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License agreement
You can review the license agreement at any time. Within Sage Timeslips, select Help;About
Sage Timeslips. A link on this page will open the license agreement.

Copyright
© 2014 Sage Software, Inc. All rights reserved.

Portions of Sage Timeslips, Sage Timeslips Import, Mini Sage Timeslips, Navigator Editor,
Procedure Editor, Station Administrator, related products and services, and associated
documentation were created by third parties and are hereby acknowledged.

Trademarks

Sage, the Sage logos, and the Sage product and service names mentioned herein are registered
trademarks or trademarks of Sage Software, Inc. or its affiliated entities.

Business Objects®, the Business Objects logo, and Crystal Reports® are trademarks or
registered trademarks of Business Objects Software Ltd., an SAP company, in the United
States and in other countries.

Microsoft, Windows, Windows Vista, the Windows logo, Excel, and Outlook are trademarks
or registered trademarks of Microsoft Corporation in the United States and/or other
countries.

Pentium is a trademark of Intel Corporation in the United States and/or other countries.
AMD is a registered trademark of Advanced Micro Devices, Inc.

QuickBooks is a trademark and service mark of Intuit Inc., registered in the United States
and other countries.

All other trademarks are the property of their respective owners.

Technical support

Consult the Help system found in Sage Timeslips under the Help menu, or our web site at
http://na.sage.com/us/sage-timeslips before contacting us for technical support.

For info on technical support, please click the Support heading on our web site.


http://na.sage.com/us/sage-timeslips
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e Installing Sage Timeslips 2015 e

Introducing Sage Timeslips

Thank you for upgrading to Sage Timeslips 2015. For over 20 years, Sage
Timeslips has been established not only as a leader in time and billing software
but also as the standard by which other time and billing products are measured.

For more information about Sage Timeslips and Sage, visit our Web site at
www.sagetimeslips.com or call 1-800-285-0999.

This chapter covers installing and starting Sage Timeslips 2015. Please note that
this is not a comprehensive manual. It is a guide to help you install Sage
Timeslips and become familiar with the new features and functionality offered
by this upgrade.

Other Reference Materials

Along with this upgrader’s guide, Sage Timeslips offers extensive reference
information in electronic format.

Additional PDF Files

Sage Timeslips provides additional guides in PDF format. You can access these
guides during the installation process. After installation, you can access these
guides from the Help; Other Documents submenu.

Sage Timeslips

Setup and Installation

»

» Install Sage Timeslips 2014 ,
You can access _| » Install Add-on »
additional PDF files | & | View Documentation .
through the
installation files. » Install Trial Version

| Support | Timeslips.com | Exit |




Other Reference Materials

Additional PDF Files
You can access additional PDF files
through the Other Documents
submenu of the Help menu.
D Sage Timestips e ===
Fie Gde Shpr Tomachons Mames i Repom: Calendse  Specisl Setup [Bee]
L LIE I LY LN T - Purchase sdd-on
b Tk Todey A Repected Saps
= Date Cierd Hoars
‘al‘{‘ Prepare Rl A1a2007 ABC 104 -
T agan0T Mesheg =
Pk Biliag AIB200T ABC na
3l ~ —. ,—> — TME007 Packaon 335
— Pre-bal TazoaT Beshop in
| Timeand Expemse _— Werkanean TEBTONT Bahip na
B2 = wasor [esara— 150
B cotections - B42007 Peare 100
— Shp Liat SevlChack - L Mo Praget LT
.l | I— ,:_LJV z D207 Fackersan am
-3 AR0T Beihip 200
A telp sad Suppart RI0NT A ars
Usar's Guide 5
Upgrader's Gude '?'-‘ -
Addtional Conssdersbon
Chent List
Hicmame 1 Hecmame 2 Full Hame. e
ABC 021001 ABC Corporation Repert Samples
pri 0900 RescWanaoits  Soocly
Bishop 030800 Bushop & Sons
Tson om0 Esemissicens
Heckerson 013958 Mickerson Boat Yard
e Prgec down o Lok Conaumed
Horth Projent 20802 Morh Lake Consuling
Pigcce 013428 Pigicn Ocaanics
Saateas 009824 SH3C0aS1 Namne Corparamion
I e Tomgione
B s iates
3 e ot
o
T Guidea | € Pragram Fles (s8] Timeshes 2017 Eaiore, g Dt (Tocday}e 152012 D . Brickiey.

This submenu contains the following PDF files:

+  User’s Guide — Opens the user’s guide for new users. This guide
provides an overview of the major features of Sage Timeslips.

+ Upgrader’s Guide — Opens a copy of this upgrader’s guide. This is
useful if you want to print additional copies for other timekeepers.

+ Additional Considerations — Opens a copy of the setup considerations.
available during installation.

+ Bill Samples — Opens the sample bills guide. This guide provides
examples of how you can design bills for your firm.

+ Report Samples — Opens the sample reports guide. This guide provides
samples of all reports and examples of ways to customize reports.
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Sage Timeslips Help System

The Sage Timeslips Help system provides detailed information about each
feature, as well as overview information about how features interact with each
other, and step-by-step topics.

To access the Sage Timeslips Help system, click the Help toolbar button @,
click a Help button, or press F1 from any dialog box.

|23 Timeskps Help
§l e« & [§ @
Hde Back Pt Howin (leasary

| Corderts | index | Search e

o 1 @ Licenas Agmement, Comyright, and Tr
+i- @ Summary fior Ungraders inew features
-4 Inboduging Timesivs
[Vi] Semng Up Timeslps
Setting Lp Timeshos
[7] Enterng Nomes
o @ Using the Tmesios Imeface
& : Tracking Tise and Expeness
Ererang Trrancsons
ewing Tmeskos Dsta
Pentng Reperta
o @ Prrtrg s
Cormecting to e spkcations
Crlne Uiner's Guadle fother cverden
Hew To... (procedural lopes)
Hebminimmtors Guide
<@ Clossary of Tems
-4 Addtional Tineskos Fek Fes

Setting Up Timeslips

‘When yuu frst mslal Temeskos. you mus! customize the nstalation o sut your needs. Setup options in Teesios slow a variety of
CUSIOEIANCN N BEAS COVENNG DrOgram SECurty, brmnGlogy. prefentnces, taxes, Trmnoliy, Custom fieids, 803 e agpearance
of the program. ¥ou £an ensly mesfy the defnut nptins instalied with Tmesips ns necessary. Folwing, are e eomman ssess
you want o folew fo sel up Timesips
Lreating databases
Winea yeu fist inatnl Tmeaips, n snmple datibase i insaaled with Tmeaips. ¥iou mass crente your ewn datnbase that wil
slore your frofs dala.
B3 Overview nf Dambases

Entering names
1you are & new Tmesins User, you must 60367 NaMES 107 your Chents, 1a8ks, XpEnses, and bmekeepers.
[ T re—

Entering starting balances for cents

Hyu nre ywkching ta Temesigs from annther system, you £as e TSimgort t transfer balinces ns you tranafer chents, 1 you
chouse fo enter dala manually, you can enter a slaring balance when you creale a cheel Howeves, when crealing clenls, you
cannot £dt the BCCounts receivatic balaNCes BMer you Save the new Chent. NSLEBd, YoU MUSE USe BCCOUNTS receivatie
transacsOns 10 Aler the BalanCes

Establishing General Settings

When you crenin n new dambase, Tmesips esinblshes defuk & 8 work for e The presence
of defnuks alnws ye b crente sl and enter datn intn Tmealps maediately after insinlaton

BD 3eneral Satteas Saibg box
Dretermining preferences
Preferences £nabie you 1o cusiomae the opersion of your THmesins prepram
B3 personai Preterences dinkg ox i

From the Contents page (1) open any book and choose a topic. Optionally use
the Index or Search pages (2) to search for a topic.

Preparing to Upgrade

Because upgrading Sage Timeslips can involve some important decisions, we
suggest that only the system administrator upgrade Sage Timeslips. Please
review this entire section before attempting to upgrade Sage Timeslips.



Preparing to Upgrade

Reviewing system requirements

Reviewing system requirements

Before upgrading Sage Timeslips, verify that your system meets the necessary
hardware and software requirements. The following table lists the minimum
and recommended requirements for using Sage Timeslips.

System Requirements and Recommendations

Operating
system

Windows® 8 (excluding Windows RT), Windows® 7
Ultimate or Professional

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

Free hard disk
space

300 MB free hard disk space for installation (excluding
your database)

75 MB additional for database

Additional space required for
database growth. Additional
space required for some
functions, such as when printing
when printing bills to PDF.

Adobe Reader

Adobe® Reader® to review PDF files (Adobe Reader v11
is included with the Sage Timeslips Installation)

25 MB hard disk space
additionally required.

Display/
Monitor

Display supporting 1024x768; 1024x768 or higher
recommended

Peripherals

PC-compatible keyboard, mouse, and printer; printing
on both sides of paper requires duplex compatible
printer

Modem if using the dialing features within Sage
Timeslips.

Scanning functionality in Slip Attachments and
Document Access requires TWAIN-compatible
scanner

Sound card and speakers recommended for enhanced
interaction.

Microphone or headset required for Speech
Recognition support

Printing on both sides of paper
requires duplex-compatible
printer

Network
connectivity

If using Sage Timeslips in a multiple-user environment,
a network adapter appropriate to your type of network

Internet connection required for using Sage Timeslips
web features, such as Sage Timeslips eCenter.

Highest quality network
hardware possible.

Integration

Sending bills and statements by email requires MAPI-
compliant email program such as Microsoft Outlook®;
not compatible with Outlook Express and AOL® email

MAPI-compliant email program required for sending
bills and statements by email, or reprinting bills to
email.

Microsoft Outlook 2013, 2010, or 2007 required on the
Sage Timeslips workstation for using the Outlook Link,
or receiving slips by email.

Microsoft Word 2013, 2010, or 2007 required for mail
merge functionality and viewing enhanced RTF
Microsoft Excel 2013, 2010, or 2007 required for using
the Print to Excel feature.

Internet Explorer required to access web pages from
Sage Timeslips.

1
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Finding the serial number and configuration code

You will need your serial number and configuration code (also referred to as an
activation code) to install Sage Timeslips, register Sage Timeslips, and to receive
technical support (if necessary). Sage sent this information to you in an email
message shortly after you purchased your upgrade.

Preparing your database

See the online
@ Help system of
our current
Help your
version of
Timeslips for more info

on creating backups.

Before upgrading your installation of Sage Timeslips, follow these procedures to
prepare your Sage Timeslips data for conversion.

Making a Sage Timeslips backup

Before starting the installation procedure or following any other instructions in
this section, we recommend that upgraders create a backup of their Sage
Timeslips database(s) to the hard drive. Backups are your best defense against
problems with data.

When creating Sage Timeslips backups, use a unique name for backup files. For
example, if today’s date is December 01, 2013, you could name a backup file
UPGRADE-12012013.bku. If your firm uses multiple databases, back up each
one before upgrading Sage Timeslips. Provide a unique name for each backup
file.

Chapter 2 of this guide “Converting Sage Timeslips Data” provides detailed
information about converting your Sage Timeslips data.

Installing the latest Sage Timeslips service release

We may periodically provide updates for Sage Timeslips to address any known
issues. Before upgrading, we suggest that you visit our web site to verify that you
are using the latest Service Release.

For example, if you are upgrading from Timeslips 2013, verify that you are using
the latest service release for Timeslips 2013.

Within your current version of Sage Timeslips, you can check for an update.
Select Help; Sage Timeslips on the Web; Download Latest Update. Sage
Timeslips will open the appropriate page on our web site where you can
download any necessary service releases. Review any information that
accompanies the Sage Timeslips service release for additional installation
instructions.



Choose to “Look for—

errors” and click OK.

Preparing to Upgrade

Preparing your database

Verifying the integrity of your Sage Timeslips data

The Sage Timeslips data verification utilities, which are available in Timeslips v9
and later, allow you to check the structure and integrity of your Sage Timeslips
database. In some cases, database errors might not display to Sage Timeslips
users when data corruption is present. You can use these utilities to search for
database errors before installing your Sage Timeslips upgrade.

Before installing Sage Timeslips 2015, make a backup in your current version
(see “Making a Sage Timeslips backup” on page 6). Next, use the Data
Verification dialog box (select File; Data Verification) in your current version to
verify the integrity of your database. Mark only Look for errors and click OK to
search for errors.

Data Verification gl
A All tables in the databasze

Look for ermars Exclude Bill Images

Altempt to repair

[ Rebuild data indices [ Validation enors [ Integrity erors

Accounts receivable balances
[[] Rrebuild accounts receivable balances

Fiebuilding accounts receivable balances will remove billz for selected
Clients from all bill stages [Proof Stage. Rievision Stage, and Audit
Stage]. This also prevents vou fram undaing approved bills for
selected Clients

Funds balances
[ Rebuild funds balances

[ [1]:4 1 [ Cancel ] [ Help ]

If Sage Timeslips encounters any validation, linking, or integrity errors during
the verification process, please contact the Technical Support department to
evaluate and correct the errors before installing your upgrade. We do not
suggest that you attempt to repair errors on your own.

Purging unnecessary data

Large databases can take additional time to convert. Before installing your Sage
Timeslips upgrade, you can purge unneeded slips (which are slips that you no
longer need to report on) from your current version of Timeslips. We suggest
that you do not purge accounts receivable transactions because payment
distribution data affects many reports.

You can find additional information about purging data in the online Help of
your current version. Please remember to always make a backup before purging
data.
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Upgrading Sage Timeslips

The following sections provide detailed upgrade installation instructions.

knowledgebase includes detailed installation instructions for some of these

: You can install Sage Timeslips in many network environments. Our online

Note

specific network environments. Within Sage Timeslips, select Help; Online
Knowledgebase to see if we have installation instructions for your environment.

Downloading the installation file

When you purchased the Sage Timeslips 2015 upgrade, Sage sent you an email
message that contained your serial number and configuration code (or
activation code), along with a link to download the installation file.

You must download the installation file (SageTimeslips2015.exe) to follow the
instructions below.

Installing the upgrade

How to Install the Sage Timeslips upgrade

1

Start Windows. If any other applications are open, please close them now.

You must log into Windows with administrator rights to install Sage Timeslips.
However, you do not need administrator rights to use Sage Timeslips.

Download the Sage Timeslips installation file. If the installation process does
not start automatically, start the installation by double-clicking on the Sage
Timeslips download file (SageTimeslips2015.exe). The download file will
extract the necessary installation file and will open a menu of options.

Click Install Sage Timeslips 2015. The Welcome to Sage Timeslips Setup
view opens.

Click Next to continue the installation procedure. The Software License
Agreement view opens.

Installing Sage Timeslips indicates that you agree to the terms of the Software
License Agreement. After reading this agreement, select I accept the terms
of the license agreement if you agree to the terms and then click Next. The
Enter Configuration Code view opens.

You must enter a valid configuration code (activation code) to install Sage
Timeslips. Sage sent this code to you shortly after you purchased the upgrade.
After entering the code, click Next.
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Upgrading Sage Timeslips
Installing the upgrade

Verify that the Sage Timeslips configuration settings correspond to the code
that you entered. If the configuration settings are correct, click Next,
otherwise click Back to re-enter your code.

On the Select the Destination Folder view, select the folder where you want to
install the Sage Timeslips upgrade. You should install Sage Timeslips 2015
over your previous version of Timeslips.

If you are upgrading a network installation, first install Sage Timeslips 2015 to
the Sage Timeslips server. After completing the installation on the server, you
can then install the upgrade on local workstations (see “Installing Sage
Timeslips locally” on page 10 for these steps).

All network users must have Change file rights (Read, Write, Execute, and
Delete) for the installation folder in order to install or use Sage Timeslips.

After selecting the appropriate drive and folder, click Next to continue.

Select the type of installation that you want the Setup program to perform.
We recommend that you perform a Complete installation. Performing a
Custom installation may omit some components.

Click Next to continue. The User Information view opens.

Enter your user name, company name, and Sage Timeslips serial number in
the corresponding fields of the User Information view. Your Sage Timeslips
serial number is located on the Configuration Codes sheet. After entering the
appropriate information in the corresponding fields, click Next to continue.

The Setup program is ready to install Sage Timeslips on your workstation or
network drive. If you want to change any of the Setup program settings, click
Back. Otherwise, click Install to begin installing Sage Timeslips.

After copying the necessary program files to your computer, the Select
Program Folder view opens.

Select the program folder where you want to create Sage Timeslips shortcuts.
Click Next to continue.

Sage Timeslips completes the installation procedure. Choose additional
options (creating desktop shortcut, installing Adobe Reader, reviewing the
readme document, or checking for program updates) and click Finish.

1
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Installing additional licenses and other add-ons

In a multi-
user
environment,
Note install add-
ons before installing
Sage Timeslips locally.

You can enhance Sage Timeslips by purchasing additional products, station
licenses, or functionality called Sage Timeslips add-ons. You can install add-ons
directly from the Sage Timeslips installation CD-ROM.

How to install Sage Timeslips Add-Ons
1 Within Sage Timeslips, select Help; Purchase Add-on.

2 Enter the configuration code (activation code) for your Sage Timeslips Add-On
product. This code was sent to you in an email message. Click Next.

3 Verify that the configuration code corresponds to the Sage Timeslips Add-On
feature that you want to install.

If the configuration settings are incorrect, click Back to re-enter the code;
otherwise, click Next to continue.

4  Sage Timeslips will indicate when your installation is updated. Click Done.

Installing Sage Timeslips locally

10

After installing Sage Timeslips on a network drive (on the Sage Timeslips
Server), you can quickly update each workstation that has Sage Timeslips
installed already by opening Sage Timeslips. When you launch Sage Timeslips
on each workstation and the upgrade process will begin automatically.

To install Timeslips on additional workstations, follow the steps below. The
local installer copies Sage Timeslips program files from the Sage Timeslips
Server to a network workstation. This allows users to run the Sage Timeslips
from their workstations while sharing a database on the Sage Timeslips Server.

How to locally install Sage Timeslips on your network workstation

1 Map the new workstation to the appropriate folder on the Sage Timeslips
Server.

2 At the network workstation, start Windows. If any other applications are
open, close them now.

3 From the Windows taskbar, select Start; Run and click Browse. Select
Setup.exe within the Loclinst folder (Timeslips\Loclinst on the Sage
Timeslips Server, by default). Click OK. The Welcome to the Sage Timeslips
Local Installer view opens.

Click Next to continue. The Select Installation or Update view opens.
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Converting Sage Timeslips data

4  Select the type of local installation to run on the current workstation.

¢ Install: Click this button if you are installing Sage Timeslips on this
workstation for the first time. The Select Installation Type view opens (see
step 5).

e Update: If Sage Timeslips is already installed on this workstation, click this
button to verify that the latest Sage Timeslips program files are installed.
The Ready to Install Sage Timeslips view opens (see step 7).

5 Select the type of installation that you want the Setup program to perform.
We recommend that you perform a Complete installation. Performing a
Custom installation may omit some components.

Click Next to continue. The Select the Destination Folder view opens.

6  Select the local folder where you want to install your Sage Timeslips program
files. By default, the Setup program installs Sage Timeslips in the
C:\Program Files\Timeslips folder.

If necessary, click Browse to select a different location. After selecting the
appropriate drive and folder, click Next to continue the installation procedure.
The Ready to Install Sage Timeslips view opens.

7 The Setup program is ready to install Sage Timeslips on your workstation. If
you want to change any of the Setup programs settings, click Back. If you
want to begin installing the Sage Timeslips program files, click Next.

After copying the necessary program files to your computer, the Select
Program Folder view opens.

8 Select the program folder where you want the Setup program to create your
Sage Timeslips shortcuts. After selecting the appropriate program folder, click
Next to continue.

9 Sage Timeslips completes the installation procedure. Choose additional
options (creating desktop shortcut, installing Adobe Reader, reviewing the
readme document, or checking for program updates) and click Finish.

Converting Sage Timeslips data

After upgrading your Sage Timeslips installation, you must convert your Sage
Timeslips database for use with Sage Timeslips 2015.

The procedure for converting your data depends upon the version of Timeslips
that you are upgrading. See Chapter 2, “Converting Sage Timeslips Data” for
additional information about converting your current Timeslips database.

1
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Registering Sage Timeslips

When you run Sage Timeslips, you may be presented with a screen containing
instructions for registering your software. If Sage Timeslips prompts you to
register, follow the onscreen instructions to register. If you choose not to register
at that time, you will be allowed to use Sage Timeslips for 30 days, before you
must register the program.

After 30 days from your first use of Sage Timeslips, if you have not yet registered
the program, you will be required to register the program. You will not be able
to use Sage Timeslips until you register the program.

Getting the Latest Release

12

We may occasionally issue a Service Release (SR) for Sage Timeslips. We
recommend that you periodically check to ensure you are using the most up-to-
date release.

Within Sage Timeslips, select Help; Timeslips on the Web; Download Latest
Update.
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e Converting Your Data

Overview

14

Note

After completing the upgrade process, as described in “Upgrading Sage
Timeslips” on page 8, you must convert your database before you can use it with
Sage Timeslips 2015.

Because converting Sage Timeslips data can involve some important decisions,
we suggest that only the system administrator convert Sage Timeslips databases.

The conversion process may take an extended period of time. If your database
is very large, the conversion process can be over an hour. Please consider this
when choosing a time to convert your database.

