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Introduction

Welcome to Bill4Time! This guide is intended for standard users of the Bill4Time system. These users will be
using the basic features of BilldTime to view clients and projects, enter time and expenses, and run reports.
For System Admins, please go through the Admin User Guide for instructions on setting up your account.
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Section 1: The Dashboard

Upon logging into Billdtime, you are taken to the dashboard. The dashboard is the central hub for all the functions of
Bill4Time, and most features in Bill4Time can be accessed from the dashboard. Only functions available to each user (based
on their security settings) are displayed when they log in.
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Figure 1: The Dashboard

1. Tools — At the top, you will have some tools to choose from.

a. Click your name at the top to bring down your options to view My Profile, Users, Settings, Subscription, and Log Out. If
some of these options are unavailable, that means you do not have access to that area of the program.

b. Click the plus icon to bring up the option to add a new Client, Project, Time Entry, Expense, Internal Time, Invoice or
Payment.

c. Ifyou are on the Bill4Time Legal plan, you can click the check mark to access the Conflict Checker where you can search
for key words or phrases to run conflict checks in your system.

d. Click the question mark icon to bring up the Help Menu where you can access popular training tutorials, how to contact
support, and more.

e. By clicking the clock icon, you will have access to add new entries via the Multi Timer. This allows you to start/pause
timers for different clients and convert them to time entries when finished. This timer is built into the server so if you
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close your browser, your computer shuts down, or you switch computers, you will have access to these timers no

matter where you go.

2. Search — The Search toolbar allows you to search for your Clients and Projects by name.

3. Clients — Access to all client-related functions, such as creating, editing, and searching for clients. You also have access to manage
your contacts.

4. Projects — Access to all project-related functions, such as creating, editing, and searching for projects. Note: While we are
referring to “Projects,” you may rename this term to better suit your company, such as Matter, Case, etc. For the purpose of this
document, we will continue to use “Project”.

5. Time/Expenses— Access to time entry/expense screens, and basic time reporting for your activity.

6. Scheduling — For entering and reviewing scheduled events.

7. Invoicing — For creating, viewing, and searching for invoices.

8. Reports — Access to over 40 different reports to pull data such as summary of time billed to AR aging.

9. Accounting- For viewing all client balances, posting payments, and making balance adjustments.

10. Add Time — Add a new time entry.

11. Add Internal Time — If turned on in your Settings, allows you to add non-client, non-billable time for the user signed in.

12. Add Expense —Add a new expense entry.

13. The links at the bottom of the Dashboard — Access to the Settings, Downloads for Mobile/Desktop Widget/QuickBooks

Integration, the Ideas Site, and technical support.

The different sections of the Dashboard can be changed for each user who signs into the program. By clicking the gear icon on your
Dashboard, you will get a selection of different Dashboard Widgets which you can remove, edit, move around, and add. The gear icon is
located at the far right, next to the “Add Expense” button.

Drag widgets up and down to reposition them on the page. Done ’

- . - . n
+ Recent Projects + Today's Time Entries

Options: Show:‘ 10 V‘

. . . Activity Client Time
ID = Project & Client Last Activity <

No time entries. Add one?
. aNn7EQ NhArca 172 FEranl Mala naMarNnnMe

Figure 2 — Dashboard Edit screen
After clicking the gear icon, you can choose from the following widgets:
Time Entry Grid — A quick way to enter or review time entries billed on that specific day for the user signed in.

Recent Projects — Gives you quick access to the last 10/25/50/ or All projects that you have worked on. Clicking the “+” symbol to the
left of a specific Project will open a new time entry with the Client/Project filled in.

O

Projects by Due Date — Gives you quick access to projects with specific due dates.

Assigned/Subscribed Projects — Gives you quick access to all projects either assigned or subscribed to you.
Budgeted Projects — Gives you quick access to budgeted projects and their tracked hours.

