

1
Sage Software.
2
been recorded for the current month.
3___
4
update.
S
6
T___
End Processing (see page 339).
S
272).
9L
have been printed.
10__

Back up the Time and Billing files using a separate set of disks or tapes. Do not
use the set you used to back up the system in step 1.

This concludes the Time and Billing manual.
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Appendix A
Accounts Payable Supplement

This supplement gives you a set of instructions and changes to successfully
integrate Accounts Payable with the Time and Billing module. This appendix does
not replace the instructions provided in your Accounts Payable Online Help.

Using Time and Billing with Accounts Payable

Use the Accounts Payable module to post expenses for specific
clients/engagements as you process your Accounts Payable invoices. When
integrated with the Time and Billing module, the Accounts Payable module
activates the following features:

A During Invoice Data Entry (see page 346) and Manual Check Entry (see page
347), you can enter expenses per employee, client/engagement, and work
code. You can also enter extended comments per line. New employees, clients,
engagements, and work codes can be created while entering data in Accounts
Payable, speeding the data entry process. You can also maintain employees,
clients, engagements, and work codes.

B The Invoice Register (see page 346) and the Manual Check Register (see
page 347) provide information related to any Time and Billing distribution,
including clients, engagements, employees, work codes, and General Ledger
line accounts.

C Data from the Invoice Register and the Manual Check Register is posted
automatically to the Time and Billing files after they are printed.

If you checked the Post Work in Process to G/L field on the Time and Billing
Options window (see page 79), the General Ledger work in process account
and the work in process offset account are posted with the billable expense
amounts.

Accounts Payable Options

The first task in integrating Accounts Payable with the Time and Billing module is
to respond to the integration option in the Accounts Payable Options module. You
cannot integrate the Accounts Payable module with both the Time and Billing and
Job Cost modules.

Integrate Time and Billing with Accounts Payable

1 Install Time and Billing and define the files.

2 Install Accounts Payable and define the files.
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3 Select Accounts Payable Options from the Accounts Payable module’s Setup
menu.

(% Accounts Payable Options (LWW) 6/27/2007 =
1. Main l 2. Additional 1 2 Entry 1 4. Printing ] 5. History ]
Fiscal Period
Accounts Papable Divisions D Current Fizcal Year 1938 -
Current Period 0 -
Aging Categories to Use for Invaices Days =
1039 Reporting D
PENE RS Diefault 1033 Calendar Year ﬂ
30| Days E0| Daysz 90| Daysz 120 Days
Integrate with
Display General Ledger
Default Invaice Display Invoice Mumber i
Display Invoices with Zera Balance
Timeand Bilingi
Sales Tax Reporting \

Accounts Payable Options Window - Main Tab

4 Select the Time and Billing check box in the Integrate with section.

5 If you select the Integrate with Time and Billing check box before setting up
the Time and Billing files, the Must Setup Time and Billing First dialog box
appears. Click OK to continue, which automatically clears the check box.

6 Click Accept to verify the information displayed.

Invoice Data Entry

When Accounts Payable is integrated with the Time and Billing module, you can
use the Invoice Data Entry option to enter expenses for specific
clients/engagements. You can enter the employee, client/engagement, and work
code for each distribution line. You can also enter extended comments for each
line. New employees, clients, engagements, and work codes can be created while
entering data in Accounts Payable, speeding the data entry process.

You can distribute an invoice to any number of employees and
clients/engagements. You can also distribute the invoice directly to General
Ledger expense accounts without posting to the Time and Billing Work in Process
accounts.

Invoice Register/Update

Page 346

The Invoice Register provides a detailed audit trail of all invoices entered using
Invoice Data Entry. Invoices with Time and Billing distributions include the
employee, client/engagement, work code, and General Ledger account
information. Such invoices post automatically to the Time and Billing files after the
register is printed.

Time and Billing Manual Appendix A: Accounts Payable Supplement



Appendix A

During the Invoice update, Time and Billing transactions update to the Work in
Process files, and period-to-date, year-to-date, and future information updates to
the permanent files. If you selected the Post Work in Process to G/L check box
on the Time and Billing Options window (see page 79), the client/engagement
work in process balance updates to the General Ledger.

|Z[SPECIAL NOTE: The Invoice Register CANNOT be updated when any of
the following options are in progress: the Time/Expense Journal update (see
page 173), Billing Data Entry (see page 198), Billing Selection (see page 194),
and Billing Register update (see page 214), Transfer Work in Process (see
page 216) and Audit Report update, Delete Work in Process (see page 219)
and Register update, Edit Work in Process Selection (see page 222) and
Register update, Edit Work in Process Journal update (see page 229), or
Manual Check Register update (see page 347).