Converting data located on file servers

If your firm stores the Sage Timeslips database on a file server that is separate
from all workstations, we recommend that you copy your database to a local
folder before converting it:

1  verify that no one is accessing Sage Timeslips
2 copy the Sage Timeslips database folder from the file server to a local drive

3 open the local copy of your Sage Timeslips database to begin the conversion
process

4  after completing the conversion process, copy the database folder from the
local drive back to the file server



Converting from Sage Timeslips v9 and Later
Migrating MSSQL and MSDE databases

Converting from Sage Timeslips v9 and Later

Select Open an existing
database and select a
database to convert.

After upgrading your Sage Timeslips installation, Sage Timeslips will convert
your current database. If Sage Timeslips cannot locate your database, the
Welcome to Sage Timeslips dialog box opens.

Sage Timeslips

Open an existing database

|4

Create a new database
Restore a backup ’
Explore the sample database

L

View introduction video for new users .

¥ ¥ ¥ ¥ ¥ ¥

Exit Sage Timeslips

9 Sg°

When you open a database created with Timeslips v9 through Timeslips 2013,
Sage Timeslips will automatically convert the database for use with Sage
Timeslips 2015.

You must back up your Timeslips database before you can convert it. After
converting the database to Sage Timeslips 2015 format, you cannot open it with
previous versions of Timeslips.

Migrating MSSQL and MSDE databases

Sage Timeslips no longer supports the use of MSSQL or MSDE databases. If you
attempt to open an MSSQL or MSDE database, Sage Timeslips will prompt you
to migrate that database to Paradox format.

How to migrate an MSSQL or MSDE database

Before migrating a database for use with Sage Timeslips 2015, we suggest that
you have your database administrator create a backup of the database.

1  After upgrading your installation to Sage Timeslips 2015, open any MSSQL or
MSDE database created with Sage Timeslips.

2 Sage Timeslips displays a message indicating MSSQL and MSDE are no longer
supported. Click Continue to continue the migration process.

15
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When Sage Timeslips migrates data, it creates a new database in the
appropriate format. Sage Timeslips must create this database in an empty
folder.

Enter the new location of your Sage Timeslips database and click Save. For
example, if you use Sage Timeslips in a multiple-station, network
environment, you should save the new database in a folder that all Sage
Timeslips users can access.

The Sage Timeslips Migration Utility begins migrating data. When the utility
indicates that the migration process is complete, click OK.

After migrating your data, Sage Timeslips will prompt you to convert your
database. Click Yes to convert the database.

Sage Timeslips prompts you to make a backup of the database before
converting it. We strongly suggest that you create a backup at this time. Sage
Timeslips 2015 will not be able to restore backups created from databases in
MSDE or MSSQL format. Click Yes to create the backup file, select a location
for the backup file, and click Save.

Sage Timeslips completes the conversion process. Click OK. Sage Timeslips
will open the new database.
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Converting client email addresses

Converting client email addresses

@

Help

Sage Timeslips uses email addresses when sending bills by email, reprinting bills
to email, sending statements by email, and creating Outlook records.

For more information on these features, view the following index keywords in
the Sage Timeslips online Help system: “sending bills to clients by email,”
“reprinting bills:to email,” “sending statements to clients by email,” and
“overview of the Outlook link.”

Because some previous versions of Timeslips did not provide a field to store
client email addresses, you may have used one of the phone number fields on
the General page of the Client Information dialog box to store this information.

When converting databases, Sage Timeslips reviews the phone number fields to
determine if one has been renamed to include the terms “e-mail” or “email.” If
Sage Timeslips finds an appropriately renamed field, it will then review the
contents of the field for each client. When it finds valid email addresses in the
renamed field, it will copy the contents to the new Email Address field.

Converting bill and statement format settings

Help

When you upgrade from Sage Timeslips v9 through Sage Timeslips 2004, the
conversion process converts bill format templates into bill layouts and
automatically assigns them to clients.

For example, if you use two different sets of bill format settings for your clients
in Sage Timeslips v11, the conversion process creates bill layouts based on these
settings and the settings in the bill layout template file. This process names the
new bill layouts Layout0001 and Layout0002. It automatically assigns the
appropriate bill layout to each client. You can change the name and details of
bill layouts at any time.

Sage Timeslips also creates and assigns statement layouts based on your
statement configurations. Sage Timeslips names these templates Layout01,
Layout02, etc.

For more information on bill and statement layouts, view the following index
keywords in the Sage Timeslips online Help system: “designing layouts:bill
layouts” and “designing layouts:statement layouts”

17
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Converting from Sage Timeslips v8 or Earlier

18

If you are upgrading from Timeslips v8 or an earlier version, we recommend
that you contact our customer support department for information on
converting your database.

Converting data from Timeslips v8 or an earlier version is a two-part process.

+ The first part makes a copy of your Timeslips data (please note that
your original Timeslips data will not be affected.) This step converts
your data from 16-bit format to 32-bit format and places it in a new
folder (such as Data01 or Data02).

During this part of conversion, Sage Timeslips will ask a series of
questions that will determine how to store data types that have changed
in the newer version.

+ The second part of the conversion process will convert your Sage
Timeslips for use with the latest version of Sage Timeslips.
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e Sage Timeslips 2015 ¢

New Features in Sage Timeslips 2015
This chapter details the new features added in Sage Timeslips 2015.

@ For a comprehensive list of all changes to Sage Timeslips, select Help; What’s
New. This topic discusses new features and changes for each past version.

Help
How to find more information about each feature
Throughout this guide, we provide index keywords that direct you to
comprehensive information available within the online Help.
To find the additional Help information:
1 Within Sage Timeslips 2015, select Help; Online User’s Guide.
2 Switch to the Index tab of the Sage Timeslips Help dialog box.
3 Enter the index keyword. For example, to find more information about
designing reports, look up designing layouts and choose reports.
Switch to the ®? Timeslips Halp
& .
Index tab. K 'ﬂl Bach % nr.:f... ng G;x@av
5“"“:&'-':1;1:’::; Designing Reports -
e i ryerd b
) Enter the T [evons B {iesiring Firports
index keyword. :
desigring byoers ~
1 e T srpuortss b
bl Lt fox ke foams: Muli them. For example, your Ilmnmws:mmiumwr!wl
reders bo matich company stalionery or you mery wand fo charge he
stabement Lyouts font used o chapiany totals.
desgrrg iepoils
detadirg evperae tips on blls NNER Pievkar NOMR BG40 CAN AELN CUSIOMETR fepoea in aevernl
MUMWWUIWH s llhr{wnyQ 'NQMN‘FQWPQI;HPMMIM'! 0 sninct
m::::hxulaﬁbla and chiargiog Lhe & .-mdulud 1 i iz\llmd B
detaily of work. 1 o w1 Rsgor]s Tor mone inlo
Dial the Phone dialug b
‘Cpening a repart kaout 1o edit
#ﬁ?ﬂ;ﬂ?}lww m::ammxwwwmwaesmmmwmmm
ot bk sections B Horw L guee 3 repurt lavend 1o sl
ey P e
iabh:feem Edfing repor sections
Dipccurts pags [biling astistant] Wou Can use the Desian Daas o The Prnt Preview desicg box it
feplayng tels nnzranen report sections, The menu commands and tocloars avalable onthe
deplaing seports onpcen Mesdgn pae offer mamy wive 10 ol anch report section
s o Bachreport s congoed of oy Lzt szl
zlglb:nfﬂhﬂ"‘ 4 B see myndaiie Fepom 5601004 10 review S6CH0NS Yo Can &0t
ClICk Display \» T ::u r_v\lﬂr::::::ﬂgwx'mﬂmmrhm anrtiona

4 Click Display to display the Help topic.
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Working with Settings

The following enhancements have been added to settings.

Additional Firm Information fields

In the General Settings dialog box (select Setup; General), you can use the Firm
pages to track information about your firm.

@ For more information on firm fields, look up “firm information” in the

Timeslips Help index.
Help

2 General Settings @

Firm | - -
o e — » Firm: Address Information
Terminology Address
Calendar Terminology Name Wills & Henderson, P. C.
Oth
= | Address 133 5. Main Street

i ial

F
Aging Periods Suite 1402
Rules City, State Essex MA ZIP Code 01929
Names

J Other

Nicknames
Mew Hames Phone Numbers
Ei e Phone 1 (978) 555-2222 Phone 2 (978) 555-5435
Conflict Checking

Transactions. I Fax 1 (978) 555-2121 Fax 2 (978) 555-3579
Bills ath
Slips, AfR, & Funds <
Default Descriptions Email address ~ wh-pc@example.com
Fee Allocation e Website www . sagetimeslips, com
Payment Types Custom 1

ustom
Custom 2
| OK | [ Cancel ] [ Help ]

1 The Firm: Address Information page holds contact information for your firm.

2 New fields allow you to store the firm’s email address, web site URL, and
additional custom information.
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You can include this information on bills and reports by editing the bill layout
or report layout.

(33 - Print Preview [Generate Bilk] - e
Prevew | Desgn
Lapouts Edie Wewe Gectine Took s
LA A -

b= Coves Page - Header

A-E2 2 e ]
0 e Contact Inds. L)

Fimk List

B s

Firm Name Frm Hasseflihess. wi comes:

Fum Address: Standard FrmAddeds: w'e commas
Eum Phere 1

Ageil 16, 2014 [Fmfnad |

win Cusbiom 1
Fi hom 2
Manse/Address: Standard mCuton

Re: In Reference To

1  These new firm information fields are located in the Firm Contact Info field
group. You can drag them onto the layout.
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Working with Clients

Help

Click on a page name
from the list on the left
to move to another
page of Client
Information.

The following enhancements have been added to clients.

Redesigned Client Information

The Client Information dialog box has been redesigned so that related fields and
options are grouped better, navigation controls are more consistent throughout
Sage Timeslips, and saving and retrieving of some information is faster.

For more information on client fields, look up “client information” in the
Timeslips Help index.

Select Names; Client Info and then open a client to view Client Information.
(3 - Client Information - E@
Nickname 1 ABC 2 021001 Classification

ke
nformation | pjgame &
Contact Info * | ABC Corporation o
In Reference To
Rates Addresses =1
Custom Fields Primary Other kR
Group 1 17 North Thunder Way PO Box 8675309 u
Bills Suite 1001 b
Arrangements &
Holds -3
Boston MA 02114 Boston MA 02134
Charges p
Invoices -
Layouts ﬁ
A/R & Funds —
Balance
e Phone numbers Email addresses
Other Phone (617) 555-2313 Primary abc@example.com
Notes
Fax cC
Activities
Home
Gther Separate addresses by using commas, semicolon, or
carriage returnfiine feeds.
Status
[ Master Client. [T overhead Only
[ slips default to Mo Charge [T Restrict Slip Entry

This dialog box now contains the following pages:

+ Contact Info — Includes full client name and address, four telephone

numbers, and email addresses, as they would appear on the bill for the
client.

+ In Reference To — Use this area to describe the client, case, or project.

» Rates — Contains the client rates and rate selection rules.
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Custom Fields — Contains custom data fields that you created for
clients.

Arrangements — Contains the client’s billing arrangements and
adjustments for time charges, expense charges, or the full bill.

Holds — Contains the client’s hold options, which can hold time
charges, expense charges, the entire bill, or transactions.

Charges — Contains the client’s tax, rounding, markup, interest, finance
charge, and discount settings.

Invoices — Contains the client’s settings for invoice numbers, payment
distribution, and email settings for bills.

Layouts — Contains options that determine the layouts to use for bills
and statements, client-specific messages to include on bills, and email
templates to use when you send bills by email.

Balance — Displays the client’s aged balances.
Funds Accounts — Contains the client funds account information.
Notes — Contains free-form text about the client.

Activities — Allows you to set up custom lists of tasks and expenses for
each client.



&

Help

New Features in Sage Timeslips 2015

Working with Clients

Additional Fields for Secondary Address

On the Client Information dialog box (select Names; Client Info and open a
client), the Contact Info page now contains additional fields for a second

address.

For more information on client address fields, look up “contact info” in the
Timeslips Help index.

(2 - Client Information -

Nickname 1 ABC

Information

o Contact Tnfo »

In Reference To
Rates
Custom Fields
Group 1
Bills
Arrangements
Holds
Charges
Invoices
Layouts
A/R & Funds
Balance
Funds Accounts
Other
Notes
Activities

2 02-1001

Full Name

ABC Corporation

Addresses

Primary

17 North Thunder Way

Suite 1001

Boston MA
Phone numbers

Phone (617) 555-2313
Fax
Home
Other

Status
[C] Master Client
[ slips default to No Charge

02114

Cossfcaton
&2

©

Other
PO Box 8675309

Boston

(4

Email addresses
Primary  abc@example.com

cC

Separate addresses by using commas, semicolons, or

carriage return/fline feeds.

[T overhead only
[ Restrict Slip Entry

(2]

[E=E I =5

02134

e o 5 D4 L& 4

Other address.

Choose Contact Info from the list of pages on the left.

The Other fields allow you to enter an additional address for each client.

If needed, you can change the “Other” label to your own custom label. Select
Setup; General and then switch to the Terminology page.

For any client, click Swap Addresses to swap the Primary address with the

25
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You can manually enter new addresses for each client or you can use TSImport
to import addresses.

@ For more information on importing data with TSImport, see the TSImport

Help system.
Help
%4 Sage Timeslips Import [Untitled] EI@
File Templates 5Special Help
Put data into: @ Default  C:\Program Files (865 Timeslips 201 55E=plore’ —
Impart
LCustomn \M
Get data from: C:hlsershthinds\Desktophdddress2 cav l:l GetInfa...
Make the records: | Open - Limit records |1 to |993959 Help
You can import — yre— Comma Delmited Record rumber 2 fl
Other addresses ield format: omma L elimite: ecord number: =
for existing clients. Available Fields' * | Selected Fields Source Data Size
% Other Address Line 1 2 2 Nickname 1 1 Allantic g
¢ Other Address Line 2 2 2| Other AddressLine1 1 1400 Corporate Plaza 20
% Other Address Line 3 1 28] Other AddressLine 2 1 Suite 1004 10
ed I 2| Other City 1 Gloucester 10
¥ Other Ciy 2 28| Other State 1 MA 2
% Other State 2 28| Other ZIP Code 1 oot 3
% Other ZIP Code 2~ | B8l OtherdddiessLine 4 1 US& 3
< m b
Add > ] | Insert »» | | << Remave | Up | [Down | Filter... | | Attributes.. | | Shucture. ..
maodified
After additional addresses are entered for clients, they can display on bills, labels,
and other reports.
For example, you can show the addresses when printing the Name/Address
listing.
2 Report Options @
Fieport Options
Check spelling and grammar first
Repart Formats
| Show second nickname Show client status
Mark Show Other —\ | Shows full name Show arrangement fields
Address to include the V| Show Other Addiess Show Accounts Feceivable fields
new address fields on | Showe Primary Address Show client notes
the report. /| Show phone numbers/email Show reference setup
Show In Reference To | Show selection criteria
Show custom fields
Gap after each record style | Space - |
Diefault [ QK ] | Cancel | | Help ‘
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Or, when you are designing bill layouts, you can drag the new address fields onto

the bill header.
E=JE=]
Cowver Page - Header
Field Graup
Client Contact Infa A
= Options...
n | Cover Page - Header - p Field List
\.l..\.l.\..Tr‘..l.\I.\.l\.f.i 7.\|_“.I..|..?.

N

Click on the Other
address fields and drag
them onto the bill
layout.

Firm Name
Firm Address: Standard

April 30, 2014

ame/Other Address: Standard

\\'

Mameddddress: USPS Style .«
Address

Other Address Line 1

Other Address Line 2

Other Address Line 3

Other City

Other State

Other Zip

Other Countr

E andar
Mame/Dther Address: wio cor
Mame/Dther Address: USPS 5
Other City, State Zip

Other Address

Phone

Fax

Home

Other

Email Address

CC Email Addresses

Master Client

Slips default to No Charge
Overhead only

Restrict slip entry

InReference To

Motes

Frimary Client Full Mame

1

- Client: Mame/Other Address: Standard

When searching for conflicts of interest or other text, Sage Timeslips will now

also search the Other address fields.

D) Conflict Checking Results

Search for 15-5704 Building Rask Supplies

E=8(ESH

[ Scope ¥

[ Options

Results: 1matches

Area / | Field
Client Other Address Line 1

Other address fields J

are included in conflict
and text searches.

| Client
Seacoast

Current selection's context

40 Rask Lane

| Timekeeper

| TransID |

Date |
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Setting Up Custom Lists of Activities for Clients

You can now set up custom lists of tasks and expenses for each client. This can
make entering slips easier, because after you choose the Client, only the tasks or
expenses associated with that client will be available on the slip.

@ For more information on custom lists of activities, look up “my lists” in the

Timeslips Help index.
Help
(3 Client Information EI@
Mickname 1 Atiantic 2 010300 Classification
Information | acpny &
Contact Info Al o
In Reference To
Rates 9 =l
Custom Fields o

Group 1
Bills

Arrangements

&
Holds =3
Charges p
Invoices o
Layouts ﬁ
A/R & Funds o
Balance
Funds Accounts
Other

Notes

Activities 0 »

1 You can use the Activities page of the Client Information dialog box to set up
these custom lists of activities for each client.

2 This process uses familiar Selection dialog boxes, allowing you to set up one
or more filters that can limit the names displayed.
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For example, client Atlantic will be working with only those activities that have
anickname 2 beginning with A. To be able to limit activity lists to those names,
you can set up custom list of activities for client Atlantic.

Click the Selection button to set up selection filters.

My Activity List Selection =]
Using filters allows vou to select specific data for a 5age Timeslips function. For example, when printing reports, filters et you specify the data to
include on the report. To add a filker for the curent funchion, select a filter from the: left and click the > button ta set it up. Ta clear all the curent
filkers for thiz function, click the << buttan

Filter for Activity Mickname 2 ==
Filter Groups .
Condition
[ - —
Beging with -
Activity Categary From To i
Activity Full Mame E e llolGiud

Activity Mickname 1

@ || o . i

[ Case sensitive
[M'whole word orly

[ Ok ] [ Cancel ] [ Help
Edit 2
Seln, l 0K l [ Cancel ] [ Help
1 From the Filters list, you can add a Activity Nickname 2 filter.
2

The Filter for Activity Nickname 2 dialog box opens. You can then set up the
filter to display only names beginning with "a"
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After the custom list of activities is set up, you can see the results when entering

slips.
Timekeeper - | |
Task - | |
cer: @) ~ [ovos0 |
Reference <None> - | |
Extra
Timekeeper hd | |
Task |~
e 9 | Appear forfattend A109
en Communicate (in firm) A105
Communicate {other counsel) Al07
BEE=e 'Communicate (other external) Al08
Draftfrevise Al103
Extr,
xira Manage data/files Al10
Other Alll
Plan and prepare for Al01
Research Al102
Review analyze Al04

1  After selecting client Atlantic...

2 Only tasks with a nickname 2 beginning with “a” will show on the task list.
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Changing Classifications

When changing classifications for clients (for example, when making a client
inactive or when closing a client), Sage Timeslips now offers more information
about those clients.

For more information on classifications, look up “name classifications” in the
Timeslips Help index.

Changing classifications from the Client List

From the Client List, click Change Classifications s to change classifications
for one or more clients. The Change Classifications dialog box opens, listing all
clients.

() Change Classification

Lo [

? Change dassification from [Open to Inactive v [ selection... | Ee
X | Client Balance | Suspense | AfRInc| ARDec| Funds Inc | Funds Dec | Slips|  BilStg | Bill Arg | Warning |
9 | Last Unbilled Activity | Days Due | Funds Bal | Count|  Count| Count| Count|  Timers| Split | |
[ aBC 2100.00 4533.99  Undoable WARNING
2/25/2015 120 days. 11
[ ¢ Atlantic 1500.00 500.00 1887.50 | Undoable VWARNING
2/23/2015 | 120 days 1 3
[ iBishop 3000.00 2176.68 | Undoable WARNING
3/26/2015 | 120 days 7
[ ;Brady
[F] iEastern 500,00 887.50 | Undoable WARNING
4{13/2015 8500.00 1 3
[ iniickerson 2500.00 1676.65 | Undoable WARNING
5/15/2015 ; 120 days 6
[ iNorth.Project1 2281.31 WARNING
5/26/2015 3
[ iMorth.Project2 377.70 VWARNING
2/25/2015 3
[ ;Pierce 1655.40 WARNING
4{17/2015 5
[ ;seacoast 050,00 250,00 §13.30 | Undoable WARNING
4{16/2015 i 120 days 1 4

Use this dialog to change the dassification of open multiple dients at once. Clients that are part of an unbilled split bill rule are not allowed to change their
dassification.

Choose how you want to change classifications. For example, you can change
selected Open clients to Inactive.

Optionally use selection filters to limit which clients are displayed.

Several columns of data are displayed for each client, indicating different
reasons why you may not want to change the client at this time. You can click
on the column headings to sort this list.

Mark the clients that you want to change and click OK.
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You can change
classifications from
Client Information

Changing classifications from Client Information

Using the Classification field within Client Information, you can change the

classification for a specific client.

(D) Client Information

Nickname 1 Nickerson 2 01895

Before saving a new classification, Sage Timeslips will display reasons why you

may not want to change the classification.

(D Client Information

[= =] =]
Nickname 1 Nickerson 2 018356 Classification e
nformation || rjiname “
Contact Info
=) Confirm Classification Change :
In Reference To D 2 :::ﬂ
Rates The following conditions exist. You should nat change the dassification until you resolve these conditions.
Custom Fields I = H‘}
Group 1 There is a balance of $2500.00 that is 120+ days due.
Bills There are & unbilled open slips totaling $1676.65.
Arrangements An undoable bill is available. It will be deared when you save this record. &
Holds &
h Would you still ke to change the dassification?
arges yel
Invoices ]
A/R & Funds l*—_] -

Click No if you want to address any of those issues, and you can change

classifications later.
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Working with Transactions

Working with Transactions

The following enhancements have been added to accounts receivable and funds
transactions.

