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Introduction 
 
 
Welcome to BillQuick® Report Book! 
 
BillQuick contains more than 400 reports and 150 invoice templates. Many reports are accessed directly 
from the Reports menu or BillQuick screens, while all BillQuick reports – including any reports you 
customize or create with Crystal Reports – can be accessed from the Report Center screen (Reports 
menu). The Report Center filters the report list automatically based on the industry you choose. 
BillQuick also allows you to memorize reports or tag them as your favorites. 
 
Most reports contain multiple filter options. That allows you to focus management information to 
specifically what you want to review. For example, you might restrict the Project Profitability–Summary 
report to one project manager. With several profit reports side by side, you can compare managers’ 
profit performance. Similarly, you might filter Budget Comparisons or Earned Value by project manager or 
a custom project field. In short, filters allow you to view information from a global level down to one that 
is finely tuned. 
 
You can use the Agent Workflow Automation module to schedule delivery of a daily, weekly, monthly or 
any other report. 
 
To top it all, BillQuick reports feature a consistent color coding: tangerine for Client ID, magenta for 
Employee ID, purple for Project ID and grass green for Project Manager. 
 
This BillQuick Report Book contains many sample reports for preview. Individual report pages break 
down information into: 
 

• Purpose  
• Description 
• Key Filters 
• How to Run the Report  

 
Many report pages include a list of related reports with brief descriptions and calculations.  
 

 BillQuick reports have been explained in this Report Book on the basis of 
new categorization in the Report Center (not according to the Legacy View). 
You can also check out our free BillQuick eBooks for project managers, billing 
managers, principals & partners and office managers & accountants.  

 

 Please send any comments or suggestions about the Report Book, 
BillQuick and other products and services to BQ-Ideas@bqe.com. For other 
information, contact us at 310-602-4010 or sales@bqe.com. 

 
 
 
 

http://www.bqe.com/ProductOverview.asp?prodId=AG
http://bqesoftware.net/media/PDF/BQ/2012/Project-Managers-eBook-2012.pdf
http://bqesoftware.net/media/PDF/BQ/2012/Billing-Managers-eBook-2012.pdf
http://bqesoftware.net/media/PDF/BQ/2012/Billing-Managers-eBook-2012.pdf
http://bqesoftware.net/media/PDF/BQ/2012/Principals-Partners-eBook-2012.pdf
http://bqesoftware.net/media/PDF/BQ/2012/Office-Managers-Accountants-eBook-2012.pdf
mailto:BQ-Ideas@bqe.com
mailto:sales@bqe.com
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BillQuick Reports 
 

 

Accounting 
 

Vendor Bills 
 

 
 
Purpose 
 
To provide managers and accounting staff with information regarding all the purchases made from a 
specific vendor. 
 
Description 
 
Organized by Vendor Bill Number, the report gives details about the items that have been purchased for 
a specific project from a particular vendor. The report gives you detailed information about the number 
of items received, their corresponding cost rates and amounts due. 
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Key Filters  
 
Filters include Time Expense Date. On the Report Center screen, you can also filter by Time Expense 
Project ID, Time Expense Employee ID, Time Expense Billable, Time Expense Bill Status, Time Expense 
is Vendor, Time Expense Item and more.  
 
How to Run the Report  
 
From the Reports menu, select Report Center screen. Select Vendor Bills report from the Accounting 
category. Choose one or more filters or accept the defaults; then click Print or Preview. You can also run 
the most common purchase order and vendor bill reports from the Reports menu, Payments. 
 
More Accounting Reports  

 
• Purchase Order – Time & Expense Detailed: Provides details about time and expenses 

associated with purchase orders. Organized by PO number, the report lists the expense 
units or service hours ordered from vendors along with their projects, units, rates, etc.  

• Purchase Order History: Provides historical information about items that have been 
ordered from vendors. Organized by PO number and vendor, the report displays the 
details about expense units or service hours ordered, received and billed. 

• Purchase Order List: Provides a list of items ordered from vendors. Organized by PO 
number, the report displays the expense units or service hours ordered along with their 
projects, units, rates, etc. 

• Purchase Order Status - Received, Not Invoiced: The report provides information about the 
items that have been received from a specific vendor but have yet to be billed to the 
client. 

• Purchase Orders - Open: Displays the details of open purchase orders. The report lists 
those purchase orders for which items have yet to be received. 