Favorite Reports — Gives you quick access to your favorite reports you saved in the system.

Today’s Time Entries — Shows you today’s entries that were made by you.

Weekly Billable Hours — Chart to show your billable hours per week.

Recent Time Entries — Shows you the entries that were made by you in the past week.

Today'’s Schedule — Shows you your scheduled entries for that particular day.

0O O 0 O 0O 0 O O O

Weekly Billable Amount — Chart that shows the amount of work you billed per week.

Section 2: Clients and Projects
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have access to (depending on your permissions). You can search for key words in the client or project Names in both sections as well
to bring up a specific client or project in question.

Clients

Id = Name

1 Adam Milligan
73 Al Britton

20 Alan J. Corbett

76 Amanda Burns

36 Amelia Richardson

108 Andrew Gallagher

38 Anna Milton
63 Annie Gaines
19 Annie Hawkins

55 April Kelly

Page Size:10 =

Projects
Q
Id = Project +
100-5 Technical
1010 Article
1013 Treetop
10116 Fiction
101-2 MNon-Fiction
10131 Fiction
10132 Technical
10138 Article
10139 Copyright
10149 Fiction

Page Size: 10

Type ¢

Filters

Client =

Cole Trenton
Adam Milligan
Adam Milligan
Katie Alvers
Frank Devereaux
Amanda Burns
Amanda Burns
April Kelly

April Kelly

Charlene Penn

City = State =
Tempe AZ
Antelope OR
Welches OR
Duvall WA
Cedar Crest NM
Los Angeles CA
Henderson NV
Glendale AZ
Apache Junction AZ
Salem OR
Assigned *

Jessica Scott
Deanna Campbell
Jessica Scott
Lindsey McKeon
Amanda Larson
Jessica Scott
Amanda Larson
Lindsey McKeon
Jessica Scott

Lindsey McKeon

Zip =

85282
97001
97067
98019
87008
90015
89012
85302
85120
97301

Created

04/22/2016
10/26/2016
04/20/2016
04/22/2016
04/22/2016
06/16/2016
06/16/2016
09/15/2016
09/15/2016

09/15/2016

Figure 3 — Client & Project Management

Account Mgr. ¢
Amanda Larson
Kenny Spruce
Lindsey McKeon
Jessica Scott
Jessica Scott
Lindsey McKeon
Amanda Larson
Jessica Scott
Kenny Spruce

Jessica Scott

Prev 1 2

Due Date

Prev || 1| 2

Billed Balance =
$6,220.36
$2186.50
($2,571.61)
($5,928.23)
$4,347.74
$45.32
$11m.4
$1,677.80
$303.29
$3,238.96

Status < Hours =
Open 31.00
Open 101.41
Open -
Open 60.30
Open 56.00
Open 65.40
Open 3.30
Open 2235
Open 12.20
Open 20.00

371.96
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Section 3: Time & Expenses

2018

Time & Expenses is a great area for reviewing and adding entries in the system. Once you click Time/Expenses from your menu bar
you will see the screen below:

Time & Expenses

SHOWING ALL ENTRIES FOR THE WEEK OF FEBRUARY 14, 2018

Date

2/14/2018

FOR ALL USERS THAT HAVE ANY STATUS 1
<
Search 2
I
Q g
| next week today | clear | advanced

ous week

AllWeek 6 | Sun(2/11) 0  Mon (2/12) 1 | Tue (2/13) O RULLEPLEVEES Thu(2/15) O @ Fri(216) 1 | Sat(2/17) O

Date <

© 02M4/2018
El 0214/2018
® 02/14/2018

©® 02M14/2018

Day Total:

Week Total:

User ¢ Client & Project ¢ Private Description

Jane Smith Alexis Kline Defense Working with client

Kevin Moore 123 - Frank Cole Divorce Filing fees

Kara Morton  Alexis Kline Defense Draft documents for upcoming client review.

Jane Smith Anderson, Tom Consulting Manage files.