The expense amounts posted to the Time and Billing Work in Process files and the
Accounts Payable files are the same, with the exception of distributions using work
code rate method F. These distributions post the base expense amount to the
Accounts Payable files and the marked-up amount (the base amount plus the
markup) to the Time and Billing files.

Manual Check Entry

When Accounts Payable is integrated with the Time and Billing module, you can
use Manual Check Entry to enter expenses for specific clients/engagements when
paying not-on-file invoices. You can enter the employee, client/engagement, and
work code for each distribution line. You can also enter extended comments for
each line. You can enter new employees, clients, engagements, and work codes
speeding the data entry.

You can distribute a not-on-file invoice to any number of employees and
clients/engagements. You can also distribute the invoice directly to General
Ledger expense accounts without posting to the Time and Billing Work in Process
files.

Manual Check Register/Update

The Manual Check Register provides a detailed audit trail of all not-on-file invoices
with Time and Billing distributions entered using Manual Check Entry. Not-on-file
invoices with Time and Billing distributions appear with the employee,
client/engagement, work code, and General Ledger account information. The
manual checks with Time and Billing distributions post automatically to the Time
and Billing files after the register is printed.

During the Manual Check update, Time and Billing transactions update to the
Work in Process files, and period-to-date, year-to-date, and future information
updates to the permanent files. If you selected the Post Work in Process to G/L
check box on the Time and Billing Options window (see page 79), the
client/engagement work in process balance updates to the General Ledger.
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|Z[SPECIAL NOTE: The Manual Check Register be updated when any of the
following options are in progress: the Time/Expense Journal update (see page
173), Billing Data Entry (see page 198), Billing Selection (see page 194), and
Billing Reqister update (see page 214), Transfer Work in Process (see page
216) and Audit Report update, Delete Work in Process (see page 219) and
Register update, Edit Work in Process Selection (see page 222) and Register
update, Edit Work in Process Journal update (see page 229), or Invoice
Regqister update (see page 347).

The expense amounts posted to the Time and Billing Work in Process files and the
Accounts Payable files are the same, with the exception of distributions using work
code rate method F. These distributions post the base expense amount to the
Accounts Payable files and the marked-up amount (the base amount plus the
markup) to the Time and Billing files.

For more information about the Accounts Payable module, see the Accounts
Payable Online Help by Sage Software.

This concludes Appendix A.
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Aging Category

Use this method for classifying accounts by the time elapsed after the date of
billing or the due date. You can define four categories. If invoices are aged by
days, the number of days in each aging category is user-definable. If invoices are
aged by months, the system defaults to one-, two-, three-, and four-month
categories.

Audit Report
Use this report to verify the accuracy of information entered into the computer.
Audit reports are usually required before a file update is permitted.

Balance Forward Billing

A billing method in which only current period activity is retained in detail. All
outstanding activity from the prior period is summarized into a single balance
forward amount.

Bank Code
Use this one-character alphanumeric code to identify each bank account set up in
the system. You can associate each bank code with a separate description,
General Ledger cash account number, and bank account number.

Batch
A collection of related data items entered at one time. Typically, a register is
printed listing all entries of a batch prior to updating the permanent files.

Bill Type

You assign one of four types of bill type when you create a category in Category
Maintenance that determines the manner in which the category of work is billed.
The bill type for a category code can be billable, non-billable, billable expense, or
non-billable expense.

Billing Format Code

Use this alphabetical code to identify a specific billing format for printing invoices.
You can maintain up to 26 different billing formats on the system including seven
predefined formats (billing format codes A through G). Billing format codes are
used system-wide and are not company specific.

Billing Rate

The amount charged per hour or per unit to the client for the services of an
employee or for the completion of a particular task. You can establish billing rates
for employees, work codes, or clients.

Billing Rate Code

Use this numeric code (0-9) to identify the billing rate assigned to an employee for
one or more specific tasks. You can assign each employee up to 10 billing rates.
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Category Code

Client Code

Client Referral

Compressed Printing

Custom Bill Rate

Detail Data Iltem

Employee Code

Employee Level

Engagement Code
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Use this alphanumeric code to group related work codes for sorting and
summarizing work code information. Category codes are also used to classify
work codes as billable, non-billable, billable expense, or non-billable expense,
based on the bill type assigned to the category when you created it.