• Purchase Orders - Unbilled: Provides information about unbilled items on purchase orders. 
The report displays details such as vendor, associated client, receipt date and order 
status. 

• Purchase Orders by Vendor: Provides a list of items that have been ordered from vendors 
for projects. Organized by Vendor ID, the report displays information about expense 
units or service hours ordered and received against a purchase order. 

• Purchase Orders Received – Detail: Provides a list of items that have been ordered from 
vendors for projects. Organized by purchase order number, the report displays 
information about expense units or service hours ordered, received and items remaining. 

• Vendor Bills Status: Provides managers with information regarding all the purchases made 
from vendors. The report displays details about the vendor bills including item 
purchased, amount and billed/paid status. 

• Vendor Bills Status by Project: Provides managers with information regarding all the 
purchases made from vendors. Organized by vendor, the report displays details about 
the vendor bills including item purchased, amount and billed/paid status. 

• Vendor Bills Status Summary: Provides managers with information regarding all the 
purchases made from vendors. Organized by vendor, the report displays summary of 
vendor bills including amount and billed/paid status. 
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• Vendor Bills Status Summary by Project: Provides managers with information regarding all 
the purchases made from vendors. Organized by project, the report displays summary of 
vendor bills including amount and billed/paid status. 

• Vendor Bills – Unbilled (Detail): Provides detailed information about all the unbilled 
vendor bills. The report lists the vendors, bill numbers, dates, bill amount, billed status, 
etc. along with the totals.
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Accounting Integration 
 
 

QuickBooks Sync 
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Purpose  
 
To provide a scannable list of BillQuick project records that are synchronized (linked) or not 
synchronized (unlinked) with QuickBooks.  
 
Description 
 
Organized into linked and unlinked sections, the report lists the project ID, project name, client name 
and project manager. Linked projects are ones that have a matching record in QuickBooks. Unlinked 
projects are ones in which a record exists in BillQuick or QuickBooks but not the other application.  
 
Key Filters 
 
Filters include Project Start Date, Project ID, Client ID and Project Manager. On the Report Center 
screen, you can also filter by Project Manager, Contract Type, Project Status, project and client custom 
fields and more. 
 
How to Run the Report 
 
From the Report Center screen, select the Accounting Integration category, QuickBooks Sync - Projects. 
Choose one or more filters or accept the defaults; then click Print or Preview. You can also run all the 
sync reports from the Integration menu, QuickBooks, QuickBooks Sync Reports. 
 
More Synchronization Reports  

 
• QuickBooks Sync - Chart of Accounts: Provides a scannable list of BillQuick chart of 

accounts that are synced (linked) or not synced (unlinked) with QuickBooks. 
• QuickBooks Sync – Clients: Provides a scannable list of BillQuick client records that are 

synced (linked) or not synced (unlinked) with QuickBooks. Organized into linked and 
unlinked sections, the report displays the main client information.  

• QuickBooks Sync – Employees: Provides a scannable list of BillQuick employee records 
that are synced (linked) or not synced (unlinked) with QuickBooks. Organized into linked 
and unlinked sections, the report displays the main employee information. 

• QuickBooks Sync – Expense Entries: Provides a scannable list of BillQuick expense entries 
that are synced (linked) or not synced (unlinked) with QuickBooks. Organized into linked 
and unlinked sections, the report displays the expense records. 

• QuickBooks Sync - Expense Items: Provides a scannable list of BillQuick expense items that 
are synced or not synced with QuickBooks. Organized into linked and unlinked sections, 
the report displays the BillQuick expense codes and other charge/inventory/non-
inventory items in QuickBooks.  

• QuickBooks Sync – Invoices: Provides a scannable list of BillQuick invoices that are synced 
(linked) or not synced (unlinked) with QuickBooks. Organized into linked and unlinked 
sections, the report displays information about the invoices. 

• QuickBooks Sync – Payments: Provides a scannable list of BillQuick payments that are 
synced (linked) or not synced (unlinked) with QuickBooks. Organized into linked and 
unlinked sections, the report displays information about the payments made by clients.  
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• QuickBooks Sync - Service Items: Provides a scannable list of BillQuick activity records that 
are synced (linked) or not synced (unlinked) with QuickBooks. Organized into linked and 
unlinked sections, the report displays the activity codes in BillQuick and service items in 
QuickBooks.  