Generating Receipts for Payments

You can confirm that you received a payment from a customer by generating a
payment receipt. Receipts are available for payments, reverse payments,
payments to account, and payments from account.

@ For more information on payment receipts, look up “receipts” in the

Timeslips Help index.
Help
Sage Timeslips provides a set of messages that are used in receipts, but you can
customize these to fit your business. Select Setup; Receipt Templates to open the
Payment Receipts dialog box where you can customize receipt text.
(D) Receipts @
i | Receipt Text
Default
0 ST » A payment of [¥alue] was applied ta your balance on [Transaction Date], w
R P t
P:“'Efiet FBVmE: t Thank you for your business, m
lyment From Accoun [Fiﬂ'ﬁ“ama]
Payment To Account e Data Token
Subject
When sending a receipt via email, you can additionally customize the subject.
9 Thank. vou for your payment
[ OK l { Cancel I I Help J

1 Choose a transaction type from the list to the left. You can set up receipts for
payments, reverse payments, payments to account, and payments from
account.

2 Receipt text will appear on printed receipts and receipts sent by email.
3 Subjects are used only for receipts sent by email.

4 When editing receipt text and subjects, you can optionally insert data tokens
in the text. These tokens will be translated when the receipt is generated.
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When you want to generate a receipt for a payment, open the Accounts
Receivable List dialog box, select a transaction, and click Receipt [F; .

G =

Selection... | All

¢ Date | 1D | Type | Client | | | Inv Mo. fChk MNo. | Amount

X

T gerxuéz|f

iLincoln

i Longmeadow

iLudlow

iMansfield (267.12) i

Click Igecelpt from the Highlighted Transaction's Description
toolbar to generate a Lynn - 163 - 12/28/2013 =)
receipt for the selected -
transaction.

A payment of 263.12 waz applied to your balance on 12/28/2013.

Thank. you for your business,
Timeslips Handyman Services

2,
[ e J[ enei ][ conce |

When viewing the receipt you can 1) print out a copy of it, or 2) send a copy to
the client by email.
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Sage Timeslips will track when a receipt is printed or emailed.

You can view this information for your payments using the Accounts Receivable
Receipt Listing.

: _--—u,_\__‘._'_,_,.-—'-\._\_ — —-\._\_"_— o P — S ™ ——
4/7/12014 Timeslips Handyman Services
5:10 PM Accounts Receivable Receipt Listing Page 1
Selection Criteria
A/R.Classification Open
Clie.Selection Include: Lynn
D Date Type Client Value Sent Date Sent Time
1945 1/28/2013 PAY Lynn ($263.01)
1946 2/28/2013 PAY Lynn ($263.02)
1947 3/28/2013 PAY Lynn ($263.03)
1948 4/28/2013 PAY Lynn ($263.04)
1949 5/28/2013 PAY Lynn ($263.05)
1950 6/28/2013 PAY Lynn ($263.06)
1951 7/28/2013 PAY Lynn ($263.07)
1952 8/28/2013 PAY Lynn ($263.08) 4/7/2014 5:03 PM
1953 9/28/2013 PAY Lynn ($263.09)
1954  10/28/2013  PAY Lynn ($263.10)
1955 11/28/2013 PAY Lynn ($263.11)
1956 12/28/2013 PAY Lynn ($263.12) 4/7/2014 5:02 PM
S s - LS ., — -

This report appears on the A/R Transactions page of the Report List. If this report
does not exist in your installation, do the following:

1

2

Select Reports; Create a Report.

Choose Create a completely new user-defined report and then click
Next.

Set Data to A/R Transactions; set Style to Detail Listing, and then click
Next.

Choose Accounts Receivable Receipt Listing and then click Next.
Optionally change the name and location of the report and then click Next.
Click Open Report Entry.

Save the report and print it to Display.
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Working with Bills

Help

The following enhancements have been added to the billing cycle.

Printing Watermarks on Draft Bills

During your typical bill cycle, you may print preview drafts of your bills, before
all charges are ready to send to your clients. When printing a draft bill run, you
can include watermarks on the bills to indicate they are draft bills.

For more information on watermarks, look up “draft bills” in the Timeslips
Help index.

To access the new bill options:
1  Select Bills; Generate Bills to open the Report Entry dialog box.
2 At the bottom of the dialog box, click the Options button.

There is a new Draft Bill group of options now available. Using these options,
you can customize the watermark to use 1) custom text, 2) custom font, and 3)
other information.

Draft Bill {Note: Bills cannot be approved or emailed if any options below are marked.)

[ Limit description to 4 lines 9 Print Date
[ Show "Draft™ watermark on bills Print Timekesper e
Print Diagonally 0 Text |Draft Font Size | 100%

o) Cemm ) [

Please note that draft bills cannot be approved. When you print draft bills, you
will not be able to put them in Proof Stage, approve them, or email them.

To approve the bills, you will need to show full descriptions and exclude
watermarks for the bill run.
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LEDES template 1 : LEDES 19986
0 LEDES template 2 /L EDES 19988 Duplicate. .
TyMetrix template i TyMetrix

New Features in Sage Timeslips 2015
Working with Bills

Sending Electronic Bills for Review

With Sage Timeslips, you can save billing information to file for electronic
submission to firms like LEDES, LegalGard, or TyMextrix.

For more information on electronic bill review, look up “electronic billing” in
the Timeslips Help index.

The following enhancements have been made to electronic billing:

Electronic billing templates

You can now set up electronic billing templates for each type of audit house.
This allows more control over the format of the billing information that is
exported.

Select Setup; Audit Houses to maintain your electronic billing templates.

(D Audit House Setup @

Use this list to maintain the electronic biling templates that are available to your dients, After setting
up templates here, you can assign templates to your dients in the Invoices page of Client

Information.

Audit House # Audit House Type

Delete

[ Done ’ Help

When maintaining electronic billing templates:

1 The list shows all templates currently set up. The Audit House column
indicates the name of the template.

2 The Audit House Type column indicates which third-party firm (like LEDES
1998B) the template is associated with.

3 Use the buttons on the right to create, edit, or delete templates.
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When creating or editing an electronic billing template, use the Setup dialog box
to set up the template.

() LEDES1998B Setup =
Mame LEDES template 1
o Export File [Export all dients to one file '] LEDES19988.DAT
| Invoice
e Client ID [Client D v] (7 Start and End dates come from selected slips
Law Firm Matter ID [Firm Matter ID v] (@) Start and End dates come from custom fields
Client Matter D [Matter ID - Bilng Start Date [giling Start -
Invoice Description [In Reference To v] Billing End Date [Billing End ']
9 Line Items
Task Code [Reference Nickname 1 v] Use UTBMS Codes [Liﬁgaﬁon Code Set v]
Expense Code [Expense Mickname 1 v] Use UTBMS Codes
Activity Code [Task Nidkname 1 ~| [¥]use UTBMS Codes
Timekeeper ID [Tlmekeeper D ']
Timekeeper Name ['ﬁmekeeper Mame ']
Timekeeper Classification [Classiﬁcaﬁon ']
Firm
Law Firm ID Move dients to Audit Stage after processing e
|| Disregard Spiit Biling Rules
[ QK ] ’ Cancel ] ’ Help ]

For example, when setting up a template for TyMetrix, you can:

1  assign the electronic billing file,

2 map where invoice fields in the exported file get their values,

3 map where line item fields in the exported file get their values, and

4  choose additional billing options
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After printing bills and putting them in Proof Stage, you can now use the new
Send To Audit House dialog box (select Bills; Send Bills to Audit Houses) to list

all bills ready for third-party review.

@ Send To Audit House

associated with an audit house,

‘fou can move bills from Proof Stage to either Audit Stage or Approval Stage by exporting the bill data. Below are the Clients that are

Audit House: [all ~] [ selcton... | M
e X |Client 7 Bill Date Invoice | New Charges | Type | Audit House Audit House Type

Abington 4/24/2014 G:14939 428,36 Split  LEDES template 1 LEDES 19988
Acton i 4/242014 G:14940 iTyMetrix template iTyMetrix
Gloucester Do4/24f2014 G491 {LEDES template 2 {LEDES 19986
Lynn io4/242014 Gi19942 iTyMetrix template iTyMetrix
Lynn.Project1 i 4j24f2014 G:14945 iTyMetrix template TyMetrix

Salem Doa2ef014) Gil494s {LEDES template 1 {LEDES 19988
Saugus io424/2014 G:14943 iTyMetrix template iTyMetrix

©

e[ Export ][ Cancel H Help

When working with bills that are ready to send for review:

1 you can use the Audit House field and the Selection filters to limit which bills
appear on the list

2 the list includes several columns of information to help you identify bills

3 mark the bills that you want to export; each bill will be exported to file using
the settings in the associated template (from the Audit House column)

4  click Export to export billing information
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@

Help

Reprinting Bills

The Reprint Bills dialog box now contains additional fields about the bills that
you can reprint. Select Bills; Reprint Bills to open the Reprint Bills dialog box.

For more information on reprinting bills, look up “reprinting bills” in the
Timeslips Help index.

B B =

(2 Reprint Bills

This dialog box allows you to print copies of past bills, Mote that the balances displayed on the list below do not necessarily reflect current dient accounts
receivable balances. Other bills, which may not be induded on this list, will also affect dient accounts receivable balances. Please dick the Help button for
additional information about these balances.

Selection... Al

View by

o 06

X | Inv No. Bil Date | Client / Type Pages | Cover | Mew Charges | Invoice Status | Invoice Balance
7] 6:12348 1/27/2013 | Adams 2 Yes 691.82 | Partially Paid 275.72 -
] iGi12447 2/27/2013 | Adams 2! Yes 2,50 Unpaid 250 ]
[C]iG:12653 3/27/2013 | Adams 2 Yes 1.86 Unpaid 186
] G:12841 4/27/2013 | Adams 2 Yes 781.87 Unpaid 781.87
[¥] |G:13027 11/27/2013 | Adams Splt (:13027) 3} Yes 1276.85 Unpaid 1276.85
[ 12349 1/27/2013 | Agawam 2 Yes 455.18 | Partially Paid 35.08
] iGi12448 2/27/2013 | Agawam 2 Yes 1,49 Unpaid 1,49
] iG:12654 3/27/2013 | Agawam 2 Yes 0.94 Unpaid 0.94
[[] ie:12842 4/27/2013 | Agawam 2 Yes 898,09 Unpaid 898,09
[C]i1:253 2/27/2013 | Alford 2 Yes NfA
[C]i1:398 3/27/2013 | Alford 21 Yes /A
] 6:12343 4/27/2013 | Alford 2% Yes 1036.62 | Partially Paid 612.52
[¥] iG:13028 11/27/2013 | Alford Cons (G:13028) 41 Yes 4068.94 Unpaid 4068.94
V] 6:13029 11/27/2013 | Alford.North Cons (G:13028) 4} Yes 530.45 Unpaid 530.45
[ iG:12350 1/27/2013 | Amesbury 2 Yes 811.35 ¢ Partially Paid 383.25
] G:12449 2/27/2013 | Amesbury 2% Yes 2.99 Unpaid 2.99
|l :12655 3/27/2013 Amesbury 2 Yes 2.29 Unpaid 2.29 |
Total page count for marked invoices 13 e Total invoice balance for marked invoices £5878.53
Total page count for listed invoices 2318 Total invoice balance for listed invaices £156283.44
S I .

This dialog box now contains the following:

1  The Type column indicates if the bill was part of a split billing arrangement or
a consolidated billing arrangement.

2 The Pages column shows the number of pages for the bill image.

3 The Cover column shows if the bill image includes a cover page.

4  You can see the total number of pages for selected bill images and for all bill

images.
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Help

Working with TimeCapture

TimeCapture has been updated with several enhancements.

For more information on TimeCapture, please see the Help system for

TimeCapture.
Starting TimeCapture
You can start TimeCapture using the TimeCapture shortcut in your Sage
Timeslips program group.
You can now also open TimeCapture from within Sage Timeslips (select
Special; TimeCapture).
Filtering the Time Entries List
When viewing the list of time entries, you can limit the list to show specific time
entries using a text filter.
I3 Sage TimeCapture - [Filters Applied] 9 EI'E'@
Created Caption » Duration E“E
v 2/24/2014 Client ABC <& 1:00:58 &
¥ 3/18/2014 ABC vs. Jon 0:15:18 K
2/24/2014 ABC vs. Smith.doc 0:22:31
2/24/2014 Really Important Letter.doc 0:09:12 ag
e v 3(11/2014 Statement of Accounts for ABC.doc 0:13:57
~  3/5/2014 ertries 0:18:40 =
3/5/2014 Address List.doc 0:03:16 3
3/11/2014 Bonus Letter.doc 0:10:53
3/5/2014 Office Memo.doc 0:04:31
Convert ta Slips...] ’ Filter... ] documents;abc Total 30:33:59
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Help

&

Help

When using filters:

1  You can click the Filter button at the bottom of the Time Entries List, enter
the filter, and click OK. The filter text will appear to the right of the Filter
button.

2 TimeCapture will refresh the Time Entries List to show only those entries that
include that text within the Caption, Group, or Windows title.

3 When afilter is applied to the list, the heading will change to include [Filters
Applied].

For more information on using filters, look up “filtering the time entry list”
in the TimeCapture Help index.

Editing Time Entries

There are now more ways to edit multiple entries:

You can move multiple entries to another group.

For example, suppose you want to move some entries from the
Microsoft Word group to the My Entries group. Open the Microsoft
Word group, click on an entry, and then hold Ctrl while clicking on
additional entries. After selecting the entries to move, drag the entries
and drop them onto the My Entries group.

You can merge multiple entries to create a new entry.

For example, suppose you want to merge all entries within the
Microsoft Word group into a new entry. You can right click on that
group and choose Merge Entries.

TimeCapture will open a new entry adding all the time from the
original entries. Any notes from those entries will be merged into the
new entry. When you click OK to save the new entry, the original
entries will be removed.

For more information on editing entries, look up “editing time entries” in the
TimeCapture Help index.
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Using Rules
When creating an Ignore rule, you can now name the rule at creation time.
For example, if you want to ignore time spent in Google Chrome, you can right

click on a Google Chrome entry and choose Ignore > This Application.
TimeCapture will then prompt you to enter a name for the new rule.

Ignore Entry

This entry will be deleted and a rule will be created so that this application will no
longer be tracked. Do you want to continue?

Here you can supply a custom rule name or leave it as the default "Ignore Rule”,

Rule name | TERETEAI

If multiple workstations using TimeCapture will be using the same set of rules,
you can now export rules for those other workstations.

Rules

Rule Name

Ignore Google Chrome

Ignore Webcam

Br B X B, 5

Description:
If the title contains "ABC™ then put itin a group named "Client ABC".

From the Rules list you can:

1  You can click Export [ to export all rules to file. Enter a file name, select a
location, and click Save to save the rules file.

You can then send the file to other timekeepers, using a shared drive, a
thumb drive, or email.

2 You can click Import & to import all rules from a file.

@ For more information on maintaining rules, look up “setting up rules” in the
Help  TimeCapture Help index.
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Converting TimeCapture Entries

In the previous version of TimeCapture, when you were ready to convert
entries, you viewed all entries that were ready for conversion and then marked
the entries you wanted to send.

Now, you choose any single entry that is ready for conversion.

I Sage TimeCapture - [Filters Applied] =] @ |
Created Caption » Duration E“}
- 2/24/2014 Client ABC 7 enfres 0:51:46 =
VTP TI | JlABC vs. Jones.doc i e X
2/24/2014 ABC vs. Smith.doc | U New s
¥ 3/11/2014 Statement of Acco@ Open s ag
> 2/24/2014 General Documents 2 7% Delete Del —
3/11/2014 Bonus Letter.doc =
2/24/2014 Really Important Lg Ignore » €]
0 Create Slip
’ Convert ta Slips... ] ’ Filter... ] document:abc Total 15:60:41

To convert a single time entry:

1 Right click on the entry that you want to send to Sage Timeslips. The entry
must have a green check mark next to it, indicating that you have assigned
names to the entry and it is ready for conversion.

2 Choose Create Slip.

3 TimeCapture will verify that you want to convert the entry. Click Yes to send
the entry to Sage Timeslips.

@ For more information on converting entries, look up “converting time entries

into time slips” in the TimeCapture Help index.
Help
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Working with Speech Recognition

Mark Enable Spoken
commands on the
Menu and Commands

page.

Sage Timeslips can now use Windows Speech Recognition to implement
narration, navigation, and voice commands through a microphone.

Setting up preferences

To enable Windows Speech Recognition for use with Sage Timeslips, select
Setup; Preferences, switch to the Menu and Commands page, and mark Enable
Spoken commands.

1D Personal Preferences [C:\Program Files (x86)\Timeslips 2015%2015.prf] @
Interface
Interface: Menu and Commands

Startup and Exit

Navigation Rules Main Window

Menu and Commands » Show the main window toolbar

RiEEEE Display offers and product messages

Navigators

Procedures Menu Commands

Slips J

When selecting commands from the main menu to view information, you can open windows in
Options either list mode, entry mode, or both, Customize each option below. Please note that
automated procedures and navigators will also follow these settings.

Slip List
Slip Entry All name information
New 5lip Rules .
Transactions J
New Transaction Rules A/R transactions
Billing J Funds transactions
Biling Assistant Options
Biling Assistant Buttons Speech Commands
Client Enable Spoken commands

Spelling/G J /
Other J

[ et | [ sovess. |[metive.. | [ ok |[ cancdl [ heb

Taking the Speech Recognition tutorial

If you have not used Windows Speech Recognition yet on your workstation,
marking Enable Spoken commands will start the Speech Recognition tutorial.

You must take this tutorial to use Windows Speech Recognition:
+ it will help you set up speech settings on your workstation

+ it will teach you the features and commands of the speech recognition
system

+ it will help the speech recognition system to identify how you speak

As you continue to use speech recognition, the system will continue to improve.
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From the Speech
Recognition control

panel, you can start the

46

Speech Recognition
tutorial.

If the tutorial does not start automatically, you can access it through the Control
Panel. For example, on Windows 7 you can select Start; Control Panel and then
choose Speech Recognition.

@Uv‘ﬂ} + Control Panel + All Control Panel ltems » Speech Recognition ~ [ 42 ][ 52

Control Panel HoSgy Configure your Speech Recognition experience
Advanced speech options iUl Start Speech Recagnition
Text to Speech % Start using your voice to control your computer.

Set up microphene
3!

.. — Setupyour computerto work properly with Speech Recognition.

Take Speech Tutorial

@ Learn to use your computer with speech. Leam basic commands and dictation.

2 Train your computer to better understand you
Read text to your computer to improve your computer's ability to understand your voice. Doing this
isn't necessary, but can help improve dictation accuracy.
Geamis 7 Open the Speech Reference Card
Face of Access View and print a list of commen commands to keep with you so you always know what to say.

Audio Devices

Using speech commands

Sage Timeslips provides a set of commands that can help you create new entries
and save them. These commands are: new slip, new time slip, new expense slip,
new client, new task, new expense, save record, slip list.

For example, saying "new time slip" will start the process of creating a slip.

Navigating through the interface

As you create entries in Sage Timeslips, you can say equivalent commands for
key presses to move through the interface. For example, you can say "tab" to
press the Tab key, which will move you to the next field.

Narrating descriptions

As you enter slips and transactions, you can narrate description text. Windows
Speech Recognition provides additional commands that may help you find and
edit text. Please refer to the Help provided with Windows for these commands.

For example, in Windows 7, the Speech Recognition control panel provides a
command to Open the Speech Reference Card.
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Working with Text Search

The Text Search dialog box has been redesigned.

‘@msﬁrch E=mE=
? Search for whitley
(2] )
Clients Timekeepers Slips A[R Trans Funds
Names Custom Fields MNames Description Description Description
Addresses Messages Tnitials Extra Check number Chedk number
Phane numbers Motes Email addresses Motes
Email addresses References Custom Fields
In Reference To Email messages from timekeepers
All
Options = ]
[T all words must match Order of words must match [C]Partial word match
Entre phrase must match [ sounds like (Soundx)
eResulm: 3 matches
Area Field Client 7 Timekeeper Trans ID Date
slip Description _ABC 5. Santos ] 6/12/2014
Slip i Description {ABC iD. Brickley 25 2{16/2015
slip i Description {ABC iD. Brickley 2 ; 2/17/2015

9 o Current selection’s context

Preparation of review of Patent License Agreements from Mr. Whitley at ABC ta Tim
Foberts; modifications for excluzsive and non-exclusive provisions; termination and default
pravision and warious other material provisions.

1  Enter the terms to find.

2 The search scope fields are now grouped, making it easier to choose the areas
you want. Additional fields are now searchable, such as client email address,
timekeeper email addresses, and transaction check numbers. You can click
the Scope heading to hide this section.

3 You can choose additional search options or click the Options heading to
hide this section.

4 Search results are now sortable. Click on any column heading to sort the list.
Click on any result to see the context below.

5 Use the Previous and Next buttons if multiple matches are found on the
same record. Click Go To to drill down to the current match. Click Print to
print a listing of all matches.
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New Features in Sage Timeslips 2014
This chapter details the new features added in Sage Timeslips 2014.

