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[@ Introduction

This walkthrough introduces you to the process of billing your clients in Practice CS.
After you have completed the walkthrough, you will have a good understanding of
the various methods of billing available in Practice CS. You will also learn about
producing invoices and creating custom invoice formats.

Note: This walkthrough assumes you are familiar with using Practice CS or that you
have read chapter 3, Program Overview, in the Practice CS Getting Started guide.

Opening the sample database

To perform the exercises in this walkthrough, you will start Practice CS and log in to
the Sample database as staff CAT. To log in, follow these steps.

1. Start Practice CS.
2. Inthe login dialog, select Sample in the Open Firm field.

3. Inthe Staff ID field, select CAT.

Note: If you previously marked the Remember login information checkbox, hold
down the SHIFT key when you double-click the Practice CS icon and continue
to hold down the SHIFT key until the login dialog appears.
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4. Click OK.

PRACTICE CS

part of the CS PROFESSIONAL SUITE®

Open Firm: | EENE El

Staff ID: CAT =]

i i THOMSON REUTERS
Version 2014.1.0

oK l [ Cancel

Backing up the sample database

Data that you enter while performing the exercises in this walkthrough will affect the
Sample database. Therefore, we recommend that you make a backup of the
Sample database before you begin so that it is available for use in other

Practice CS walkthroughs.

Note: If you are running Practice CS through the Virtual Office CS™ module, the
Backup menu command is not available. We recommend that you install a local
copy of Practice CS so that you can back up the Sample database. For instructions
on installing the application, please see chapter 2, Installation Instructions, in the
Practice CS Getting Started guide.

To back up the Sample database, follow these steps.

1. In Practice CS, choose File > Backup.
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2. Inthe Backup File field, enter the path and file name for the backup, or click the

browse l_l button and navigate to the backup file location. The backup file will
have a file extension of BDF.

ﬁ Backup Firm @
Please enter the path and file name for your Firm database backup file.
(=5t R Sl 50 CREATIVESOLUTION'\MSSGLData“CSP 539 PCSsample 20140224131342 bodi E]
Schedule a recurring backup
T ———

Note: The backup file will be created on the computer where the data resides.
The path specified here must be a valid path on that computer.

3. Click OK.

4. When prompted that the backup is complete, click OK.

Note: After you complete this walkthrough, you can restore the sample database.
For instructions, see “Restoring the sample database” on page 63.
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[ Walkthrough Exercises

Practice CS offers a wide variety of billing methods to bill for your firm’s services,
and provides custom formatting options for producing professional invoices and
statements. The following exercises will illustrate how to use the available billing
methods and how to work with invoice formats in Practice CS.

User preferences for billing

Practice CS user preferences (Setup > User Preferences) allow you to customize
certain areas of the application so that you can perform your work more easily and
efficiently. User preferences are available for Time & Expense Entry, Billing, Receipt
& Adjustment Entry, and for the overall application (System). User preferences are
specific to each staff member.

Use the Billing tab to select whether to bill by client or by engagement, whether to
display work-in-process (WIP) during billing, and to specify rounding methods for
billing. You can also choose a default invoice date, and which tab of the Billing
screen you would like to see at startup. You can change these settings at any time.

Setting up user preferences for billing
In this exercise, you will explore the various user preferences available for billing in
Practice CS.
1. Choose Setup > User Preferences, and then click the Billing tab.

2. The date you choose in the Default invoice date field will be the invoice date for
each client displayed in Detail Billing. You can choose Today's date, Period end
date, or Last date used. For this walkthrough, choose Period end date.

3. Inthe Default Wip through field, select Invoice date. This date serves as a WIP
cut-off date. Only WIP dated on or before this date will be available for billing.

Note: If the WIP through date falls after the invoice date, the invoice date
serves as the WIP cut-off date.

4. Verify that the Implied decimal on amounts checkbox is marked. When this
checkbox is marked, the application enters .00 after amounts that you enter.

Practice CS Billing WalkThrough 5
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10.

11.

12.

When it is not marked, the application inserts a decimal two places to the left of
the number that you enter.

Mark zero invoices as printed: For this walkthrough, clear this checkbox.
Marking this checkbox toggles the Printed column in the Print Invoices &
Statements screen to “Yes” for invoices with zero bill amounts, enabling you to
exclude them from your selection when printing invoices.

In the Bill by field, select Engagements from the drop-down list. Your selection
here determines whether the Billing screen contains client engagements or
clients only.

Note: If your firm is licensed for the Practice CS Project Management module,
you can also choose to bill by project.

Verify that the Show WIP when selecting clients to bill checkbox is marked.
When this checkbox is marked, the Billing screen includes a column showing
the WIP balances available for billing.

Use the Start-up tab field to select the tab you would like to be active whenever
you open Detail Billing, either Summary or Time & Expenses. Verify that
Summary is selected from the drop-down list.

You can choose to round G User Preferences* ==
your b|"|ng amounts When |Sysbem I Time & Expense Entry‘ Billing | Receipt & Adjustment Entry
billing at standard. Select settings
the Standard rou nd'ng Default invoice date: Period end date E|
0pt|0n Default WIP through: Invoice date E| (none) E|
[ Automatically apply open credits
When you Choose to round [¥] Automatically display Apply Open Credits dialog
b|”|ng amounts you must [#] Implied decimal on amounts
. ! [] mark zero invoices as printed
enter a rounding Selection
Ianement The dEfaU|t Bill by: Engagements E|
II’]CI’ement |S l d0||al’ FOF [#] Show WIP when selecting Clients to bill
thls exerClse |eave the [¥] Automatically select subsidiary Clients when selecting parent Clients
default ! Detail Billing
! Start-up tab: Summary E|
Review all other settings to B Automatically check speling
make sure they matCh the Bill at standard rounding
. . ' No rounding
illustration. @ Standard rounding
. ' Always round up
CI'Ck OK tO save yOUI’ Rounding increment: 1 dollar
preferences and close the Time & Expense Descriptions
d|alog [ Client [ staff [¥] Comment
[[] Engagement [ Activity 5
[ Project
Beset to new Staff defaults for Firm oK Cancel
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Other billing preferences

Automatically apply open credits — If you mark this checkbox, the application
automatically applies open credit amounts (receipts, credit memos, or write-offs) to
a client's invoice when you save the invoice. For this walkthrough, do not mark the
checkbox.

Automatically display Apply Open Credits dialog — When this checkbox is marked,
the Apply Open Credits dialog opens automatically when you save an invoice for a

client with open credits. In this dialog, you can either manually enter the amounts to
apply, or have the application auto apply the credits.

Automatically select subsidiary Clients when selecting parent Clients — When this
checkbox is marked, subsidiary clients (that is, clients that have a parent client
selected in Setup > Clients > Billing and A/R tab) will be automatically selected
when you select the parent client in billing.

Time & Expense Descriptions — You can mark checkboxes for each item that you
want to include in billing grids. For this walkthrough, verify that the Comment and
Biller Note checkboxes are marked.

Firm preferences for billing

In addition to user preferences, your firm may wish to establish some firm-wide

setup decisions for billing, approving and posting, security, and so on. Your firm's
administrator, or another staff member with security permission to make firm-wide
settings in the application, can enable the approval and posting process for billing.

Enabling the approval process for billing
1. Choose Setup > Firm, and then click the Preferences tab.

Practice CS Billing WalkThrough 7
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2. Under Approval/Posting process, verify that the Required for Billing checkbox is
marked. When this checkbox is marked, a staff member with the authority to
review invoices must approve an invoice on review before it can be posted.

[&) Practice CS - [Sample3] - [Firm™] [ @ =
File Edit View Actions Setup Tools Help
[ OBack = - & B T2 & o B0 Add o QA g -

[ Main_ [ Cortagt Inf | Preferences | Biling and A/R | Teminelogy | Netifications |

ApprovallPosting process Security options
[7] Required for Time & Expense Entry [ Ensble Firm Security

[C] Allow Users to Remember Logons

[F] Required for Receipt & Adjustment Entry
e —
[T Integrate this Firm with other solutions
ContBct SEtUp OpHONS

Default Phone Number Format: | (i) -t

Navigation Pane

Client setup options —————————
[T] Autematically create pertals in NetClient € for the Billing Contact of new Clients

[7] Automatically create portals in NetClient CS for the Billing Contact of new Prospects

Staff setup options ——————

[7] Automatically create portals in NetSiaff CS for new Staff

Default dashboard layouts for new Staff

Home Dashboard: Our Home Dashboard =
Firm Dashboard: Our Firm Dashboard
= Staff Dashbosrd Our Staff Dashboard =
L&D | Client Dashbosrd: Our Client Dashboard =
& Default User Preferences for new Staff =
:
For Help, press F1 Current Login: CAT | Current Period: 4/1/2014 - 4/30/2014

3. If necessary, click Enter to save your changes.

You can also enable the approval process for Time & Expense Entry and for
Receipt & Adjustment Entry. For this walkthrough, do not mark these checkboxes.

Other firm billing preferences

If you want Practice CS to accept data via integration with other CS Professional
Suite applications, mark the Integrate this Firm with other solutions checkbox.

Note: This checkbox can only be marked for one firm database at a time.

For this walkthrough, do not mark the checkbox.
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Using the Billing Worksheet

If your firm prefers to make billing decisions on paper, you can print the Billing
Worksheet to assist you.

1. Choose File > Print Reports.

Note: You can also click the Firm button in the navigation pane, then click the
Print Reports action icon.

2. Highlight the Billing Worksheet report, and then click the Select button.

Note: You can also double-click a report to select it.

3. Inthe Selection tab of the Report Options section, you can specify the report
date (Today’'s Date, Period End Date, Prior Period End Date, or Custom). Verify
that Period End Date is selected in the Report date field.

[@) Practice CS - PCSsample] - [Print Reports] =l ==
File Edit View Actins Setup ITools Help
P QBack - - & @ 2 v & [DAdd - Bt

= | Print Reports

Lists «| || Selectsd Reports Report Options
Activities Billing Wworksheet Description Billing Worksheet
Activity Categories
Client Groupings

Description override:

ClientEngagement | | || ||| e
Clients
Contacts
Departments
Engagement Categories . .
Engagement Templates Report dete
Entities WP detail No Balznce Forwar| = | o
§{Zﬁ 2'1:[;?::5 Billed detail: | (None) [~] to
Staff Levels
Standard Text

Production
Production Analysis
Time and Expense Journal
Time and Expense Listing
Time without Task
Timesheet Exception
\ork-in-Process Summary

Billing
Billed Tax Summary
Billing Analysis
Invoice Journal

Collection
Accounts Receivable Applics
Accounts Receivable Ledger

n

Dates

Filtering

Navigation Pane

HEEEEE

Accounts Reseivable Resap -

4 I b

&b || [ Select ]Il [ Remove < @ v

For Help. press F1 Current Login: CAT = Current Period: 4/1/2014 - 4/30:2014

| v

4. Click the Layout tab.

Use the Layout tab to sort and group the data on the report. Here you can
select a level of detail for the report and choose an item to sort by. You can also
choose up to three levels of grouping for this report. Each grouping level on the
printed report will have a header and a footer, with the footer containing
subtotals.
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5. Verify that the following settings are selected.
= Group Clients by: Client Office
=  Group Detail by: Engagement

6. Click the Preview Selected button.

Report Options
Description: Billing Worksheet

Description override:

Selection | Layout
Sort on Direction E?g:ks'
Group Clients by: [{@IEeli14 ﬂ [[n] |z| Ascending |z| =)
(Mone) |z| scending
Clients: 10 |z| Ascending |z| I}
Group Deteil by:  Engagement  [<]|| 1D [] | Ascending =] m@
(Mone)
(Mone) |z|
Deetail by: e/Expense E Date |z| Ascending |z|

[ Print Cover Sheat
Include Non-billable
Contact Information
[F] AR Open ltems

[ Aging \WIP and AR

[ 24 Period History

Preview Selected ] [ Print Selected
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7. To exit the preview, click the Back button on the toolbar.

—
shas
K 4> M0
[ R R RN RS ER SN e R O N TR T O T e
Parnes, Velana, Marsine; & Co.
Billing Worksheet
Wednesday, April 30, 2014
Janwary 1, 1900 - April 30, 2014
CALIFORMIA California Office
E ALPHA Alpha Promations
Alpha Promotions Office: CALIFGRIG, Partnen MR Hanage Assoomi
1
i Fhone (Business): (858) 906-6741
@ - 5609 La Jolla Village Drive E-mail: cs.alphapromobions®g.mail.com
ol - La Jolla, €& 92037
o
= * Billng Instructions:
.g‘ e Zlha Framomons Time & Expenses Avadabie to be biled
z Engegemat a® Activty Date RateperHowrdk  HowslUnis Tt Amourt Bill Amourt Comments [ Biller Note {"Bler)
Business TaxSenwes P
4
< BUSINESERX ML NSRESEARDM  12/08/11 Time: 280,00 150 £7.50 37500 Noahliabie
T CLIEN T 031314 Time: 50,00 350 20038 #7500
= BUsmESTX Ml FSPER 031414 Time: 50,00 278 158,13 w2750
BUSINESSTR.  MER FREGRRATION  03/17/14 Time: 25000 Az WA LEIs0
- BUSMESTX  RAM REVIRN 031714 Tima: 7808 153 14633 41250
b pusmemmc mm DELIVERY LETETES Time: 25000 175 10043 43750
Business Tax Servios Totss 1525 1813 385000
Cataultog Seves
CONSULTMG 30w CLENTMEET 318114 Time: 350,00 a0 270,00 1,850.00
+ CONSILTRG 2w PRIPARATION  03/19{14 Time: 5000 s s LIRS
D CONSULTG W PREPARATION  03/20/14 Time: 350,00 k] 24788 4250
CONSULTMNG oW PREPARATION  03/21/14 Time: 5000 2r 0258 Tar50
CONSULTMG oW PREPARSTION  03/75(14 Time: 35000 500 450,00 1,750.00
CONSULTING W WRARE e Time: 350,00 78 W L5
Contulting Sarvione Tota Ji05 LANmE 735000
Ciient Alpha Promancns Touss 5625 2A0513  11200.00 |
Frinied by CATon 4:3/3004 a1 16:31 AM Fepel
(Camert Login' CAT | Cureent Penod 47172074 - £3002014

Notes

You can also print the Billing Worksheet directly from the Billing screen. Mark

the checkbox for each client or engagement you want to select, right-click, and
choose Preview Billing Worksheet for Selected from the context menu.

= You can select any custom report that is based on the Billing Worksheet report
by choosing Preview Billing Worksheet For Selected > Select Report. You can
also set report options for the selected report.
i i R e T T e e e e e e e o o e i e e e =
| [ practie C5 - BCSeampte - iG] [E=SE=N =]
Fle Fdt View Actons Setwp Took Help
: = w
[l Posiie WP 7] Nogative WIP |
Description FaeniChe  Ofice  Manaper  Bilr  Engagement Descripticn wesm « |Billing Selechion |
e s =y 3;:;!51 ;...asw;m | 000 B Deseripsen
o ot | A | Business Tax Services | 0w 5 ARC Advarced
< ABC: Deelect A8 COMSLILTING | Coraulting Services 00 =
@ [|[Ci[ascr  [acPom  PrntGid | BUSNESSTA | Busiowns Tox Sericss | 000 X R Dameren Sysmine, Osesilen
o: TaBce ABC Pam N e :'MSM\'!U! T ) E ] aned | | it Servi
2 m: [ ?mlﬁll{ng“\?lm‘m Selected L3 Preview e ——— ey
gﬁ | ACEADVE | Ace Advestisegy | ACEADVE | CALIFORNI | CAT Select Report b ¥ Billing Worksheet ]
z ACEADVE | Ace Advertinerg ACEADVE | MICHIGAN | CAT Repod Optioes e — T (T
| BCEADVE | Ace Advertiseng | ACEADVE | MICHIGAN | CAT COMSULTING | Cormultrg Servces | 1872500
T ALFHA | iphs Prometens APWA | MICHIGAN | S5 | COMSULTING | Cormultng Servicas T000
TALPMA | Alpha Promosons [ElPHA | MICHIGAN | SaM | BUSINESSTA | Busermss Tax Sacaces | 347500
| ANGERSD | Aoderson. Jon & Kom | ANDRFSG | WCHIGAN | Wi [ WORTRA | invadnl Tax Services | (L)
ANIMAL | Aramal Sheiter 101 | ANIMGL | WICHIGEN | SH | BUSINESSTA | Buswress Tas Sernces. | [
[ BHIMAL | il St 101 [ BHIMAL | WCHIGAH | JPn [REAEN | Review Servicms 13
AHIMAL | Aramal Sreter 101 [ BHINEL | WICHIGEN | Wk | CONSULTING | Cormulirg Servces [
b (|| ANIMAL | el St 101 | BHIMAL | WCHIGAN | S0 | AT | P Services I 13
3 GENTON | Gartan. Suspharie | GENTON | MICHIGAN | MR [BERTAR | lodvidual Tax Sarvoces | [
Rl || [ OINGE ™| g, Sy BINGTA | HICHIGAN | iR | WORTAR | Indideal T Sarvices | 11280
BINGTA | Bing. Ted & Angels BINGTA | MICHIGAN | MR BOTAN | Indvidal Tax Sarviess | 000
€3 | BACIWNI | Brown. Jersid & Blzabes | BROWND | MICHIGAN | bei | IMONTAX | Inddnl Tase Sanvices | Bt
()| BROWM | Brown Jersid & Ekzabet | BROWNI | MICHIGAN | P COMPILATIO | Compilaion Services 000
BB || 11| BROWNJ | Brown. Jeraid & Eizabes | BROWNJ | MICHIGAN | CAT |PAYROLL | Payroli Services | 00! -
H | Dot it Soiecsos | | Chusch Bl Seiecins | | Stanen b Selocsen | | Zes il Sedecsen |
For Halp, press F1 Cutrnet Logen CAT Cursent Pancd 47172014 - 4305012
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Using the Billing screen

With Practice CS you can bill your clients on screen, using a variety of billing
methods to accommodate your firm’s arrangements with individual clients. You can
bill using as much or as little detail as you need.