• QuickBooks Sync - Time Entries: Provides a scannable list of BillQuick time entries that are 
synced (linked) or not synced (unlinked) with QuickBooks. Organized into linked and 
unlinked sections, the report displays the time records. 

• QuickBooks Sync - Vendor Bills: Provides a scannable list of BillQuick vendor bills that are 
synced (linked) or not synced (unlinked) with QuickBooks. Organized into linked and 
unlinked sections, the report displays the vendor bill records. 

• QuickBooks Sync – Vendors: Provides a scannable list of BillQuick vendors that are synced 
(linked) or not synced (unlinked) with QuickBooks. Organized into linked and unlinked 
sections, the report displays the main vendor or consultant information. 

• QuickBooks Sync Settings: Provides information about the sync settings specified for data 
integration between BillQuick and QuickBooks. The report lists the settings for sending 
and getting data and also indicates when the last data transfer occurred. 

• Tracker – QB Payments (Payment QB Link Tracker): Provides information that helps you 
determine whether payment records and associated transactions have synced with 
QuickBooks or not. This report displays payment details such as pay date and amount, 
client, project, invoice number and QBLinkID status (Y for Yes or N for No). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



BillQuick Report Book 2012.6                                                                                                                                                    Page 7  

Accounts Payable 
 

AP Aging – 90 Days 
 

 
 
Purpose  
 
To provide managers and accounting staff with aged amounts due on bills to assist with prioritizing 
payments to vendors or consultants. 
 
For year-end inspection, the aging reports are very useful. You should run them twice – first, as of 
December 31, 2011 and then, again as of December 31, 2012. You can compare the A/P totals and aging 
between the two reports by client and company. Be sure to take into account seasonality factors (if they 
apply) and the impact of any recession. Analyze your business and determine how you might improve it 
for 2012.  
 
Description 
 
Organized by vendor, the report provides details about unpaid bills in accounts payable, grouped by 
when the bill was due (aging period). Information includes total amount billed, total applied receipts and 
the aged balance due. Aging periods are Current (30 days or less), 31 To 60 days, 61 To 90 days and 
more than 90 days.  
 



BillQuick Report Book 2012.6                                                                                                                                                    Page 8  

For each vendor to whom your company owes money, the report shows how much your company owes 
for the current and previous billing periods, and it shows the total amount. The report also shows the 
total amount owed to all vendors. 
 
Key Filters 
 
Filters include Vendor Bill Date, Time & Expense Date, Vendor ID, Vendor Bill Number, Vendor Group, 
etc. Also, you can restrict data to other time and expense attributes or fields. 
 
How to Run the Report 
 
From the Report Center screen, select the Accounts Payable category, AP Aging - 90 Days. Choose 
filters or accept the defaults; then click Print or Preview. You can also access the most common aging 
reports from the Reports menu, Accounts Payable. 
 
More A/P Reports 
 

• AP Aging – Summarized: Summarizes the status of unpaid bills in accounts payable. 
Organized by vendor, the report lists to whom your company owes money, how much it 
owes for the current and previous billing periods, and shows the balance. It also displays 
the total amount owed to all vendors. 

• Balance Sheet – Accrual: Displays a list of assets, liabilities and equity using accrual basis of 
accounting. 

• Balance Sheet - Cash: Displays a list of assets, liabilities and equity using accrual basis of 
accounting. 

• Check Detail: Displays detailed information about all the checks you have written in 
BillQuick. The report lists the check number, date, accounts (generally expense) affected 
by each check, original amount distributed among the accounts, paid amount and more. 

• Credit Register – Detailed: Provides details about credit or advance received from vendors 
on various projects. Organized by vendor, the report displays the vendor credit 
transaction details such as associated project, date of credit, bank or other account 
involved and credit amount available. 

• Credit Register – Summarized: Provides a summary about credit or advance received from 
vendors on various projects. Organized by vendor, the report lists the vendor credit 
transactions including associated project, date of credit, bank or other account involved, 
and credit amount provided, used and remaining. 

• Deposits Detail: Displays details about deposits made in BillQuick. Organized by type of 
deposit, the report lists details such as date of deposit, depositor whose payments were 
included, payment amount, account deposited to, etc. 

• General Ledger: Displays your account activity over a period of time. Organized by type of 
account in your chart of accounts, the report lists all the transactions for that account, 
providing details about date, bill number, account involved, debit or credit amount, and 
balance. 