@ For a comprehensive list of all changes to Sage Timeslips, select Help; What’s
New. This topic discusses new features and changes for each past version.

Help
How to find more information about each feature
Throughout this guide, we provide index keywords that direct you to
comprehensive information available within the online Help.
To find the additional Help information:
1 Within Sage Timeslips 2014, select Help; Online User’s Guide.
2 Switch to the Index tab of the Sage Timeslips Help dialog box.
3 Enter the index keyword. For example, to find more information about
designing reports, look up designing layouts and choose reports.
Switch to the ®? Timeslips Halp
& .
Index tab. K 'ﬂl Bach % nr.:f... ng G;x@av
5“"“:&'-':1;1:’::; Designing Reports -
e i ryerd b
) Enter the T [evons B {iesiring Firports
index keyword. :
desigring byoers ~
1 e T srpuortss b
bl Lt fox ke foams: Muli them. For example, your Ilmnmws:mmiumwr!wl
reders bo matich company stalionery or you mery wand fo charge he
stabement Lyouts font used o chapiany totals.
desgrrg iepoils
detadirg evperae tips on blls NNER Pievkar NOMR BG40 CAN AELN CUSIOMETR fepoea in aevernl
MUMWWUIWH s llhr{wnyQ 'NQMN‘FQWPQI;HPMMIM'! 0 sninct
m::::hxulaﬁbla and chiargiog Lhe & .-mdulud 1 i iz\llmd B
detaily of work. 1 o w1 Rsgor]s Tor mone inlo
Dial the Phone dialug b
‘Cpening a repart kaout 1o edit
#ﬁ?ﬂ;ﬂ?}lww m::ammxwwwmwaesmmmwmmm
ot bk sections B Horw L guee 3 repurt lavend 1o sl
ey P e
iabh:feem Edfing repor sections
Dipccurts pags [biling astistant] Wou Can use the Desian Daas o The Prnt Preview desicg box it
feplayng tels nnzranen report sections, The menu commands and tocloars avalable onthe
deplaing seports onpcen Mesdgn pae offer mamy wive 10 ol anch report section
s o Bachreport s congoed of oy Lzt szl
zlglb:nfﬂhﬂ"‘ 4 B see myndaiie Fepom 5601004 10 review S6CH0NS Yo Can &0t
ClICk Display \» T ::u r_v\lﬂr::::::ﬂgwx'mﬂmmrhm anrtiona

4 Click Display to display the Help topic.
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Working with Slips

The following enhancements affect Time and Expense Slip List (select Slips;
Time and Expense Slips) and Slip Entry.

New Slip List Filter

The Time and Expense Slip List (select Slips; Time and Expense Slips) can now
include a new filter at the top that allows you to show the last X slips entered.

Choose the number of

slips to show on the
Time and Expense Slip | ' Timeand Expense Sip List \ =S8 e
List = g
View By []show only the last 50 ~ slips entered. EI.}
Selection... | | Al S
Both 4'%
L=
Date / Timekeeper Activity Time | Qty Value

D Client Reference Rate | Price Biling status x

4/13/2015 {D. Brickley iCourt fees 1000 200,00 »
42 iEastern iEastern v. FHA 200.00 Billable EE

This can speed up performance in large databases by showing only new slips,
like slips from the past few months.

@ For more information on this filter, look up “slip list” in the Sage Timeslips

Help index.
Help
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Show/Hide Slip List Fields

You can now control whether several areas on the Time and Expense Slip List are
displayed or not.

This includes the new Show only the last filter at the top of the list; the Description
preview and Slip Totals at the bottom of the list; and you can now show or hide
the total number of slips displayed. You can also choose where the toolbar
displays.

From the Time and Expense Slip List, click and switch to the Hide and Show
Areas page to access these new options.

List Appearance Options @

| Field Selection | Calors and Appearance | Hide and Show Areas

Unmark the areas that ——L | use these settings to control the appearance of other items on the Time and Expense Slip List.
you want to hide \Unmark an option to hide the assodated item.

Show Limiting option

Dock toolbar to the | Right hd

Show Description

Show Totals
Show Record Count in Totals

o ) oo | [ ren ]

@ For more information on this hiding slip list fields, look up “slip list fields” in

the Sage Timeslips Help index.
Help
You can now change the fields displayed on the Time and Expense Slip List using

Field Themes.
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From the Time and Expense Slip List, click [#] and choose Field Selection to

access themes.

List Appearance Options

Field Selection | Colors and Appearance I Hide and Show Areas

Choose a theme from

. ; A
the list and click Apply. Field Themes  |Common

Use the fields below to customize the appearance of the slip list or transaction list. To show one
row per record, incude fields in only the First row.

~| [eoly |
Available fields First row
<6l NED =
Adjustment i E] Timekeeper E]
Bill stage indicator Activity
Billed Date E] Bill stage | Timer indicator
Billed Irv. Approval status indicator (disabled)
Billed Value Time | Qty
DME time Value
End Date
Exported indicator L
Extra 3
Has Attachment Second row {optional)
Markup
Price ] _ -
Profitability E] g n?cgt E]
Quantity eference
Rate E] Bookmark indicator
Rate level | Motes indicator
Rate Source Rate | Price
Rate type Billing status
Recurring indicator
Slip hold indicator -
You can add or remove — — ” — ” =
ancel Help

fields on the slip list

individually.

Choose a theme from the list and click Apply, or choose to show or hide specific
slip fields to customize the list yourself.

@ For more information on this hiding slip list fields, look up “slip list fields” in
the Sage Timeslips Help index.

Help
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New Slip List Preferences
New preferences have been added that affect the Time and Expense Slip List:

From the Time and Expense Slip List, click &= and choose the Slips: Slip List page
to access these new options.

Slips: Slip List

When opening the slip list
() Select the first slip in the list
@ Select the last slip in the list
o (71 Remember the last selected slip
"] remember the selected tab

If security is set that does not allow you to view slips of other timekeepers then
e (@ Show "Hidden due to security label” for each slip that you cannot see

() Hide any slips that you cannot view
e Automatically update the slip list when generating bills or editing slips.

1 You can now control which slip tab and slip are selected when opening the
list.

2 When using security to hide slips of other timekeepers, you can automatically
hide those slips from the list.

3 When generating bills or editing slips using the time sheet, the list can update
automatically with changes.

@ For more information on preferences, look up “personal preferences dialog

box” in the Sage Timeslips Help index.
Help

New Preference to Control Pasted Text

When pasting text from other applications (such as Microsoft Word), you can
now control whether the text stays as rich text (with bolding, italics, etc.) or as
plain text.

From the Time and Expense Slip List, click 2= and choose the Slips: Options page
to access this new option.

Paste descriptions as plain text

@ For more information on preferences, look up “personal preferences dialog

box” in the Sage Timeslips Help index.
Help
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New Preferences for Creating Slips
New preferences have been added that help slip creation:

From the Time and Expense Slip List, click i= and choose the Slips: New Slip
Rules page to access these new options.

Slips: New Slip Rules
Default Values
o [T Create new slips for the logged in Timekeeper

e Pull data from open dialogs when creating new slips

1 New slips can automatically select the logged in timekeeper.

2 New slips can pull in data from other open windows. For example, if the
Client List is open and client ABC is highlighted, when you create a new slip,
client ABC can automatically be selected.

@ For more information on preferences, look up “personal preferences dialog

box” in the Sage Timeslips Help index.
Help
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Working with TAL Pro

The following enhancements affect the TAL Pro link for Sage 50 and
QuickBooks. You can access TAL Pro features from the Accounting menu.

New Connection Settings
New settings help you maintain database connections in TAL Pro.

Select Accounting; Set Up Accounting Link and then switch to the Connection
Settings page to access these options.

Connection: Settings

Database
Database

| =

Style

Connecting on startup will leave the data connection open the entire time Sage Timeslips is
open. Connect when needed will open and dose the data connection as needed.

o @ Connect at startup

@

Help

() Connect when needed

Workstation

If you do not have your accounting package installed on this workstation, you can shut off the
QuickBooks link for this workstation without affecting the database. This is the same setting that
can be found within the Performance Settings dialog box.

Enable accounting link on this workstation

1 You can connect to your accounting package as needed

2  You can disable the TAL Pro link if some workstations do not have the
accounting package installed.

For more information on setting up TAL Pro, look up “setting up tal pro” in
the Sage Timeslips Help index.

You can also connect/disconnect manually at any time. There is a new link at the
bottom of the Timeslips window that shows the current connection status that

you can click to connect/disconnect and there is a new Accounting; Connection
Status command.
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Simplified Assignment of Accounts

TAL Pro offers improvements when you assign accounts to account categories.
Select Accounting; Link Accounts to assign accounts.

(D QuickBooks Account Links =HAc X
=
All required accounts have been assigned. o Show account type &
Sage Timeslips Accounts e [ Hide assigned accounts QuickBooks Accounts e Show lowest subaccount anly
S MeNumber 7 | Type Name
ok Charges 800y 1010 Bank Checking - General CB&T s
ap Write-ups 4900 1020 Bank Checking - Trust CB&T
op Write-downs 8000 1100 Accounts Receivable | Accounts Receivable
op Tax Payable 25500 12100 Other Current Asset | Inventory Asset
op Tax Receivable 2400 1250 Other Current Asset  ; Overpayments and Unapplied Cash =
op Accounts Receivable 1100 1300 Other Current Asset | Advanced Client Hard Costs
Suspense 1250 1310 Other Current Asset Client Disburse, Recoverable
op Credit 5215 1330 Other Current Asset Lexis/Westiaw
Allowances and Discounts 8000 1340 Other Current Asset Fiing Fees
Write OFF 8000 1350 Other Current Asset Court Reporters
Increase Invoice Details 4400 1360 Other Current Asset Mediators/Arbitrator Services
Decrease Invoice Details 8000 1437 Other Current Asset  ; Cash Escrow In
Interest 7000 1438 Other Current Asset | Cash Escrow Out
Refund Payable 2020 1489 Other Current Asset | Cash Suntrust Escrow Out
o Cash Escrow In 1487 1499 Other Current Asset  Undeposited Funds.
op Cash Escrow Qut 1488 1500 Fixed Asset Furniture and Fixtures
Bark Account from Funds 1020 1520 Fixed Asset Machinery & Equipment
dp Client Escrow 2020 1600 Fixed Asset Accum Depr - Furniture & Fixt
Progress Biling Offset Unassigned 1620 Fixed Asset Accum Depre - Machinerv & Equio ™/
View more details about accounts
s | @) Co ] s J [ ]

You can set Show account type to All to see all available accounts. The type
of each account is now included in the list.

You can mark Hide assigned accounts to filter the account categories to show
only those that are not yet set up. The number of required accounts not yet
set up is also listed at the top of the dialog box.

You can mark Show lowest subaccount only to filter the available accounts to
show only the lowest subaccount (QuickBooks only).

You can now click column headings to sort the account list by account

number, type, or name. This makes it easier to find the account you want.

5 A new Clear All button lets you clear all account links at once.

&

Help

For more information on assigning account numbers, look up “assigning
account numbers” in the Sage Timeslips Help index.
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Help

Help

(2]

New Account Categories

TAL Pro provides new account categories for more detailed transfers to your
general ledger:

+ The Cash Escrow account category is now split into Cash Escrow In
and Cash Escrow Out.

+  Credits can have sub account categories to split Fees and Costs.
+ There is a new Refund Payable account category.

+ The is a new Bank Account from Funds category for checks
(QuickBooks only)

You can use these new account categories when setting up account links (select
Accounting; Link Accounts).

For more information on how these accounts are used, look up “how tal pro
posts to your general ledger” in the Sage Timeslips Help index.

New Options Enhance the Posting Process

New options have been added to the Set Up Accounting Link dialog box that
improve the posting process.

For more information on any of the following options, look up “setting up tal
pro” in the Sage Timeslips Help index.

The following options are located on the Transfer: Method/Style page. Select
Accounting; Set Up Accounting Link and switch to the Method/Style page.

Transfer: Method/Style
Method
Specify the accounting method {cash or accrual) that Sage Timeslips will use to generate entries

for QuickBooks. Your selection will need to match the method already selected in your General
Ledger. If you are unsure which methed to use, please consult your accountant.

() Cash

@ Accrual
Style
Transfer invoices as @ Detail () Summary
Transfer other transactions as (@ Detail () Summary

WIP
[ Transfer unbilled time slips as Wark In Progress (WIF)
[ Transfer unbilled expense slips as Work In Progress (WIF)

Deta @) Summary



©
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1 You can now transfer invoices and other transactions in Summary style, so
only one entry for each account is posted.

2 You can now transfer time and expense work in process (WIP) entries to the
general ledger.

The following options are located on the Transfer: Options page. Select
Accounting; Set Up Accounting Link and switch to the Transfer: Options page.

Transfer: Options

Options

When suspense (such as overpayments) is transferred
() Post using the original payment date
(@ Post using the date of the transfer

When a payment date is earlier than the invoice it is paying off
(@ Post the payment using the date of the original payment
() Post the payment using the date of the invoice

Withdrawals, Refunds, and Transfer to Funds post as
() General Journal Entries
@ Checks

Payment From Account

Transfer Payments From Account as checks
Sage Timeslips will look for & vendor in QuickBooks
Payee  Time & Cents with this name. If it cannot be found, Sage Timeslips
will attempt to add the name automatically.

() Write separate checks for each PFA in a posting
(@) Write one check for all PFA in a posting

Biling
Prompt for transfer after generating bills,
Prompt for transfer after undoing bills,

1 You can post Withdrawals, Refunds, and Transfer to Funds as checks or
general journal entries. (QuickBooks only)

2 You can post Payments from Account as checks and also choose if each
payment will be a separate check. (QuickBooks only)

3 When posting overpayments, you can now select the date used for posting
the associated entries.

4 When posting payment that are earlier than the invoices they're paying, you
can now select the date used for posting the associated entries.

5 When approving a bill or undoing a bill, TAL Pro can prompt you to post
transactions.
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When using the accrual method of accounting, you can override how taxes are
posted. Select Accounting; Set Up Accounting Link and switch to the Transfer:
Options page.

Taxes

Use Tax Rate Rule override settings for Accrual accounting

When overriding tax settings, two new options appear in the Tax Rate Rules
dialog box. Select Setup; Taxes, switch to the Tax Rate Rules page and open a
rule.

[ Transter tax when billed instead of when paid with Accual accounting [G5T)

[ Do ot transfer from Tax Receivables to Tax Payables with Accrual accounting

@ For more information on tax rate rules, look up “Tax Rate Rules dialog box”
in the Sage Timeslips Help index.
Help
The following options are located on the Transfer: Entries page. Select

Accounting; Set Up Accounting Link and switch to the Transfer: Entries page.

() Set Up Accounting Link @
Connection -
' Transfer: Entries

Settings
Transfer Detail Entries

Method/Style Mext journal number 127 =

Options

i Journal Prefix TS-

Accounts Taxes

Entries » Reverse Journal Prefix TSR~

Closed Periods

Mema comes from Transaction description -

Linked Names

Data Summary and WIP Entries

Options

When posting as Summary or WIP, many transactions are combined into one journal entry. You

Other can customize the journal number and memo. Sage Timeslips will find the QuickBooks Customer
with the name entered in the QuickBocks Customer field, If the name does not exist, Sage
Timeslips will attempt to create that QuickBooks Customer automatically.

9 Journal Number TOTAL
Reverse Journal Number TOTAL

Log File

QuickBooks Customer Timeslips
Memo TAL Posting
View Training Video [ oK ] I Cancel I I Help J

1 You can customize the journal number prefixes for entries posted from bills
and entries reversed from bills that were undone.

2 You can customize the customer, memo, and journal number for summary
entries and WIP entries.
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The following options are located on the Transfer: Closed Periods page. Select
Accounting; Set Up Accounting Link and switch to the Transfer: Closed Periods

page.

Transfer: Closed Periods
Settings

If there are dosed periods in QuickBooks, you can assign the earliest date accepted by
QuickBooks, You can also choose what to do with any entries that fall before the earliest date,

o Earliest date acceptable to G 7/1/2013
When an entry falls before the minimum date accepted:
9 () Allow the entry to show as an error
(@ Use the date of the posting (today)

() Use this date

1 You can now set the earliest acceptable date for entries that you are posting.

2 You can also set date used if entries are earlier that the acceptable date.
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Improved Posting Process

The process of posting journal entries to the general ledger includes several
enhancements.

@ For more information on posting to the general ledger, look up “posting to the
general ledger using TAL Pro” in the Sage Timeslips Help index.

Help
You can now post entries at any time, not just after billing. Select Accounting;
Transfer to G/L to begin the posting process.
1 On the Transfer to G/L dialog box, use the transaction type filters to choose
the entries that will be posted by transaction type.
2 Use the Selection button to also filter entries by transaction date and client.
[ Transfer to QuickBooks G/L ]
Indude these transaction types Sort by
o Payment Payment From Account (@) Client Nickname 1
Credit Payment To Account () Client Nickname 2
Write OFf Deposit () Transaction Date
Refund Withdrawal
Invoice
Reverse Payment
Transfer
Transfer To Funds
Discount

Special Credit
Increase Invoice Details
Decrease Invoice Details

o] (o

62



New Features in Sage Timeslips 2014 3
Working with TAL Pro

After clicking OK on the Transfer to G/L dialog box, the G/L Entries Ready to Post
dialog box opens.

@ G/L Entries Ready to Post ===
The follwensacﬁuns can be posted to your general ledger, Use the buttons below to print a listing of these transactions or export the transactions
to the ger! dger.

 GIL Entries || )L Account Totals | Summary |
Post | ID | Type |TransDate | Client | TAL Account | /L Account | Invoice #| Debit|  Credit |
| Journal # /| | Post Date | Trans Desc | | /L Account Name | Check # |
#Kelleher, Brian &Lai Cash 1459 INT 1111.00 -
PAYMENT - THANK Y{ Undeposited Funds. |
4/12/2013 | *Kelleher, Brian & Lai Suspense 1250 INT 1111.00
5/21/2013 [PAYMENT - THAMK Y1 Overpayments and Unappli
o a0 PAY (4/12/2013 !*Kelleher, Brian &Lai Cash 1499 INT 31.00
TS-128 5/21/2013 | PAYMENT - THANK Y Undeposited Funds
o a8 PAY 14/12/2013 | *Kelleher, Brian &Laé Suspense 1250 INT 31.00
T5-128 5/21/2013 | PAYMENT - THANK ¥ Overpayments and Unappl
o 414 PAY :4/15/2013  *Kelleher, Brian & La¢ Cash 1433 INT 100,00
T5-129 5/21/2013 Payment from Client Undeposited Funds
J 414 PAY :4/15/2013 | *Kelleher, Brian & Lat Suspense 1250 INT 100.00
T5-129 5/21/2013  {Payment from Client Overpayments and Unappl
o 433 PAY i5/3/2013 AutopayMeNow iCash 1499 G:10124 100.00
TS-130 532013 {PAYMENT - THAMK Y Undeposited Funds
o 1433 PAY [5/3/2013 !Autopay MeNow !Accounts Receivable |1100 G:10124 100.00
TS-130 5/3/2013 PAYMENT - THANK Y Accounts Receivable
o 435 paY 5/3/2013  AutopayMeNow Cash 1499 G:10124 400,00
T5-131 5/3/2013  Payment from Client Undeposited Funds
o 435 PAY :5/3/2013 Autopay Me Now Accounts Receivable (1100 G:10124 400,00 T
0 Total 5513.83 5513.83

© [ rotwoues |[ cow

1 The G/L Entries Ready to Post dialog box allows you to see the entries that will
post to your general ledger before posting them. This allows you to see and
fix errors before transferring them.

2 The G/L Entries Ready to Post dialog box separates information into three
tabs, so you can see: the detailed entries, totals of each account that will be
updated, and a summary of the entries that will be posted.

3 You can print a listing of entries directly from the G/L Entries Ready to Post
dialog box.

4 Click Post to post transactions to the general ledger.
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Reviewing Past Postings

TAL Pro now offers the ability to review past transfers. You can select
Accounting; View Past Transfers to view them.

@ For more information on reviewing past postings, look up “posting to the
general ledger using TAL Pro” in the Sage Timeslips Help index.

Help
The Transfer Registers dialog box shows each posting to your general ledger.
(D) Transfer Registers =RACIHL X

Select which transfers you would like to review. Once you view details of these transfers you will be able to print or reverse the

entries.