In the Billing screen you can bill by clients or engagements, review and approve
invoices (if your firm uses an approval process), and generate recurring bills.

Note: If you are licensed for UltraTax CS,® you can also use the Billing screen to
accept or reject invoices forwarded from UltraTax CS. See the topic Working with
integrated invoices in the Help & How-To Center for more information.

Selecting the WIP to bill

12

Before you begin billing, you must select the clients or engagements that you want
to bill. Use the Bill Engagements tab of the Billing screen to make your selections.

Note: The default name for this tab is Bill Engagements. The name of the tab
changes depending on whether you have set your user preferences to bill by
engagements or by clients. If you are licensed for the Practice CS Project
Management module, you can also choose to bill by project.

1. Open the Billing screen (Actions > Billing).

Tip: You can also open the Billing screen by clicking the Clients button in the
navigation pane and then clicking the Billing action icon, or by pressing
CTRL+B.

2. Mark the Positive Wip checkbox to display only clients or engagements with a
positive WIP balance.

[B] Practice 5 - [PCSsample] - [Billing] =R ==
Bie fs Yiew Actgns Setup Tock Help
ek =0 - PG 2K o Aced @

ol e ————————————————————————————————————

B Engagementa | Ganarete Recurry Bl | Revew
G
Select il | | Daselect All | [Pesitive WP, Megative WIP
[} Deacnpson ParertClie  OMco  Monnger  Biller t Descripion Billing Selection -l
ACEADVE | Ace Advertising ACEADVE | MICHIGAN | CAT G | Consulting Services D Deseription
ALPHA | Mlghs Fromoons ALPHA | MICHIGAH | SAM CONSULTING | Consulling Sernces
Apka Promations APHA  MICHIGEN | S2M BUSINESSTA | Business Tax Services
o Eirg. Sally BINGTA | MICHIGAN | MHR Individusl T Servioes
= ) | Beown, Jecald & Blizabeth  BROWNI | MICHIGAN 3 | Consuling Senvices
o Crawfords Sesk House i CALIFORM | CAT
= Hanna, Jnson 42N MICHIGEH | MHR INGINTAX
i Collins, Brown & Lewss Adv | GBL MICHIGEN | SAM BUSINESSTA | Dusiness Tex Senvices
o
z
ey
i
S
|62
» Qo electe

For Help, press F1 Current Login: CAT - Current Period: £1/2014 - 4302014
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Notes

If you want to further narrow down the list of clients or engagements, click

the show filter [EI button at the top of the screen and select an item (for
example, Client ID) from the Filter field to filter the screen by that item. See
the topic Filtering your data in the Help & How-To Center for more

information about creating and using filters.

To improve performance in Practice CS wherever large lists of items are
displayed, results are limited to a pre-determined maximum size. When a
drop-down list displays results that are limited, the message “Results
limited” appears at the end of the list.

© Results Limited

Get Maore [tems |

If the data you are looking for is not included in the limited results, refine
your sort order, search criteria, and/or filter to narrow down the data
displayed in the list. To display more items in the drop-down list, click the

Get More Items button.

3. When you are satisfied with the client list, mark the checkbox for each client or
engagement that you want to bill. For this exercise, select the following clients
and engagements.

Client Engagement
ACEADVERT CONSULTING
Ace Advertising

BINGS INDIVTAX
Sally Bing

CRAWFORD PAYROLL

Crawford Steak House

Notes

To quickly select multiple clients, click the Select All button at the top of the
screen, or right-click the list and choose Select All from the context menu.
You can also press ALT+A or CTRL+A on your keyboard to select all.

To deselect all, click the Deselect All button, or right-click and choose
Deselect All from the context menu. You can also press ALT+E on your

keyboard.

Practice CS Billing WalkThrough
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Standard Bill

14

4. The Billing Selection pane displays the client engagements you selected for
billing. When this list is unsorted, the engagements appear in the list in the
order in which they were selected. When you open the engagements to bill
them, they will open in the order in which they are listed.

(G} Practice €5 - [PCSmample] - [Biling] e o ]
Bile Eft Yoow Actons Setup ool Help
PQback @) - B R oo 2 e Add . -

Billing

Bl Engagements | Ganscate Racumng Bla | Review

e -mﬁ“.ﬁq' Seleclion
72 L+ pton
1450 . -
o

Navigation Pane

Coetal el Selectng Ghack Dl Selectsd | | Siaederd Dl Selected 2t Dall Selected

Current Login: CAT - Current Peviodt 412014 - 4230200

= Click the Auto Hide button when you want to hide the pane.

= Click the Auto Hide E button again to “pin” the pane so that it stays on
screen.

5. For this walkthrough, click the Auto Hide button to hide the Billing Selection
pane.

6. Click the Deselect All button.

After you have selected the clients or engagements you want to bill, you can choose
the billing method (Standard Bill, Quick Bill, Zero Bill, or Detail Bill) to use.

The Standard Bill method is useful if you want to quickly bill a client for their full WIP
balance without making any adjustments. However, because we selected standard
rounding in as a user preference for billing, there may be small adjustments on WIP
due to rounding.

Note: To use Standard Bill, you must have an invoice format set up for the selected
client. To set up a client’s invoice format, choose Setup > Clients, click the Billing
and A/R tab, and select the appropriate format in the Default invoice format field.
For this walkthrough, invoice formats have already been set up for the sample
clients.
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Quick Bill

Mark the checkbox for client HANNA, engagement INDIVTAX.

[B} Practice C5 - [PCSsample] - [Billing] o o
File Edit View Actions Setup Tocls Help
i QBack - D - D A S iy B[] Add - Q @~
& | Billing
Bil Engagements | Generate Recuring Bills | Review |
&
Pasitive WIP  [F] Negative WIP
X D Description FareniClie  Office  Manager  Biller  Engagement Description WIP Amt =
| ] | ACEADVERT | Ace Advertising ACEADVE | MICHIGAN | CAT CONSULTING | Consulting Services g
o ||[ET[ACPHR Alpha Fromations ALPHA | MICHIGAN | SAM CONSULTING | Consulting Services 2
S ||[EJ[APHA ™ TMphaPromotions | ALPHA  MICHIGAN |SAM | | BUSINESSTA | Business Tax Services | 2
o ||| eiNGs Bing, Sally BINGTA | MICHIGAN | MHR INDIVTAX | Individual Tax Services =
S ||/ 8ROWNS | Brown, Jerald & Elizabeth | BROWNJ | MICHIGAN CONSULTING | Consulting Services
£ ||| | CRAWFORD | Crawford's Steak House | CRAWFO | CALIFORNI | CAT PAYROLL | Payroll Services
2 HANNA | HamnaJssen | HANNA | MICHIGAN |MHR | | INDIVTAX | Individual Tax Services |
E ] [@BL Collins. Brown & Lewis Adv | GBL MICHIGAN | SAM BUSINESSTA | Business Tax Services
» Detail Bill Selected | | Quick Bill Selected | | Standard Bill Selected | [ Zero Bill Selected
For Help, press F1 Current Login: CAT Current Period: 4/1/2014 - 4/30/2014

Click the Standard Bill Selected button.

Click Yes to continue.

Practice C5 £3

@R You are about to bill all of the selected Clients at their standard WIP
L ¢ 4 amaount,
Are you sure you want to continue?

After you bill a client with Standard Bill, the client’s invoice will be listed on the
Review tab of the Billing screen.

Another fast method for billing clients without the level of detail involved in Detalil
Billing is Quick Bill. With Quick Bill, you can bill multiple clients on a single screen.

1.

In the Bill Engagements tab, select the BUSINESSTAX engagement for client
Alpha Promotions.

Click the Quick Bill Selected button.

In the Generate using invoice date field, use the period end date (4/30/2014) as
the invoice date for this exercise.
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In the Billed field, enter 3000.00.

Notes

= You can enter an amount in either the Billed or the Adjusted field, and the
application will complete the other field for you.

= If the bill amount is less than the WIP amount and the adjusted amount is
set to 0.00, the remaining amount will appear in the Carryover field. This
remaining amount will be available the next time you bill the client.

If you need to bill individual WIP items, you can click the expand [ button to
view and work with the WIP detalil for the selected client engagement. For this
exercise, do not change the WIP detail.

[&] Practice C5 - [Sample3] - [Quick Bill] =8 Eol =)
File Edit View Actions Setup Iools Help
[ @Back O & A B A B S0 Add - 26
> | Quick Bill
Generate using imvoice date: | 4302014 =]
D Description Engagement Description ParentClient  WIP Amt Billed  Adjusted Carryover
= ALPHA Alpha Promotions | BUSINESSTAX | Business Tax Service | ALPHA 347500 300000 (47500 [+] 000
Staff Project Activity Date Hrs/lnits Rate  Comment EillerNote WIPAmt  Billed  Adjusted Carryover
MHR | TAXCOMF CLIENTMEET | 31372004 350 | Business Tax 87500 75540 (113.60) 0.00
MHR | TAXCOMF FSPREP 31472014 2.75| Business Tax 68750 53352 (5389) 0.00
- MHR | TAXCOMP PREPARATION | 317/2014 425 Business Tax 106250] 917.27) (145.23) 0.00
[ SAM | TAXCOMP REVIEW 3172014 150 Business Tax 41250) 35611 (56.39) 0.00
o MHR | TAXCOMP DELIVERY 182014 1.75] Business Tax 43750) 377.70)  (59.80) 0.00
c
o
=
]
o
£
]
d
[
»
- |Qenerate\lrm\oesl \ Cancel
For Help, press F1 Current Login: CAT | Current Period: 4/1/2014 - 420/2014

6. When you are finished entering the billing amounts, click the Generate Invoices

button.

After you bill a client with Quick Bill, the client’s invoice will be listed on the Review
tab of the Billing screen.
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Zero Bill

Use Zero Bill to bill the selected clients’ engagements at zero, allowing you to
immediately write off all WIP for the engagement.

Note: Just as with Standard Bill, the selected client must have an invoice format set
up.

1. Mark the checkbox for the PAYROLL engagement for client CRAWFORD.

[&), Practice C5 - [PCSsemple] - [Billing] o E )
File Edit View Actions Setup Tools Help
PQBack - © - D w2 X r B[ Add - Q@ -
| Billing
Bil Engagements | Generste Recuning Bills | Review |
¥
SelectAll | [ DeselectAll | Positive WIP Negative WIP
X D Description PareniClic  Office  Manager  Biller  Engagement Description WP Amt =
[] | ACEADVERT | Ace Advertising ACEADVE | MICHIGAN | CAT CONSULTING | Consulting Services 18.725.00 e
o || ALPHA Alpha Prometions ALFHA | MICHIGAN | SAM CONSULTING | Consuliing Services 7.350.00 e
- EINGS Bing, Sally EINGTA | MICHIGAN | MHR INDIVTAX Individual Tax Services 11250 2
o ROWNJ | Brown, Jerald & Elizabsth | BROWNJ | MICHIGAN CONSULTING | Consulting Services 6.300.00 =
= CRAWFORD | Crawford's Steak House | CRAWFO | CALIFORNI | CAT PAYROLL Payroll Services 16250
% ||[E]as Collins, Brown & Lewis Adv | QBL MICHIGAN | SAM BUSINESSTA | Business Tax Services | 2.500.00
o
=
o
=z
A
» Detail Bill Selected | | Quick Bill Selected | | Standard Bill Selected | [ Zero Bill Selected
For Help, press F1 Current Login: CAT  Current Period: 47172014 - 43072014

2. Click the Zero Bill Selected button.

3. To zero hill the selected clients, you would click Yes. For this walkthrough,
however, click No, then click the Deselect All button on the Billing screen.

Practice C5 3

I.-"'_"‘-. You are about to bill all of the selected Clients at zero.
"W Are you sure you want to continue?

Yes | l MNo
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Detail billing

For engagements that require greater control over the billing amounts or invoice
presentation, use Detail Billing. The Detail Billing screen offers a variety of ways to
bill at any level of detail you might need. In Detail Billing, you can:

= standard bill, partial bill, progress bill, or “smart bill”

= add or delete adjustment entries

= bill and edit individual WIP items

= relieve WIP for nonbillable items

= select invoice formats and due dates

= compose your invoice and preview it on screen

= allocate adjustments to a different staff member

Note: Before you begin, you should set up your user preferences for billing, such as

default due date, rounding methods, and so on. See “Setting up user preferences
for billing” on page 5 for more information.

Overview of the Summary tab
To access the Summary tab, select an engagement in the Billing screen and

18

b

click the Detail Bill Selected button. For this walkthrough, select the
CONSULTING engagement for client ALPHA.

[ Practice CS - [PCSeample] - [Detail Billing] =% EoE ==
Eile Edit View Actions Setup Ieols Help
PQBack - - @ & T2 & o B [Add - =
& | Deta ing
Billing Seleclion (0] | Summany | Time & Bxpansa | Nonbilable | Links | Gustom Fieids | Compose | Preview |
Client information
D: ALPHA Description: Alpha Fromaticns
Inwoice Information Billing instructions
Number: {Hext Avsilable Date: 4aw014 [o]
e Reference 2014-CALIFORNIA-MHR Due Date: 4302014 []
& Format: Project Invoice Format Office: California [
_S WIP Amount Billed Adjusted Carryover
E, Time 7.350.00 7.350.00
z Expenses 0.00 0.00
4 Progress ™) Invoice Notes
Total: 7.350.00 7.350.00
Surcharge 0.00
Discount: 0.00
Sales Tax: 0.00
Service Tax: 0.00
=y Inwoice Total: 0.00
b
s
: Dashboard for Algha Promotions Saveand Frint | [ Save | | Cancel
For Help, press F1 Current Login; CAT | Current Period: 4/1/2014 - 43012014
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Use the Summary tab to specify invoice information, bill amounts, due dates, and
adjustments. You can also use this tab to enter progress bills (which are discussed
beginning on page 28).

The Billing Selection list on the left side of the screen shows all of the clients /
engagements that you have selected for billing.

Tips
= Click the Edit Selection List button at the bottom of the list if you need to add or
remove clients / engagements from your selection list during billing.

= Click the Dashboard link at the bottom of the screen to open the current client's
dashboard, where you can view the client's billing and A/R totals and other
client information.

The following fields provide information about the invoice.

= Number — Practice CS automatically assigns the next highest available invoice
number in this field, but you can enter a different number, if necessary. The
application will verify that the number you enter has not already been used.

= Date — The Date field shows the invoice date. You can change this date, if
necessary.

= Reference — If you have marked the Enable default invoice reference number
checkbox in the Billing and A/R tab of the Firm setup screen, this field displays
a reference number generated by Practice CS. The reference number uses a
combination of invoice-related fields that you specify when you set it up.

= Due Date — The Due Date is calculated based on your firm’s billing and A/R
default settings. You can change this date, if necessary.

= Format — This field shows the default invoice format assigned to the client in
the Clients setup screen. You can choose a different one, if necessary.

= Office — This field shows the office to which the invoice has been assigned.

= Billing Instructions — Displays instructions that were entered on the Billing and
A/R tab of the Clients setup screen.

= Invoice Notes — Use this field to enter any notes about the invoice.

Entering billing information in the Summary tab
In this exercise you will bill client ALPHA for the full WIP amount and then save the
invoice.

1. With the CONSULTING engagement for client ALPHA still open in the Detalil
Billing screen, enter 7350.00 in the Billed column of the Time row.
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2. Pressthe TAB key.

[&] Practice C5 - [PCSsample] - [Detail Billing*] fola =
File Edit View Actions Setup Tools Help
i QBack - D - D A L E K 3 & [Add -] Q@ -

Di illing

Billing Seleclion &) | summary | Time & Expense | Nonbilable | Links | Custom Fields | Compose [ Preview|
Dl Desoripion i Bledfl oy nportion
| ALPHA | Alpha Promations | [
f D ALPHA Description: Alpha Prometions
Inveice Information illing instructions ———————
Mumber (Next Available) Date. 4302014 (]
g Reference: 2014-CALIFORNIA-MHR Due Date: 4/302014 El
<l . w
2 Format: Project Invaice Format [=] ofice Califernia [+
= \IP Amount Billed Adjusted Carryover
=
_& Time 7.350.00 735000 =] 0.00
= Expenses 0.00 0.00
z Progress D Inwoice Noteg —
Total 7.350.00 7.350.00 0.00 0.00
Surcharge: 0.00
Discount 0.00
Sales Tax 0.00
Servics Tax 0.00
Invoice Total 7.350.00
&
 EeRe
E Dashboard for Alpha Fromotions [ saveandrriint | [ Save ][ Cancel

Fer Help. press F1 Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014

3. You can use the Format field to select a different invoice format. Choose
Engagement Invoice Format.

4. For this exercise, do not enter an amount in the Adjusted column (leave 0.00
entered).

5. Click the Save button.

Note: When you save an invoice, the Detail Billing screen opens the next
selected client. If no other clients are selected, clicking the Save button returns

you to the Billing screen.
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6. Inthe Billing screen, click the Review tab. The invoice that you saved for client

ALPHA’s CONSULTING engagement now appears in the list of invoices.