• General Ledger (as of): Displays your account activity over a period of time and allows you 
to see a balance forward of all your accounts. It prompts you to set the ‘As Of’ date for 
the ledger. Organized by type of account in your chart of accounts, the report lists all the 
related transactions, providing details about date, bill number, account involved, debit or 
credit amount, and balance. 
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• Journal: Provides useful information for accountants practicing double-entry of 
bookkeeping. The report displays a breakdown of every transaction into debits and 
credits besides providing details about the type of transaction, project, client or vendor 
involved, accounts debited or credited, and so on.  

• Profit & Loss – Accrual: Provides a profit or loss summary for your company following 
accrual basis of accounting. The report summarizes your income and expenses for the 
selected period, including subtotals for each account in your chart of accounts. The last 
line shows your net income (or loss) for the specified period. It involves the following 
calculations: 
 

Net Income = (Total Income – Cost of Goods Sold) – Total Expense + (Total Other 
Income – Total Other Expense) 

• Profit & Loss – Accrual Prev Year Comparison: Provides a profit or loss summary for your 
company following accrual basis of accounting. The report compares your income and 
expenses for the current year and previous year, including subtotals for each account in 
your chart of accounts. The last line shows your net income (or loss) for the two years. 

• Profit & Loss – Accrual YTD Comparison: Provides a profit or loss summary for your 
company following accrual basis of accounting. The report compares your income and 
expenses for the current year-to-date and previous year-to-date, including subtotals for 
each account in your chart of accounts. The last line shows your net income (or loss) for 
the two years-to-date. 

• Profit & Loss – Cash: Provides a profit or loss summary for your company following cash 
basis of accounting. The report summarizes your income and expenses for the selected 
period, including subtotals for each account in your chart of accounts. The last line shows 
your net income (or loss) for the specified period. It involves the following calculations: 
 

Net Income = (Total Income – Cost of Goods Sold) – Total Expense + (Total Other 
Income – Total Other Expense) 

• AP Reconciliation Detail: Provides reconciliation details of your bank accounts for a 
previous reconciliation period. The report lists the beginning and ending balances along 
with the account details like name, type, balance amount, etc.  

• Reconciliation Discrepancies: Provides details of your bank account showing how you 
reconciled an account for a previous reconciliation period. This can help you track down 
discrepancies with your bank statement. The report lists the totals along with the 
account details like name, type, reconciled amount, type and effect of change, etc. 

• Statement of Cash Flows: Provides information about cash generated and used during the 
specified time interval. The report lists the activities done, net income generated and net 
cash flow for a specific time period. 

• Transaction Detail – Account: Provides management and accounting staff with details 
about various accounts and related transactions. Organized by type of account, the 
report shows transaction dates, memos, debit/credit amounts and balances. It lists 
individual transactions subtotaled by each account on your chart of accounts. 

• Transaction List – Date: Provides a chronological listing of all the transactions made in 
your company. Organized by date, the report displays details such as type of 
transactions, payees, accounts involved, and debit/credit amounts. 

• Transaction List – Vendor: Provides a listing of all the vendor-related transactions made in 
your company. Organized by vendor, the report displays details such as type of 
transactions, dates, payees, accounts involved, amounts, etc. 
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• Transferred Funds: Provides information about funds transferred between various 
accounts. The report displays details such as date of transfer, memo, accounts involved 
and amount transferred. 

• Trial Balance –Account: Displays a trial balance of your chart of accounts. The report lists 
all the accounts and their debit/credit balances on accrual basis of accounting.  

• Vendor Balance – Detailed: Provides information about all the transactions related to 
vendors. Organized by vendor, the report displays bill numbers, amount billed, paid and 
unpaid balances. The report also displays the totals for each. 

• Vendor Balance – Summarized: Provides summary about all the transactions related to 
vendors. Organized by vendor, the report displays amount billed, paid and unpaid 
balances. The report also displays the grand totals for each. 

• Vendor Bills – Paid: Provides information regarding payments made against vendor bills. 
The report displays details about the payments including bill number, date, vendor ID, 
memo, account involved, paid amount and balance. 

• Vendor Bills - Unpaid: Provides information about all the unpaid vendor bills. The report 
lists the vendors, bill numbers, bill and paid amount, etc. 