0 Date # Timekeeper Initiated | Method Payments |Invoices | WIP Amount

| W 02/13/2013 4:25:13PM ___ SamOld______Bils ____ Acoual __ Details __ Detais __ Detals __ __13225.00 Ji8
(7] i02/13/2013 4:25:50 PM Sam Old Reverse Accrual nfa nja nfa 13225.00 [
[] i02/13/2013 4:31:44PM Sam Old Bills Accrual Details Details Details 13225.00 ‘
(7] i02/13/2013 4:32:10 PM Sam Old Undo Bille  : Accrual nfa nja nfa 13325.00 [
("] in2/19/2013 3:18:03 PM Sam Old Manual Accrual Details Details Details 455,560
(7] i02/19/2013 3:21:41PM Sam Old Reverse  iAccrual nfa nja nfa 177.00
("] in2/19/2013 3:24:20 PM Sam Old Manual Accrual Details Details Details 177.00
[C] i02/19/2013 3:29:28 PM Sam Old Bills Accrual Details Details Details 79424.95
("] in2/27/2013 2:50:10 PM Sam Old Manual Accrual Details Detailz Details 574.23
[C] i02/27/2013 2:52:08 PM Sam Old Reverse Accrual nfa nja nfa 574.23
("] i02/27/2013 3:27:54 PM Sam Old Manual Accrual Details Details Details 629,23
(7] i02/28/2013 4:12:24 PM Sam Old Manual Accrual Details Details Details 62.90
("] 02282013 4:15:40 PM Sam Old Manual Accrual Details Details Details 22.00
(7] i02/28/2013 4:23:02 PM Sam Old Manual Accrual Detailz Detailz Details 24.00
[] in2/28/2013 4:25:31PM Sam Old Manual Accrual Details Details Details 26,00
(7] i02/28/2013 4:30:47 PM Sam Qld Manual Accrual Details Details Details 2470.00
("] in2/28/2013 4:31:52 PM Sam Old Manual Accrual Details Details Details 26.00
(7] i02/28/2013 4:35:57 PM Sam Old Manual Accrual Details Details Details 2200 ~

Selected Total 0.00
e View Details

1 You can choose one or more postings to review.

2 Click View Details to open the Previous G/L Transfers dialog box where you
can review and print entries from those postings.
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(3 Previous G/L Transfers

= | B [

reversed.

G/l Entries | G/L Account Totals I Summary

You can select which G/L Entries to reverse. If you select a G/L entry for a specfic transaction, all other G/L Entries for that transaction will also be

| 1D | Type |TransDate |Client # | TAL Account | GL Account | Invoice #| Debit| Credit |
| Journal # | | Post Date | Trans Desc | | G/L Account Name | Chedk # | | |
44 PAY (5/13/2013 i®A Cash 1493 INT 322.00 -
T5-125 5/13/2013 PAYMENT - THANK Undeposited Funds F
444 PAY (5/13/2013 A Cash 1499 G:10128 1100
T5-124 5/13/2013 PAYMENT - THANK Y Undeposited Funds
434 PAY i5/13/2013 (%A Accounts Receivable 1100 G:10128 11.00
TS-124 5/13/2013  :PAYMENT - THANK Accounts Receivable
5/13/2013 *A Suspense 1250
5/13/2013  PAYMENT - THANK Yt Overpayments and Unappli
445 INV - {5/13/2013 [*A Accounts Receivable | 1100 G:10128 11.00
T5-126 5/13f2013 | INVOICE No. 10128 Accounts Receivable
445 NV 15132013 A Charges: Fees 4010 G:10128 11.00
TS-126 5/13/2013 :INVOICE No. 10128 Legal Fee Income
441 PAY :5/6/2013 Claire Another Pay :Cash 1499 INT 99.00
TS-122 5/6/2013  iPAYMENT - THANK Undeposited Funds L
441 PAY (5/6/2013 Claire Another Pay i Suspense 1250 INT 93.00
T5-122 5/6/2013  IPAYMENT - THANK Y/ Overpayments and Unappli
436 PAY (5/6/2013 ClareExample1 iCash 1499 INT 100.00
TS-121 5/6/2013  {PAYMENT - THANK Undeposited Funds
436 PAY (5/6/2013 iClaire Example 1  iSuspense 1250 INT 100,00 ~
Total 654.00 654.00

l Print {R.Everse in QuickBooks Close

From the Previous G/L Transfers dialog box, you can:

1 print a listing of entries previously posted.

2 choose specific entries to reverse

3 click Reverse to post reversing entries to your general ledger
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Mark the types of names

New Options to Help with Name Synchronization

New options have been added to the Set Up Accounting Link dialog box that
make name synchronization easier to maintain.

Select Accounting; Set Up Accounting Link and then switch to the Linked
Names: Data page to access these options.

Linked Names: Data
Data to synchronize

[¥] sage Timeslips Clients with QuickBooks Customers

and the f|e|ds for each Address Lines 1-2, City, State, and Zip
name to synchronize with [] Country to QuickBooks Country/Region
your accounting package. Phone to QuickBocks Phone
Fax to QuickBooks Fax

66

Home to QuickBooks Alt. Phone
E-Mail Address

Sage Timeslips Timekeepers with QuickBooks Emplayee
E-Mail Address

Select Accounting; Set Up Accounting Link and then switch to the Linked
Names: Options page to access these options.

Rules
o When the Sage Timeslips name and the QuickBooks name both change

@ Copy data from Sage Timeslips to QuickBooks
() Copy data from QuickBooks to Sage Timeslips

e [ when you dear data from a field, also dear the field for the linked name.

1 When data changes for the same name in both Sage Timeslips and in your
accounting package, you can indicate which change is used.

2 When you blank out a field, you can indicate if the blank value can overwrite
a field that contains data.

@ For more information on setting up TAL Pro, look up “setting up tal pro” in
the Sage Timeslips Help index.
Help
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Improved Linking of Names

TAL Pro offers improvements when you manually link Sage Timeslips names to
names in your accounting package.

To link names, select Accounting; Manage Name Links and choose a name type.

# Linked Sage Timeslips Clients and QuickBaoks Customers

g =

Inlinked Clients and Customer

o Ur\ass\ined Saia T\mesliis Clignks

Ignore

2]

| fidd o QuickBocks |

Unassigned QuickBooks Customers
Gloucestsr D ment
Sam's Flower Shop

Add to Timeslips |

©

—

Link

o Iinured Saie T\meshis Clients linured iulckBuuks Customers

Clear Ignare

Clear Ignore:

‘ ’—Ur\ked Clignts and Customer:

o Sags Timeslips Clients #

Adam's Candy Shop

Andres, Cristina

Atlantic

Balak, Mike

Balak, Miks.330 Main 5t

Balak, Mike.Residential

Bishop

Blackwell, Edward

Chapman, Natalie

Cheknis, Benjamin

Corcoran, Carol

Crenshaw, Bob

Crider, Craig

DJ's Computers

Eastern

Ecker Design

Golliday Sporting Goods
Golliday Sporting Goods. 155 Wi
Golliday Sparting Goods. 75 Sun
Gregory, Dru

Heldt, Bob

Hermann, Jennifer

Hermann, Jennifer. Residential
Hughes, David

Jastrine Park

Jim's Family Store

wickBiooks Cuskamers

Adam's Candy Shop

Andres, Cristina

Atlantic

Balak, Mike

Balak, Miks: 330 Main 5t

Balak, Mike: Residential

Bishop

Blackwell, Edward

Chapman, Matalie

Cheknis, Benjamin

Corcoran, Carcl

Crenshaw, Bob

Crider, Craig

DTs Computers

Eastern

Ecker Design

Goliday Sporting Goods
Golliday Sporting Goods:155 Wil
Golliday Sparting Goods:75 Sun:
Gregary, Dru

Heldt, Bob

Hermann, Jennifer

Hermann, Jennifer:Residential P
Hughes, David

Jasmine Park

Jn's Family Store

Clear Link

o

| _cern @)

s Yo

=]

Cancel | Help

1 The list of linked names is now separate from unlinked names and ignored
names, making it easier to find names that you want to link.

2 When viewing unlinked timekeepers (QuickBooks only) or clients, you can
now add the name to your accounting package with a click of a button.

3 When viewing unlinked employees (QuickBooks only) or customers, you can
now add the name to Sage Timeslips with a click of a button.

4  You can now click column headings to sort the linked names. This makes it
easier to find the names you want.

5 A new Refresh button lets you see new names entered in your accounting

package. A new Clear All button lets you clear all account links at once.

@

Help

For more information on name links, look up “setting up name
synchronization in tal pro” in the Sage Timeslips Help index.
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Enhancements to Slip Creation

TAL Pro offers improvements when you create slips from accounting
transactions.

You can select Accounting; Create Slips to start this process.

() QuickBooks Checks and Vendor Bills o =]
Selection =
Start Héhmzms E] EndDate 5/31/2013 [i]@ =
Available | completed | Ignored 9
Date / Type MNum Payee Expenses Items Valug
03/01/2013  iVendor Check My Company 100.00 0.00 100.00 =~
03/01/2013  Vendor Check My Company 50,00 0.00 50,00
03f01/2013 | Vendor Check My Company 66.66 0.00 66.66
04/03f2013  iVendor Check Amica 614.01 0.00 614.01
04/11/2013 | Vendor Check My Company 99,98 0.00 99,98
04/15/2013 | Customer Check Kelleher, Brian & Laura 51.00 0.00 51.00
04/15/2013 i Customer Check Kelleher, Brian & Laura 57.00 0.00 57.00
04/15f2013 | Customer Check Kelleher, Brian & Laura 57.00 0.00 57.00
04/15/2013 | Customer Check Kelleher, Brian & Laura 51.00 0.00 51.00
04/15f2013  iVendor Check Time & Cents 4.00 0.00 4.00
04/15/2013 | Customer Check Kelleher, Brian & Laura 51.00 0.00 51.00
04/15/2013 | Vendor Check My Company 52.00 0.00 52.00
04/15f2013 | Customer Check Kelleher, Brian & Laura 51.00 0.00 51.00
04/15/2013 ! Customer Check Kelleher, Brian & Laura 51.00 0.00 51.00
04/15/2013 | Customer Check Kelleher, Brian & Laura 53.00 0.00 53.00
04/15/2013 i Customer Check Kelleher, Brian & Laura 57.00 0.00 57.00
04/15/2013 | Customer Check Kelleher, Brian & Laura 111.00 0.00 111.00
04/29/2013  Vendor Check Time & Cents 1075.00 0.00 1075.00
05/06/2013 i Customer Check Barsky, Barbara 5000.00 0.00 5000.00 -
(2] O o [ @

The transaction list separates transactions available for slips, from ignored
transactions and completed transactions, making it easy to review the status
of any accounting transactions.

You can filter the transaction list by date. You can click the Options button to
hide certain types of transactions from your accounting package, and hide
transactions that do not have customers assigned to line items.

You can ignore specific transactions that you will never use to create slips.
These transactions are moved to the Ignored page.

You can click column headings to sort the transactions list by details like date,
type, number, value. This makes it easier to find the account you want.

Select one or more transactions and click Create Slips to create slips for line
items on those transactions.

For more information on creating slips, look up “creating slips: from
accounting transactions” in the Sage Timeslips Help index.
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Working with Calendars

Calendar Synchronization

You can now authorize Sage Timeslips to set up a Google calendar and
synchronize entries with it.

Select Calendar; Synchronize; Setup to open the Calendar Synchronization
Settings dialog box where you can set up authorization and synchronization
settings.

Calendar Synchronization Settings @

Authorization

In order For Timeslips to sync with your Google calendar we need to be given permission by you,
Ta grant us permission, click on the "Launch Google Authorization" button, This will launch a web
page where you will be prompted ko log into Google §f you aren't already) and grant Timeslips
access, Once you've granted us access you will be given an authaorization code, Copy and paste
that code in the "Authorization Code” edit b,

o [ Launch Google Authorization ]

e Authorization Code
Conflict rules Auto sync @

9 When bath items changed. . | Sync calendars when starting Timeslips

Use changes from Timeslips Every week b

Mote: You can sync manually from the Calendar,

Use changes from Google Sy RS e

©) Use mast recently changed Sync timekeepers in events

| OF | | Cancel | | Help |

1 Click Launch Google Authorization to log into your Google account and
generate a Google calendar authorization code.

2 Copy and paste the code into the Authorization Code field.

3 Set up conflict rules in case an entry changes in both Timeslips and Google
between syncs.

4  Set up auto sync rules that determine when Sage Timeslips automatically
syncs with your Google calendar.

When you click OK, Sage Timeslips will set up the new Google calendar and
perform the first sync.

For more information on syncing calendars, look up “synchronizing calendars”

in the Sage Timeslips Help index.
Help
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Working with TimeCapture

TSTimer has been replaced with a new application called TimeCapture.

@ For more information on TimeCapture, please see the Help system for

TimeCapture.

Help

Starting TimeCapture

You can start TimeCapture using the TimeCapture shortcut in your Sage
Timeslips 2014 program group.

When TimeCapture is running, it will display as an icon in your status bar.

The TimeCapture icon shows red
when it is actively timing.

e 0T s 1012 AM

When you double click on the icon, it opens a list of time entries.

»
3
L3
3
L3

LY

<

g Sage TimeCapture

| | Created

6/3/2013
5/16/2013
5/16/2013
6/3/2013
5/16/2013
6/3/2013
6/4/2013
5/16/2013
5/16/2013
5/16/2013
5/16/2013
5/16/2013
5/31/2013
6/4/2013
6/6/2013
6/4/2013
6/4/2013
5/31/2013
6/3/2013
6/7/2013
5/31/2013
5/31/2013

Convert to Slips..

| caption | Duration
Adobe Acrobat 7eqmes 0:08:47
Client ABC 4 antries 0:33:31
ABC vs. Jones.doc [Compatibility Mode] -... 0:13:44
ABC vs. Smith.doc [Compatibility Mode] -... 0:00:05
Really Important Letter.doc [Compatibilit... 0:15:11
Statement of Accounts for ABC.doc [Com... 0:04:31
Dropbox 1 eniy 0:00:00
General Documents 7 eqtues 0:47:48
Address List.doc [Compatibility Mode] - ... 0:30:08
Holiday Memo.doc [Compatibility Mode] -... 0:05:22
Shopping List.doc [Compatibility Mode] - ... 0:12:18
Google Chrome 729 7:13:15
Internet Explorer 3:25:11
Microsoft Excel 7entes 0:01:57
Microsoft Excel - BudgetList.xlsx 0:00:38
Microsoft Excel - CustomerList.xlsx 0:01:08
Microsoft Excel - Expenses.xls [Read-Onl... 0:00:13
Microsoft Outlook &5 00 2:21:58
Microsoft Word 7 0:00:27
Paint Shop Pro XI < enivies 0:00:06
Sage Timeslips 2014 20 entres 0:41:58
Skype 17eniries 1:34:05

g

-

BIlEO XY

Tatal 17:57:04
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Click = to open preferences for TimeCapture. Here you can control how

TimeCapture starts and tracks time.

Preferences

0 [¥]Launch on startup

Show list on launch e

[C] Always on top

[] show hours as decimal

Allow multiple running timers

|| Apply default description

9 Automatically capture time spent in applications

Fy

Stop auto capture when idle for 5

-

minutes. {0 = never)

Default

OK

| [ cancel

Some examples include:

1 you can launch TimeCapture when you start your workstation

2 when TimeCapture starts, it can show the list of entries

3 when you use other applications,

TimeCapture can track the time spent
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Tracking Time

TimeCapture can automatically track time spent in other applications. As it
tracks time entries, you can see all the time captured in the time entry list.

] Sage TimeCapture @l
Created Caption / 9 Duration E"}
6/3/2013 Adobe Acrobat 7enies 0:08:47 ~ =

v 5/16/2013 Client ABC <& 03331 | ¥

¥ 5/18/2013 ABC vs. Jones.doc [Compatibility Mode] -... 0:13:44
6/3/2013 0:00:05 ug e
5/16/2013 0:15:11 —
v 6/3/2013 0:04:31 5=

6/4/2013 Dropbox 1 o:00:00 | 3

- 5/16/2013 General Documents s 0:47:48
5/16/2013 Address List.doc [Compatibility Mode] - 0:30:08
5/16/2013 Holiday Memo.doc [Compatibility Mode] - 0:05:22
5/16/2013 Shopping List.do e] - 0:12:18

» 5/16/2013 Google Chrome 7:13:15
5/31/2013 Internet Explorer = 3:25:11

v 5/4/2013 o Microsoft Excel 0:01:57
6/6/2013 f BudgetList.xlsx 0:00:38
6/4/2013 CustomerList.dsx 0:01:06
6/4/2013 ¥ls [Read-Onl 0:00:13

3 5/31/2013 2:21:58

» 6/3/2013 Microsoft Word 0:00:27

J 6/7/2013 Paint Shop Pro XI < 0:00:06

4 5/31/2013 Sage Timeslips 2014 0:41:58 —

+ 5/31/2013 Skype = 1:34:05 _

Tatal 17:57:04

1 TimeCapture automatically groups entries by the application that was
tracked. Each entry represents a different window or page from the
application.

2 You can click to create rules that can name or group entries differently.
See “Setting Up Rules” on page 4-73 for more information.

3 You can click on column headings to sort the list by creation date, caption, or
duration.
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Setting Up Rules

You can click [43] to set up time entry rules.

Rule Entry @

Mame
o Ignore Rule 2

Rule

If the [process file name v][mahches v] C:\Users\thinds\AppData'Local\Google'C

| and the [window caption v] [contains v] Facebook

a Then [ignore it - ]

o | [ ]

Each rule consists of:

1 arule name

2 up to two conditions

3 an action to take when the conditions are met

Some examples of rules that you can set up include:

+ you can set up rules that prevent TimeCapture from tracking specific
applications or windows

*  You can set up rules that rename, group, or merge entries based on the
application or windows being tracked

*  You can set up rules that assign Sage Timeslips names to entries based
on the application or windows being tracked.
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Converting TimeCapture Entries

You can convert all entries or specific entries into time slips for reporting and
billing. Click Convert to Slips at the bottom of the Sage TimeCapture entry list
to start this process.

L2 Convert timers to slips @

Only timers with all information needed to create a slip are shown here. I you don't see a timer, return to
the main list and enzure it has all information needed to create a slip. Timers that are glip ready will have a
green anow next o them.

Caption
0 Client ABC
ABC vs. Jones
Statement of
Google Chrome
Westlaw.com

Duration

c [Compatibility Mode] - Mi Word
nts for ABC.doc [Compatibility Mode] - Mi

©

There are 3 items selected totalling 2:39:30 e [ QK ] ’ Cancel ]

1  All entries that are assigned names and are ready for transfer are included in
the list. Unmark any entry that you do not want to convert at this time.

2 The total of entries that will be converted is included at the bottom of the list.

3 Click OK to convert time entries into time slips so you can include those slips
on reports and bills.
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Additional Enhancements

Help

Help

Select a printer from the
list and click Print.

Updated dialog boxes

When using the Reprint Bills dialog box (select Bills; Reprint Bills) to review bill
images, you can now resize the dialog box to show more information or click on
column headings to sort the list of bill images.

For more information on reprinting bills, look up “reprinting bills” in the
Sage Timeslips Help index.

When using the Time Sheet Slip Template List dialog box (select Slips; Time
Sheet; Slip Templates) to maintain time sheet templates, you can now resize the
dialog box to show more templates or click on column headings to sort the list
of templates.

For more information on time sheet templates, look up “time sheet slip
templates” in the Sage Timeslips Help index.

Printing from Lists

When printing from lists in Sage Timeslips (such as the Time and Expense Slip
List, the Accounts Receivable List, or the Client Funds List), you can now select the
printer used to print the report.

For example, if you are reviewing the Time and Expense Slip List dialog box and
click Print from the toolbar, the Print dialog box will open allowing you to pick
the destination for the report.

Print (=234
Frinter
Name™ [ Adobe PDF =] [ Propeties.. |
Status: Ready

Type Adobe PDF Converter
Where:  Documents®” pdf

Comment:
Print range Copies
@ Al Number of copies: 1 =
Pages
3 3 Collate
Selection 1-2' 1'2'
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Working with Slips
Deleting Multiple Slips
Attaching Files to Slips
Triggering Slips
Choosing Time Format on Slips
Restricting Slip Entry
Preventing deleting billed slips

Working with Transactions
Undoing bills when using TAL Pro
Choosing transaction defaults

Working with Names
Multiple prices on expenses

Custom date fields can use relative dates

Working with Calendars
Creating new entries
Editing entries
Managing to do items

Working with Reports
Days to Pay report
Using dates in calculations
Slip notes on pre-bill worksheets

Working with Bills

Including file attachments with bills
Printing bills on duplex printing

Working with Databases

Exclusive access
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e Sage Timeslips 2013 ¢

New Features in Sage Timeslips 2013
This chapter details the new features added in Sage Timeslips 2013.

@ For a comprehensive list of all changes to Sage Timeslips, select Help; What’s
New. This topic discusses new features and changes for each past version.

Help
How to find more information about each feature
Throughout this guide, we provide index keywords that direct you to
comprehensive information available within the online Help.
To find the additional Help information:
1 Within Sage Timeslips 2014, select Help; Online User’s Guide.
2 Switch to the Index tab of the Sage Timeslips Help dialog box.
3 Enter the index keyword. For example, to find more information about
designing reports, look up designing layouts and choose reports.
Switch to the ®? Timeslips Halp
& .
Index tab. K 'ﬂl Bach % nr.:f... ng G;x@av
5“"“:&'-':1;1:’::; Designing Reports -
e i ryerd b
) Enter the T [evons B {iesiring Firports
index keyword. :
desigring byoers ~
1 e T srpuortss b
bl Lt fox ke foams: Muli them. For example, your Ilmnmws:mmiumwr!wl
reders bo matich company stalionery or you mery wand fo charge he
stabement Lyouts font used o chapiany totals.
desgrrg iepoils
detadirg evperae tips on blls NNER Pievkar NOMR BG40 CAN AELN CUSIOMETR fepoea in aevernl
MUMWWUIWH s llhr{wnyQ 'NQMN‘FQWPQI;HPMMIM'! 0 sninct
m::::hxulaﬁbla and chiargiog Lhe & .-mdulud 1 i iz\llmd B
detaily of work. 1 o w1 Rsgor]s Tor mone inlo
Dial the Phone dialug b
‘Cpening a repart kaout 1o edit
#ﬁ?ﬂ;ﬂ?}lww m::ammxwwwmwaesmmmwmmm
ot bk sections B Horw L guee 3 repurt lavend 1o sl
ey P e
iabh:feem Edfing repor sections
Dipccurts pags [biling astistant] Wou Can use the Desian Daas o The Prnt Preview desicg box it
feplayng tels nnzranen report sections, The menu commands and tocloars avalable onthe
deplaing seports onpcen Mesdgn pae offer mamy wive 10 ol anch report section
s o Bachreport s congoed of oy Lzt szl
zlglb:nfﬂhﬂ"‘ 4 B see myndaiie Fepom 5601004 10 review S6CH0NS Yo Can &0t
ClICk Display \» T ::u r_v\lﬂr::::::ﬂgwx'mﬂmmrhm anrtiona

4 Click Display to display the Help topic.
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Working with Slips

Deleting Multiple Slips

When maintaining slips, you can now delete many slips at once. Select Slips;
Delete Multiple Slips to start this process.