{©, Practice C5 - [PCSsample] - [Billing] folia] ==
Eile Edit View Actions Setup Ieols Help
IQBack oD - D AP K 3 B FlAdd -] Quig.
& | Billing
[ Bil Engagements | Generate Recuring Bils | Review |
= 9] Unapproved only [ Unpostedonly | Joumal |+
Description _ Date DueDate  Amount J 0 [ GEilledBy Invoice Offi Approvedb Postedby NetClientC
Alpha Pro | 43072014 | 43072014 7.35000 cAT CALIFOR
Alpha Pro | 43072014 | 413072014 3,00000 CAT CALIFOR
Hannz, Ja | 4302014 | 43012014 104200 cat CALIFOR
«
=
o
o
e
o
=
[l
=)
=
o
Z
‘ i v
»
For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014

Overview of the Time & Expense Entry tab

The Time & Expense tab of the Detail Billing screen shows the WIP detail for the
selected client or client’s engagement. You can bill at the level of individual WIP
transactions, or you can summarize the transactions for billing by marking any of
the Summarize By checkboxes. If you right-click the list, you can use the context
menu to choose how to bill the selected entries, unbill entries, print the list of time
entry transactions, and edit the transactions directly from this screen.

To best demonstrate this tab, let’s first create a new time entry for client QBL.
1. Choose Actions > Time & Expense Entry.
2. Inthe Sheet date field, choose 4/4/2014.

3. Enter the following item:

Client Engagement | Activity Hours

QBL CONSULTING | FIELDWORK 3.25

Now let’s return to the Billing screen and bill engagements for client QBL.
1. Choose Actions > Billing, and then click the Bill Engagements tab.
2. Verify that the Positive Wip checkbox is marked.

3. Select the BUSINESSTAX and CONSULTING engagements for client QBL
(Collins, Brown & Lewis Adv).

4. Click the Detail Bill Selected button.

5. In the Detail Billing screen, click the Time & Expense tab.

Practice CS Billing WalkThrough
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Mark the Engagement checkbox to summarize the time and expense entries by
engagement.

Click the [# button for the BUSINESSTAX engagement to expand the row, and
note the transaction detail shown.

[5, Practice C5 - [Sample3] - [Detail Billing] e]-E- ]
File Edit View Actions Setup Tools Help
i QBack - O - & M B M s ®C) Add o] Q8-

= | Detail Billing

= [ Summary | Time & Expense | Nonbilable | Links | Custom Fields | Compose | Preview |
:p Summarize By: [] Client Engagement [ St=ff [] Activity [7] Type [[] Date
3
g X Engagement Hrsinits WIPAmt Billed Adjusted Carryover
2§ [ TBUSINESSTAR T460]4506.60
X Client Engagement  Siaff Activity Type  Date Rate  HrsiUnits UnitPrice WIPAmt Note Comment  BillerNote 0 ]  Eilled
[7] | QBL | BUSINESSTAX |JPW | CLEARREVIEW |Time | 352014 | Business T 275 687.50,
¢ [] | GBL |BUSINESSTAX |MHR | CLIENTCOPY |Time | 362014 | BusinessT 075 18750,
g [] | GBL | BUSINESSTAX | MHR | REVIEW Time | 3142014 | Business T 250 625.00,
c 7] |QBL |BUSINESSTAX |JPW | ASSIGNBUD | Time | 3/32014 | Business T 050 | 12500
S [7] | QBL | BUSINESSTAX | MHR | ELFAUTHORIZ |Time | 3112014 | Business T 025 6250
© [] | GBL | BUSINESSTAX | MHR | ELFASSEMBLY |Time | 3/11/2014 | Business T 025 6250
= [7] | GBL | BUSINESSTAX | JPW | PREPARATION |Time | 332014 | Business T 550 1.375.00
Z [7] |QBL |BUSINESSTAX | MHR | ELFTRANSMIT | Time | 31212014 | Business T I ~ezs0| |
[] | GBL | BUSINESSTAX | MHR | FINALREVIEW | Time | 362014 | Business T 125 31250,
X Engagement HrsiUnits WIPAmt Billed Adjusted Carryover
@/ [ | coNsuLTING 325 113750
<] i, »
Billing Informatien | Links | Custom Fields [ History |
P Comment Biller Note Totals
Hrs 17.25| WP Amt 463750 Billed =]
. Units: Remaining 4,637.50| Adj: =]
b
2| Dashboord for Collins, Erown Lewis Adv SaveandPrint | [ Save | [ Cancel
For Help, press F1 Current Login: CAT | Current Period: 4/1/2014 - 47302014

Note: The Time & Expense tab also shows links and custom fields from the
Time & Expense Entry screen. For more information on links and custom fields,
see the following topics in the Help & How-To Center:

= Adding links

=  Adding custom field information in Time & Expense Entry

Editing a transaction in the Time & Expense tab
In the Time & Expense tab, you can edit a WIP transaction directly from the Detall
Billing screen.

1. Clear the Engagement checkbox so that the time and expense entries are not
summarized.

2. Select the CONSULTING time entry dated 4/4/2014.
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3. Right-click the transaction and choose Edit Selected Entries from the context

[&} Practice CS - [Sample3] - [Detail Billing]
File Edit View Actions Setup Tools Help
PQBack -0 -2 M w2 X B A -
De lling
|| Summayy| Time & Expense | Nonbilsble | Links | Custom Fieids | Composs | Preview|
@ | Summarize By: [C] Client [ Engagement [] Staff [] Activity [7] Type [T] Date
§ [ X Client Engagement Staf  Actvity  Type  Date Rate  HrsiUnits UnitFrice WIPAmt Billed Adjusted Carryover Nole Comment Biller Nol
— QBL | BUSINESSTAX |JPW | CLEARREVIE |Time | 3572014 |BusinessTa| 275 687.50]
BUSINESSTAX | MHR | CLIENTCOPY | Time | 362014 | BusinessTa|  0.75 187.50)
BUSINESSTAX | MHR | REVIEW Time | 342014 | Business Ta| 250 625.00
@ BUSINESSTAX | JPW | ASSIGNBUD | Time | 332014 | BusinessTa| 050 125.00)
= BUSINESSTAX | MHR | ELFAUTHORIZ | Time | 31112014 | Business Ta|  0.25 6250
o BUSINESSTAX | MHR | ELFASSEMBL | Time | 31112014 | Business Ta|  0.25 6250
= BUSINESSTAX | JPw | PREFARATION | Time | 332014 | Business Ta| 550 1375.00
5 BUSINESSTAX | MHR | ELFTRANSMIT |Time | 3122014 | BusinessTa| 025 6250
2 CONSULTING | CAT | geject Al 325 1.137.50
z BUSINESSTAX | MHR ¢ ject Al b 1% 31250
Add Adjustment Entry
Add Progress Entry
Delete Adjustment/Progress Entry
R —————— D
Smart Bill Selected
Bilig nformaton | Links | Custom Fil 1t il Selected
e Comment ————————————— ynbill Selected Total
@ Allocate Adjustment to a Different Staff | He | B v N Fih-d =]
Pl | Print Grid | it | Remaining: | 463750] Adi =
2. Dashbeoard for Collins, Brown Lewis Adyv [ ] [ sawve ][ Cance
For Help, press F1 Current Login: CAT | Current Period: 4/1/201 - 4/30/2014

4. The Time & Expense Entry screen opens, where you can edit the information
as needed.

[5) Practice CS - [Sample3] - [Time & Expense Entry]
Eile Edit View Actions Setup Tools Help

PQBack - - @ AW A& T B Ad -]

Entry | Overview | Integrated Ertries

Staff ‘Tumer,Clm‘fy EL ‘Sheet date ‘4:‘4/‘201& =l

Tme | Epense

Client Engagement Activity Date Rate Hours (4 Amount Comment Biller Note 5]
» |aBd | CONSULTIN| FIELDWORK | 44/2014 | Censulting 358 11975 | =
* | []
o 0 [] 325 | 113750

Navigation Pane

Entry Information | Time Recap | Links | Custom Fields [ History |
Entry Timer

Client | Callins, Brown & Lewis Adv. | Date Start Time End Time Elzpsed Time Accumulated Time

E | Consulting Services
~
@ Activity: | Fieldwork
»
Fer Help, press F1 Current Login: CAT | Current Period: 4/1/2014 - 43012014

5. Change the hours from 3.25 to 2.75.

6. Click the Back button on the toolbar to return to the Detail Billing screen.
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In the Detail Billing screen, note the changes in the Hours and WIP Amt fields
for the 4/4/2014 entry.

[B] Practice CS - [Sample3] - [Detail Billing]

Eile Edit View Actions Setup Tools Help

i QBack - - D E L B A -
> etail Billing

Summary | Time & Expense | Nonbillable [ Links | Custom Fields | Compose | Preview|

Summarize By: [7] Client [F] Engagement [F] Staff [7] Activity 7] Type [] Date

Engagement  Staff
BUSINESSTAX | JPY/
BUSINESSTAX | MHR | CLENTCOPY | Time | 31872014

Activity  Type  Date Rate  HrsiUnits Unit Price \IP Amt
CLEARREVIE | Time | 352014 |BusinessTa| 275
Business Ta| 075

Biled Adjusted Carryover Note Comment Biller Nol

‘ uoyoagEs Buipg ‘

@
= BUSINESSTAX | MHR | REVIEW Time | 322014 | Business Ts| 250
o BUSINESSTAX | JPW | ASSIGNBUD | Time | 332014 | BusinessTa|  0.50
s BUSINESSTAX | MHR | ELFAUTHORIZ | Time | 31172014 | Business Ta|  0.25
= BUSINESSTAX | MHR | ELFASSEMBL | Time | 3112014 | Business Ta| 025
- BUSINESSTAX | JPW | PREPARATION | Time | ¥3/2014 | Business Ta| 550 137500
= @] BUSINESSTAX | MHR | ELFTRANSMIT | Time | 311212014 | Business Iy
z 5] CONSULTING | CAT | FIELDWORK | Time | 4412014 | Conding %6250
| 7] |QBL | BUSINESSTAX | MHR | FINALREVIEW | Time | 362014 | Business 15
4] m 3
Billing Informaticn. | Links | Custom Fields [ History |
Comment Biller Mot Total
Hrs: | 1675 WP Amt 4,46250 Billed =
Units: | Remaining: | 446250] Adi =
2. Dashboard for Collins, Brown Lewis Adv T ][ Save | [ Cancel |

For Help, press F1 Current Login: CAT = Current Period: 4/1/2014 - 4/30/2014

Smart Bill
Smart Bill allows you to distribute bill amounts and adjustments among the selected
transactions in Detail Billing. To use Smatrt Bill, follow these steps.

1.

2.

In the Time & Expense tab, mark the checkboxes for all of the BUSINESSTAX
engagements (leave the CONSULTING engagement unmarked).

Right-click again and choose Smart Bill Selected.

[&) Practice CS - [Sample3] - [Detail Billing]
File Edit View Actions Setup Tocls Help
iQBack - - & M M2 K s BIL) A - s Q@ -

Detail Billing

= [ Summary | Time & Expense | Nonbilable [ Links [ Custom Felds | Compose | Preview|
2 || Summarize By: [T Client [7] Engagement [7] Staff (7] Activity [T Type [C] Date
3
S| X Clent Engagement  Stff  Aciviy  Type  Date Rate  Hrs/Units UnitPrice WIPAmt  Billed Adjusted Carryover Note Comment Biller Not
— BUSINESSTAX |JPw | CLEARREVIE |Time | 352014 |BusinessTa| 2 687.50|
5 BUSINESSTAX | MHR | CLIENTCOPY |Time | 362014 | BusinessTa| 075 187.50)
= BUSINESSTAX | MHR | REVIEW Time | 342014 | Business Ta|  250| 625.00)
o JPW | ASSIGNBUD | Time | 3372014 | Business Ta| 050 125.00]
< MHR | ELFAUTHORI  Select All 6250
£ BUSINESSTAX | MHR | ELFASSEMEL peceject Al 6250
i=d BUSINESSTAX | JPW | PREPARATIO 137500
i BUSINESSTAX | MHR | ELFTRANSMI Add Adjustment Entry 6250
z CAT | FIELDWORK ~Add Progress Entry
Edit Selected Entries
Delete Adjustment/Progress Entry
Smart Bill Selected
< Standard Bill Selected s ] v
L Billing Information | Links | Custom Fields [ History| ~_Unbill Selected
Comment — -BillAllocate Adjustment to a Different Staff I
- Print Grid a 16.75| WP Amt: 446250 Billed: [=]
() Units: Remaining 446250 Adj [=]
2| Dashbosrd for Collins, Brown Lewis Adv SoveondPrint | [ Save | [ Cancal |

For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 473012014
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In the Smart Bill dialog, the Selected Amount field shows the total amount of the
selected transactions.

[ smart Bill (=5

Selected Amount: 3.500.00
Bill=d:
Adjusted: 0.00
Carryover: 0.00

—T— r—

The amount in the Billed field is equal to the Selected Amount. You can enter a
different amount in the Billed field, if necessary, to make an adjustment. For this
exercise, enter $3,150.00.

Press ENTER. The Adjusted field shows the difference between the Selected
Amount and Billed fields.

[ Smart Bill (==

Selected Amount: 3.500.00
Billed: 3,150.00[ =]
Adjusted: EEEE
Carryover: 0.00

[ ok J[ Concel |

6. Click OK to complete the Smart Bill.

7. Note how the adjusted amount is distributed among the individual WIP

[B! Practice €5 - [Sample3] - [Detail Billing*] [
File Edit View Actigns Setup Tools Help
G Back O 2 B 2 B0 & 2 & IE A g
Detail Billing
g Summary | Time & Expense | Nonbillable [ Links | Custom Fields | Compase | Preview|
2| Summrize By: [F] Client [ Engagement [F] Staff [ Activity [F] Type [F] Date
@
S| X Clet Engagement  Suaff Acivity  Type Date Rate  HrsiUnits UnitFrice WIPAmt Billed Adjusted Narryover Note Comment Biller Not
| @) |QBL | BUSINESSTAX |JPw |CLEARREVIE |Time | 35/201¢ |BusinessTa| 275 se750| 61875f (6875 0.00 |
o | [QBL | BUSINESSTAX | MHR | CLIENTCOPY |Time | 3672014 | Business Ta 075 18750 1687 (18.75) 0.00
= | |GBL | BUSINESSTAX | MHR | REVIEW | Time | 3412014 | Business Ta| 250 | e2s00] sezsf| (62500 0.0
o BUSINESSTAX | JPW | ASSIGNBUD | Time | 332014 | Business Ta| 0.5 12500 1z (1250 0.00
g ~ |BUSINESSTAX | MHR | ELFAUTHORIZ | Time | 3/11/2014 | Business Ta 025 6250 56|  (6.25) 0.00
= TBUSINESSTAX | MHR | ELFASSEMBL | Time | 3/11/2014 | Business Ta 025 6250| 56, 625)| 0.00
=3 BUSINESSTAX | JPW | PREPARATION | Time | 332014 | BusinessTa| 550 | 1a7s00| 1237f] 013750 ] 000
% BUSINESSTAX | MHR | ELFTRANSMIT | Time | 3122014 | Business Ta|  0.25 6250 562 (6.25) 0.00
z CONSULTING | CAT | FIELDWORK | Time | 4/472014 | Consulting 275 | 8250 \ 7/
" BUSINESSTAX | MHR | FINALREVIEW | Time | 362014 | BusinessTa| 125 31250) 28125\ (3125) 0.00
4 ] | »
] Billing Information | Links | Custom Fields [ History |
T Comment Biller Note Totals
Hrs 16.75| WiIF Amt 446250 Billed 315000[+]
L&D | Units Remaining 96250 Ad (350.00) ]
| SR |
o Dashbaard for Collins. Brown Lewis Agv SovesndPrint | [ Save | [ Cancel |
For Help. press F 1 Current Login: CAT | Current Period: 4/1/2014 - 4302014

8. Click the Save button.
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Allocating an adjustment to a different staff member

If necessary, you can allocate an adjustment to a staff member other than the one
who originally made the entries. Suppose that you would like to allocate the
adjustment of $12.50 in the previous exercise from staff member JPW to staff
member MHR.

1.

2
3
4.
5

7.

8.

In the Billing screen, click the Review tab.

Mark the checkbox for client QBL, invoice total 3,150.00.
Right-click and choose Open Selected from the context menu.
In the Detail Billing screen, click the Time & Expense tab.

Mark the checkbox for the ASSIGNBUD activity transaction with staff member
JPW.

Right-click and choose Allocate Adjustment to a Different Staff from the context
menu.

[B! Practice €5 - [Sample3] - [Detail Billing] = e
File Edit View Actions Sewp Tools Help
iQBack - D - @ AW E K i &0 Ad - Q@

» | Detail Billing

= [ Summary | Time & Expense | Nonbilable | Links | Custom Fields | Compose | Preview |
2| Summarize By: [F] Client [ Engagemen: [ Staff [7] Activity (7] Type [ Date
a
£ [ X Client Engagement  Suft Activity  Type  Date Rate  Hrsinits UnitPrice WIPAmt Billed Adjusted Carryover Note Comment Biller Note
|9 @BL | BUSIMESSTAX |JPW | ASSIGNBUD | Time | 332014 | BusinessTal 050/ | . 12500 11250 (1250) 0.00
4 T JPw | PREPARATION | Time  Select All 1375.00] 12375 (137.50) 0.00
= MHR | REVIEW Time  Deselect All BE 0 0.00
o BUSINESSTAX |JPw | CLEARREVIEW | Time T i 66750 61875 (6875 000
S STAX | MHR | FINALREVIEW | Time = 000
= MHR | CLIENTCOPY | Time Add Progress Entry 78750 16875 (18.75) 000
=2 O MHR | ELFAUTHORIZ |Time Edit Selected Entries 6250 5625 (625) 0.00
a = MHR | ELFASSEMELY |Time Delete Adjustment/Progress Entry 6250 5625 (6.25) 0.00
z [[] | @BL | BUSINESSTAX |MHR |ELFTRANSMIT | Time 6250/ 5625  (6.25) 0.00
R el al SmartBill Selected [
[ |QBL |CONSULTING |CAT |FIELDWORK | Time 96250
Standard Bill Selected !
Unbill Selected
o Allocate Adjustment to a Different Staff ;
T — Print Grid L |
L iling Information | Links | Custom Fields | History |
Comment Biller No Total
= Hrs 1675 WIP Amt 446250 Billed 3.150.00[]
@ Units: Remaining %6250 Adi 5000 =]
Z|  Dashbosrdfor Collins, Brown Levis Ay SaveandPrint | [ Save | [ Cancel |
For Help, press F1 Current Login: CAT | Current Period: 4/1/2014 - 43012014

In the Allocate Adjustment to a Different Staff dialog, select MHR from the drop-
down list.