• Vendor Expenses – Detailed: Provides detailed information about vendor related 
expenses. Organized by vendor, the report lists expense and credit transactions with 
your vendors, showing date, bill number, accounts involved, amount and balances. It 
displays the totals (net expenses) for each vendor as well as the grand totals. 

• Vendor Expenses – Summarized: Provides summary about vendor related expenses. 
Organized by vendor, the report lists the net expense and credit amounts. It displays the 
grand total for all vendors. 

 
 
 
 



BillQuick Report Book 2012.6                                                                                                                                                    Page 11  

Accounts Receivable 
 

AR Aging  
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Purpose  
 
To provide managers and accounting staff with aged amounts due and payment history to assist with 
prioritizing collection calls and determining whether to extend further credit to a client. 
 
For year-end inspection, the aging reports are very useful. You should run them twice – first, as of 
December 31, 2011 and then, again as of December 31, 2012. To get a good measurement of collection 
efforts, compare the A/R totals and aging between the two reports by project, client and company. Be 
sure to take into account seasonality factors (if they apply) and the impact of any recession. Also, think 
about the collections policies and procedures you installed in the past two years. These are probably very 
good procedures, even if the recession might have hindered their success. Analyze your procedures and 
determine how you might improve them for 2012.  
 

 You should make sure to run the aging reports at year-end for current and 
last year, as of a certain date. Also, aging should be compared and evaluated 
against your billing revenue. The acceptable range for aging is about 8-18% of 
gross billing. 

 
Description 
 
Organized by client, the report provides details about invoices and client contact information. 
Information includes total amount billed, total applied receipts and the aged balance due. Aging periods 
are Current (30 days or less), 31 To 60 days, 61 To 90 days and more than 90 days. Subtotals display by 
project and client for aged amounts and balance due. Grand totals display at the end of the report.  
 
Key Filters 
 
Filters include Invoice Date, Transaction Date (time stamp when the invoice was created), Client ID and 
Project ID. Also, you can restrict data to only active or inactive clients. On the Report Center screen, you 
can also filter by Project Start Date, Client ID, Client Zip Code, Project ID, Contract Type, Project 
Manager, Project Status, Invoice Number, project and client custom fields and more. 
 
How to Run the Report 
 
From the Report Center screen, select the Accounts Receivable category, AR Aging - 90 Days. Choose 
filters or accept the defaults; then click Print or Preview. You can also access the most common aging 
reports from the Reports menu, Aging. 
 

 If desired, you can change the standard 30-day aging period in the Global 
Settings screen. 

 

 If you integrate with QuickBooks and transfer Credit Memos from 
QuickBooks, you should run the ‘Aging with Overpayments’ report rather than 
the standard Aging report. QuickBooks represents credit memos as negative 
invoices. Negative invoices are not included in the standard aging reports. 
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AR Aging Days Receivables Outstanding 
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Purpose 
 
To enable management, bookkeepers and administrative staff to review and prioritize collections efforts 
based on the age of invoices.  
 
Days Receivables Outstanding helps you manage and analyze receivables collections. It is like a spotlight 
for collections. Knowing the age (in days) of each invoice highlights the risk to your investment in clients 
and the profits locked inside the receivables. The longer a receivable is outstanding, greater the 
probability of it not being paid in full (or at all) and the loss of company profits. What is the normal age for 
an invoice depends on your industry and clients. 
 
Information on this report may lead to changes, such as more frequent conversations with clients about 
amount due, charging late fees, raising fees, or requiring up-front or scheduled payments for work. 
 
If you want project managers (or executives) to be accountable for profits (including profit locked in 
receivables), put the right information in front of them on a regular basis.  
 
Description 
 
The report lists open invoices by projects, providing information about balance due and the number of 
days outstanding. 
 
Key Filters 
 
Filters include Invoice Date, Project Start Date, Transaction Date (time stamp when the invoice was 
created), Client ID, Project ID, Project Manager, Contract Type, Project Status, project and client 
custom fields and more. If project managers are responsible for collections, filter the report by Project 
Manager and then analyze the situations. 
 
How to Run the Report 
 
From the Reports menu, select Report Center, Accounts Receivable category, AR Aging - Days 
Receivables Outstanding. Choose one or more filters or accept the defaults; then click Print or Preview. 
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AR Client Details 
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Purpose 
 
To provide management and accounting staff with details about project billing and payment activities. 
Also, provides clients with a detailed accounting history of a project. 
 