(D) Delete Multiple Slips = 2

You can use this dialog to delete multiple slips at once. If you may need access to these slips later, we suggest that you Close slips

(select Slips;Close) or Purge slips (select File; Purge) instead. Please note that deleting slips will affect some reports,

o

X D T Date Timekeeper Client Invaice Amount

] 56 7/2/2012 f D. Bricdey ABC 6.00 [P

[=] 55 7/2/2012 A} 3 D, Brickley Pierce 750.00 [

= 54 7f2/2012 1 iD. Brickley Eastern 500.00

(& 53 7j2/2012 B31 G 15, Santos Brady G:10000 430.00
9 0 52 7j2/2012 # iD. Brickley ABC 2.00

[ 51 7f2j2012 18 iD. Brickley ABC 300.00

] 50 B6/27/2012 14 :5. Santos Morth.Projectl 1131

(=] 49 6/16/2012 @ iD. Brickley Nickerson 300.00 —

" 48 8/1/2012 @ i3, Santos MNorth.Project1

= 47 4f21/2012 G {D. Brickley Nickerson 450.00

0 46 4/21/2012 14 iD. Brickley Mickerson 12,90

= 45 4/18/2012 B8 [§) iD, Brickley Pierce 285

] 44 4/18/2012 B & :D, Brickley Pierce 1200.00

(=] 43 4/17/2012 @ iD. Brickley Seacoast 300.00

= 42 4/14/2012 1 iD. Brickley Eastern 200.00

= 41 411/2012 1# {D. Brickley Eastern 500.00

0 40 3f27/2012 14 iD. Brickley Bishop 32.25

& 39 3f14/2012 3 D, Brickley Eastern 187.50

] 38 3fef2012 & i5, Santos Morth.Projectl 450,00

(=] 37 2{27{2012 18 iD. Brickley North.Project2 270 -

(4 Jor=

Within the Delete Multiple Slips dialog box:

1 Click the Selection button to optionally filter the slips displayed in the list.
2 Click on a column heading to optionally sort the list by that field.

3 Mark the slips that you want to delete.

4 Click Delete to delete the marked slips.

Before deleting slips, Sage Timeslips prompts you to back up your database. We
suggest that you back up at this time.
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After deleting slips, Sage Timeslips indicates if all slips were deleted successfully.
For example, you may be prevented from deleting slips with an active timer or
slips that were on a bill that can still be undone.

(D) Delete Multiple Slips =

1 slip has been successfully deleted.
¥ 2 slips were skipped.

Wiew the Deleted Slips log file for maore information.

[ ok ][ viewle |

Click View Log to view the details if some slips were skipped.

For more information on this process, look up “deleting multiple slips” in the
Sage Timeslips Help index.

Attaching Files to Slips

On the Slip Entry dialog box, you can now attach files such as receipt images to
slips.

( Markup, Adjustment, and Do Mat Bill Time « ]
Markupl(+/-) @ default ) |0.00 |
Adjustment @ default () |0.00 Do Mot Bill time|0:00:00 || &

( Altachments

o Attachment | 201 2uly1-Receipt.jpg

]
9 Include attachment with bil “igw attachment Scan 9

When viewing a slip:

1 You can type in the location and name of a file to attach, or you can click
Browse (] to select a file.

2  If you don't have the file already saved, you can click Scan to scan a new
image.

3 You can optionally mark Include attachment with bill to include the
attachment with emailed bills. You can also include some image files with
printed bills.

For more information on slip attachments, look up “attaching files to slips” in
the Sage Timeslips Help index.
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Triggering Slips

When you save a new slip, Sage Timeslips can now start creating another new
slip. Select Slips; Slip Triggers to open the Slip Triggers dialog box where you can
set up rules to control this process.

) slip Triggers = ===
*fou can use this dialog to manage slip triggers. When you save a new slip, a slip trigger can automatically start the creation of another
slip.
X | Activity # Timekeeper Client New Slip Activity Prompt
: Appellate Briefs {5. Santos Al i Copying i Yes
iCourt Mandated Conferences (Al 2 dients selected iMeals i Yes
iDepositions LAl Al iCopying i Yes

(2]

The Slip Triggers dialog box list all the current trigger rules. From here you can:
1 Click on column headings to quickly change the sort order of trigger rules.
2 Mark or unmark trigger rules to indicate if they are active or inactive.

3 Use the tools in the upper right to add, edit, or delete trigger rules.
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D Slip Trigger Entry @
After creating a new slip with this activity: [ Active 9
] 7] Prompt
@) Task - reme
Depositions - |L33D
() Expense
@) Indude all Timekeepers () Limit Tmekeepers @) Indude all Clients () Limit Clients
D, Brickley ABC -
5. Santos e Atlantic 9 B
Bishop
Brady -
Eastern 3
Mickerson
Morth.Project1 | 4
Morth.Project2
Pierce v

Then create a slip with this activity:

() Task
- Copying - [E101 |

(@) Expense

o [ o

When adding a trigger rule:

1

H W N

Choose a task or expense. When you save a new slip with this task or
expense, Sage Timeslips can start creating another new slip with the activity
listed below (4).

Choose the timekeepers that this trigger rule applies to.
Choose the clients that this trigger rule applies to.
Choose the activity that will be copied onto the new slip.

Indicate if this trigger rule is active and if Sage Timeslips will prompt you to
create the new slip (or if it the creation process will happen automatically).
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Choosing Time Format on Slips

You can now display hourly values in decimal format on HH:MM:SS format on
the Slip List or Slip Entry.

Select Setup; Preferences and then choose Slips: Options from the left side to
access this new preference.

() Personal Preferences [C:\Program Files (86)\Timeslips 2013\PREFS.PRF] =]
Interface J - -
Startup and Exit Sllps' ODtIOHS
Mavigation Rules Slip Options
Menu and Commands [ Minimize command on the main Sage Timeslips window switches to Mini Slip View
Appearance Switches to the Mini Slip View of the Slip Entry dialog box when you dick the minimize button in
5 the top right corner. Otherwise, the minimize button would simply minimize the window.
Mavigators
Choose the format Of _ | Procedures S:ow I;;th nlinamesdslmulmzeouslym . - - iq
: . : Shows the primary and secondary nicknames for Timekeepers, Tasks, Expenses, and Clients.
time values in Slip Entry | -Slies primary Y ? "
or the Sllp List. Unboa= » Show time in slips as dedmal
New Slip Rules Shaws Time spent, Time estimated, and Do Not Bil time in HH.DD format instead of HH:MM:55
Movement Rules format in Slip Entry and Slip List.
Transactions J Permit multiple timers simultaneously running on this station
New Transaction Rules
Billing ] Slip Tracking

Billing Assistant Options MNumber of recently modified slips tracked
Billing Assistant Buttor

II e Mumber of recently timed slips tracked
Client

Spelling/G |
Other J

[ Default ] [ Save As... ] l Retrigve... I [ oK ] l Cancel H Help ]

Mark Show time in slips as decimal to show time in decimal format. For
example two and a half hours will display as 2.5.

Unmark Show time in slips as decimal to show time in HH:MM:SS format. For
example two and a half hours will display as 2:30:00.

For more information on setting up preferences, look up “preferences” in the

Sage Timeslips Help index.
Help
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Restricting Slip Entry
You can now restrict slip entry for dates that have passed or for large time values.

Select Setup; General and then choose Slips, A/R & Funds from the left side to
access these new settings.

(D) General Settings @

Firm

T —— Transactions: Slips, A/R, & Funds

Terminclogy Transaction ID
Calendar Terminology Determines the ID of the next transaction that you create, This number increments as you enter
new transactions, You can enter a custom ID in this field,

Other

F ial | MextslpID &0 =
Aging Periods Next AR D n :
Rules

Names | Mextfunds ID 3 =
Nicknames )
New hmes MiTmnsal::zns I ] 1} the dient's AR bal.

When marked, Sage Timeslips will automatically use the dient's A/R balance on new payment,
Employee Tities credit, and write-off transactions.
. Conflict Checking
Choose if you want to | c )
: : Transactions W W
restrict Sllp entry fOl’ a“ - [ use current AR balance for new payments, credits, and write offs
. ills
timekeepers. \
P Slips, A/R, & Funds %" Sips

Default Descriptions

Do not allow saving slips with a date before: 7/9j2012 |i
Fee Allocation

T Do not allow saving slips with a time spent greater than:  |8:00:00

QK |[ Cancel H Help
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There are also new security rights that determine if Sage Timeslips will warn you
if you violate these restrictions or prevent you from saving the slip.

Select Setup; Security; Profiles and then switch to the Slip area to access these
new rights.

Security Profile

Profile name | D efault

Access rights Cancel

Area [ Slip

4

1= o
II II II II I" =

Help
¥ Rights

A Expart ta File -
EA Export

EA Edit time spent on new slip First
EA Edit time spent on ewisting slip
EA Edit rate settings

EA Timer On/0ff

EA Stop all timers

EA Wiew slips of other timekeepers et
EA Edit timekeeper on new slip
EA Cloze Last
EA Reopen

EA &llaws slip creation on restricted clients

EA Allaw slip creation on restricted dates

EA Allaws slip creation on restricted time spent
EA Create, edit. and delete slip tiggers | 4
EA 4dd, edit, and remove bill attachments

]

Previous

m

1

Restricting slips by date

To restrict slips by date, in General Settings mark Do not allow saving slips with
a date before and then enter a date. Please note that the date you enter can be a
relative date. For example, you can set up a relative rule to the first of the month,
so then the date updates automatically each month.

When you enter slips, if the slip date is before the date entered in General
Settings, Sage Timeslips will warn you when you save the slip so you are
alerted to the restriction, but you can continue saving the slip.

To prevent slips by date, change the settings as indicated above, but also set up
security. Go to the Slip area and unmark Allow slip creation on restricted date.

When you enter slips, if the slip date is before the date entered in General
Settings, Sage Timeslips will warn you when you attempt to save the slip
and you will not be able to save the slip unless you change the date.

85

4



4 Sage Timeslips 2013
Sage Timeslips Upgrader’s Guide

Restricting slips by time spent

To restrict slips by time spent, in General Settings mark Do not allow saving slips
with a time spent greater than and then enter a time value.

When you enter slips, if the slip’s time spent is more than the value entered
in General Settings, Sage Timeslips will warn you when you save the slip so
you are alerted to the restriction, but you can continue saving the slip.

To prevent slips by date, change the settings as indicated above, but also set up
security. Go to the Slip area and unmark Allow slip creation on restricted time
spent.

When you enter slips, if the slip’s time spent is more than the value entered
in General Settings, Sage Timeslips will warn you when you attempt to save
the slip and you will not be able to save the slip unless you change the time
spent.

@ For more information on these restrictions, look up “restricting slip entry” in

the Sage Timeslips Help index.
Help

Preventing deleting billed slips
You can now set up security to prevent users from deleting billed slips.

Select Setup; Security; Profiles and then switch to the Slip area to access this new
right.

Security Profile

Profile name | D efault

Access rights
il 2
* Rights
EA Mew i Mew
EA Open
ol
You can allow or — EA Delete or Purge
prevent users from [ Edit biled slips
deleting billed slips. [ Delete Biled Slips . E
EA Reports
EA Export to File
EA Export

EA Edit time spent on new slip Last
EA Edit time spent on ewisting slip
EA Edit rate settings

EA Timer On/0ff

EA Stop all timers

EA Wiew slips of other timekeepers
EA Edit timekeeper on new slip -

@ For more information on security, look up “security rights” in the Sage

Timeslips Help index.
Help
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Undoing bills when using TAL Pro

When using TAL Pro to link to Sage 50 or QuickBooks, you can transfer
transaction details (such as invoices and payments) from Sage Timeslips to your
General Ledger. When you undo a bill, Sage Timeslips sends reversing entries to

your General Ledger.

You can now control if Sage Timeslips will reverse payments when you undo

bills.

D Tal Pro Settings
QuickBooks
Connection
Method
Account Settings mp
Synchronize Names

Transfers

Log File

QuickBooks: Account Settings

() Automatically post data in QuickBooks when approving bills
(@ Manually post data in QuickBooks using the Transfer Register report

Automatically reverse payments when undeing a bill,

. Speific accounts
Choose if Sage /

Timeslips will reverse Fees  Charses e )
payments when Adjustments Nore
undoing bills. Costs  Charges [Nore -]
Adjugtments MNone
Journal Entries
Mext journal number 1 =
Default line item description | Transaction description ']
[ oK. l [ Cancel ] [ Help ]
For more information on linking with TAL Pro, look up “TAL Pro” in the Sage
Timeslips Help index.
Help
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Choose which fields will
use a default value.

Help

88

Choosing transaction defaults

If you enter transactions in batch, you can now control how transaction fields

are populated with default values.

Select Setup; Preferences and then choose Transactions: New Transaction

Rules from the left side to access this new preference.

(D Personal Preferences [C:\Program Files (x86)\Timeslips 2013\PREFS.PRF]

Interface J . -
Transactions: New Transaction Rules
Startup and Exit
Mavigation Rules Copy Transaction Fields
Menu and Commands The options below can speed up the transaction entry process by copying certain fields to the
new transaction. Mark the fields that you want to copy to new transactions.
Appearance
Mavigators Transaction Type
Procedures [ client
Slips J Client Funds Account {funds transactions only)
Transactions

New Transaction Rules » Date (mark to use the date you last entered this session)
Billing J Default payment type
Biling Assistant Options
Biling Assistant Buttons
Client
Spelling/G J
Other J
Calendar Settings
Alerts
Database paths
Report paths
Other paths

sl

[ et || ssvens.. |[Remieven. | [ ok [ concd [ heb

Mark the transaction fields that you want to be copied from the current
transaction to a new transaction.

For more information on setting up preferences, look up “preferences” in the

Sage Timeslips Help index.
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Multiple prices on expenses

Each expense can now store up to twenty prices. You can set up these prices on

the Expense Information dialog box.

Price Level |1 e} Guantity 1.000

Description | Copying

Bill statug lghare

12 - Expense Information - EI' = '@
1[Copying 2[E1m Classification
General | Billing &

- -

Name Copying <
Category Expenzes : I Open, =1
Prices Levels d‘}

1 2 3 4 5 3 (®]

o 010 015 0.20 0.25 0.30 0.35 o]
“ i b B
Slip-making defauls 3

1 Enter up to twenty different prices for the expense

2 Indicate which price is the default for this expense.
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When selecting the expense on a slip, you can then choose which price to use on
this slip.

@1
H

I3 - Slip Entry : Expense -

ID &0 WP
Tupe ) Time @ Expense EER Walue 010 &
Timekeeper |D. Brickley lz‘ DavidE -
Expenze |E0pying lz‘ E101 :;]
Client |Brad_l,l lz‘ Brady EII}
Reference |<N0ne> |Z| {%
Extra =]
B ¥ |Copying charges LR
U &
qr=
Start date 7z (@ Quantity 1.000 ..l__i
Erd date 74402012 E“Pnce 1 [+] 010 9 =

( Billng Status v ]
( Markup and &djustment + ]
( Altachments ]

1  Select a Price level from the list.

2 The associated Price value will be copied to the field. You can also manually
enter a Price if needed.

. . . « . . » .
For more information on expense prices, look up “price on expense slips” in the

Sage Timeslips Help index.
Help
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Custom date fields can use relative dates

When tracking dates for clients, timekeepers, or activities, you can now use
relative dates.

Select Setup; Custom Fields to edit a custom field. Double click on a date
custom field to change its attributes. Mark Relative Date if you want to use
relative dates with this field.

Relative Date Type Customn Field Attributes @

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

Mame Cycle Start

You can now use j [ This is & required field
relative dates. & [ Default to today For new names

Relative Date {cannot be used as a sort field)

o [ coneel |[ op |

When a custom date field is marked to use relative dates, you can set its value to
relative date.

B Client Information | = | = \ £2 |
1]s8C 2| az-1001 Classifoation [Open ~ |
| Generall Custom ‘ Flates | Arrangement 1 | Arangement 2 | Accounts Receivable | Client Fundsl Layoutl Nolesl I
&
Billing cucle Manthly - 2
Irception dat 2/4/2002 = 21
nesplon date % Start Date E-2oy \EI
Cycle Start o H e
: , ol M
To assign a relative date:
: - Bt
1) Click the Calendar icon &
2) Switch to the Relative tab, Uhich manth | Cunent a 2
3) set up the relative rule. Dayinperiod [FistDay ~ el
L]
From today this would be the Relative D ate: =
/202
(u]4 ] [ Cancel ] [ Help

For more information on custom fields, look up “custom fields” in the Sage

Timeslips Help index.
Help
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Working with Calendars

You

can now track appointments, events, and to do items with an integrated

calendar.

Select Calendar; View Calendar to open your calendar.

© camir O ===
@ | Today August 2012 = ==
0
P < |0 Mon Tue Wed Thy Fri sat
1 2 3 4
"
S MTWTFRS 1130 1 Lunch wit... 1200 Company ...
123 4
5 6 7 8 9 10 11
elz 1314 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31 5 s 7 s g 10 1
Color by 10:3 A4 Meeting w... | 12:00 4 Research 10:30 AM Jonesme... 100 M Trust setup
@ Timekeepers 31 Client review 2319 Wil review
) Category o0 Smith meeting
None
show
Timekeepers | Category 12 13 14 15 16 17 8
D. Brickley. s an Clientreview
[] €. Harding
:: [[] 5. 5antos
i) ) 21 2 23 21 2
1¥] Show Weekend
Show Holidays/Events s a7 % x 0 31
[ Show To Dos
[ Show Dedlined
preferences...

There are several controls at the top and to the left of the calendar you can use
to work with the calendar:

1

5

Each calendar has four views to display entries. Use these buttons at the top
of the calendar to change views:

) Month view, = Week view, = Day view, == List view

Use the Mini Calendar to quickly view other dates. Then you can click on
another date to move to it.

Use the Color by field to color entries on the calendar by timekeeper or by
category

Use the Show entries for list to show or hide entries for specific timekeepers
or categories

Use the other Show options to further filter which entries display on the
calendar

@ For more information on calendar entries, look up “calendar” in the Sage
Help  Timeslips Help index.
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Creating new entries

To create a new entry, open the Calendar menu and select New Meeting, New
Holiday/Event, or New All Day Holiday/Event.

You can also double click on an empty cell to create a new meeting for that day

and time.
(D) Meeting ==
Subject Meeting with Bill Thompson Category |Qut of office -
o Starttme  8/6/2012 10:30 AM »  [C]Alday [ private
End time af6/2012 12:00 PM - [¥]Mark for slip creation
Location Thompson and Assodates 9

Recurrence  Click to make this item recurrin

Attendees | Notes | Slip Creation e

Use these fields to set your status for this Meeting, set your reminder for this Meeting, and view the status for any other
attendees. You can also dick the Schedule Attendees button to add or remove attendees from this Meeting,

My Status (D. Bridkdey)

Attending v | Remind me prior to Meeting 9 [¥|Remind to create | o Create Sip

Other Attendees

Timekeeper Status Slip Status Schedule
C. Harding none n ttendees

Help ] [ Save ] [Save&CIose] [ Close

When creating a meeting:

1

The fields at the top of the meeting contain general information, like the
subject, time, and date of the meeting.

The fields on the bottom of the meeting contain three groups of fields that let

you invite attendees, enter notes, and set slip creation defaults.

On the Attendees tab you can set your attendance status and set up a
reminder.

On the Attendees tab you can invite other timekeepers to the meeting and
view their attendance status.

You can mark an entry for slip creation. When that entry is complete, you can

create a new slip based on its details.
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Editing entries

You can change the date and time of an entry quickly. Simply click on the entry
and drag it to another date or time.

To view or change other details for an entry, you can double click on it to access
its details.

Managing to do items

Each timekeeper can maintain a private to do list.

[F=5 Eof 5
\
Thu Fri Sat cubiect Stat
2 3 P /| Subjec 9 s
Lun... 12:00 4 Co...
Call Jones about shipment Mot Started
9 10 11

Jon... 1:00#4 Trus...
Millr...
amit...

1 Click © from the top of the calendar to show or hide your To Do list.
2 Right click on the To Do list and select New to create a new To Do entry.

3 Right click on the To Do list and select Third Column to determine which to
do field displays in the third column of the list. Click on any column heading
to sort the list by that column.
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Days to Pay report

You can now print a report that forecasts the number of days that it takes clients

to pay their bills.