@ Allocate Adjustment to a Different Staff @
Allocate Adjustment(s) to Staff: | [ |Z|

Click OK.
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9. Note that the adjustment of $12.50 has been reallocated from staff member

JPW to staff member MHR.

[5) Practice CS - [Sample3] - [Detail Billing™]
File Edit View Actions Setup Tools Help
i QBack - O -2 G M EH i B A -

Detail Billing

(E=3 Bl

A @~

= || Summary | Time & Expense | Nonbilable | Links | Custom Fields | Compose | Praview |
2| Summarize By: [ Client [ Engagemen: [ Staff [5] Activity [F] Type [F] Date
@
£ ([ X Client Engagement  suf Activity  Type  Date Raste  HrsiUnits UnitFrice WIPAmt Billed Adjusted Carryover Note Comment Eiller Note
ST RSSIGHBE ™ Time | 3014 Blsiness Ta 650 T2500] " 125.00] 00 0100
- JFW | FREPARATION | Time | 3732012 | Business Ta| 550 137500 12375 (137.60) 0.00
= [[] |QBL |BUSINESSTAX |MHR |REVIEW | Time |34/2014 |BusinessTa| 250 | 62500 56250 (e250)  o®0o| | |
o [[] |@BL | BUSINESSTAX |JPW |CLEARREVIEW |Time |3/52014 |BusinessTa| 275 68750 61875 (6879 0.00
5 [7] | QBL | BUSINESSTAX |MHR | FINALREVIEW | Time | 3062014 | BusinessTa| 125 31250 28125 (3125 0.00
= ] |QBL | BUSINESSTAX |MHR | CLIENTCOPY | Time | 3B/2014 | Business T3 075 18750 16875  (18.75) 0.00
= [7] |QBL | BUSINESSTAX |MHR |ELFAUTHORIZ | Time | 3112014 | BusinessTa| 025 | 6250 5625  (625) oe0| | |
= [[] | @BL | BUSINESSTAX |MHR |ELFASSEMELY |Time |3/11/2014 |BusinessTa| 025 6250 5625 (629 0.00
z [[] | @BL | BUSINESSTAX |MHR |ELFTRANSMIT |Time |3/1212014 |EusinessTa| 025 6250 5625 (675 0.00
"] |QBL | CONSULTINGZZTCAT NELDWORK | Time | 4/412014 | Consulting 275 .
ael susessT(c v [ee T s | osC oo s ) e
< i »
Billing Informatien | Links | Custom Fields [ History |
Comment Biller Note Totals
- Hrs 16.75| WP Amt 446250 Billed 3.15000[]
L6 | Urits: Remaining 96250 Adj: (350.00)[=]
|
& Dashboard for Collins, Brown Lewis Agv SaveandPrint | [ Save | [ Cancel |

Fer Help, press F1

Current Login: CAT | Current Period: 4/1/2014 - 4/30/2014

10. Click the Save button.

Adding an adjustment entry

If you need to make an adjustment entry during Detail Billing, you can do so by
right-clicking and choosing Add Adjustment Entry from the context menu.
Adjustment entries allow you to create an entry in Detail Billing without going

through Time & Expense Entry.
1.

2
3
4,
5

Practice CS Billing WalkThrough

Click the Detail Bill Selected button.

In the Billing screen, click the Bill Engagements tab.

Select the INDIVTAX engagement for client BINGS, Sally Bing.

In the Detail Billing screen, click the Time & Expense tab.

Right-click and choose Add Adjustment Entry from the context menu.

27
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6.

In the Adjustment Entries dialog, enter the following information.

Client

Engagement

Activity

Staff

Amount

BINGTA | INDIVTAX

CLIENTMEET

JPW

92.50

Note: If you are licensed for the Project Management add-on module, the
Adjustment Entries dialog will have an additional Project column.

[5: Adjustment Entries”
Client Engagement Activity
b | BINGTA INDIVTAX CLIENTMEET

X

) (o]

7. Click OK. Note the adjustment entry in the Time & Expense Entry tab.

[B, Practice €S - [Sample3] - [Detail Billing]
Eile Edit View Actions Setup Tools Help

7 ® () Add - |

i QBack - O - & ) M 2K i 4
& | Detail Billing

Summary | Time & Expense | Nonbillable [ Links | Custom Fields | Compose | Preview|

Summarize By: [T Client [7] Engagement [7] Staff [T Activity [7] Type [7] Date

uonseps bujng |

X Client

Engagement  Staff Activity  Type  Date Rate  HrsiUnits UnitPrice WIPAmt Billed Adiusted Camyover Note Comment Biller Nc
BINGS T NDIVTAK | MR PREPARATION | Time | 22172014 7 individual T 050 11250] I
JPW | CLIENTMEET | Time | 413072014 0.00

| TBINGS ™ INDIVTAX

Navigation Pane

g

Billing Information. | Links | Custom Fields [ History |

AGE

Dashboard for Bing, Ted Angela

Comment Biller Note Totals
Hrs: 050 WIP Amt: 11250 Billed: 925D|z|
Units: Remaining: 112,50 Adi: 9250[=]
SaveandPrint | [ Save | [ Cancel |

Fer Help, press F1

Current Login: CAT = Current Period: 4/1/2014 - 4302014

8. Click the Save button.
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Progress billing

Progress billing is a billing method that allows you to generate a bill for a client
without relieving any WIP. There are several reasons you might want to use a
progress bill:

= To bill a client before staff time entry has been performed
= To bill a client up front for work that is yet to be performed

= To bill a client for an engagement that is to last more than one billing cycle

Note: Your firm may want to set up a designated activity to track progress bills.
Practice CS does not require that you create a separate activity for entering
progress bills, but you may find that creating one makes it easier to track progress
bills.

Creating a progress bill - Summary tab
1. Inthe Billing screen, select the CONSULTING engagement for client QBL
(Collins, Brown & Lewis Adv).

2. Click the Detail Bill Selected button.

3. Inthe Detail Billing screen, click the Progress E] button.

= HON =

[ Practice CS - [Sample3] - [Detail Billing]
File Edit View Actions Setup Tools Help
iQBack - O - & A2 Ky B0 A S Q

& | Detail Billing

G-

= || Summary | Time & Expense | Nonbillable [ Links [ Custom Fields | Compose | Preview|
2| Clientinformation
@
g o GBL Description Collins, Brown Levis Adv
Imvoice Information Billing instructions
5 Humber Next Avsilsble Date: 43012014 [<]
g Reference: | 2014-CALIFORNIA-SAM Due Date 4302014 (]
o
= Format Project with Details Invoice Format [+] Office California v
}% WIP Amount Billed Adjusted Carryover
'g Time 96250 [=] 362,50
= Expenses 0.00 0.00
Progress @ Invoice Notes
Total 96250 962.50
Surcharge: 0.00
Discount: 0.00
Sales Tax 0.00
il Service Tax 0.00
)
% Invaice Total 0.00
2 Dashboard for Collins, Brown Lewis Adv Save and Print ] [ _save ][ cancel

For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014
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4. Enter the following data in the Progress Bill dialog.

Engagement Activity Staff Amount

CONSULTING PROGRESS CAT 1,000.00

@ Progress Bills® EI@
...................... s S —
N | CONSULTING PROGRESS CAT

oK

) (s

5. Click OK.

6. Notice the $1,000 Billed amount and the -$1000.00 Carryover.

[ Practice CS - [Sample3] - [Detail Billing™] [ o
Eile Edit View Actions Setup Ieols Help
B Back o D o D P BB B ) Add Q.80
= || Summary | Time & Expense | Nonbilable [ Links [ Custom Fields | Compase | Preview|
2| Clientinformation
@
gl m® @BL Description Collins, Brown Levis Adv
Invoics Informatior Billing instructions
o Rumber. Available Date: 45302014 (=)
5 Reference: | 2014-CALIFORNIA-SAM Due Date 4302014 [
n& Format: Project with Details Invoice Format =] Office: California [
}% WIP Amount Billed Adjusted Carryover
'g Time 96250 36250
4 Expenses 000 400
Frogress @ @Nﬂtes
Totsl 96250 1,00000 (3750)
Surcharge: 000
Discount 0.00
Sales Tax 000
Service Tax 000
Invaice Total 1,000.00
Z|  Dashboardfor Colling, Brown Lewis Adv Saveand Print | [ Save ][ Cancel
For Help, press F1 Current Login: CAT ~ Current Period: 4/1/2014 - 4/30/2014

7. Inthe Format field, select Engagement Invoice Format.

8. Click the Preview tab to preview the invoice.
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9. Click Save to save the invoice and return to the Billing screen.

[} Practice CS - [Sample3] - [Detail Billing*]
Eile Edit View Actions Setup Iools Help

[ GBack - @ - & A2 XN r B ) Add -]

2| Summary | Time & Expense | Nonbilsble | Licks | Custom Fields | Compose | Freview

ZRRCREE Y m R & 100% -l €y M

| uoyyag Buy

Parnes Velano Martinez & Co
Certified Public ountants

Navigation Pane

Collins, Brown & Lewis Advertising
957 8th Ave
San Diego, CA 92101

For professional service rendered as follows:

880 Technology Drive
Ann Arbor, Ml 48108
Phone: (B00) 968-8900 E-mail: Info@p.v.m.co.com

Web: www.pvmco.com

Invoice: Next Available
Date 04/30/2014
Due Date:  04/30/2014

n

Consulting Services 1,000.00

; Billed Time & Expenses $1.000.00

N Invoice Total $1,000.00

N Beginning Balance 50.00

N Invoices 1.000.00

5 Receipts 0.00

. Adjustments 0.00

- Service Charges 0.00

Qﬁ - Amount Due $1,000.00
m « . '

[
4 Dashbozrd for Collins, Brown Levis Ady [ SaveandPrint | [ Save ][ Cance |

For Help. press F1

Current Login: CAT = Current Period: 4/1/2014 - 4/30/2014

10. Click the Review tab.
11. Right-click the grid and choose Deselect All.
12. Select the $1,000 invoice for client QBL.

Practice CS Billing WalkThrough
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13. Click the Post Selected button to post the invoice to accounts receivable.

{8 Practice C5 - [Sample3] - [Billing] =N EcE
File Edit View Actions Setup Tools Help
PiQBack ~ D - D A H 2K gy B[] A -] Qg -
& | Billing
Bl Er [ Generate Recuring Bils | Review |
=] ¥ Unapproved only [9] Unposted anly [_Journal | -]
X Number D Description Date  DueDate Amount J 0 &3 BiledBy InvoiceOfice Approvedby Postedby NetClientCS
I QBL Collins. Brown & Lewis Adv | 4302014 | 47302014 | 1.000.00 CAT | CALIFORNIA
o SIER BINGTA | Bing, Ted & Angela 43072014 | 4302014 | 9250 CAT | CALIFORNIA
e F
g RIES QBL Collins. Brown & Lewis Adv | 4302014 | 47302014 | 3.150.00 CAT | CALIFORNIA
e IR EREED Alpha Promatins 43072014 | 47302014 | 7.350.00 CAT | CALIFORNIA
2 |||m[@[30 [ALPHA Alpha Promotions 43072014 | 4302014 | 3.000.00 CAT | CALIFORNIA
S || ={m|2e HANNA Hanna, Jason 43072014 | 4302014 | 1.048.00 CAT | CALIFORNIA
=
fi+)
7
a
| . :
» Preview Selected | | Pint Selected | | Approve Selected (| [ Post Selected |
\

Current Login: CAT | Current Period: STY6dadiz0@ert”

For Help, press F1

Clearing a progress bill

After you have created a progress bill, you will eventually need to relieve the
progress bill and associate it with time and expense entries. To clear a progress bill,
follow these steps.

1.

2
3
4,
5

Click the Bill Engagements tab.

Clear the Positive Wip checkbox.

Select the CONSULTING engagement for client QBL.
Click the Detail Bill Selected button.

Click the Time & Expense tab. Notice that all staff time has been entered, and
you can see the $1,000 progress bill.

[ Practice CS - [Sample3] - [Detail Billing] [ofe =
File Edit View Actions Setup Iools Help
i@Back ~ O - & A E B i3 ®I0) Add S WM
Detail Billing
2| [Summany | Tme & Expensa | Norbilabls | Links | Gustom Fiids | Composs | Preview|
E’ Summarize By: [[] Client [7] Engagement [ Staff [T Activity [7] Type [T] Date
o
5 Client  Engagement _Staff Actity  Type  Date Rate  Hrs/Units UnitPrice WIPAmt  Biled Adjusted Camyover Note Comment
o |- TiQBL | CONSULTING |CAT |PROGRESS | Time |4/202014 | | oo | (1.000.00) |
5 | TFITQBL | CONSULTING | CAT |FIELDWORK | Time | 4142014 | Consulting 275 36250
o |
(=
(=]
=
©
=
=
o
2
[« T »

Eilling Information | Links | Custom Fields [ History |

Comment Biller Nt Totals
Hrs 275 WP Amt (3750) Billed =]
Units: Remaining (37.50)| Adj [=]
2 Dashboard for Collins, Brown Lewis Adv SoveandPrint | [ Save | [ Cancel |
For Help, press F1 Current Login: CAT | Current Pericd: 4/1/2014 - 4730/2014
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6. To clear all WIP, enter 0.00 in the Billed field at the bottom of the screen and
press ENTER. Notice the reversal of the progress bill and allocation of billing to
the WIP amounts.

[ Practice C5 - [Sample3] - [Detail Billing*] o=
File Edit View Actions Setup Tools Help
iQBack - - PGP E 0 g B A -] 4 G
% | Detail Billing
2| [ Summary | Time & Expense | Norbilable | Links | Custom Fields | Compose | Preview |
ng Summarize By: [[] Client [C] Engagement (] Staff [ Activity [] Type [[] Date
-3
o[ x Client  Engsgement  Swf Activity  Type  Date Rate  HrsiUnits UnitPrice WIPAmt / Billed \Adjusted Carryover Note Commen
@ []|QBL  |CONSULTING |CAT |PROGRESS | Time |4/3072014 | | oo | r1.0000g| 1.000.00 0.00 woo| |
5 []|GBL | CONSULTING | CAT |FIELDWORK | Time |4i42014 | Consulting 275 w25 100000 | 3750 0.00
o
c
(=]
=
©
=
>
[i+]
r
< i »
Eilling Information. | Links | Custom Fields | History |
Comment Biller Nk Totals
Ea) - - "
& Hrs 275 WP Amt (3750 Eilled 0.00[=]
m Units: Remaining: 000 Adj: 37509
e Dashboard for Collins, Brown Lewis Adv Save 2nd Print H Save ][ Cancel ]
For Help, press F1 Current Login: CAT | Current Period: 4/1/2014 - 473012014

7. Click the Save button.

Note: You can also use this procedure to clear progress billings if there is no WIP,
and to bill additional amounts instead of zero.

Creating a progress bill — Time & Expense tab
You can also create progress bills if you are using the Time & Expense tab for detail
billing.

1. Inthe Billing screen, click the Bill Engagements tab.

2. Mark the Positive Wip checkbox.

3. Select client BINGS (Bing, Sally), engagement INDIVTAX.
4. Click the Detail Bill Selected button.
5

In the Detail Billing screen, click the Time & Expense tab.
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6. Right-click and choose Add Progress Entry from the context menu.

{5 Practice €5 - [Sample3] - [Detail Billing] =[5 |ESa)

File Edit View Actions Setup Tools Help
PQBack - O - D M2 K G @) Add

etail Bil
|| Summary | Tme & Expense | Nonbilable | Links | Custom Fieids | Campose | Preview|
T;gv Summarize By: [[] Client [[] Engagement [ Staff [] Activity [[] Type [C] Date
-3
S|[ X Client Engagement Sisf Activity  Type  Date Rele  HrsiUnits UnitPrice WIPAmt  Billed  Adjusted Carryover Nole Comment
@ [ —|[[]IBINGS |INDIVTAX | MHR | PREPARATION | Time | 2212012 | Indivicusl T | 050 11250 | | |
= Select Al
o Deselect Al
c
.lg“ Add Adjustment Entry
=] Add Progress Entry
2 s
] Edit Selected Entries
= Delete Adjustment/Progress Entry
Smart Bill Selected
Standard Bill Selected
5 Unbill Selected v
p==hy Billing Information | Links: |Cm.,,,,. Fields | Histony Allocate Adjustment to a Different Staff
4
Comment ~—————eeee——Bill_Print Grid
“é | Hs | 080 WP AL | 112.50] Billed: | =]
&‘ Units: | | Remaining: | 11250] Adi | =
* Dashboard for Bing, Ted Angels [ saveandPrnt | [ save | [ Cancel |
For Help, press F1 Current Login: CAT | Current Period: 4/1/2014 - 4302014

7. Enter the information as shown below.

[G Progress Bills*
Client Engagement Activity Staff Amount
" | BINGTA INDIVTAX REVIEW CAT 75.00|

0K | [ Canesl

8. Click OK.
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The progress entry appears as a new item in the grid.

[&] Practice C5 - [Sample3] - [Detail Billing*] o= |
File Edit View Actions Setup Tools Help
iGBack - @ - T GG N W) A -] R
& | Detail Billing
= [ Summary | Time & Expense | Norbilable | Links | Custom Fields | Compose | Preview |
Eg’ Summarize By: [[] Client [[] Engagement [] Staff [ Activity [[] Type [] Oste
o
S|[ X Client Engagement Swsf Acivity  Type  Date Role  Hrs/Units UnitPrice WIPAmt  Billed __Adj Ceryover Mole  Comment
o ['BINEE T IROVAAK ™ T WA | BREFARETION | Time 2212012 Individusl T 055 [y | ) I
E | [C] | BINGTA | INDIVTAX CAT | PROGRESS Time | 4/302074 0.00 O{Q 75.00 0.00 (75.00) )
=2 e e e e !
c
=}
=
@
=
=
o
=
[N i v

Biling Information | Links | Custom Fields | istory |

Comment Biller Note Totals
n =
& Hrs 050 WP Amt 11250] Billed 75.00[=]
m Units: Remaining: 2750 Adj: =]
2 Dashboard for Bing, Ted Angela IR ] [ sae ][ cancel |
For Help, press F1 Current Login: CAT | Current Period: 4/1/2014 - 4730/2014

10. Click the Save button.

Relieving nonbillable time and expenses

Use the Nonbillable tab of the Detail Billing screen to track time spent on nonbillable
activities and relieve WIP for nonbillable items such as firm administrative activities
and holidays.