Description 
 
Organized by client, the report shows client retainers received, invoices and payments by project with 
dates, invoice numbers, billed amount, payments, payment method, retainer applied and late fee paid. 
Subtotals display for billed, payment, retainer, late fee amounts and balance due for projects and clients.  
 
Key Filters 
 
Filters include Transaction Date, Invoice Date, Invoice Number, Project ID Client ID and Payment 
Method.  
 
How to Run the Report 
 
From the Report Center screen, select Accounts Receivable category, AR Client Details by Project with 
Payments Detail (Account Transaction). Choose one or more filters or accept the defaults; then click 
Print or Preview. You can also run this report from the Reports menu, Project, Account Transaction 
Details. 
 
 
More Aging Reports  

 
• Aging As Of – 90 Days: Displays aged amounts due and payment history to assist you with 

prioritizing collection calls and determining whether to extend further credit to a client. 
This report provides a reliable way of knowing what your A/R balance was as of a specific 
date. Organized by client and project, the report includes outstanding amounts through 
the cutoff date for current, 31-60, 61- 90 and >90 aging periods.  
You can view selective information on this report by applying the relevant filters to it 
such as the As Of date. You can also apply the additional Invoice/Payment Date combo 
filter with the desired As Of date. On the other hand, the regular aging reports are not 
designed for date filtering. When you run those reports, you get the current aging and 
NOT the aging as of a certain date. 

• AR Aging – 120 Days: Displays aged amounts due and payment history to assist you with 
prioritizing collection calls and determining whether to extend further credit to clients. 
Organized by client and project, the report includes outstanding amounts for more than 
120 days. 

• AR Aging – 210 Days: Displays aged amount due and payment history to assist you with 
prioritizing collection calls and determining whether to extend further credit to clients. 
Organized by client and project, the report includes outstanding amounts for more than 
210 days. 

• AR Aging – Negative Balances: Displays accounts receivable information for clients with a 
credit (negative) balance. The report allows you to view the outstanding amount on an 
invoice for current, 31-60, 61- 90, >90 aging periods. 

• AR Aging – Over Payments: Displays the aged amounts due and payment history associated 
with a client. Organized by client and project, the report includes outstanding amounts 
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for more than 90 days and negative invoice amounts not included in the standard aging 
reports. 

• AR Aging by Parent Project – 90 Days (Aging by Client Master Project): Provides managers 
and accounting staff with aged amount balances and payment history to assist in 
prioritizing collection calls and determining whether to extend further credit to a client. 
The report lists regular and late fee invoices, their bill/paid/balance amounts, along with 
current, 31-60, 61- 90, >90 day aging organized by client and project. 

• AR Aging by Master Project Summary – 90 Days (Aging by Master Project Summary): 
Provides managers with aged balances and payment history to assist in prioritizing 
collection calls and determining whether to begin work for lagging clients. The report 
lists the aged amounts and total balances, along with current, 31-60, 61- 90, >90 day 
aging periods organized and summarized by master project. 

• AR Aging by Master Project – 90 Days (Aging by Master Project): Provides managers with 
aged balances and payment history to assist in prioritizing collection calls and determining 
whether to begin work for lagging clients. The report lists regular and late fee invoices, 
their bill/paid/balance amounts, along with aged amounts and total balances for the 
current, 31-60, 61- 90, >90 day aging periods organized by master project. 

• AR Aging Detail with Retainage: Displays the aged amount due and retainage to assist you 
with prioritizing collection calls and determining whether to extend further credit to 
clients. Organized by client and project, the report includes outstanding amounts for 
more than 90 days. 

• AR Aging Summary: Displays a one-line summary of total amount due from a client. 
Organized by client, the report includes outstanding amounts for current, 31-60, 61- 90, 
>90 aging periods. You can drill down into details. 

• AR Aging Summary with Retainage: Displays the aged amounts due and retainage to assist 
you with prioritizing collection calls and determining whether to extend further credit to 
clients. Organized by client, the report includes aging summary for more than 90 days. 

• AR Aging Summary with Retainers & Negative Invoices: Displays a one-line summary of total 
amount due from a client, including associated credit amount. Organized by client, the 
report includes outstanding amounts for current, 31-60, 61- 90, >90 aging periods. 