Select Reports; A/R Transactions to open the list of A/R transaction reports. The

Days to Pay report is listed in this group of reports.

g -
N W LN

6/7/2012
3:00 PM

Willis & Henderson
Days To Pay Page 1

Selection Criteria

Clie.Classification

Open
Clie.Controller Include: Brady, T

Last Payment Average

Last Unpaid Days Until Last Payment
Date Amount Days to Pay

Client / Phone Balance Invoice Date  Payment

Austin, F $725.00  12/6/2011 -50  10/20/2011 $750.00 134
(781) 555-1234

Ball, M $525.00 5/22/2012 35 1/10/2011 $900.00 51
(508) 555-2345

Barnes, M $75.00 5/22/2012 12 3/18/2005 $611.00 28
(404) 555-9876

Barron, E $1,411.56 5/22/2012 42 3/16/2011 $1,600.00 58
(978) 555-1212

Finch, J $1,958.80 5/22/2012 -5 2/15/2011 $600.00 "
(678) 555-8888

Fitzgerald, | $59.86 5/22/2012 4 7/10/2011 $750.00 20
(303) 555-5432

Gould, L $3,652.72 5/22/2012 16 4/26/2005 $1,141.50 32
(212) 555-4545

Guzman, R $625.00 5/22/2012 30 2/4/2011 $200.00 46
(333) 555-3333

Hoover, S $856.25 5/22/2012 28 3/18/2011 $700.00 44
(413) 555-2890

Ingram, D $16.00  5/22/2012 -6 11/4/2011 $650.00 10
(781) 555-2056

Kirby, R $917.76  5/22/2012 12 4/2/2011 $1,000.00 28
(978) 555-5768

Mckay, J $3,280.68  5/22/2012 73 10/24/2011 $11,200.00 89
(781) 555-3344

Neal, E $14.00  5/22/2012 12 10/8/2011 $400.00 28
(888) 555-8888

Ross, W $60.00  5/22/2012 17 8/1/2011 $525.00 33
(456) 555-1654

Grand Total

$14,177.63

P W e SV s L

Ty

e

This report is fully customizable using the report designer. You can add more
fields to the report or delete any field. Using report options, you can exclude

clients that have a zero balance.

For more information on this report, look up “days to pay report” in the Sage

Timeslips Help index.
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Using dates in calculations

When designing user defined reports you can create your own custom
calculations that can appear on the report. You can now use date fields within
those calculations.

Custom Calculation @I

‘fou can create your own calculations to indude on user-defined reports. You can buid the formula within the
‘Calculation formula' field using the "Available fields' to the right, the calculation operators (such as +. -, or *), and
optionally your own numbers,

For example, you could create a field for a slip report called 'Applied to slip’ that was the sum of payments, credits,
and write offs,

[Slip: Applied payments] + [Slip:Applied credits] + [Slip: Applied write-offs]

Calculation details Available fields

Group [ Client Biling Arrangements -

Field name |8

Format as [ Mumber T ] i Bilnter

Cost Bill Ang: Slipz Biled Ta Date
Fee Bill Arrg: Amount

Fee Bill &mrg: Bill Counter

Fee Bill &ng: Slips Billed To Date
Full Bill Arrg: Armount

Full Bill Arrg: Bill Counter

Full Bill &rrg: Exp. Slipz Billed TD

Full Bill &rrg: Time Slips Billed TD

Lalculation formula [maximum of 1000 characters]

[General: Today's Date] - [Aged Balance:Last Bill D ate]

You can now use date —/

fields in calculations.

[ & Add field to famula |

’ Check for Errors ] ’Toialing Options. .. ] [ OK ] ’ Cancel ] ’ Help ]

For more information on calculations, look up “calculations” in the Sage
Timeslips Help index.

Help
Slip notes on pre-bill worksheets
When printing pre-bill worksheets, you can now include slip notes for each slip.
Before printing the worksheet, open the Report Options dialog box and mark
Slip notes.
g e —————— T ———— i
Date Timekeeper Rate Hours Amount Total
ID Task Markup % DMB Time DNB Amt
rulings, and court orders. Analysis of file documents to determine what
will need to be copied. Analysis of additional motions filed at county court
to prepare for appeal.
You can ShOW S||p notes | Reference:  Bismark v. ABC
for each slip. \\wwmz D. Brickley 175.00 150 262,50 Billable
31 Draft/revise
Drafted letter to DEQP.
Motes: 7/10/2012 4:47:46 PM - HTH: Need to check with David about this charge.
e — |
For more information on slip notes, look up “slip notes” in the Sage Timeslips
Help index.
Help p
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Including file attachments with bills

On the Slip Entry dialog box, when you attach a file to a slip you can mark the
attachment to be included with bills.

I Markup and Sgusiment ¥ J
( Altachments ]

Attachment | c\attachmentshcopy-receipt.jpg E]
You can mark slip
attachments to be
included with bills.

Include attachment with bil “igw attachment Scan

On the Document Shortcuts dialog box, when you create a document shortcut
you can mark the file to be included with bills.

File c\attachments\contract. pdf

£

L
o
cu
=]

Actual link: c\attachments\contract.pdf

. Mickname ABC Contract
You can mark client

attachments to be [¥] Include attachment with bill.
included with bills.

When you print bills or send bills by email, a new bill option lets you include
marked attachments with the bill.

| Options
o Print attachments
[ print summary page of attachments e
Send bills via email
Clients receiving emails print to printer
9 Indude attachments with email

Before printing bills:

1 When printing bills to printer, mark Print attachments to print a copy of
associated attachments after the bill. Sage Timeslips can only print
attachments in BMP, DIB, JPG, TIF, PNG, EMF, or WMF format.

2 When printing bills to printer, mark Print summary page of attachments to
review the associated attachments from slips and clients, with a status on
whether the attachments were able to print.

3 When sending bills by email, mark Include attachments with email to include
a copy of associated attachments with the email message. Sage Timeslips can
attach any types of files that your firm’s email system can use.
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You can determine if ——|

the cover page is on its
own page.

You can determine if
individual sections start
on a new page.

Help
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Guide

Printing bills on duplex printing

If you use a duplex printer when printing bills, Sage Timeslips now starts each
client on a new sheet of paper.

You can also use new bill design settings to control the cover page and other bill
sections.

In the Configure Layout Sections dialog box, mark When printing duplex, cover
page is on its own page to ensure a new piece of paper is used after the cover page.

Configure Layout Sections

Order your sections the way you want them to appear on your bill. Use
the show checkbox to indude or exdude the section from your bill,
Mote: Certain sections must be induded on the bill. Those sections are
incuded for ordering purposes and must always be shown on the bill.

Cover Page
Show a cover page on the bill
‘wihen printing duplex, cover page is on its own page.

On a consolidated bill have Consolidated cover page hd

Section settings

In previous version, you’ve been able to control page breaks before and after
specific layout sections within the Layout Options dialog box. Now when you’ve
set up a page break, you have a new option to determine if you are starting a
section on a new page or on a new sheet of paper.

—

\Lina separator style Mone -

After this section
() Page break @ Space |0 Lines -
Mew page when printing duplex

Line separator style Hane -

Layout Options: Customizable Section1 @
Section Format
Attributes
Before this section Inzet line separatars from marging
© Page bieak () Space |0 Inset ine from left margin by |0
New page when printing duplex Inget line from right margin by |0

For more information on designing layouts, look up “bill design” in the Sage

Timeslips Help index.
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Working with Databases

Exclusive access

In Sage Timeslips 2012, you had the ability to lock a database in exclusive mode
in case you needed to perform database maintenance. You can start this process
by selecting Special; Exclusive Mode.

@ Exclusive Mode @

Place your database in Exdusive Mode

Use this command to set access for this database to Shared mode or Exdusive mode.
Exclusive mode will prevent all other Sage Timeslips workstations from accessing this database.
If other workstations are accessing the database, you will be able to request that they log
out.

Message:
I have the database locked in exdusive mode.

o ) [ | [ e ]

When you try to lock the database in exclusive mode, if any other workstations
are accessing the database, additional options become available:

@ Exclusive Mode @

Sage Timeslips cannot lock your database

Use the settings below to request that other Sage Timeslips workstations dose the database.
Those workstations will see the message below with a countdown timer, When time is up, Sage
Timeslips will attempt to force other workstations to dose the database. Choose 0 to attempt
to dose those workstations now.

Attempt to dose workstations in 15 | minutes.

Force Close Message:
I need exdusive access to the database. Please exit the database as soon as possible.

o

There is 1 other workstation accessing this database: 9 Show details

o ) [ | [ b

1 You can set a countdown that will appear on other workstations. When the
count reaches 0:00, Sage Timeslips will attempt to close other workstations.

2 You can set a message that will appear with the countdown.

3 You can review a list of workstations accessing the database, in case you want
to contact them.
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Other workstations accessing the database will receive the message and a
countdown timer within Sage Timeslips.

Exclusive Mode

Your database will dose in

12:41

Message from D. Brickley:

I need exdusive access to the database. Please exit
the database as soon as possible.

Close Timeslips

When the countdown timer reaches 0:00, Sage Timeslips will attempt to close

other workstations. In General Settings, there are new database settings that
control what to do with unsaved data on those workstations.

() - General Settings - \EI
Firm -
Address Information Firm: Other
Terminclogy Private Text
Calendar Terminology Sage Timeslips can hide ‘private text’ from bills and worksheets. Private textis any text appearing
after the private textindicator. You can press Alt+Ins in mast description or message fields to
Other ¥ insert this indicator.
Financial
Aging Periods Private Text Indicator | s (alt 0187) -
Rules
Mames | Display notification when features are used
Nicknames .
() Never
New Names
Employee Titles

(@ Rarely (used 3 times or fewer within the past 60 days)
Conflict Checking *) Occasionally (used 23 times or fewer within the past 60 days)
. Transactions
Choose if —

Sage Timeslips will try | sips, aR, & Funss
saving unsaved data | pefautpesciptions
when it closes other | Fes Alocation

workstations. Fayment Types

Close database rules

When dosing the database via Excusive Mode Force Close or Database Timed Out, override the
navigation rules from personal preferences.

Override 'Saving Rules' set up in personal preferences

@ Save without prompt () Abandon changes () Leave open (cancel database dose)
If required fields are missing

@ Abandon changes () Leave open (cancel database dose)

[oc ][ comcel ][ Her |

For more information on exclusive mode, look up “exclusive mode” in the Sage
Timeslips Help index.
Help
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e Sage Timeslips 2012 ¢

New Features in Sage Timeslips 2012
This chapter details the new features added in Sage Timeslips 2012.

@ For a comprehensive list of all changes to Sage Timeslips, select Help; What’s
New. This topic discusses new features and changes for each past version.

Help
How to find more information about each feature
Throughout this guide, we provide index keywords that direct you to
comprehensive information available within the online Help.
To find the additional Help information:
1 Within Sage Timeslips 2014, select Help; Online User’s Guide.
2 Switch to the Index tab of the Sage Timeslips Help dialog box.
3 Enter the index keyword. For example, to find more information about
designing reports, look up designing layouts and choose reports.
Switch to the ®? Timeslips Halp
& .
Index tab. K 'ﬂl Bach % nr.:f... ng G;x@av
5“"“:&'-':1;1:’::; Designing Reports -
e i ryerd b
) Enter the T [evons B {iesiring Firports
index keyword. :
desigring byoers ~
1 e T srpuortss b
bl Lt fox ke foams: Muli them. For example, your Ilmnmws:mmiumwr!wl
reders bo matich company stalionery or you mery wand fo charge he
stabement Lyouts font used o chapiany totals.
desgrrg iepoils
detadirg evperae tips on blls NNER Pievkar NOMR BG40 CAN AELN CUSIOMETR fepoea in aevernl
MUMWWUIWH s llhr{wnyQ 'NQMN‘FQWPQI;HPMMIM'! 0 sninct
m::::hxulaﬁbla and chiargiog Lhe & .-mdulud 1 i iz\llmd B
detaily of work. 1 o w1 Rsgor]s Tor mone inlo
Dial the Phone dialug b
‘Cpening a repart kaout 1o edit
#ﬁ?ﬂ;ﬂ?}lww m::ammxwwwmwaesmmmwmmm
ot bk sections B Horw L guee 3 repurt lavend 1o sl
ey P e
iabh:feem Edfing repor sections
Dipccurts pags [biling astistant] Wou Can use the Desian Daas o The Prnt Preview desicg box it
feplayng tels nnzranen report sections, The menu commands and tocloars avalable onthe
deplaing seports onpcen Mesdgn pae offer mamy wive 10 ol anch report section
s o Bachreport s congoed of oy Lzt szl
zlglb:nfﬂhﬂ"‘ 4 B see myndaiie Fepom 5601004 10 review S6CH0NS Yo Can &0t
ClICk Display \» T ::u r_v\lﬂr::::::ﬂgwx'mﬂmmrhm anrtiona

4 Click Display to display the Help topic.
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Updated Settings

General Settings dialog box

The General Settings dialog box (select Setup; General) has been updated to
provide easier access to groups of settings.

Choose a settings
group from the menu \

on the left. | Ge‘e’arseﬁf"gs

Firm

|

Address Information
Terminology
Other

Financial

-

Aging Periods
Rules

Nicknames

New Names
Employee Titles
Conflict Checking

Transactions

Bills

Slips, AR, &Funds
Default Descriptions
Fee Allocation
Payment Types

Firm: Address Information

Address

This is the address and phone numbers of your firm, These fields appear on bills and reports,

Mame Willis & Henderson, F. C.
Address 133 5. Main Street
Suite 1402
City, State Essex MA ZIP Code 01828
Other

Phone Numbers

You can use phone numbers to dial directly from Sage Timeslips or you can indude them on
customized reports and bills.

Phone 1 (978) 555-2222 Phone 2 (978) 555-5435
Fax 1 (a78) 555-2121 Fax 2 (a78) 555-3579
[ OK l [ Cancel ] [ Help

@ For more information on General Settings, look up “General Settings” in the
Sage Timeslips Help index.

Help
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Personal Preferences dialog box

The Personal Preferences dialog box (select Setup; Preferences) has been updated
to provide easier access to groups of settings.

Choose a preference

group from the menu

104

on the left (D) Pdysonal Preferences [C:\Program Files (x86)\Timeslips 2012\PREFS.PRF] ==
: Intel -
T —— "y Interface: Startup and Exit
Navigation Rules Show at startup
Menu and Commands Confirm today’s date for accurate aged balances
A
i Splash screen
Navigators
Procedures Maximize main window Yes b
Slips J Mavigator Yes ~ | Enhanced {Office Manager)
Options
New Slip Rules Sage Timeslips Today (only if enhanced navigator is not showing)
Movement Rules Open window [None v]
Transactions J
Settings Also open window [None V]
Billing [
Biling Assistant Options Confirm when closing (except with File; Exit)
Biling Assistant Buttons o the datab
Client Badk up the database
Spelling/Grammar | On Open/Close Database
Other
e J [#] remind me if a backup has not been made in E days
er
Database paths
Report paths
Other paths [ Default ] [ Save As... ] l Retrieve. .. ] [ oK. ] l Cancel ] l Help ]

@ For more information on Personal Preferences, look up “Personal
Preferences” in the Sage Timeslips Help index.
Help
Changes to preferences include:

*  When customizing the buttons on the Billing Assistant, you can now
choose more colors for the buttons.

These settings are on the Billing Assistant Buttons page of the Personal
Preferences dialog box.

* When using alerts, you can choose where triggered alerts will appear.
This setting is on the Alerts page of the Personal Preferences dialog box.
*  You can now choose a default path for backups and for new databases.

This setting is on the Database Paths page of the Personal Preferences
dialog box.



New Features in Sage Timeslips 2012
Program Settings

Checking Spelling and Grammar

The Spelling Dictionaries page includes new
options for checking for spelling errors.

Interface

@ Personal Preferences [C:\Progra

Files (x86)\Timeslips 201 2\PREF5.PRF]

Slips

J Spelling/Grammar: Spelling Dictionaries

Options
New Slip Rules
Movement Rules

Transactions

Settings
Billing

Billing Assistant Options
Biling Assistant Buttons
Client

Spelling /G

General

Spelling Options
Grammar Options
Performance

Other

Spelling Dictionaries »

J

Alerts
Database paths
Report paths
Other paths

Main Dictionaries

Specifies the dictionaries Sage Timeslips uses when reviewing text. While you may need only one
dictionary, Sage Timeslips supports up to two dictionaries, along with a personal dictionary.
American Dictionary

[ British Dictionary

DLega\ American Dictionary

[ Legal British Dictionary

|| canadian Dictionary

[ Technical Dictionary

Personal Dictionary

If only a file name is given for the personal dictionary file path, it will be assumed that the file is
located in the application's dictionary folder.

PERSONAL.DIC

View Dictionary

==

l Default ] l Save As... ] [ Retrieve... ] l OK

=]

Help

]

You can now use up to six dictionaries when searching for spelling errors.

There is also new Technical Dictionary available.

You can click View Dictionary to view and edit the entries in your personal

spelling dictionary.

@

Help index.

For more information on setting up spelling and grammar checking, look up
“Checking for Spelling and Grammar Errors” in the Sage Timeslips Help
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Setting Up Custom Fields

If you use electronic billing (audit house) links, you typically need to use the
Custom Fields dialog box (select Setup; Custom) to set up custom fields for that
link.

You can now quickly add all custom fields needed for an electronic billing link.
Right click in any group and choose Add Pre-Defined Set.

Use this dialog box to maintain custom fields for dient, tmekeeper, and activity names. ¥
can hold up to 30 custom fields. Click and drag any custom field to a new location. Use th

Client | Timekesper I.ﬁ.c:tivit_l,I

Group 1 Group 2
Mame Type Mame Type
o New '
Insert 4

Choose Add
Pre-Defined Set to
quickly add a set of
custom fields.

Add Pre-Defined 5et

Group 4 E Mext Page F&
MName Previcus Page  Shift+Fé Type

@ For more information on setting up custom fields, look up “custom fields” in

the Sage Timeslips Help index.
Help
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Working with Names

You can quickly toggle
the Hold the full bill
setting for the selected
client.

@

Help

Hold the full bill

If you use the Hold options (located in the Arrangement 1 page of Client
Information) to hold clients from billing, it’s now easier to review and change
Hold the full bill option.

[ Client List \El@
FPEX LI DE EEEREO

| Open | Templates I Inactive I Elosed|

H M Mickname1 < Mickname 2 Full Mame
02-1001 orporation

Atlantic 01-0900 Atlantic W arehouse & Supply
Bizhop 03-0400 Bishop & Sons
Eastem 00-07a0 Eastern Associates
Mickerson 01-8956 Mickerson Boat ard

B Horth, Froject] 020101 Morth Lake Conzulting
Morth. Project2 nz-0102 Morth Lake Conzulting
Fierce 01-3426 Fierce Dceanics
Seacoast 00-9425 Seacoast Marine Corporation

L The current Hold the full bill status is
listed for each client.

Working with Names

You can now review the Hold the full bill option for all clients from the Client
List dialog box.

For more information on bill hold settings, look up “holding charges from

billing” in the Sage Timeslips Help index.

Billing: Client

Show full bill Hold setting on the Client List

There is a new preference that determines if the Hold options display on the
Client List. On the Billing: Client page of the Personal Preferences dialog box, you
can unmark Show full bill Hold setting on the Client List to hide these settings.
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Reference settings

You use the Client Reference Setup dialog box (select Names; Client References
select a client, and click Client Setup i= from the toolbar) to set up reference
defaults for each client.

You can now click Import or Export to transfer those settings to other clients to
save setup time.

(D Client Reference Setup @
Client
Mickname 1:  ABC
Mickname 2 021001

Also use template: |Global references lz‘

Maming

Auto-format for Mickname 1 |

Auto-format for Mickname 2 WANENCH-0000
Mext number for Mickname 2 1 jl
Fieferences on slips
Default | <Mones |Z|
Click Import or Export —— | Required
to transfer reference 4
settings to other clients. [ Import ] [ Export ] [ oK ] [ Cancel ] [ Help ]

@ For more information on reference settings, look up “client references” in the

Sage Timeslips Help index.
Help

Purging closed names

When purging closed names from the database using the Purge dialog box
(select File; Purge), you can now use more filters to help you select which names

to purge.
When purging names,
choose Use filters and
then click Filters to use Names R
selection filters. [¥] Closed clients [Use filkers vrr Filters...

[ Closed timekespers Al clozed timekeepers
[ Closed tasks All clozed tasks
[ Closed expenzes All clozed expenses

@ For more information on purging close names, look up “purging data” in the

Sage Timeslips Help index.
Help
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Working with Slips and Transactions

Working with Slips and Transactions

Entering and Editing Slips and Transactions

Changing text case or reviewing text length

When entering or editing description text on slips or transactions, you can
quickly change the case of the text to use uppercase, lowercase, proper case, or
sentence case.

You can also quickly find the length of description text, counting characters or

words.

Right click in any

description field for a
list of addltlogal Uppercase Shift+ Ctrl+ U
commands. Lowercase Shift+ Ctrl+L
Sentence Case Shift+Ctrl+5
Proper Case Shift+ Ctrl+P
Word Count Shift+ Ctrl+W

@ For more information on formatting text, look up “entering descriptions” in

the Sage Timeslips Help index.
Help

Setting up payment types

When you enter new payments, you select a payment type.

You can indicate the
type of payment, such

as check, cast, or credit I3 - Accounts Receivable Entry - EI'E'@
card. D New

AR balance 2100.00 N otal funds balance 0.00 &

Type [Payment v] [Eheck - w | Check No. e ]

Cent  [4BC [=]] 02101 j’n

However, there may be payment types that you do not use.
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Using settings within the General Settings dialog box (select Setup; General and
choose Payment Types), you can choose which payment types to show or hide.