1.

2
3
4,
5

Choose Actions > Billing.

Clear the Positive Wip and Negative Wip checkboxes.
Select the AUDIT engagement for client AAC.

Click the Detail Bill Selected button.

In the Detail Billing screen, click the Nonbillable tab.
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6. Mark the Relieved checkbox.

{9 Practice C5 - [Sample3] - [Detail Billing] o= =

File Edit View Actions Setup Tocols Help

iGBack - @D - B MR E Sy B A Q@
& | Detail Billing

| Summary | Time & Expense| Norbilable | Links | Custom Fields | Compose | Preview |

Summarize By: [] Client [7] Engagement [[] Staff [[] Activity [[] Type [[] Date

uoaateg Bug

Relieved | Client Engagement Staff Activity Type Date Rate Hrs/Units UnitPrice  Amount MNote Comment Biller Note & &)
] AAC AUDIT SAM | NBRESEARCH | Time | 11/11/201 | Audit Rate 200 650,00

Navigation Pane

Billing Information | Links | Custom Fields [ History |

Comment Biller Note Totsls
s
o Hrs 200 Units VP At 650.00
2 Dashbosrd for Advanced Advertising Consultan SavesndPrint | [ Save | [ Cancel
For Help, press F1 Current Login: CAT ~ Current Period: 4/1/2014 - 43012014

7. Click the Save button to relieve the WIP.

Composing an invoice

Use the Compose tab of the Detail Billing screen to make changes to the
appearance of the invoice that you send to your client. You can view the invoice
detail as it would appear on the invoice, change text formatting and alignment, add
and remove rows of text, and rearrange blocks of text in the invoice as needed.

You can also edits amounts in the Compose tab, if:
= The sum of the edited amounts equals their subtotal, and

= The sum of subtotals equals the total billed amount in the Summary tab of the
Detail Billing screen.

1. In the Billing screen, click the Review tab.

2. Select invoice #349 for client ALPHA.
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3. Right-click and choose Open Selected from the context menu.

File Edit View Actions Setup Tools Help
i (D Back
| Generste Recuring Bils | Review
[=] Unapproved only [7] Unpostedonly | Journal =
[6) Description Date  DueDate Amount f o0 & BilledBy InvoiceOfice Approvedby FPostedby NefClieni CS
. ARC Advanced Advertising Cansult | 4302014 | 47202014 000 || | |cAT | CALFORNIA
c BINGTA | Bing, Ted & Angela 4302014 | 4302014 | 7500 CAT | CALIFORNIA
o QL Collins, Brown & Lewis Adv | 4130201 | 47202014 000 CAT | CALIFORNIA
= BINGTA | Bing, Ted & Angela 43072014 | 4302014 | 9250 CAT | CALIFORNIA
5 QL Collins, Brown & Lewis Adv | 41302014 | 47302014 | 3,150.00 CAT | CALIFORNIA
E’ ALPHA Alpha Promations 4/302014 | 47302014 | 7,350.00 CAT CALIFORNIA
+ ALPHA Alpha Fromatins A S CAT | CALIFORNIA
Ct
HANNA Hanna, Jasen PP SEEnE CAT | CALIFORMNIA
Post Selected
Unapprove Selected
Unpost Selected
Mark as paid on NetClient CS
Mark a< unpaid on NetClient CS
Remove from NetClient €5
Open Selected
Edit Selected B
i ] »
Delete Selected
bied | [ Pont Selected | [ Approve Selected | [ Post Selected |
Select Al
For Help, press F1 Deselect All Current Login: CAT Current Period: 4/1/2014 - 473012014
Print Grid

4,
5.

Click the Compose tab.

In the Format field, choose Entry Detail by Engagement.

uopajag B

o
i

Business Tax Senices

3,000.00

Date Activity
0311312014

03/14/2014
031772014
031712014
03/18/2014

Navigation Pane

Review
Preparation
Delivery

Client Meetings & Discussions
Financial Statement Preparation

Staff
Rogers, Melissa

Rogers, Melissa
Miller, Steve

Rogers, Melissa
Rogers. Melissa

Hrs /Units
3.50

275
1.50
4.25
175

HE

Total bill amount 3,000.00
m Compase fotal: 2,000.00
Pt Difference. 000

Dashboard for Alpha Promotions

SaveandPrint | [ Save | [ Cancel

For Help, press F1

Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014

6. Click the Spell Check button.

7. When the spell check is complete, click OK.

Practice C5

@ The spelling check is complete,

Practice CS Billing WalkThrough
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8. Click the Add Free Form Text Row button on the toolbar.

Tip: Hold the cursor over a button on the toolbar for a tool tip.

gl[a)|el il M ua

Add Free Form Text Row L

9. With the free form text row selected, click the Insert Standard Text button

on the toolbar.

10. In the Standard Text dialog, select CONSULTING, and then click OK.

@ Compose @
Standard text: ONSULTING] [=]

Consulting services in conjunction with your <<Enter consulting
topic.=:=.

() ()

11. In the Define Text Prompt dialog, enter Federal tax return in the Text field, and

click OK.
@ Define Text Prompt @
Prompt Text
Enter consulting topic. Federal tax retum|
[ oc [ Goresl |

12. Select all the text in the bottom row, and click the Italic button in the toolbar.

Detail Billing

= [ Summary [ Time & Expense [ Nonbilable [ Links | Custom Fields | Compase | Preview

< g aril - 10 b [y mE]= =10 el D) A @) s] 5l M) @

g‘ ‘

Business Tax Senices 3,000.00 F
Date Activity Staff Hrs./Units
03/13/2014  Client Meetings & Discussions Rogers, Melissa 3.50
03/14/2014  Financial Statement Preparation Rogers, Melissa 275
03/17/2014  Review Miller, Steve 1.50
03/17/2014  Preparation Rogers, Melissa 425
03/18/2014  Delivery Rogers, Melissa 175
Cmsu]tin services In conjunction with your Federal tax returm
‘ 1 v

38 Practice CS Billing WalkThrough



Walkthrough Exercises

Previewing an invoice

In Practice CS you can preview your invoices as they will appear to your client,
before printing. You can use either the Preview tab of the Detail Billing screen or the
Review tab in the Billing screen.

1. With the invoice for client ALPHA still open in Detail Billing, click the Preview

tab.

[8 Practice CS - [Sample3] - [Detail Billing*] [E=n =R
File Edit View Actions Setup Tools Help

i QBack - O - @ A2 X i B () Add o) S g

2 | Detail Billing
| [ Summary | Time & Epense | Nonbilable | Links | Custom Fields | Compass | Preview |
2 | @ = |@MM™ - | & 100% K ES M

| uaoajag Buyig |

Parnes Velano Martinez & Co

Certified Public Accountants

880 Technology Drive
Ann Arbor, Ml 43108

)] - -
QE: z Phone: (800) 968-8200 E-mail: Info@p.v.m.co.com Web: www.pvmco.com 3
c
2
= 2
=
l>\: - Jerald Brown Invoice 349
2 - AlphaPromotions Date: 04/30/2014
- 5699 La Jolla Village Drive Due Date:  04/30/2014
; La Jolla, CA 92037
- For professional service rendered as follows:
B Business Tax Services 3,000.00
B Date IActivity Staff Hrs_/Units|
* 03/13/2014  [Client Meetings & Discussions Rogers, Melissa 3.50
B 03/14/2014  [Financial Statement Preparation Rogers, Melissa 2.75
N 03/17/2014  [Review Miller, Steve 1.50
03/17/2014  |Preparation Rogers, Melissa 4.25
5 03/18/2014  [Delivery Ragers, Melissa 175
— N Consulting services in conjunction with your Federal fax retum.
B Billed Time & Expenses $3.000.00
Lol - —_—
a ‘; Invoice Total $3,000.00
(] . »

Z Dashboard for Alphe Frometions [ SaveandPrint | [ Save ][ Cancel |
For Help, press F1 Current Login: CAT | Current Period: 4/1/2014 - 43012014

2. After you review the appearance of your invoice, click the Save button to return
to the Billing screen.

Approving and posting an invoice
If your firm has selected the approval process for billing, each invoice must be
approved before it can be posted. Use the Review tab of the Billing screen to
approve and post invoices.

Note: Even if your firm does not require an approval process, you can use the
Review tab to access invoices after they have been created in case you need to
make further changes.
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To approve and post an invoice, follow these steps.

1.
2.

In the Billing screen, click the Review tab.

Verify that the Unapproved only checkbox is marked and the Unposted only
checkbox is not marked.

Right-click and choose Deselect All.

Mark the checkbox for the invoice for client HANNA (Hanna, Jason).

[5! Practice CS - [Sample3] - [Billing]
File Edit View Actions Setup Tools Help
P QBack - @ - @ A P Z N oz ®[() Add -]

L=l

Q@i

[ Bil En | Genersts Recuring Bils | Review |
]
T Y
X Number D Description Date  DueDate Amount ¢ D 5| BilledBy Invoice Office Approvedby Fostedby NetClientC
o SIEES AAC Advanced Advertising Consult | 4302014 | 4302014 000 CAT | CALIFORNIA
= 355 BINGTA Bing, Ted & Angela 47012014 | 4302014 | 7500 CAT | CALIFORNIA
né EIED Q@BL Collins, Brown & Lewis Adv | 4/30/2014 | 41202014 000 CAT | CALIFORNIA
£ EIES BINGTA Bing. Ted & Angela 47002014 | 4302014 | 9250 CAT | CALIFORNIA
o EIES] @BL Collins, Brown & Lewis Adv | 4/30/2014 | 4302014 | 315000 CAT | CALIFORNIA
E |30 ALPHA Alpha Promotions 47012014 | 4302014 | 7.38000 CAT | CALIFORNIA
2 RIS ALPHA Alpha Promotions 472012014 | 4302014 | 3.00000 CAT | CALIFORNIA
T HANNA Hanna, Jason 473012014 | 4/302014 | 1,04800 CAT | CALIFORNIA
o
& . :
> Proview Selected | | Punt Selected | | Approve Selected | | Post Selected

For Help, press F1

Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014

Click the Preview Selected button to preview the invoice on screen. When you
are satisfied with the invoice, click the Back button on the toolbar.

Click the Approve Selected button to approve the invoice.

Note: The Approve Selected and Post Selected buttons are available only if
your firm is using the approval process.

Clear the Unapproved only checkbox.
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8. Note that the Approved by column shows the initials (CAT) of the staff member
who approved the invoice.

[&! Practice CS - [Sample3] - [Billing] =0 cl =<
File Edit View Actions Setup Tools Help
i Back 2O - T A 2N B C) Add 2 Q@
Billing
| Bil Engagemerts | Generate Recuning Bills | Review
=]
T ——
X Number © D Description Date  DueDate Amount J o) & BilledBy InvoiceOffice Approvedby Postedby NetClier »
o ||m/mE|3e |Mmc | Advanced Advertising Consult | 4302014 | 4302014 | 0.00| CAT | CALIFORNIA | =
= HEIES BINGTA Bing, Ted & Angela 473012014 | 413072014 75.00 I Jcar CALIFORNIA
né O|3¢  |QBL | Callins, Brown & Lewis Adv | 473012014 | 4302014 | 000 [ caT | cauFoRNA |
g GIES QBL Collins, Brown & Lewis Adv | 43012014 | 4302014 | 1,000.00 CAT | CALIFORNIA | CAT CAT
= w7 | 382 | BinGTA | Bing, Ted & Angela 47302014 | 4302014 | 9250 | J[caT [ cauFoRmA |
g RIES QBL Collins. Brown & Lewis Adv | 43012014 | 4302014 | 3,150.00 | JcaT [ cauFORNIA
Zz [1[350  |ALPHA | Alpha Promotions 41302014 | 4302014 | 7.350.00| | CAT | CALFORNIA |
SEIER ALPHA Alpha Promotions 43012014 | 4302014 | 3,000.00 CAT | CALIFOR)
5[] 248 |HANNA | Hanna, Jason 473012014 | 43072014 | 104800 |CAT [ caUFORuA [caT )
037 BROWNJ | Brown. Jerald & Elizabeth | 3/31/2014 | 3312014 | 350,00 IREX MICHIGANSNGAL—"" | CAT
[ |26 [ANIMAL | Animal Shelter 101 3312014 | 33172014 | 55,0000 [ J[sam— [mICHIGAN | CAT CAT
HEIES ACEADVERT | Ace Advertising V312014 | 3312014 | 450000 | sam MICHIGAN | CAT CAT
1|34 | CRAWFORD | Crawford's Steak House 32014 | 332014 | 000| | |sam |micHIGAN | CAT CAT
RIES PROTO Prototype Design 3312014 | 3312014 | 392000 IEY MICHIGAN | CAT CAT
7 ||| ®[F1[3%2  [PROTO | Prototype Design 312014 | 33172014 | 300.00| INEONLEEEIRED SAM
A EIES CRAWFORD | Crawford's Steak House 312014 | 33172004 | 102500 ImE MICHIGAN | SAM SAM
01|30 | ACEADVERT | Ace Advertising 32014 | 3312014 | 975.00] SAM  [MICHIGAN | SaM SAM -
s < m ] »
= Preview Selected Pri Approve Selected E
For Help, press F1 Current Login: CAT Current Period: 4/1/2014 - 4302014

9. Select the HANNA invoice again and click the Post Selected button to post it.

10. Clear the checkbox to deselect it.

Note: To unapprove or unpost an invoice, select the invoice, right-click and choose
Unapprove Selected or Unpost Selected from the context menu.

Editing invoices

When necessary, you can change the date, due date, notes, office, or reference
number on one invoice or multiple invoices at once. To edit a single invoice, you
open it as we have done in previous exercises. To edit multiple invoices, follow
these steps.

1. Inthe Review tab, mark the Unapproved only and Unposted only checkboxes.

2. Select invoices 349 and 350 for client ALPHA.

[@) Practice CS - [Sample3] - [Billing] = ==
File Edit View Actions Setup Tools Help
i @Back - O - @ A M E H p &) Add -] @ -

& | Billing

| Bil Es | Generate Recuning Bils | Review
=]
Unapproved only Unposted anly
ID Description Date  DueDate Amount J o0 & BilledBy InvoiceOffice Approvedby Postedby NetClient CS
o) = AAC Advanced Advertising Consult | 4/30/2014 | 4/30/2014 0.00 | CAT CALIFORNIA
E BINGTA | Bing. Ted & Angela 4/30/2014 | 42072014 75.00 | CAT CALIFORNIA
QE L Collins, Brown & Lewis Adv | 43012014 | 43012014 0.00 | cat CALIFORNIA
_g = BINGTA | Bing, Ted & Angela 413072014 | 4/30/2014 9250 CAT CALIFORNIA
g, QBL Collins, Brown & Lewis Adv 4/30/2014 | 42072014 | 3150.00 CAT CALIFORNIA
E ALPHA Alpha Prometions 4/30/2014 | 4/30/2014 | 7.350.00 CAT CALIFORNIA
=z & ALPHA Alpha Promations 4/30/2014 | 4/30/2014 | 3,000.00 CAT CALIFORNIA

3. Right-click and choose Edit Selected from the context menu.

4. In the Edit Selected Invoice dialog, select Due Date from the first drop-down list.
This is the data we will update.
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5. From the second drop-down list, select 5/31/2014 as the new due date.

6. Click OK.
[& Edit Selected Invoice 3w
Select the fields you would like to update and enter the values you would like to update them to.
53172014 k=l C
Selected Invoices; 2 Inveices will be edited
Number 1o} Description Due Date
» M9 ALPHA Alpha Promotions | 4/30/2014
350 ALPHA Alpha Promotions  4/20/2014

7. Atthe prompt, click Yes to continue.

8. Note that the due date on these two invoices is now 5/31/2014.

Billing
Bil Engagements | Generate Recuming Bils | Review
=]
Uneprovedonty (7] Unposiedrly

X Number D Description Date  DueDale Amount J o 5| BilledBy Invoice Office Appravedby Postedby NeiClient CS
mE:] AAC Advanced Advertising Consult | 43012014 | 413012014 0.00 CAT CALIFORNIA
RIES BINGTA | Bing, Ted & Angela 43072014 | 43072014 75.00 CAT CALIFORNIA
RIES QEL Collins, Brown & Lewis Adv | 4/30/2014 | 4202014 0.00 CAT CALIFORNIA
382 BINGTA | Bing, Ted & Angel 43012014 | 43072014 92.50 CAT CALIFORNIA
RIE QBL Collins, Brown & Lewis Adv | 4/30/2014 | 430 3,150.00 CAT CALIFORNIA
350 ALPHA | Alpha Prometicns 4302004 | 53172014 | \350.00 CAT CALIFORNIA
49 ALPHA | Alpha Promations 43020N_| 53172014 | _Z000.00 CAT CALIFORNIA

9. Clear the checkboxes for invoices 349 and 350.

Unbilling an invoice

If you need to delete an invoice after you have saved it, you can do so using the
Review tab.