Figure 4 — Time & Expenses

Cost =

$18.92

18.92

18.92

Past 30 Days

Labor (hrs) =

1.00

2.50

150

5.00

12.25

Add Time Add Internal Time Add Expense Enter Batch

Billable (hrs) + Total (hrs)

1.00

2.50

150

5.00

12.25

By default, this will show you the entries on the current day. You can choose any day or week to show all entries for that time
period. The options available on this page are as follows:

Choose to show All Entries, Expense Entries, or Labor Entries
Choose to show the week of the entries

Change the date of the entries shown

Quickly go from Previous Week to Next week

Search for any key word, ex: client, project, etc. within that date or week you are on

Add Time allows you to add a new time entry

Add Internal Time (if available) allows you to track internal non-client entries

Add Expense allows you to add a new expense entry
Enter Batch allows you to add multiple time entries at once (Figure 5)

Batch Time Entries

[ Copy fields from the previous line to the next @

For User Client Project Entry Type Activity
O'Neill, Kristin = Search hd First Select a Clien! v | Hourly Work +| |—Select Activity—
O'Neill, Kristin  + Search hd First Select a Clien! v | Hourly Work +| |--Select Activity---
O'Neill, Kristin  + Search hd First Select a Clien! v | Hourly Work +| |--Select Activity---

Figure 5 — Batch Time Entry

Section 4: Entering Time Entries

Service Performed

1.00

2.50

1.50

5.00

12.25
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Int ?s sectﬁ)n we will discuss how to enter your billable time and the fields that are available.

There are many different areas for which time can be entered in Bill4Time:
e By clicking the Add Time button from the dashboard to enter a blank entry
e By using the Time Entry Grid Widget on your dashboard.

* By clicking the plus icon next to a project listed on your dashboard in the Recent Projects widget.

* By clicking the Add Time button from the Work History in the project.

e By clicking the blue Time/Expenses tab and clicking the Add Time button.

e By clicking the clock icon located at the top right corner of the screen to add timers.
e Adding time online/offline with the Mobile, Tablet, and Desktop applications.

New Time Entry @' 00:00:00 ©

For User: Smith, Jane - Entry Type: Hourly Work -
Client: Dol - | & Billable:
Protect: Exclude From Invoice: []
roject: First Select a Client v+
Date Created: 0219/2018
Activity: Select Activity v
Private Description:
Show private description on the invoice?
Date of Work: 02/14/2018 &5 Labor Time (hrs): @
Start Time: 10:42am Rate $: 250.00 [ override
End Time: Get Time Travel Time (hrs): @
Billable (hrs): @ 0.00 [ averride

Save & Close Save & Duplicate

Figure 6 — New Time Entry
Any of the areas listed above will create a New Billable Entry (Figure 6). See below for the fields available in a blank time entry.

When entering time in the system, there are a few required fields to fill in.

e Client - Start typing in the client name and the client drop down will appear.

e Project - Click the drop-down menu to find the project after choosing your client.

e Activity — Select from this drop-down list to describe the activity performed. (This may be turned off by your admin which
means this will not be highlighted to choose and would not be required)

e  Private Description — This is a description of your work. It can be as long and detailed as you would like. This data will be
saved in the ticket history so you can always refer back to it.

e Labor Time — Enter the amount of time that the client should be billed for work in tenth-of-an-hour increments (0.5

e =30 minutes).

The other fields available are all optional. A description of each of them is as follows:

e Public Description — By default, all text filled into the Private Description will follow to the Public Description
however, if you would like to track internal notes, you can check the box next to “Show private description on the
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customize the Private Description for your internal notes for when running reports for example.