Use this alphanumeric code to identify the party for whom work is being
performed. You can change the term "client" in Time and Billing Options to suit the
terminology used by your business.

Enter this client code or person’s name in Client Maintenance indicating who
referred a client to your firm. You can print the Client Referral Listing to review
referral sources for your business. If PRSP is entered in the Client Type field for a
prospective client, you can use the Client Referral Listing to list only prospective
clients.

A capability provided by some 80-column printers which allows reports formatted
for a 132-character column width to be compacted and printed on an 8-1/2" X 11"

page.

Assign this unique billing rate to a specific employee working for a specific client or
on a specific engagement. The rates are established on the Custom Bill Rate
Maintenance window in Client Maintenance. Custom billing rates can also be
assigned to employee levels.

Use this data item in Billing Format Maintenance to designate work in process
detail information to be printed within the fees or expenses section of an invoice.

Use this alphanumeric code to identify an employee for whom you want to track
billing rate and history information.

Use this predefined code (0-9) to identify how an employee’s work should be
billed. You can assign levels by position (for example, manager or director) or by
the type of work being performed by an employee (for example, one level for
construction and another level for maintenance work).

Use this alphanumeric code to identify and track separate work activities for a
single client. You can assign each engagement code assigned a different fee
arrangement, billing rate, billing format, budgets, and employees. You can change
the term "engagement" in Time and Billing Options to suit the terminology used by
your business.
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Extended Comment

Fee Arrangement

Header Data Item

Header/Total Data ltem

Label Form Code

Marker Data Item

Open Item Billing

Progress Bill Balance

Progress Billing

Glossary

Glossary

You enter a comment during Time/Expense Entry, Edit Work in Process Entry, or

Billing Data Entry which is more than 30 characters in length. You can edit the text
in the Extended Comment window using the text editing functions in your Library

Master Online Help.

Use this method for determining how a particular client or engagement is billed,
and how the work in process (unbilled fees and expenses) is relieved. Fee
arrangements can be fixed, non-billable, progress, retainer, standard, or not to
exceed. You assign fee arrangements to each client/engagement using the Billing
tab in Client Maintenance.

Use this data item in Billing Format Maintenance to designate information to be
printed on each page of an invoice (for example, company name, address, and
engagement information).

Use this data item in Billing Format Maintenance to designate Client/Engagement
Master file information and to print applicable totals information on each page of
an invoice or in the Totals section of an invoice.

Use this alphanumeric code identifying a specific format contained in the Forms
file for printing labels. You must assign each format on file its own Label Form
Code.

Use this data item in Billing Format Maintenance to designate where a specific
section begins and ends on an invoice form.

Use this billing method to retain all invoice information in detail, and to apply cash
receipts and write-offs to specific invoices.

A balance of total progress bill amounts maintained for the client/engagement. The
progress bill balance is updated after the Billing Register is printed.

Use this billing method to bill a client/engagement on a progressive basis, without
relieving work in process. Each billing cycle, the client is billed automatically for the
progress bill amount established on the Billing tab in Client Maintenance. When
the engagement is completed, a final bill is processed to relieve work in process
and to bill the outstanding balance.
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Prospect Client

Rate Method

Retainer Applied

Retainer Balance

Retainer Billing

Sort Field

Standard Comment

Subtotal Data Item

System Options
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A prospective client indicated by the entry of PRSP in the Client Type field in
Client Maintenance. You can make Time/Expense and Edit Work in Process
entries for prospective clients. You can print this type of client only on the Client
Listing, Client Mailing Labels, Client Memos, and Client Referral Listing.

Enter this code in Work Code Maintenance to determine which of the many

possible bill rates is charged for an activity. You can determine the rate charged by
these methods: a specific amount established for a work code; various levels/rates
established for an employee; a custom rate established for a client; or a fixed rate.

An amount entered during Billing Data Entry that is less than or equal to the
retainer balance for a client/engagement using the retainer fee arrangement. The
retainer applied is deducted from the billed work in process total amount to
calculate the bill amount for the invoice.

The total retainer payments received but not yet applied against billings. When you
record retainer payments using Cash Receipts/Write-Off Entry, the retainer
balance is increased. As retainers are applied during Billing Data Entry, the
retainer balance is decreased.