Note: If your firm is using the approval process, you must unapprove an invoice
before you can edit or delete it. To unapprove or unpost an invoice, select the
invoice, right-click and choose Unapprove Selected or Unpost Selected from the
context menu.

1. Inthe Billing screen, click the Review tab.
2. If necessary, unmark the Unapproved only and Unposted only checkboxes.

3. Select invoice 345 for client ACEADVERT (Ace Advertising).
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4. Right-click and choose Unapprove Selected from the context menu.

Note: Unapproving both unapproves and unposts the invoice.

[B! Practice CS - [PCSample] - [Billing]

File Edit View Actions Setup Tools Help

[QEek - D - @ %

EXPLNIETTY:

Eill Generate Recuing Bils | Review
: ] [] Unapproved cnly [ Unposted anly | Joumal |+
X Number ™ D Description Date  DueDate Amount J & & BilledBy Invoice Office Approvedby FPostedby NetClientCS -
1] 350 ALPHA Alphs Promotions 47302014 | 512004 | 7,350.00 CAT | CALIFORNIA =
e EIEZ ALPHA Alpha Promotions 4302014 | 5312014 | 3,000.00 CAT | CALIFORNIA
@ FIES HANNA Hanna, Jason 4302014 | 47302014 | 1,048.00 CAT | CALIFORNIA | CAT CAT
ﬁé [EED BROWNJ Brown, Jerald & Elizabeth 33112014 SAM MICHIGAN | CAT CAT
2 SIES ANIMAL Animal Shelier 101 3172014 | 3 56,0000 E] MICHIGAN | CAT CAT
_& | 5 ACEADVERT | Ace Advertising __[3m12014 4,500.00 SAM MICHIGAN | CAT CAT
Z NIED CRAWFORD | Crawford's Steak House Approve Selected RED MICHIGAN | CAT CAT
z ISIES PROTO Prototype Design Post Selected [ ]/sAm MICHIGAN | CAT CAT
ISIED PROTO Prototype Design e SAM MICHIGAN | SAM SAM
IES CRAWFORD | Crawford's Steak House e [s BED MICHIGAN | SAM SAM
ISIEQ ACEADVERT | Ace Advertising SAM MICHIGAN | SAM SAM
I BROWNJ Brown, Jerald & Elizabeth) Mark as paid on NetClient CS SAM | MICHIGAN | SAM SAM
ez |38 [ABCP | ABCParinership | Mark as unpaid on NetClient CS [/SAM |[MICHIGAN | SAM SAM
& EEd BAC Advanced Advertising Co Remaove from NetClient €S SAM MICHIGAN | SAM SAM
"?"' [ [PROTO | Frototype Desion ——— [ s McHIGAY | sau EX
1ca| 0|35 CRAWFORD | Crawford's Steak House it Selected SAM MICHIGAN | SAM SAM
[EIED ACEADVERT | Ace Advertising SAM MICHIGAN | SAM SAM
n@ﬂ SR YTy Gt Tom & Watiinan Delete Selected Flream— Tmrncan e A =
| Select Al g
» - v Selected Aoprove Selected Post Selected
For Help, press F1 Print Grid Current Login: CAT Current Period: 4/1/2014 - 43012014

When prompted, click Yes to confirm.

Practice CS

= |

J |

available for billing again.

Right-click again and choose Delete Selected from the context menu.

Click the Bill Engagements tab. Note that after you unbill an invoice, the WIP is

[B! Practice C5 - [PCSample] -
File Edit View Actions Setup Tools Help

eI A au&\m

[Billing]

(E=8Eo R S

o -

ﬁ Navigation Pane

I=
&

»

[ Positive WIP [ Negative WIP
Description ParentClient  Office  Manager Biller Engagement Description WP Amt - [=
Advanced Advertising Cons | AAC MICHIGAN | JPw/ AJDIT Audit Services 0.00 FlE
Advanced Advertising Cons | AAC MICHIGAN | SaM BUSINESSTAX | Business Tax Services 0.00 [
ABC Partnership ABCF MICHIGAN | SAM CONSULTING | Consulting Services 0.00 i
ABC Partnership ABCF MICHIGAN | SAM BUSINESSTAX | Business Tax Services 0.00
ABC Partnership ABCP MICHIGAN | JPw/ AJDIT Audit Services 0.00
Ace Advertising ACEADVERT | MICHIGAN | SAM BUSINESSTAX | Business Tax Services | 3.437.50
Ace Advertising ACEADVERT | CALIFORNI | CAT ACCOUNTING | Accounting Services 48750
2 FTaTe == A T VT R FT=1aTH = o
Ace Advertising ACEADVERT | MICHIGAN | CAT CONSULTING | Consulting Services 18.725.00 ]
TRy TN T Ia T 000
Alpha Promotions ALPHA MICHIGAN | SAM BUSINESSTAX | Business Tax Services 0.00
Anderson. Joe & Kim ANDERSON | MICHIGAN | MHR INDIVTAX Individual Tax Services 0.00
Animal Shelter 101 ANIMAL MICHIGAN | SAM BUSINESSTAX | Business Tax Services 0.00
Animal Shelter 101 ANIMAL MICHIGAN | JPw/ REVIEW Review Services 0.00
Animal Shelter 101 ANIMAL MICHIGAN | MHR CONSULTING | Consulting Services 0.00
Animal Shelter 101 ANIMAL MICHIGAN | SAM AUDIT Audit Services 0.00
Benton, Stephanie BENTON MICHIGAN | MHR INDIVTAX Individual Tax Services 0.00
Bing, Sally BINGTA MICHIGAN | MHR INDIVTAX Individual Tax Services 112.50
| BINGTA Bing, Ted & Angela EINGTA MICHIGAN | MHR INDIVTAX Individual Tax Services 0.00 N
Detail Bill Selected | | Quick Bill Selectsd | | Standard Bill Selected | | Zero Bill Selected

For Help. press F1

Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014
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Viewing the Journal

Click the Review tab, and then click the Journal button to view the
Invoice Journal report showing all invoices currently on the Review tab. This report
provides a list of the invoices on review and their components (invoice number,
date, amount, surcharges, taxes, and so on).

Parnes, Velano, Martinez & Co.

Invoica
Number  Reference Date

2011-MICHIGAN-  01/31/11
Jus
2011-MICHIGAN-  01/31/11
e

2011-MICHIGAN-  01/31/11
JPH
2011-MICHIGAN-  01/31/11
IPH

2011-MICHIGAN-  01/31/11
JPH
2011-MICHIGAN-  01/31/11
IPH
2011-MICHIGAN-  01/31/11

JPH
2011-MICHIGAN-  01/31/11
Jus
2011-MICHIGAN-  02/28/11
Jus
2011-MICHIGAN-  02/28/11
oxc
2011-MICHIGAN-  02/28/11
JPH
2011-MICHIGAN-  02/28/11
JPH
2011-MICHIGAN-  02/28/11
JPH
2011-MICHIGAN-  02/28/11
Jus
2011-MICHIGAN-  03/31/11
Jus
2011-MICHIGAN-  03/31/11
oxc
2011-MICHIGAN-  03/31/11
JPH
2011-MICHIGAN-  04/30/11
Jus
2011-MICHIGAN-  04/30/11
oxc

2011-MICHIGAN-  04/30/11
JPH

Client

ACEADVERT

CRAWFORD

PROTO

AN

=

ABCP
BROWN
Q8L

QUINN
ACEADVERT
CRAWFORD
PROTO
AAC

2BCP
ACEADVERT
ACEADVERT
CRAWFORD
PROTO
ACEADVERT
CRAWFORD

PROTO

Printed by CAT on 3/7/2014 at4:36 PM

Invoice Journal
January 31, 2011 - April 30, 2014

Description Time  Expenses NetProgress  Surcharge  Discount  SalesTax ServiceTax Ammvnuu‘:
Ace Advertising 0.00 0.00 650.00 0.00 0.00 0.00 0.00 650.00
Craviford's Stesk House 0.00 0.00 700.00 0.00 0.00 0.00 0.00 700.00
Frototype Design 0.00 0.00 675.00 0.00 0.00 0.00 0.00 675.00
Advanced Advertising Consuttsn 0.00 0.00  15,000.00 0.00 0.00 0.00 0.00  15,000.00
ABC Partnership 14,000.00 0.00  10,000.00 0.00 0.00 0.00 0.00  24,000.00
Brown, Jerald &Elizabeth 2,250.00 0.00 0.00 0.00 0.00 0.00 0.00 2,250.00
Collins, Brown &Levis Adv 3,000.00 0.00 0.00 0.00 0.00 0.00 0.00 3,000.00
Quinn, Brian& Michelle 3,500.00 0.00 0.00 0.00 0.00 0.00 0.00 3,500.00
Ace Advertising 0.00 0.00 650.00 0.00 0.00 0.00 0.00 650.00
Craviford's Stesk House 0.00 0.00 700.00 0.00 0.00 0.00 0.00 700.00
Prototype Design 0.00 0.00 675.00 0.00 0.00 0.00 0.00 675.00
Advanced Advertising Consultan 58,953.37 1,046.63 -15,000.00 0.00 0.00 0.00 0.00 45,000.00
ABC Partnership 19,833.50 166.50  -10,000.00 0.00 0.00 0.00 0.00  10,000.00
Ace Advertising 5,500.00 0.00 0.00 0.00 0.00 0.00 0.00 5,500.00
Ace Advertising 0.00 0.00 650.00 0.00 0.00 0.00 0.00 650.00
Crawford's Steak House 0.00 0.00 700.00 0.00 0.00 0.00 0.00 700.00
Prototype Design 0.00 0.00 675.00 0.00 0.00 0.00 0.00 675.00
Ace Advertising 0.00 0.00 650.00 0.00 0.00 0.00 0.00 650.00
Craviford's Stesk House 0.00 0.00 700.00 0.00 0.00 0.00 0.00 700.00
Frototype Design 0.00 0.00 675.00 0.00 0.00 0.00 0.00 675.00

Pags |

Note: You can click the down arrow on the Journal button and select any custom
report that is based on the Invoice Journal report. You can also set options for the
selected report.

Recurring bills

44

With Practice CS, your firm can quickly generate invoices for engagements that are
billed on a recurring basis. Before you can generate recurring bills, you need to
perform a couple of setup steps:

1.

Create a recurring bill description that describes how often the billing occurs (for
example, monthly or quarterly)

Add or edit the client engagement that will have the recurring bill. You will set
up recurring bill information on the Recurring Bills tab for the applicable

engagement.

After you have created the recurring bill description and added it to the client’s
engagement, use the Generate Recurring Bills tab of the Billing screen to generate
the invoice.
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Creating a recurring bill description

1.
2.
3.

4,

From the Setup menu, choose Recurring Bill Descriptions.
Click the Add button.

In the Description field, enter Bi-weekly payroll to describe the type of
recurring bill.

[& Practice €5 - [Sample3] - [Recurring Bill Descriptions] = EcE |
File Edit View Actions Setup Teols Help
PG Back =@ - 2 &) B2 e B 0) Add o) G @
¢ | Recurring Bill Descriptions
Search:
Identification
Description
Moanthly Accounting Description: | Biaweekly payrol|

o || Monthly Payroll

Fu Quarterly Accounting

=

c

(=}

=

(]

=

=

o

Z
w

[um

g

D)
For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014

Click Enter to save the description.

Setting up a recurring bill for the client’s engagement

Next, add a new engagement or edit the existing engagement that will have the
recurring bill.

N o g &~ w NP

Choose Setup > Clients.

In the Clients screen, double-click client BROWNJ (Brown, Jerald & Elizabeth).
Click the Engagements tab.

Select the PAYROLL engagement from the Engagements list.

Click the Recurring Bills subtab.

In the Description field, select Bi-weekly payroll from the drop-down list.

In the Method field, select Progress from the drop-down list.

Note: For a detailed description of each of the available recurring bill methods,
see the topic Setting up engagements for a client in the Practice CS help.

In the Amount field, enter 100.00.
In the Staff field, select CAT from the drop-down list.
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10. In the Activity field, select PROGRESS (Progress Billing) from the drop-down

[B! Practice €5 - [Sample3] - [Clients*] = EeE
Eile Edit View Actigns Setup Icols Help
iQBack - D - & AL E S 7 &0 Add -] Qi
Clients
]
[} Description Main | Contact Info | Engagements | Biling and A/R | Links | Custom Fields | Notes [ History |
AAC Advanced Advertising Co B "
AECP ABC Partnershi i sli Identification
== S COMPILATION
ACEADVE | Ace Advertising TG D PAYROLL =
ALPHA | Alpha Promotions O A
ANDERSO | Anderson. Jo & Kim PamOLL | Description Fayroll Services
© |[ANIMAL [ Animsl Shefier 101 ) Payroll Services for [Dete Fomat(Report Date Period Endi-1). “MMMM yyyy )] 7
@ || BENTON | Benton, Stephanic Invoice Descripticn -
DE BINGS | Bing. Sally
§ |[=mA (e Tesnnade Engagement information Groupings
[l ESOWNL Rl deaid @ Hoxtet Status: Active [+] offce Michigan Office [=]
5 || CRAWFO | Crawfords Steak House
2 || GOLDEN | Golden. Michsel & Meredi GL Account 405 Categary: | Payroll [=]
HANNA | Hanna, Jason Tax Ares =] eiller =l
JONESR] | Jones, Ron & Jenny
MANSFIEL | Mansfield. Edward & Sylvi Reviewer. =
PROTO | Prototype Design Manager: | Turner, Cindy [=]
PYM Parnes, Velzno, Martinez [ Rates | Recumng Bils | Surcharges | Links | Custom Fields |
ED Callins. Brown & Levis A
QUINN | Quinn, Brian & Michelle Description: | Ei-weskly payrall =]
SMITH | Smith, Tom & Kathleen
: Method: | Progress Amount $100.00
WILSON | Wilson, Dan & Joanne = ]
Progress/Adjustment entry information
=y Staff Turner, Cindy [=]  Activity: | Progress Biling (=]
"
= Add Edi Delete Esit multiple Clients
i
For Help, press F1 Current Login: CAT - Current Period: 4/1/2014 - 430/2014

11. Click Enter to save your changes.

Generating a recurring bill

To generate a recurring bill using the engagement you have set up, follow these
steps.

46

1.
2.,

Open the Billing screen (Actions > Billing).
Click the Generate Recurring Bills tab.

The Generate using invoice date field shows the date that will be used as the
invoice date. For this exercise, use the current period end date (4/30/2014).
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4. Mark the checkbox to select engagement Payroll Services for client BROWNJ.

[&! Practice C5 - [Sample3] - [Billing] == EoE
File Edit View Actions Setup Tools Help
PQBack - O - @ A T2 5 3 &) Add - Qi

Generate Recuming Bils | Review |

Generate using invoice date: | 43012014 [=]
]

X D Description Parent Client Engagement Office Parmner Recurring Bill  LestGenerated  WIP Amount Eill
Brown, Jerald & E | BROWNJ Payroll Services | MICHIGAN SAM Bi-weekly payrall 0.00 100.00|
Ace Advertising | ACEADVERT | Payroll Services | MICHIGAN MHR Monthly Payrall | 3/31/2014 000 500.00)
Ace Advertising ACEADVERT Accounting Servic | CALIFORNIA MHR Monthly Accounti | 3/31/2014 0.00 475.00;
Crawford's Stesk | CRAWFORD Payroll Services | CALIFORNIA CAT Monthly Payroll 3312014 0.00 475.00;
Crawford's Steak | CRAWFORD Accounting Servic | MICHIGAN CAT Monthly Accounti | 3/31/72014 0.00 550.00|
Pratotype Design | PROTO Payroll Services | MICHIGAN SAM Monthly Payrall | 3/31/2014 0.00 47500
Prototype Design | PROTO Accounting Servic | CALIFORNIA SAM Quarterly Account | 3/31/2014 0.00 42500

Navigation Pane

&
:
Fer Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014

5. Click the Generate Selected button.

6. At the confirmation, click OK.

Practice C5 @

The generated invoice is now available in the Review tab.

Previewing and printing invoices
From the Review tab of the Billing screen, you can preview and print invoices that
have been placed on review.

Notes

= If you are using the approval process, mark the checkbox for the invoices you
want to post and then click the Post Selected button. If you are not using the
approval process, invoices are posted as soon as you save them.

= Even if your firm does not require an approval process, you can use the Review
tab to access invoices after they have been saved in case you need to make
further changes.
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Previewing an invoice
1. Inthe Billing screen, click the Review tab.

2. If necessary, unmark the Unapproved only and Unposted only checkboxes to
display all invoices.

3. Select invoice 348 for client HANNA (Hanna, Jason).

4. Click the Preview Selected button.

Note: The Preview Invoices screen’s toolbar allows you to navigate through
multiple-page invoices, find text within the invoice, toggle between single- and
multiple-page view, and zoom in or out. For a brief description of each toolbar
button, hold your cursor over the button for a tool tip.