« Date of Work — By default, the current date will be filled in. If you are entering work done on a different day, click on the
calendaricon and choose the desired day. Note* If you only have access to track time to the current week or month, your
system admin set this in their settings, so please contact your system admin if this needs to be changed.

e Start Time & End Time — Choose a specific start/end time and it will calculate the labor time. These times do not
show on invoices/reports by default unless specifically updated in the invoice template or report.

e Entry Type — By default, all entries are set to

“Hourly Work.” They are billed according to the = m— =
s . If the Project’s Billing ...then the New Billable
project’s billing method. For a quick snap shot . .
on how the Entry Type will be shown per Method is.... Entry would automatically be
project, see the table to the right. set to: i
«  Overtime —This option allows you to use overtime Hour.ly Hourly, b|IIabI?
rates per user. Put a check next to “Overtime,” and Contingency Hourly, non-billable
the user’s set overtime rate (stated in the User Flat Fee — One Time Hourly, non-billable
Details) is applied. Note* This will only show if “Allow |Elat Fee - Reoccurring Project Closing Flat Fee

Overtime Billing Rates” is checked off in Firm/System Settings.

e Billable — Uncheck this field if you are entering time that should not be billed to the client but should still be
logged into the system and shown on the invoice as either “$0.00” or “No Charge”.

e  Exclude from Invoice —This would allow you to save the entry as an internal entry for the client, so you can run
reports but not bill the entry to the client. Note* This will only be available if turned in your user permissions.

e Rate — This will show you the rate you are currently billing at for this specific entry. Note* This will only be available
if turned in your user permissions.

e Override Rate — If checked, you can adjust the rate you are billing the client for that specific entry.

e Travel Time — If you bill for travel time and would like to track it separately from your labor time, you can enter it here. Keep
in mind the Billable Time is the only amount shown to the client.

- Billable Time — This is automatically calculated based on Labor + Travel.

e Override Billable Hours — Here you can override your billable hours. Say for example you worked 4 hours but only want
to charge the client for 2 of them. You can check the box next to Override and enter in the amount of time you want to be
billable.

Once you save the work entry, the entry is saved to the appropriate project. There are three ways to close this entry:

e Save & Close — Save the entry and close the window.

« Save & New — Save the entry and bring up a blank “New Billable Entry” window.

 Save & Duplicate— Save the entry and a “New Billable Entry” window will be shown with the previous data you filled in.
This saves time by allowing you to add multiple time entries for this client/project.

While in a time entry you will also see a clock option to the right. By pressing play it will automatically start a running clock while you
enter your time. This will fill in your labor time for you.

You can also use the Multi-Timer (Figure 7) by clicking the clock icon at the top kristin oneil v @ @ @
right of any page when you sign into the program. This will allow you to create .
multiple timers for any client or project. This specific timer will never stop running ® 00:00:07 Ez E':S;

until you pause or save the timer in the system. This timer is also built into the
system so if your browser closes or your computer shuts down, these timers will
continue to run. Also, if you start the timer from one compute and move to a
different computer or location, you still have access to these timers no matter
where you go.

yous Figure 7 — Multi Timer

Timers will also be available on Mobile, Tablet, and Desktop applications.
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Section 5: Entering Expenses

Expenses are any cost incurred by the firm that will be subsequently billed to a client. Entering expenses is very similar to
entering billable time.

There are multiple ways to add expenses in the system:
e By clicking the Add Expense button from the dashboard to enter a blank entry
e By clicking the Add Expense button from the project.
e By clicking the blue Time/Expenses tab and clicking the Add Expense button.
e Adding expenses online/offline with the Mobile, Tablet, and Desktop applications.

New Expense Entry

For User: Smith, Jane - Expense Date: 02/14/2018 B2
Client: I v | 4 Date Created: 02M19/2018
. Exclude from Invoice: []

Project: First Select a Client v | 4
Reimburse: U e

Expense Type: Select Expense Type -

Description: c ¢ o

ost $: E

Percent Markup: 0.00 9%
Sell Price: @

Receipt Attachment:

Browse... | Mo file selected.