Transactions: Payment Types

The following Payment Types are available when entering payments in Sage Timeslips. The
Unmark the payment Pre-Defined Types will appear at the top of the list. You can use the Customizable Types to define

types that you want additional Payment Types for your firm,

to hide. [ urknown Other 1
[¥] Chedk Other 2
[#] cash Other 3
American Express Other 4
[¥]visa Other 5
Master Card
Discover

Japan Credit Bureau (JCE)
Debit Card
Electronic Transfer

@ For more information on setting up payment types, look up “General Settings
dialog box: Payment Types” in the Sage Timeslips Help index.
Help

Setting up a default payment type

When entering new payments, there may be a payment type that you most often
use. Using a new preference in the Personal Preferences dialog box (select Setup;
Preferences and choose Transactions: Settings), you can now specify a payment
type as the default for new payments.

Transactions: Settings

AJR Transactions

Choose the payment e

type to use on new
payments.

Although new payments will use this payment type, you can change it at any
time on individual payments.

@ For more information on choosing a default payment type, look up “Personal

Preferences dialog box: Transaction Settings” in the Sage Timeslips Help
Help index.
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the format of Start Date

You can now choose —
Dates *

and End Date.

Help

New Features in Sage Timeslips 2012
Working with Slips and Transactions

Automatic prompting to create new payments

If you use client funds accounts to hold money for client, you can enter a
payment to account or a deposit to account transaction to increase the funds
account balance.

When entering these transactions, if the client has an outstanding balance,
Timeslips will now prompt you to use that money in a new payment.

Sage Timeslips
= *Y'ou have deposited money for a client who haz a balance due of

$2100.00. Would you like Sage Timeslips to automatically create a
payment of $500.00 applied against this balance?

e ]

=
o

For more information on entering funds transactions, look up “entering
funds transactions” in the Sage Timeslips Help index.

Including Slips and Transactions on Bills

Formatting replacement slips

When using replacement slips on bills, you can now choose which dates will
appear for the replacement slip. To open the Itemized Slip Replacement Entry
dialog box, select Slips; Replacement Slips and then open a replacement slip.

- Itemized Slip Replacement Entry - @
Slips that match
New

Slip lvpe @ Time () Ezpense

Activity '] |F|esearch lzl
Reference |AEC w. DEQF |z|
‘Wil be replaced by one glip with this description
Research for case

Start Date [Ear\iest Start Date ']
EndDate [LatestEndDats -
Enabled for printing on bills oK. | [ Pl ] l Help ]

For more information on replacement slips, look up “replacement slips” in the
Sage Timeslips Help index.
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Omitting unapplied payments from bills

If you have some payments that include unapplied amounts, you can exclude
those payments from displaying on bills, pre-bill worksheets, and Billing
Assistant.

Unmark “Include
payments with  LimitData
unapplied amounts” to

X . Show bills with balances but no activi AR transactions obey the slip date range filter
omit them from the bill. g EAR vese ¢

Show bills with funds activity only Indude payments with unapplied amounts
Indude Clients who are paid in ful [ release slips marked hold
[~ Draft Bill: Limit description to 4 lines

@ For more information on report options, look up “report options” in the Sage

Timeslips Help index.
Help

Printing Bills
Suppressing hard copies of emailed bills

When printing bills and sending some bills by email, you can now suppress hard
copies of the bills for clients receiving them by email.

This is useful if you do not need a hardcopy of emailed bills or if you simply want
to save paper.

Unmark “Clients

receiving emails printt0  after printing
rinter” to prevent
pemailed blﬁs from Send bills via email [ print bill summary worksheet

pr|nt|ngb||| Clients receiving emails print to printer [ Print invoice number listing
Print matching envelopes or labels Pause after bill to switch paper

@ For more information on emailing bills, look up “sending bills by email” in

the Sage Timeslips Help index.
Help
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Automatically naming PDF files

When printing bills or statements to PDF, Timeslips can automatically name the
individual PDF files using data field values.

(D) PDF File Name Setup =

Use these settings to customize the names of individual bill or statement PDF files. These settings are used
when you print a bill run or statement run to separate PDFs, or when sending bills or statements by email.
You can set up PDF I\| You can indude field name tokens to ensure file names are unique. (Do not indude the .pdf extension.)

naming conventions for 3
bills and statements. Bils and Reprint Bils | Statements
FDF Attachment
HMame | [Client:Mickname 1] [Client value:lnvoice Mumber] o

Available fields
Group [<all

v] “Y'ou can add data fields to the file name by

7 = dragging them to the Mame field or clicking
= the “Add Field" button.

e Billing Aty =

Caze Type

Client Full Mame

Client Mickname 1

Client Mickname 2

Cliert Status 2

[ £ addred @) ]
o e

“Y'ou can add up to three data fields to the
M ame field.

In the Name field (1), you can enter a combination of free form text and data
fields. Optionally, you can select a field from the Fields list (2) and click Add
Fields (3) to add that field to the file name.

@ For more information on PDF files, look up “printing reports to PDF” in the
Sage Timeslips Help index.
Help

Creating bill images
When printing bills to PDF, RTF, or TEXT file, if you approve those bills,

Timeslips will save a bill image that you can reprint. In previous versions, you
had to print to a printer in order for reprint images to be saved.

@ For more information on bill images, look up “reprinting bills” in the Sage

Timeslips Help index.
Help
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Reprinting bills

You can use the Reprint Bills dialog box (select Bills; Reprint Bills) to reprint
past bills for your clients. When reprinting past bills, you can now reprint them
to individual PDF files or to RTF format for editing.

D) Reprint Bills =N EoR (5

Thiz dialog box allows you to print copies of past bills. Maote that the balances displayed on the list below do not necessarily
reflect current client accounts receivable balances. Other bills, which may not be included on this list, will also affect client
accounts receivable balances. Please click the Help button for additional information about theze balances.

Viewty o

Client Mew Charges < Invoice Status Invoice Balance

{ARC 150000} Partially Paid : 500.00
Unpaid 1E00.00
Paid in Full 0.00
Unpaid

0.o0

Mickerson 2800.00

{Bishop ; ; 3000.00

iSeacoast 4300.00 : Unpaid A4300.00

Total invoice balance for marked invoices $0.00  Tatal invoice balance for listed invoices $13300.00

Piintto [RTE 9 - [ Pin ]e
Dizplay

You can now reprint Printer...

bills to more formats. Emal Message

\TF

Optionally, use the View By field and Selection button (1) to filter the invoices
displayed. Mark (2) the invoices to reprint. Choose the destination of the reprint
images. Click Print (4) to reprint the selected invoices.

@ For more information on bill images, look up “reprinting bills” in the Sage

Timeslips Help index.
Help
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Printing Reports

This list shows the mail —

merge jobs that you've
created.

&

Help

Mail merge

You can now merge client information into Word documents to create unique
letters for your clients.

Select Reports; Mail Merge to open the Mail Merge Jobs dialog box.

I3 Mail Merge Jobs =N =R

This list shaws your current mail merge jobs. Use the buttons to the right to maintain mail merge jobs or
to send a job to Microsoft Word for printing.

Mame Template Filters
Late reminder letter i Late Reminder iTotal Balance 0.01 or more
Retainer request letters Retainer Request Retainer Client Yes

This dialog box lists (1) the names of jobs, the mail merge templates each job
uses, and the selection filters applied to each job.

Use the toolbar to the right (2) to view the available mail merge templates,
maintain mail merge jobs, or (3) send a mail merge job to Word.

For more information on merging client information into Word documents,
look up “mail merge” in the Sage Timeslips Help index.
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Creating a new mail merge template

From the Mail Merge Jobs dialog box, click New i to create a new job.

Mail Merge Job Wizard
Select a mail merge template:

Select a template to use with this mail merge job. You can optionally use the buttons to
the right to create, edit, or delete templates.

Templates
Collection Letter
Late Reminder
Retainer Reguest

RO

Cancel

L
o
b
5
I
fi]
m

Use the Select a mail merge template —/
view to choose the template for the
new job.

Mail Merge Job Wizard

Set up selection filters and sorting:

Click the 'Selection’ button to choose which dients to indude on the mail merge job. Click
the 'Sort' button to choose the order that merged documents will appear in Word.

Selection All

(1
‘_‘ o

‘e

tn
=]
=

m
7}

Cancel

On the Set up selection filters and sorting view:
(1) click Selection to set up selection filters that
will determine which clients are included, and (2)
click Sort to determine the sort order of the mail

merge letters.

|\\>
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Mail Merge Job Wizard

Save mail merge job

Sage Timeslips has the information it needs to create your mail merge job. Use the fields
below to save and/or merge the job now,

o [7] save the mail merge job
‘ Name New Mail Merge Job

e Merge to Word now

Use the Save mail merge job view to (1) name J
and save the mail merge job for future use and
(2) optionally run the mail merge job now.

Merging to Word

When you merge the mail merge job to Word, a separate document will print
for each client included in the job.

S P g s P g™

ABC Corporation
17 North Thunder Way
Suite 1001

Boston, MA 02114

Dear ABC Corporation,

Our records indicate your account with us is past due.

All due transactions are listed below.

Current Period: $0.00
Past Due in Period 1: $0.00
Past Due in Period 2: $0.00
Past Due in Period 3: $0.00
Past Due in Period 4: $2100.00

D S e ey

Data fields in each
document will show data
for that client.

- e T e e
Atlantic Warchouse & Supply

100 Granite Avenue

Gloucester, MA 01930

Dear Atlantic Warchouse & Supply,

Our records indicate your account with us is past due.

All due transactions are listed below.

Current Period: $0.00
Past Due in Period 1: $0.00
Past Due in Period 2: $0.00
Past Due in Period 3: $0.00
Past Due in Period 4: $2000.00

e T g ]
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Print format enhancements

Printing from preview

While previewing reports onscreen, you can now print them directly to printer,
PDF, or RTF without having to generate the report again.

Set Print to to the
appropriate format and
click Print.

&

Help

When printing to file,
you can choose to open
when it's saved.

&

Help
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6 EXP D. Brickley 6

7/24/2014 Local travel

WIP Bishop

Mileage to client and back Bishop v. Roakes

Page 1 of [ Automatically update the report aftsr ing changes
I & = 2 [ Moe || Done | [100% =] Pintto [POFfie. <[ Pt |
Printer
Frin:
P
%:Guides C:\Program Files (x86)\Timeslips 2012\Explorel,

For more information on previewing reports, look up “previewing reports” in
the Sage Timeslips Help index.
Automatically viewing files

When printing reports to file (PDF, RTF, Text, CSV, TAB), Timeslips can now
automatically open the file for you.

(D) PDF Options =

Select the name and location of the saved PDF file. If you do not specify a folder, Sage Timeslips
will save the PDF in: C:\Users\thinds\Documents!,

File name

Slip Listing D
Options

[ Add thumbnail preview

["]Embed fonts

Open PDF file when complete

J ok || cancel |[ ek

For more information on printing reports, look up “printing reports” in the
Sage Timeslips Help index.
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Enhanced RTF for Word

When printing reports to RTF, an additional RTF format is available: Enhanced
RTF for Word. This RTF format resembles the report as it looks onscreen.

@ Save As @

Mame the RTF file to save. If you only supply a file name, the RTF will be created in
C:\Usersithinds\Documents!,

File name

Slip Listing (o]
Options

_ Basic RTF [~] open file when complete

A new RTF format is ~) Basic RTF with column stops
now available. ) RTF for Word

'@ Enhanced RTF for Word

o ) oo | [ en ]

@ For more information on printing to RTF, look up “printing reports to RTF”

in the Sage Timeslips Help index.
Help

Omitting font information in PDF files

When printing reports to PDF, you can exclude font information to reduce the
size of the PDF file.

(D) PDF Options =

Select the name and location of the saved PDF file. If you do not specify a folder, Sage Timeslips
will save the PDF in: C:\Users\thinds\Documents!,

File name

Slip Listing
Options

[ Add thumbnail preview

/ ["]Embed fonts

Open PDF file when complete

Unmark Embed fonts to
omit fonts from the PDF

file. [ oK H Cancel H Help ‘

@ For more information on printing to PDF, look up “printing reports to PDF”

in the Sage Timeslips Help index.
Help
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Document Access

@

Help

9 e — [¥] Place bills in a 'Bills subfolder @ [ = ] I — ‘ I Help ‘
Place statements in a \Statements subfolder

You can assign document folders and shortcut links to clients that allow you to
quickly save and access documents for those clients.

For more information on document access, look up “accessing client
documents” in the Sage Timeslips Help index.

Creating document folders for clients

You can use the Document Locations dialog box (select Setup; Document

Locations) to help simplify the creation or assignment of document folders for
each client.

Document Locations

Root Folder

Choose the root folder where you want to save dient documents. You can enter a full path or just a folder name; if you use
just a folder name, that folder will be created within your Sage Timeslips database folder.

o Docs D

Actual path: C:\Program Files (x86) {Timeslips 2012\Explore'\Docs
Client Subfolders

Sage Timeslips can use dient nicknames to create unigue folders for each dient or you can enter folders for each dient
individually. If you enter just a folder name, that folder will be created within the Root Folder spedified above.

Client Folder

:\Shared \,D;c; Wickerson

i C:\Shared\Docs\Seacoast

* -indicates the dient Folder does not exist. It will be created for you when needed.

1) assign a Root Folder as a base that can contain document folders for each
client

2) you can assign folder names based on the client’s primary nickname or you
can enter folder names manually.

3) an * will appear to the left of any folders that are missing

4) you can automatically create \Bills and \Statements subfolders within each
client’s document folder.

5) click Create Folders to create any missing document folders for your clients



New Features in Sage Timeslips 2012
Document Access

Document and Folder Shortcuts

You can also set up or open shortcuts to non-Timeslips documents, folders, and

web sites for each client.

From the Client List dialog box or the Client Information dialog box, click View

Documents | @/ to open the Document Shortcuts dialog box.

Q Document Shortcuts =] @

The list below shows the shortcuts available for this dient. You can use the buttons to the right to add, edit, or delete
shortcuts,

ABC (2] Zx PO

0 + | Nickname Link

iFlat Fee Agreement  ic:\Shared\Docs\ABC-Agreement.pdf

&= | Sage Timeslips fwww, SageTimeslips.com

Document Root Folder: C:\Program Files (x86){Timeslips 2012\Explore\Docs e ’ Help ] ’ Close

1) For each client, you can maintain a unique list of shortcuts.

2) Use the tools at the top of the dialog box to create new shortcuts and maintain
existing shortcuts. You can create shortcuts to specific documents, document

folders, or web sites (URLs).

3) Double click any shortcut from the list to launch it or select a shortcut and

click Open.

4) When you create new document or folder shortcuts, Timeslips will default to
the Document Root Folder. You can click this link at the bottom of the dialog box

to review your current Document Locations.
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Creating PDFs for each client

When printing bills or statements to PDF, the PDF Options dialog box provides
additional options:

(D) PDF Options =

_ Print all bills or statements to a single PDF file

o Enter the name and location of the PDF file. If you supply only a file name, the PDF will be
created in: C:\Users\thinds\Documents!,

Generate Bills

Open PDF file when complete

_ Print each bill or statement to a separate PDF in this folder

9 Enter the location where you want to place the individual PDF files. The name of each PDF
is determined from the ‘Separate PDF file name' rule, below.

C:\Users\thinds\Documents,

@ Print each bill or statement to a separate PDF in custom folders

9 All of the PDFs will be saved in the folders you set up for each dient. Click the link below to
review this folder structure.

C:\Program Files (x86)Timeslips 2012\Explore\Docs
Separate PDF file name

When printing each bill or statement to individual PDF files, you can use data tokens to
create unigue file names. Click the link below to review the current setup.

9 Client:Mickname 1] [Client value:Invoice Number

Options
[ Add thumbnail preview ["]Embed fonts

o ) [ oo | [ bep ]

You can (1) print the entire run to a single PDF file, you can (2) print individual
PDF files for each client and place them in a specific folder, or you can (3) print
individual PDF files for each client and place them in each client’s document
folder.

When printing separate PDF files for each client, Timeslips will use the naming
rules (4) you have set up in the PDF File Name Setup dialog box.



TAL and TAL

Pro

Manually marking transactions as posted

New Features in Sage Timeslips 2012
TAL and TAL Pro

When you link Timeslips with a general ledger, there may be transactions that
you do not transfer from Timeslips to that general ledger.

You can now use the Mark Transactions As Posted dialog box (select Setup; Mark
Transactions As Posted) to mark these transactions so they do not transfer to
your general ledger.

Choose the transactions —
that you want to mark
as posted.

@ Mark Transactions Az Posted

o [E sl

This list shows the transactions that match your selections on the previous page. Use the check boxes below to further

limit which transactions to mark as Posted.

X Table s} + Date | Type
] iar 1 2(26/2013 {INV
(Y 2 4/13/2013 (INV
] iar 3 10/30/2013 (INV
(Y 4 11/16/2013 (PAY
] iar 5 11/28/2013 {INV
(Y & 11/28/2013 (INV
[¥]  iFunds 1 12/13/2013 {DEP
] iar 7 12/28/2013 (PAY
V| Funds 2 12/29/2013 {PAYF
Y 3 12/29/2013 (INV
] iar g 12/29/2013 {INV
(Y 10 12/29/2013 (INV
] iar 11 12/29/2013 {INV
(Y 12 12/29/2013 (PAY

b

Client
Nickerson
Seacoast
ABC
Atlantic
ABC
Atlantic
Eastern
ABC
Eastern
ABC
Atlantic
Bishop
Eastern
Eastern

Help << Back

Amount
2500,00
4300.00
2000,00
(2000.00)
1500.00
2000,00
10000.00
(3000.00)
(1700.00)

1600.00
2000,00
3000,00
1700.00

(1700.00)

[ Finish

| e

&

Help

For more information on marking transactions as posted, look up “Mark

Transactions as Posted dialog box” in the Sage Timeslips Help index.

Status of name synchronization

If you connect Timeslips with Peachtree or QuickBooks and you synchronize
names, Timeslips now provides enhanced log files that indicate the status of

name synchronization.

Reviewing documentation

If you connect Timeslips with Peachtree or QuickBooks, you can now quickly

access documentation in PDF format through the Help; Other Documents

menu.
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Enhanced Navigators

Help

In the bottom left

corner of the navigator,
click << to collapse or

124

>> 10 restore the
navigator.

When using enhanced navigators in a multiuser environment, the Use
Navigators Locally setting allows users to maintain their own templates so
changes do no affect other users.

() Personal Preferences [C:\Program Files (x86)\Timeslips 2012\PREFS.PRF] E
Interface
Startup and Exit
Mavigation Rules Select Navigator Format

Interface: Navigators

M d C ek _
1=nU and Lommands (@ Enhanced Mode

Appearance Enhanced navigators group related features together to help you understand how features
Mavigators » are associated with each other. They also display up-to-date information for many areas of
your business, and you can customize the types of data displayed.
Procedures
Slips Template Office Manager - Use Navigators Lacally

For more information on using a local copy of the navigator, look up
“Personal Preferences dialog box: Navigators page” in the Sage Timeslips
Help index.

When viewing enhanced navigators:

+ you can collapse the options on the left-side to provide more room

E Change Template
E Change Settings
E Hide Mavigator

7]

%:Guides C:\P/mgéés (x86) \Timeslips 2012\Explore\,

+8nm0

U

%:Guides C:\Program Files (x86)\Timeslips 2012\Explorel,
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Administration / Network / System

+ you can double-click on any section heading to view the section in full-

Right click on any navigator
section and click Print
Current Section or Print
All Sections.

screen mode. This is be useful when viewing long lists of data or
detailed graphs.

+ you can right-click on any section to print that section or all sections

@

Help

Options Shift+ Ctrl+ O
Update Section F5
Update All Sections

0
Print All Sections Ctrl+P

Print Current Section

For more information on using enhanced navigators, look up “enhanced
navigators” in the Sage Timeslips Help index.

Administration / Network / System

@

Help

Setting Exclusive Mode

You can now use the Exclusive Mode dialog box (select Special; Exclusive Mode)
to temporarily prevent access by other timekeepers. This is useful, for example,
if you want to print bills or reports, and do not want additional records entered
while you verify values.

==

Use this command to set access for this database to Shared or Exdusive mode.
Exdusive made will prevent all other Sage Timeslips workstations from accessing
this database.

9 Exclusive Mode

() Shared Mode
Allow other Sage Timeslips workstations to access this database

@ Exdusive Mode

Prevent other Sage Timeslips workstations from accessing this database
until you set access back to Shared mode.

Message:
I have the database locked in exdusive mode.

(2]

[ oK

==l

Help ]

Choose Exclusive Mode (1) to lock the current database. Optionally enter a
message (2) that other timekeepers will see when they try to access the database.

For more information on using enhanced navigators, look up “exclusive
mode” in the Sage Timeslips Help index.

125



5 Sage Timeslips 2012
Sage Timeslips Upgrader’s Guide

Reviewing other users

You can now use the About Sage Timeslips dialog box (select Help; About) to
view details about other workstations that are accessing the Timeslips database.

At the bottom of the About Sage Timeslips dialog box, click View Station Access.

Click View Station Access
to view information about

other WOI’!(StatIOﬂS that are documentation were developed by third parties and are hergpy acknowledged. For a
accessing the database. complete list of copyright and trademark notices, click here
[ Done ] [ Support Info... ] I System Info... I [View Station Access ] g

@ For more information on the view station access, look up “About Sage
Timeslips dialog box” in the Sage Timeslips Help index.
Help

Log Files

You can now access Timeslips-related log files quickly using the new Special;
Explore Log Files command
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