[B! Practice C5 - [Sample3] - [Preview Invoices] fole-| =
File Edit View Actigns Setup Tools Help
i @Back - D - @ & T2 7 B Add - Qg -
- 2@ |- %, 100 % - 11
=
. i 1 i H i 3 4 s B & .
Parnes Velano Martinez & Co
- Certified Public Accountants
: 880 Technology Drive
Ann Arbor, MI 48108
- Phone: (800} 968-8300 E-mail: Info@p.v.m.co.com Web: www_pvmco_com
2
B Jason Hanna Invoice 348
N Jason Hanna Date 04/30/2014
@ - 6794 Baker Road Due Date:  04/30/2014
= - Dexter, MI 48130
o 3
c R For professional service rendered as follows
o | .
E’ N Billed Time & Expenses 51,048.00 L
= Invoice Total 5104800 1
z 4+
. Beginning Balance $0.00
- Invoices 1.048.00
, Receipts 0.00
B Adjustments 0.00
s Service Charges . ooo
: Amount Due 51,048.00
&
. 04/30/2014 0373172014 02/28/2014 01/31/2014 12/31/2013+ Total
N 1.048.00 0.00 0.00 0.00 0.00 $1.048.00
A | -
| N Please retum this portion with payment Invoice 348
| - Date 04/30/2014
& - e Due Date:  04/30/2014
M:* - (734) 878-9114 Amount Due: $1,048.00 .
. [
For Help, press F1 Current Login: CAT | Current Period: 4/1/2014 - 43012014

5. Click the Back button on the toolbar to exit the preview.
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Printing an invoice

To print an invoice, follow these steps.

1. With invoice 348 for client HANNA still selected, click the Print Selected button.

In the Print dialog, you can choose to print the invoice to one or more of the
following outputs:

@ Print
Print:
Xerax ColerQube 9301 PS |Z| T
Number of copies: |1 = [#] Collate
[C] Print Labels
Label Printer: e
[7] Print Letters

FileCabinet CS

[C] Output to FileCabinet CS

File by: @
Create Invoice Link to FileCabinet CS Document

File

[ Qutput to file

Destination:
Create Invoice Link to File

E-mail

[ Output to e-mail = 15 i Eafis foldes not ser
NetClient CS

[] Output to NetClient C5

| 0K | Cancel |

Practice CS Billing WalkThrough

Printer: Sends the invoice to the default printer for your workstation. To
print to another printer, select it from the drop-down list.

Note: When Output to printer is selected, you also have the option to print
labels for the selected invoices. For more information, please see the topic
Printing labels and letters in the Help & How-To Center.

FileCabinet CS: If you are licensed for FileCabinet CS," mark this
checkbox to send the invoice to FileCabinet CS when you print. If the client
for which you are printing does not yet have a drawer set up in FileCabinet
CS, Practice CS will create one with the same name as the client's
Practice CS client ID.

If you want to create a link to the printed invoice in FileCabinet CS, mark
the Create Invoice Link to FileCabinet CS Document checkbox.

File: Allows you to print to a file (*.pdf, *.html, *.rtf, *.txt, *.tif, or *.xIs). The
file is saved in the folder that you specify in the field provided.

If you want to create a link to the output file, mark the Create Invoice Link to
File checkbox.
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2
3
4,
5

= E-mail: Allows you to print the invoice as a specific file type and then email
it to the client. The message will be sent to the email address for the Billing
Contact listed on the Contact Info tab of the Clients setup screen. The
subject line of the email will be "[Invoice] from [name of your firm]." The
message will include the invoice as an attachment, along with the text
"Please find [invoice] #[number] from [name of firm] attached to this email."

For this exercise, mark the Output to printer checkbox.
If necessary, select a printer from the drop-down list, or use your default printer.
If marked, clear the Output to file checkbox.

Click OK to print the invoice.

Note: You can also print invoices by choosing File > Print Invoices & Statements.

Printing an invoice to NetClient CS

If you are licensed for NetClient cs,® you can enable clients who have a
NetClient CS account to pay their invoices online.

50

Note: NetClient CS allows you to create personalized, secure web space — a portal
— for each of your contacts. Your contacts access their customized portals through
your website using unique logins and passwords, so security is preserved at all
times. You and your contacts can use NetClient CS portals in a variety of ways,
including exchanging documents, gathering financial data, and accessing software.

To make an invoice available online for a contact, you need to perform some firm
and client setup steps. The following example walks you through these steps.

1.

Choose Setup > Firm > Billing and A/R tab.
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Walkthrough Exercises

Mark the Enable printing invoices to NetClient CS checkbox.

Note: You must also have a CS Payment account configured. To configure CS
Payment, click the link and log in using your NetStaff CS® login and password,
or you can create a new account if you do not have one.

[@ Practice CS - [Sample3] - [Firm] e [-=- sl
File Edit Miew Actions Setup Tools Help
@Bk - D - D A B2 N gy ®)A 2@

[Main_| erences || BIing and A7F [ Teminology [ Notfications |

Billing options
Default inveice format for new clients: Engagement Inveice Format [=]
] Enable default invoice reference number: [ |

Invoice e-mail message &

Number of days unil invoice is due 0[]

o

= )7

k [¥] Enable printing invoices to NetClient S Setup CS Payment Account

(=l

=

T Default statement format for new clients All Open hems Statement Format [=]

=g —

E Statement e-mail message &

z V] Assess Service Charges, use rate Service Charge 18% [
] Enable ACH processing Setup CS Payment Accourt

] Enable credit card processing

Dunning messages:

1 Pericd old “Your balance is past due - please remit payment.
2 Periods old “our balance is past due - please remit payment.

3 Pericds old Your balance is past due - please call our office o discuss payment arrangements.
4 Periods old “our balance is past due - please call our office o discuss payment arrangements.
5 Periods or older “our balance is past due - please call our office to discuss payment amrangements.
AR Terms:

Invoices are due upen receipt. Your prompt payment is appreciated. All balances aver 30 days will be sssessed = service charge of 18%.

ey
&

@

For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014

Choose Setup > Clients.

In the Clients screen, double-click the client you want to enable to pay online
invoices.

Click the Contact Info tab and choose the contact whom you would like to
receive the invoice.

In the Portal field, select the client's NetClient CS account from the drop-down
list.
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52

7. Click the Actions button, and select Enable NetClient CS Invoices for <name
of client> from the drop-down list.

[8) Practice C5 - [Sample3] - [Clients™]
File Edit View Actions Setup Tools Help
[ BBack =D - & A E A e 8 ()Add - c sistanc Q @~

D [Boscripliey Main | Cortact Info | | Biling and A/R | Links | Custom Fields | Notes | History|
aaC Advanced Advertising C
.............. venced Adverising €0 || [ View Name Card~ Billing Contact
ABCP | ABC Parinership
ACEADVE | Ace Advertising Primary Cortact Contact Phones =
ALPHA | Alpha Promotions & Crawlords Steak House ||| "™ Abigail Anderson Business [ | (51) 962-9544 211
ANDERSD | Andersen, Jos & Kim Cravford's Steak House Title: Manager Fax [+]
ANIMAL | Animal Shelter 101
e e ontact B Company. Crawford's Steak House mobile [ | (1) Bs4-a4ns
BENTON | Benton, Stepharie o
BINGS Bing, Sally &) Anderson. Abigail Salutation Home =]
Abigail Anderson
BINGTA | Bing. Ted & Angela Manager File as: Andersen, Abigail Business [y is the primary phone number.

EROWNJ | Brown, Jerald & Elizabeth ||| o rordrs Stoak House

CRAVWFO  Crawlords Slesk House .
Billing Contact B

GOLDEN | Golden. Michael & Meredi

1413 First Avenue

Navigation Pane
3
£
£
=

Hannz, Jasen &) Anderson. Abigail
JONESRJ | Jaes, Ron & Jenmy a"'“’" LT City: San Diego ] swte ca [=] Zie: [ 2037 =l
. anager 4
MANSFIEL | Mansfild, Edward & Sy || eer County Country =l
PROTO | Prolotype Design E
B Panes, Velano, arinez ||| Additional Contact [ ] This is the primary address. [7] This is the mailing ad
QBL Collins, Brown & Lewis A e
Internet
QUINN| Quinn, Brian & Michelle
SMITH | Smith, Tom & Kathisen E-mail (] | Atnderson@erawfordhouse net &)
WILSON | Wilson, Dan & Joanne Display as Abigail Anderson (Abnderson@craw fordhouse net)

This is the primary &

Website: @

Portal ! Afnderson @crawfordhouse ~.
NetClient CS Invoices are p#fbled Add Portal

Relationstips | s, | Custor Fids Enable NetClient CS Invoices for Adnderson@crswfordhouse.nit

~— by’

Categories _A
Quarterty Tax Newsletter; Holiday Card: Payroll NEWM

Additional Contacts

B [ A Edt Delte Edit multple Clients

For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014

8. Click Enter to save your changes.

To make the invoice available in the client’s portal, print the invoice and send the
output to NetClient CS.

1. Select the invoice that you want to print to NetClient CS.

[ Practice C5 - [Sample3] - [Billing]
Eile Edit View Actions Setup Tools Help
1 26 &oz el . Qe
[=] [7] Unapproved only [7] Unpostedonly | Joumal | =
X Number? 1D Description Dete  DueDate Amount J o {5 BiledBy Invoice Office Approvedby Postedby NetClientCS B
w2 BROWNJ | Brown, Jersld & Elizabeth | 4302014 | 4302014 | 100.00 CAT | CALIFORNIA =
E3 AAC Advanced Adverfising Consult | 43012014 | 43012014 0.00 CAT | CALIFORNIA
=ES BINGTA | Bing, Ted & Angela 4302014 | 4302014 7500 CAT | CALIFORNIA
2 HEE QBL Collins, Brown & Lewis Adv | 4/30/2014 | 473012074 0.00 CAT | CALIFORNIA
g = QBL Collins, Brown & Lewis Adv | 4302014 | 413072014 | 1.000.00 CAT CALIFORNIA | CAT CAT
5 [[][352  [BINGTA | Bing Ted & Angela 4302014 | 413012014 9250 CAT CALIFORNIA
= NEIES QBL Collins. Brown & Lewis Adv | 4302014 | 43072014 | 3.150.00 CAT | CALIFORNIA
g’ [ [ 350 ALPHA | Alpha Promotions 4/30/2014 | 5/31/2014 | 7.350.00 CAT CALIFORNIA
Q NEIED ALPHA | Alpha Promotions 4302014 | 5312014 | 3.000.00 CAT | CALIFORNIA
= 0| 348 HANNA | Hanna. Jason 4302014 | 4302014 | 104800 CAT | CALIFORNIA | CAT CAT
ES BROWNJ | Brown, Jerald & Elizabeth 312014 | 33172014 | 350.00 SAM MICHIGAN | CAT CAT
RIES ANIMAL | Animal Shelter 101 312014 | 313172014 | 55,0000 SAM MICHIGAN | CAT CAT
EIED CRAWFO | Crawfords Steak House 312014 | 33172014 0.00 SAM | MICHIGAN | CAT CaT
RIES PROTO | Prototype Design 312014 | 3312014 | SAM MICHIGAN | CAT CAT
T 33112014 | 33172014 SAM | MICHIGAN | SAM SAM
e (G 41 CRAWFO | Cravfords Steak House ) | 33112014 | 33172014 SAM | MICHIGAN | SAM SAM
T ————esen 33112014 | 33172014 SAM | MICHIGAN | SAM SAM
] [ 338 BROWNJ | Brown, Jerald & Elizabeth | 212812014 | 212812014 SAM | MICHIGAN | SAM SAM
) | | 338 ABCP | ABC Partnership 2282014 | 2282014 | 147000 SAM | MICHIGAN | SAM SAM
m&m EIE AAC Advanced Advertising Consult | 2/28/2014 | 2/28/2014 | 55,396.0 SAM MICHIGAN | SAM SAM
; | | 336 PROTO | Prototype Design 202812014 | 22812014 475# SAM | MICHIGAN | SAM SAM
MR EES CRAWFO | Crawfords Steak House 22812014 | 272872014 | 1,025.00 SAM | MICHIGAN | SAM SAM hd
s [ Preview Selected | [ Print Selected Approve Selected Post Selected
For Help. press F 1 Current Login: CAT ~ Current Period: 4/1/2014 - 43012014

2. Click the Print Selected button.
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3. Inthe Print dialog, mark the Output to NetClient CS checkbox.

E Print @
Printer
[¥] Outputto printer | Xerax ColorQube 9301 PS [=]
Number of copies: |1 o Collate
[ Print Labels
Label Printer:
[ Print Letters
File
[ Qutput to file
Diestination:
Create Invoice Link to File
E-mail
[ Qutput to e-mail ils to Drafts folder (do not send)
NetClient C5
[ ok ][ GCanes

4. Click OK. If you are prompted to post the invoice, click Yes.

An icon in the NetClient CS column indicates that the invoice has been printed.

{8, Practice C5 - [Sample3] - [Billing]
File Edit View Actions Setup Tools Help
[ BBack - D - 2 A R ® () Add -/ 8-
Bil Generate Recuring Bils | Review
[T Unapproved enly [7] Unposted only | Journal |+
X Description Dat= DucDate Amoumt J & 5| BilledBy Invoice Office Approvedby Postedby NetClientCS B
/| 387 BROWNJ | Brown, Jerald & Elizabeth 4/302014 | 47302014 100.00 CAT CALIFORNIA =]
| 356 AAC Advanced Advertising Consult | 4/3002014 | 4/30/2014 0.00 CAT CALIFORNIA
| 385 EINGTA | Bing, Ted & Angela 4/302014 | 47302014 75.00 CAT CALIFORNIA
g =[] | 354 QBeL Collins, Brown & Lewis Adv 4/30/2014 | 43072014 000 CAT CALIFORNIA
E | [ | 383 QBL Collins, Brown & Lewis Adv 4/30/2014 | 473072014 | 1.000.00 CAT CALIFORNIA | CAT CAT
E =[] | 382 BINGTA | Bing. Ted & Angela 4/30/2014 | 43072014 9250 CAT CALIFORNIA
F\: = [ | 381 QBL Collins, Brown & Lewis Adv 4/30/2014 | 473072014 | 3.150.00 CAT CALIFORNIA
g’ | 30 ALPHA Alpha Promotions 4/30/2014 | 53172014 | 735000 CAT CALIFORNIA
(] ]| 348 ALPHA Alpha Promations 4/30/2014 | 53172014 | 3,000.00 CAT CALIFORNIA
= 0| 348 HANNA Hanna, Jason 4/30/2014 | 473072014 | 104300 CAT CALIFORNIA | CAT CAT
B 7 BROWNJ | Brown, Jerald & Elizabeth 3/31/2014 | 373172014 350.00 SAM MICHIGAN CAT CAT
]| 346 ANIMAL | Animal Shelter 101 33172014 | 373172014 | 55,0000 SAM MICHIGAN CAT CAT
]| 344 CRAWFO | Crawford’s Steak House 33172014 | 373172014 0.00 SAM MICHIGAN CAT CAT
|43 PROTO Prototype Design 33172014 | 373172014 | 392000 SAM MICHIGAN CAT CAT
| 342 PROTO Prototype Design 33172014 | 33172014 $00.00 SAM MICHIGAN SAM SAM
241 CRAWFQ | Crawford's Steak House 3312014 | 33172014 | 1.025.00 SAM MICHIGAN SAM SAM @
] | 340 ACEADVE | Ace Advertising 3/31/2014 | 33172014 §75.00 SAM MICHIGAN SAM SAM
1339 BROWNJ | Brown, Jerald & Elizabeth 2/282014 | 272872014 350.00 SAM MICHIGAN SAM SAM
el ] 338 ABCP ABC Partnership 2/282014 | 272872014 | 14,1000 SAM MICHIGAN SAM SAM
@ |37 AAC Advanced Advertising Consult | 2/28/2014 | 2/28/2014 | 553960 SAM MICHIGAN SAM SAM
E 0336 PROTO Prototype Design 2/28/2014 | 272872014 475,00/ SAM MICHIGAN SAM SAM
]335 CRAWFQ | Crawford's Steak House 2/28/2014 | 22872014 | 1,025.00 SAM MICHIGAN SAM SAM i
» Preview Selected | [ Prnt Selected ve Selected
For Help. press F1 Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014

5. After you have printed the invoice to the NetClient CS portal, the client receives
an email message with the subject line A new invoice has been made available.
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6. The client logs in to NetClient CS and clicks the My Invoices link to access the
invoice.

= MetChient C5 > Home > [ = Y %
s

> @ |8 Thomson Reuters (Tax & Accounting) Inc [US]| hitps//secure.netlinksolutioncom/neagen/goml home/dashboard

5 Home @ Messages 8 Atugail Anderson @ Help

@ ecioncs |
i T .
T My Imoscos

(¥) Youhave a payrsd warkshest availatée for Criwions Steakhouss! Please anter your Crawloed's Steaknouse

= time and chck the Complete button at your earliest comvenience Your Ramols Fayroll Data Enky s in progeass.

= Remote Payroll Data Entry

T Print Checks Stock Cuotes i
- Virtual Chiant Office ¢ Recent Payroll Chacks [ B i g
Documunts
= Symbol  Price  Changs Volume
. Cliont Crawford's Steakhouse * [ Paymell chacks for 02-21-14 [Crawferd's e 3 i
@ File Exchangs Steakhoissal CSCO 52166 003 Z3T.0%
- S = 7@ PEP S8254 4120 4004701
5 G Steakhous o = .
W Cimderde Ssmhose o ﬁ .m?ﬂ ] View All C oHBET 070 27024
B Abwguil Anderson a Accounting  FileCabmel  Microsol CTXS  $80.46 039 1,054 503
cs cs Exeel 2010 .
1 Smah construction 8 e e Vi all siocks
Fames. Marf 12 wobsl
News Eitormation o7 P_.‘l ”4 mes \I'rular:‘ kn tnoz website ctoun Aggregstion @
T —— ]H et | & ainssrest wibsite
Microsot  Microsct  Microsad IRS ste Educ Trust (IMS) 50.00
W Slock Quotes Onatote Outiook  PowsPout View all ks || Educ. Trust (SLS) 51 044 T3
: 010 2010 2010 :
& Mows Tax-Deferred Retirement STATT 83065
& Links ’PQ ﬁ Mows & | Test Retimment 5705 850 04
7l 1
Trust and Wealth 50.00
Mcrosolt  Microscl Holiday schodln
Publisher  Word 2010 : A0 1008 AM View all accounts
010 Ohst ofice il be closed Monday. 2/10. We wil

re-apen on Tuesday, 2111

View all anticies

7. The client selects the open invoice, clicks the Pay Selected button, and enters
their credit card information to pay the invoice.