Save & Close Save & Duplicate

Figure 8: New Expense

Required fields:

e Client — Type the name of the client in the text box.

e  Project— Choose from the pull-down menu.

e Expense Type — Choose from the pull-down menu.

e Description— This description of the expense will show up on the client’s invoice.

e  Cost— This is the actual dollar cost of the expense. Click on the calculator icon to use the expense calculator when adding multiple
costs multiplied by a unit price.

o  Sell Price — This is the amount that will be billed to the client and will fill in automatically after entering the cost but can be
changed if needed.

e Description— This description of the expense will show up on the client’s invoice.

Other fields:
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e Expense Date — This is the date the expense was incurred. Click on the calendar icon to change the date.

e Reimburse — Select this box if you (the employee) paid for the expense out of pocket and need to be reimbursed by the firm (or you
employer). When your office administrator runs a “Reimbursable Expenses” Report, it will show these items.

e  Exclude from Invoice —This would allow you to save the entry as an internal entry for the client, so you can run reports but not bill
it on an invoice. Note* This will only be available if turned in your user permissions.

o Receipt Attachment— Upload images of any receipts or documentation related to the expense. These receipts can be pulled on
invoices and reports.

Section 6: Reports

Reports are a great way to view and edit your entries for specific time periods. There are many reports to choose from
and you can Bookmark certain reports that you run often to set them as your default reports as well as save filters per
report to save specific settings. Once you click on Reports from your menu bar you will see the screen below. Note* the
reports shown in your account are based on your user permissions, so you may not have access to certain reports listed

below:
Reports
Mame Deezcription Bookmark
Cl Summae Time and billable amounts, grouped and totaled by client
Generates a report for those users you have set up as "contractors”. The report displays the
L wour contractors have billed and the amount they are owed based on their billable
[+]1
UCT =Uimima Time and billable amounts, grouped and totaled by Client and Product.
Mol Time and billable amount, grouped and totaled by Client, Product or User Also contains
unbilled data and totals
nbilled Sumimar Unbilled time and billable amount, grouped and totaled by Client, Project or User.

Time and billable amount report, grouped and totaled by user

FIIP Swanmim Work-in-progress status report grouped and totaled by client and project

Figure 9: Reports

Summary reports
e (Client Summary — Time and billable amounts, grouped and totaled by client and sub totaled by user.
e Contractor Summary — Generates a report for users that are setup as “contractors”
e Project Summary — Time and billable amounts, grouped and totaled by Client and sub totaled by Project.
e Summary Il - Time and billable amounts, grouped and totaled by Client, Project, or User. This report contains non-billable data
and totals.
Task Summary — Time and billable amounts, groped and totaled by Task
Unbilled Summary — Unbilled time and billable amount, grouped and totaled by Client, Project, or User
e User Summary — Time and billable amount report, grouped and totaled by user.
e  WIP Summary — Work-in-progress status report, grouped and totaled by client and project.

Entry & User
e Activity Type — Report showing billable time and amounts grouped and totaled by Activity Type.
e Budget — Budget report that shows budgeted and billable amounts by month and range
e  Client History — Grid report showing billable hour per month for each

e Client Project Creation — All clients and matters created within a given date range
e Client Project Entries — All clients and Project time, expenses, file uploads, and note entries.
e Client User Rate Report — Report showing user hourly billing rates, grouped by client and project.
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Custom Time Entry Deleted — Report shows any entries that have been deleted during a given date range

Expense Report — Expense report with options to group by User, Client, Project, Expense Type, or Month.

Inactivity Report — Report showing how long since a Project has been worked on

Internal Time — Shows internal time entries grouped and totaled by user.

Monthly Productivity — Report showing billable, non-billable hours, and the proportion of billable hours, grouped and totaled by
month and user. Option to show billable and non-billable hours as well.

Productivity — Calendar based summary report that shows the general productivity of your organization.