• Retainer Aging: Displays a summary of total retainer due from clients. Organized by client, 
the report includes outstanding amounts on projects for current, 31-60, 61- 90, >90 
aging periods. You can drill down into details. 

• WIP (incl. Drafts) Summary with Aging by Project (Work in Progress + Drafts dd): Provides 
managers with a work-in-progress summary to gauge the amount invested in the 
projects in the form of unbilled time and expenses, and receivables. Organized by 
project, the report displays the totals for billable hours, cost amount and bill value for 
services and expenses along with a 30-60-90 day aging of outstanding invoices. You can 
even drill down into the details.  
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Cash Receipts 
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Purpose  
 
To provide the accounting staff with a list of payments made on invoices and retainers. This report should 
be used to compare the earnings for two years and the difference should be positive. Typically, you 
should aim for 8% or more growth in terms of earnings per year. 
 
Description  
 
Organized and subtotaled by day, week and month, the report lists the original transaction date (e.g. 
invoice), payment recording date, invoice number, project billed, payment method and the applied 
amount. Items are sorted by transaction date (date the invoice was generated) and payment date. Write-
offs and credits show as zero amounts because they do not count toward the total deposit amount.  
 
Key Filters  
 
Filters include Payment Date, Project ID and Client ID. On the Report Center screen, you can also filter 
by Project Start Date, Transaction Date (time stamp when the invoice was created), Invoice Date,  
Invoice Number, Project Manager, Contract Type, Project Status, project custom fields and more.  
 
How to Run the Report  
 
From the Report Center screen, select Accounts Receivable category, Cash Receipts Detail. Choose one 
or more filters or accept the defaults; then click Print or Preview. You can also run the most common 
cash receipts reports from the Reports menu, Payment. 
 
More Cash Receipts Reports  
 

• Cash Receipts Detail by Master Project (Cash Receipt Journal by Master Project Pay Ref & 
Memo): Provides you with details about cash receipts on invoices and retainers. 
Organized and subtotaled by day, week and month, the report lists the payment details 
such as dates, invoice number, project phases billed, payment method and the applied 
amount.   

• Cash Receipts Detail By Client: Provides you with details about cash receipts on invoices 
and retainers. Subtotaled by day, week and month, the report lists the payment details 
such as dates, invoice number, project billed, payment method and the applied amount, 
organized by client.  

• Cash Receipts Detail by Pay Method: Provides you with details about cash receipts on 
invoices and retainers. Subtotaled by day, week and month, the report lists the payment 
details such as dates, invoice number, project billed, applied amount, organized by 
payment method. 

• Cash Receipts Detail by Project: Provides you with details about cash receipts on invoices 
and retainers. Subtotaled by day, week and month, the report lists the payment details 
such as dates, invoice number, project billed, payment method and the applied amount, 
organized by project.  

• Cash Receipts Detail by Project Group: Provides you with details about cash receipts on 
invoices and retainers. Subtotaled by day, week and month, the report lists the payment 
details such as dates, invoice number, payment method and applied amount, organized 
by pre- defined projects groups. 
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• Cash Receipts Detail with Pay Reference & Memo: Provides accounting staff with details 
about cash receipts on invoices and retainers along with reference number and memo. 
Subtotaled by day, week and month, the report lists the payment details such as dates, 
invoice number, project and client billed, amount, etc. 

• Cash Receipts Summary - Current Year & Last Year Comparison: Provides information about 
cash receipts or collections that helps managers in analyzing the financial status of the 
company. The report lists receipts for the previous and current year to-date, along with 
the difference. Run this report from the Reports menu, Analysis. 
 
 

 



BillQuick Report Book 2012.6                                                                                                                                                    Page 21  

Client Snapshot with AR Aging 
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Purpose 
 
To provide management and accounting staff with a client account summary.  
 
Description  
 
The report shows basic contact information for each client, plus Current-30-60-90 aging information. 
Client accounts are broken down to show the total amount billed, retainer applied, total amount paid and 
total amount owed. The total amount billed is further broken down into service and expense amounts 
and main service and expense tax amounts.  
 
Key Filters  
 
Filters include Client ID and Transaction Date. Also, you can restrict data to only active or inactive clients 
and only active or inactive projects. On the Report Center screen, you can also filter by Project Start 
Date, Transaction Date (time stamp when the invoice was created), Invoice Date, Project ID, Project 
Manager, Contract Type, Project Status, project and client custom fields and more.  
 