Use this billing method to specify a retainer amount to be billed during each billing
cycle. Clients/engagements using the retainer fee arrangement can apply prepaid
retainer balances against current billings to reduce the amount due for a given
period.

A maximum ten-character code, set up for each client in the Client Master file,
which provides an alternate means of sorting Accounts Receivable reports.

Any commonly-used phrase, description, or comment entered during
Time/Expense Entry, Edit Work in Process Entry, or Billing Data Entry which can
be printed on invoices.

Use this data item in Billing Format Maintenance to designate category and
invoice totals for fees and expenses to be printed in the Fees or Expenses section
of an invoice.

You enter this information during an application’s startup process. Use this
information to define specific operations of an application, meeting the individual
needs of the business.
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Uncollected Retainer

User Code

Work Code

Write-Down

Write-Off

Write-Up

Glossary

Glossary

The total retainer amount billed but not yet received. As retainers are billed, the
uncollected retainer is increased. As retainer payments are recorded using Cash
Receipts/Write-Off Entry, the uncollected retainer is reduced.

Use this alphanumeric code to identify which modules a particular user can
access. In the Time and Billing module you can print the Time/Expense Journal
and Edit Work in Process Journal by user code to track user activity within the
Time/Expense Entry and Edit Work in Process Entry functions. For additional
information about user codes, refer to your Library Master Online Help.

Use this alphanumeric code to identify each type of service, work, and expense
that you want to track for billing and reporting purposes. The term "work code" can
be changed in Time and Billing Options to suit the terminology used by your
business.

A reduction of the balance of an asset by charging an expense or loss account,
due to the diminished value of the asset. Use write-downs to reduce the bill
amount by adjusting the work in process during billing. You can enter write-downs
for the client/engagement total, for the category total, and for individual
transactions.

The reduction of a client’s invoice(s), as in the case of bankruptcy. Use write-offs
to reduce receivables after billing and updating.

The increase in the book value of an asset not due to a cash payment or other
asset. Use write-ups to increase the bill amount by adjusting the work in process
during billing. You can enter write-ups for the client/engagement total, for the
category total, and for individual transactions.
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Edit 222
Edit Work In Process Entry
Description 48
Postings
Description 26
Example of 26
Using 48, 226
Edit Work In Process Journal
Description 229
Using 229
Edit Work In Process Selection
Postings
Description 26
Example of 26
Using 47, 222

Edit Work in Process Selection Register 222, 225

Employee Code
Description 95
Using 95
Employee Hourly Analysis Report
Description 321
Using 321
Employee Maintenance
Billing Rate
Assigning by Employee 32
Classifying Billing Rate Codes 32
Description 31
Using Custom Rates 37
without Using Custom Rates 37
Using 95
Employee Memos
Selecting Memos for Printing 249
Using 248
Employee Scheduling Report
Accessing 318
Description 50, 318
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Using 318
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Engagements
Description 30
Using 30
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Fee Analysis Reports

Accessing 291

By Category
Description 296
Using 296

By Client
Accessing 291
Description 291
Using 291
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By Employee
Accessing 294
Description 294
Using 294

Calculations 59

Description 290

Using 290

Fee Arrangements

Fixed
Description 39
Example of 40
Using 40

Non-Billable
Description 39
Example of 41
Using 41

Not to Exceed
Description 39
Example of 41

Progress
Description 40
Example of 43

Retainer
Description 39
Example of 42
Using 42

Standard
Description 39
Example of 40
Using 40

Finance Charge Calculation

Computation Method
Fixed 328
Percentage 328

Description 327

Using 327

Finance Charge Entry

Description 329

Postings
Example of 27

Using 329

Finance Charge Journal
Description 330
Using 330
Fixed Computation 328
Full Period End and Year End Processing 337,
339
Completing 339
Full Period End Processing 337
Completing 338

G

General Ledger
Integrating with Time and Billing
Professional Module 13
General Ledger Accounts
Accounts Receivable 22

Time and Billing Manual

I @& m m O O W >

N < X S <« ¢ 4 o »n Pp T O Z2 82 r X «

Index



Cash 21
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Finance Charge 22
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Sales Tax 22
Work In Process 22
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Description 238
Using 238
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Accounts Payable Invoice Data Entry

Description 27
Example of 27

Billing Data Entry
Description 24
Example of 24
Progress Billing 25
Retainer Billing 25
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