Project Billing Method — Report showing list of projects grouped by client with their associated billing method

Project Details — Report showing the details of each Project.

Project Type — Report showing billable time and amounts grouped and totaled by Project Type.

Schedule — Scheduled activity grouped by date or user.

Time Entry — Time entry report showing time entry details grouped by Project and Activity.

User Efficiency — Calendar based, color-coded report that shows billable hours performed for each user, with totals for each day,
week, and month.

User Expenses with Receipts — Expense report, grouped and totaled by user with receipt images.

User Permission — Administrative report showing the user permissions for all of the users in the firm

User Project Report — Billable time report grouped by month, client, and project.

Accounting

Account Activity — General accounting report that shows a history of payments, invoices, and balance adjustments for a client.
Account Balance - Accounting report that shows the balance due (amount invoiced without payments applied) and the unbilled
(amount that is currently waiting to be invoiced) for each Project.

Collections - Report showing payments collected toward each invoice and the users and their billable amounts per payment
(payments must be applied to invoices in order to show up on the report).

Invoice A/R Aging — Standard Accounts receivable aging report. Only payments that have been applied to invoices will be
included in this report.

Invoice Email — History of Invoices that have been emailed after 11/9/2011, grouped by client

Invoice Report with Expenses — Shows payments that have been applied to invoices, broken down by labor and expenses
Invoice Status Report — Invoice report showing the status and current balances of invoices, grouped and totaled by client
Invoice Write Up/Down — Report showing write up/down history

Late Fee — Invoice late fee report

Payments Applied — Report that shows payments and the amount applied to invoices. The report is grouped by payments that
are fully applied, partially applied, and not applied, ordering is by payment date.

Payments Received — Payments received grouped and totaled by payment type.

Tax Report — All taxable items grouped by month, with both expense and labor (professional service) tax totals.

Trust Report — Historical activity of trust accounts.

Anytime you click the star next to a report they will show up in your Bookmarked reports. To save a report with specific filters you can
click the Save Filters button at the bottom of any report. This is specific if you run a report with certain filters often and you would like to
save those filters each time you run it.
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From there, you can name the report, choose a date rang, and write in a description. Once
finished, click Save. This will allow you to have this report on your Favorites tab. As soon as you
click to run the report it will run with the filters that were setup. You can have as many favorite
reports saved in the system and you can remove them if ever needed.

From every report you will have specific filters and options to choose from. Many of the filters are
also multi-selectable. For example, if you are running the Client Summary report and want to run
the report for multiple clients you can start typing the clients name in the box, select the client and
continue as you go. You will see the clients listed there that you want to run the report for. You
can also exclude certain selections when running reports. In the same example, if you decide to
exclude some clients you would go through the same process, then to the right you will see
magnifying glass icon to click. It will then outline these clients in red so when you run the report,
they will not be included. There will also be an option to run the reports to include closed clients
and matters. You would click on the spinning clock icon to include them.

From all reports, you will have the option to Print, create a PDF to save it to your computer, as well

as export it to excel. When exporting to excel you can then go through to remove certain data or
customize the reports further if needed.

Section 7: Support

2013

DN0W NOMN-DINADIE 1Ime waiamn: ||
Show Summary Only:
Show Entry Times: [ ]

Display Names Last, First: []

Save current filter selections as a
Favorite Report. Advanced filters
will also be saved.
Favorite Report Name:
User Summary
Date Range:
Month to Date v
Description:

User Summary with "Show Summary
Only" defaulted.

Figure 10: Save Filters

For more information about using the Bill4Time software, consult the BilldTime Support page at
http://support.Bill4Time.com. There you will find many great tools:

= Knowledge Base

= Recorded Webinars
= Video Tutorials

=  PDF Manuals

You can also search our knowledgebase, email support, and chat with Support online by clicking the question mark icon at the top of
any Bill4Time page. Email our Technical Support team at support@Bill4Time.com as well and we would be happy to assist you.
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