= HetChent C3 > Bockkets: % %

€ = C |B Thomeon Reuters (Tax & Accounting) Inc [US]| htps://securenetlinksolution.com/nexigen/gohtmlf/bockkeeping/my invoices, 97591 5/dients/9759 £ | =
i Apps P4 Grail ) CHasE [ Geagle (] Netfiom [ WebBulder = Cascade Server (] TRetes (] HHTC/CSstes (] GROVER [ Other beskmarks

52 Home @ Messages B Abiga Ancerson @ Help

m Y Sl Crawiord's Steskhouse | = |

I8 Appecations

T My Imoces

Payren it D kreoice & Amunt Diriginal Frvisic
i Ramote Payrcl Data Evtry e i = 1,026.00 Ve

%5 Prirt Checks

Documents

@ File Exchange
20 Criwdonds Steakhouse

8 Abigail Anderson

B Smih construction
Hews & information

# Account Aggregation
wl Stock Quotes

< Hows

R RN tsetsstssattssntssnttssnttssnttssntscntssntssntssntsoustttssusttssusttssusttssusttssusttssusttssusttssusttssusttsse e s itz ittt st

8. After the client submits the payment, your NetFirm CS™ administrator will
receive an email message with the subject line Receipt of payment to let you
know that the client has paid the invoice. Use the Receipt & Adjustment Entry
screen (Actions > Receipt & Adjustment Entry > Integrated Receipts tab) to
accept the receipt.
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Custom invoice formats

Practice CS comes with default invoice formats that may suit your firm's needs. In
addition to the default formats, you can create your own custom formats tailored
specifically to your firm. To create a new custom format, first open the Custom
Formats setup screen by choosing Setup > Custom Formats.

(B} Practice C5 - [Sample3] - [Custom Formats] E=N[E=n
File Edit View Actions Format Setup Tools Help
i Back - O - & @ A K T &) Add ] QG @~
il abl B2 A 1R LB L U] A Dy £
FER S RSP N = T I, 0 = e e L
n]Custom Formats < |Fields C
ad
[2] Activities by Activity Type
5] Activity by Engagement
[2] Aetivity Invoice Format
2] Engagement Invoice Format
{2 Entry Detail by Engagement
2 Project Invoice Format
5] Project wiTime Entry Comm
[2] Project with Details Invoice
B¢ Statements
{Z] Al Open liems Statement F

Properties
o 44

Navigation Pane

Lsbels & Letters
&

&

Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014

For Help, press F1

Creating a custom format begins with the Format Wizard, where you can specify
which information to include or omit on the invoice. After you complete the Format
Wizard, you can make further changes to the layout of the invoice using the
designer screen.

Setting up a custom invoice format using the Format Wizard

To create a custom invoice format, use the Format Wizard to select information that
will appear on your custom invoices.

1. Choose Setup > Custom Formats to open the Custom Formats setup screen.
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56

Right-click in the Custom Formats list and choose Add Invoice from the context

menu.

[} Practice C5 - [PCSample] - [Custom Formats]
File Edit View Actions Format Setup Tools Help
PQBack - - 2 F) R G B iy &L A -

(B8 Eol e

ileoabl %5 A S O E LG

| B 1 U lE]A-&-

L2 ) e LR ST sl DT ) S st e gt S )8t

n]Custom Formats
=1 Invoices
[E] Activities by Activity Type

[E Activity by Engagement
[E] Activity Imvoice Format

[E] Entry Detail by Engagem) Add Invoice...
[ Project Inveice Format Add Statement... I3
2] Project w/Time Entry Col
] Project with Details Invoi Add Report...
=] Statements Add Label/Letter.
[Z] All Open ltems Statemen
= Reports
e Lists Edit
-] Produetion Delete
-] Billing
-] Collestion
{1 Reconciliation
-] Project Management
-] Client Management
& ] Staff Management
= Labels & Letters
(] Address Labels
B File Folder Labels
w7 Letters

Copy Format

Navigation Pane

al
&

«

< i, 3

[Fields

Properties

B4l |

For Help. press F1

Current Login: CAT = Current Peried: 4/1/2014 - 4/30/2014

Notes

= You can base a new custom format on an existing one. To do this, right-
click a custom format in the list and choose Copy Format from the context
menu. A new custom format is added to the list with the name “Copy of
<Name of format you copied>.” You can change the name of the new
format by right-clicking it, choosing Edit from the context menu, and then

clicking the Format Wizard E button in the toolbar.

= To delete a custom format, right-click it in the formats list and choose
Delete from the context menu. If the format has been selected for use with

statements or invoices, you will not be able to delete it.

= Additional formats can be found in the Practice CS Library portlet, which is
available on any dashboard. These formats were created by the
Practice CS Development or Support teams, and in some cases by other
users of Practice CS. You can preview these formats, and import any of

them for use by your firm.
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3.

In the Main tab, enter Sample format to identify the custom format you will

create in this exercise.

[a Invoice Format Wizard

Main |Headlng Information I Billing Information IA/R Infarmation I Pay Stub Information

==

This wizard helps you create invoice formats. Visit each tab and select the
information you would like to include. You can click Finish at any time to
complete the wizard. After the wizard is complete, your invoice layout will be

displayed and you can modify the format as needed

Enter a description for this format:

Sample fomat|

Next

Fiish |

[ Cancel

Click Next.

In the Heading Information tab, select information to print in the header of the
invoice. The information you select in this tab prints only at the top of the first

page.

[5: Invoice Format Wizard

Heading Information | Biling Information | A/R information | Pay Stub Information

B3

F R
Wiesbys Dl Pt artrs [

ppan. e
48 v e L

s

98 T s
emTas

g e g ova s
A o Timin
s e m amnm
Bun R owen e iamm
o v T

e o e 2
Tma an o n smn
P b . =
g
et e [
e
e cat At st
ey i

‘What information would you like to include in the heading?

Firm Information

[] Name 2
Address

[ Loge:

Client Information
Oio
Name
] Name 2

Inveice Information
Inveice Mumber
[] Reference Number
Invoice Date

Phone Number
E-mail Address
Website Address

Contact Name
Address

Invoice Due Date
Divider Line
Lead In Text

[LoBack. ]

Nesxt

|

Finish ]

[ Cancel ]

Practice CS Billing WalkThrough

Firm Information: In this section, mark checkboxes for firm information you

want to add to the header. This data is drawn from the home office
information in the Office setup screen. If you want to add your firm's logo to
the invoice, mark the Logo checkbox, navigate to the logo graphic file, and
click Open. By default, the logo will be added to the left of the firm
information in the header and resized to fit a default size determined by the
application. You can change the default placement and sizing later on the

designer screen.
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= Client Information: In this section, mark checkboxes for client information
you want to add to the header. This data is drawn from the Clients setup
screen.

= Invoice Information: In this section, mark checkboxes for the information
you want included in the header. Mark the Lead In Text checkbox to add
the text “For professional service rendered as follows” at the bottom of the
header.

6. Click Next.

7. Inthe Billing Information tab, select how you would like billing information
represented on client invoices. You can group billing information according to
certain criteria, and include specific field details from the billed entries to provide
additional detail on the invoices.

[a Invoice Format Wizard @
Main | Heading Information | Billing Information | A/R Information I Pay Stub Information

Choose how you would like your billing infermation grouped and the amounts to
Prman, Veimeo, Martinas & Co., CRAx include with the groups. You can also select specific fields from your billed
A e L = entries if you would like to include additional detzil on your format.

peiiaty G oo Grouping Options

s Group by: Show Hours/Units Show Billed Amounts
e B
Frstnof i e st
T e (Hore) [=]
o st s
Vb Pas 280
s sy Pas 828
e e an
e — wa
[T
g“‘:‘:‘m a-n:?g Ertr:,f Detail Fields
e Avzilable Selected
Client =

e Frierman o ot juiwen Engagement

e Rate/Price

W Ar——— Standard Amount
DIl & 5

[ Back J[ MNew | [ Fmsh | [ Cancel ]

= Grouping Options: You can specify up to four groupings to summarize
time and expense billing information, and for each grouping you can choose
to show hours/units and/or billed amounts.

= Entry Detail Fields: You can include specific fields for individual WIP
transactions on the invoice if you want to provide your clients with additional
details. Select a field in the Available pane on the left and click the button to
move the field to the Selected pane on the right. Field information will
appear below grouped time and billing information on the invoice.

8. Click Next.
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9. The A/R Information tab enables you to include different types of accounts

10.

receivable information in the statement or invoice.

[a Invoice Format Wizard

==

Main | Heading Information I Billing Information | A/R Information | Pay Stub Information

‘What A/R information would you like to include?

AR Recap - Includes totals for the Client such as beginning AR balance,
invoices, receipts, adjustments, service charges, and total AR balance

[7] AR Ledger - Displays current A/R activity.

[— wa
[P,
[ - S
e B
e Toa T AR Aging - Displays aged AR balances
e Te [ o— ot v e
T —— T
B e mn rore
- s o B ey Dunning Messages - Displays  Firm dunning message based on the age
s e e ) o the AR balance
e am e WeR o oweER Lam
= B
.;"'Z“.\:':.'.u";..'l_...... ;:_ avane Include AR information through -
e
e . At v
el AraamEacnat
[ Back J[ MNew | [ Fmsh | [ Conced ]

= Mark the A/R Recap checkbox to include a recap of the client's A/R activity.

= Mark the A/R Ledger checkbox to include more detailed information about

the activity related to the accounts receivable balance.

= Mark the A/R Aging checkbox to add a five-period aging section to the

invoice.

= Mark the Dunning Messages checkbox to include the dunning messages

from the Billing and A/R tab of the Firm setup screen.

= Include A/R information through: Select Invoice Date from the drop-down

list.

Click Next.
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11. The Pay Stub Information tab enables you to include a pay stub at the bottom of
the last page of the invoice, and to choose the information that is included on
the stub.

@ Invoice Format Wizard @

Main | Heading Information I Billing Information I A/R Information | Pay Stub Information

Select whether you would like to include a pay stub at the bottom of your inveice
Para, elano, Martines & Ca., CPAR format and the information that should show in the pay stub.

Pay Stub Information

[ A
s o am Client ID Amount Due
i b e wa
RGN bty Pad 80 A
HHE — Client Name Amount Enclosed Line
et i
el i, Client Phone Mumber Credit Card Payment Information
e S Invoice Mumber AR Terms
e vma a0z
fro- i uma___iaom
P T [] Reference Number
b e Invoice Date
T rr— [
iy N for it Inveice Due Date
I —
s Epoue vt st
[ Jrs—

= Mark the Include a pay stub checkbox to add a pay stub to the custom
format. Practice CS will automatically create a dashed divider line and the
label "Please return this portion with payment" at the top of the pay stub.

= Pay Stub Information: In this section, mark the checkbox for each item
you want to include on the pay stub. Client information is drawn from the
Clients setup screen and will include the phone number designated as
primary. If you mark the A/R Terms checkbox, Practice CS will add the text
from the A/R Terms field in the Billing and A/R tab of the Firm setup screen.

12. Click the Finish button to complete the custom invoice format.
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Customizing invoice and statement formats

When you click the Finish button in the Format Wizard, Practice CS closes the
wizard and opens the designer on the Custom Formats setup screen. You can use
the designer to customize the layout of your custom invoice format. You can also
use the designer to customize existing formats.

When the designer screen is open, there is an additional Page Setup command
available (File > Page Setup), which opens the Report Settings dialog. Use this
dialog to adjust page setup, printer settings, styles, and global settings for custom

formats.
Report Settings
o | Top margin
-
- - Bottom margin
Left margin
1 Right margin
b=
ey Gutter
(] Mirror margins
.‘..
| ~
B g

Preview
0501
0501
05015
05015
0.001=
=N

Toolbars and menus

The designer screen’s toolbars provide various commands for working with the
layout and appearance of your custom format. You can move these toolbars around
by clicking and holding the left edge of a toolbar and dragging it to a new location.
For more information on the toolbars available in the designer screen, see the topic
Custom formats toolbars in the Help & How-To Center.

In addition to the toolbars, the designer provides an additional Format menu, which
appears only when you are using the Custom Formats screen. This menu provides
another way to access most of the commands from the Formatting and Layout
toolbars, as well as a command for opening the Format Wizard.

[@! Practice CS - [PCSample] - [Custom Formatz] o @]z
File Edit View Actions | Format|Setup Tools Help
P DBack + & - & Font » Bold L8
ERC s A sty ' |2 rmalic “[Blz ul@ A G-
PERTE =TT R G4 vnderine Lol ot e e il
Custom For{ = Alisn to Grid froma | [Fields el
B¢ Invoices |k Size to Grid Invoice Detail
o B Acthit Make Same Size 3 S S ! 2 ! 2 ! = - Stendard Chart
= 2] Activit B ReportHeader - Custom Chart
Q‘? [ Activity Herizontal Spacing  » Eiere name 1] 1] | Custom Formula
c B Engood W eticalspacing » a a =] | =8 Fim
§| Dewd e
=R j Er"lz Centerin Form » fontact Address address 1] m [Contact Address address 2]  m [Mailing City State Zi}
L= o
z [ Projec| | Order * hone: [Contact Phone phone]  E-mail: [Contact Email email] Web: [i Properiies
[ Samplg e
= | 7 Sromnts] 3] Lock Contrls ‘ ‘ r 4]
] [ Al Opd 48 View Grid iiant : nvoice: | {Invoice fiamel ] FeaderFimiame =
2| & Reports ket name 1] Height  0.25 ]
@] Lists | # Format Wizard... Date: [Invoice i Width 5
&[] Production B ontact name] Due Date:  [Invoice ¢ X 0 o
'D) @] Billing [Contact Address address 1] N - =
[ & Collection - [Contact Address address 2] (Tha"“) . ‘
&[] Reconciliztion - = I of the oonrd
g ® ﬂj [Mailing City State Zip]
@] Project Management - 2
-] Client i < . L D
2| 0 St Management /||| Main  [A/R Recap [ AR Agng]
« il v
For Help. press F1 Current Login: CAT = Current Period: 4/1/2014 - 4/30/2014
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Note: The availability of some commands in the Format menu depends on what you

have selected within the designer screen.

The Properties pane

On the right side of the designer screen is the
Properties pane, which displays properties for the
currently selected item within the layout. When you
select an object within the designer, the Properties
pane displays data for that object. If you have not
selected an object within the designer, this pane
displays basic properties for the section of the format
that has focus, such as background color.

Within the Properties pane, you can make detailed
changes to objects in the designer. For example,
rather than dragging an object around the layout, you
can select it on the layout and specify its exact
placement by changing the X and Y values under the
General property.

To change the appearance of fonts, select a text box
and click the [ button next to the Font property to
open the Font dialog, where you can choose
properties such as font name, font style, font size, and
strikeout or underline effects.

Note: Font properties affect all text within the selected
text box.

To change the alignment of text within a text box, click
the drop-down arrow to the right of the Alignment
property to select a different value, such as Center,
Right, or Justify.

Fields
Inwoice Detail
+-E Firm -
: i
4 rrlrl . " 3
Properties
B2 |
4 (General)
{Name) Firm Primary Address Ly
Height 0.1875
Width 2
X 0
Y 0.5

4 Appearance
Align Decim| False
Alignment | Left
Back Coler [__] Transparent
Character S 0

i | Font Arial, 10pt
Fore Color [l 0. 0.0
Line Spacin 0

Output Forn

arn

Output Valw [Contact Address ady

[ Padding 0,000
Werhical Ahig Top

4 Behavior
Can Grow | True
Can Shrink | False
Dirill Dowin 1
Multi Line  True
Visible True
wiord Wrap | True

4 Summary
Calculation  Sum
Group Total
Running Tol None
Summary T1 None

4 Suppression
Hide Duglic: False
Print Wwhen
Required O

Suppress If 0

(Name)
The name of the contral.
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Restoring the sample database

After you have completed this walkthrough, you should restore the sample database
that you backed up (see “Backing up the sample database” on page 2). Use the
restored sample database to complete other Practice CS walkthroughs.

1. From the File menu, choose Restore.

2. Inthe Restore dialog, enter the path to the backup file that you want to restore,

or click the browse || button to navigate to the backup location (usually
X:\Program Files\Microsoft SQL Server\MSSQL$CREATIVESOLUTION\Data,
where X: is the drive on the computer where the data resides).

3. Inthe Restore File Location dialog, click the backup file that you want to
restore, and click OK.

4, Inthe Restore dialog, enter a new name for the database in the New Firm name
field.

Note: When you restore the Sample database, you must give it a different
name. The restore process in Practice CS does not overwrite an existing
database, and Practice CS does not allow firm databases with duplicate names.
Therefore, you will need to give the database a different name when you
restore it (for example, Samplel). The name may contain only alphanumeric
characters.

@ Restore @

Please select 2 backup file or directory and enter 2 Firm name.

Backup file\directory: | C:\Program Files (x86)\Microsoft SQL ServerMSSQL10_50.CREATIVESOLUTIONMSSQLIDATAL E]
New Firm name: Sample1

Select the database you would like to restore:

Firm Name File Diescription Diate

» _ CSP_933_PCSample_2014 | Manual backup created on 3/11/2014 11:46:3 | 03/11/2014
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