How to Run the Report  
 
On the Report Center screen, select Accounts Receivable category, Client Snapshot with AR Aging. 
Choose one or more filters or accept the defaults; then click Print or Preview. You can also access the 
most common client account reports from the Reports menu, Client. 
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Collection Letters 
 

 
 
Purpose  
 
To inform clients of past due or outstanding payment amount.  
 
Description 
 
Depending on the age of the past due invoice, BillQuick uses the appropriate template: First Notice, 
Second Notice, or Final Notice. 
 
The document is a Microsoft Word template with variables (mail merge elements) that pull information 
from the BillQuick database. The content of the letter can be edited according to your need.  
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Key Filters 
 
Filters include Client ID. You can also restrict data to only active or inactive clients and active or inactive 
projects.  
 
How to Run the Report 
 
From the Report Center screen, select Accounts Receivables, Collection Letters by Project. Choose one 
or more filters or accept the defaults; then click Print or Preview. You can also run this report from the 
Reports menu, Company. 
 
 

Credit Memo 
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Purpose  
 
To provide clients a printed record of a credit applied to their account. 
 
Description 
 
The document informs a client of the credit amount granted, the project it is applied to, and a description 
of the credit.  
 
Key Filters 
 
No filters apply when the document is generated from the Credit Memo screen or Payment screen. 
 
When printing a cumulative credit memo report from the Report Center screen, filters include Invoice 
Date, Transaction Date (time stamp when the invoice was created), Project Start Date, Payment Date, 
Client ID, Project ID, Project Manager, Project Status, Contract Type, Invoice Number, project and 
client custom fields and more. 
 
How to Run the Report 
 
To print a cumulative credit memo report, select Report Center, Accounts Receivable category, Credit 
Memo. Choose one or more filters or accept the defaults; then click Print or Preview. Also, BillQuick 
automatically prompts you to print a credit memo from the Credit Memo or Payment screen. 
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Invoice List 
 

 



BillQuick Report Book 2012.6                                                                                                                                                    Page 27  

Purpose  
 
To provide executives, project managers and accounting staff with an invoice list for quick, easy scanning.  
 
Description  
 
Organized by invoice date, the report lists paid and open invoices. It includes invoice dates, invoice 
numbers, contact and company names, project names, and gross and net bill amounts. Grand totals 
display for gross and net amounts.  
 
Calculations  
 
If the contract type is Hourly, Hourly Not to Exceed, Fixed or Percentage,  
Gross Bill Amount = Billing Hours x Bill Rate.  
 
If the contract type is Recurring, Recurring with Cap or Recurring + Expenses,  
Gross Bill Amount = Recurring Amount.  
 
If you assign a billing schedule to a project,  
Gross Bill Amount = Bill Amount (from the schedule)  
Net Bill Amount = Gross Bill Amount - Retainer Amount Applied (not shown)  
 
Key Filters  
 
Filters include Invoice Date, Project ID and Client ID. You can also restrict data to only active or inactive 
clients and active or inactive projects. On the Report Center screen, you can also filter by Project Start 
Date, Transaction Date (time stamp when the invoice was created), Project Manager, Contract Type, 
project and client custom fields and more.  
 
How to Run the Report  
 
From the Report Center screen, select the Accounts Receivable category, Invoice List by Date with 
Gross/Net Bill Amount. Choose one or more filters or accept the defaults; then click Print or Preview. 
You can also run the most common invoice list reports from the Reports menu, Billing. 
 
 
More Invoice Lists 
 

• Draft Invoice List by Date (Invoice Register draft invoices only: Provides managers with an 
invoice register for quick and easy scanning. The report lists the draft invoices and their 
details including gross billed and net bill amount. Gross Billed value represents the service 
and expense amount without taxes and discounts. As with all the invoice registers, this 
report features an expanded reconciliation summary. 

• Invoice List – Void: Displays a list of invoices that are void. The report includes invoice 
details such as date, project, bill amount and main taxes. 

• Invoice List by Client & Date: Provides managers with an invoice list for quick and easy 
scanning. Organized by client, the report lists paid and open invoices along with the 
invoice details. 

• Invoice List by Client & Project with Due Date: Provides managers with information about 
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the due date of project invoices. Organized by client, the report lists the invoices and 
their details including the due dates. 

• Invoice List by Client, Master Project with AR Days (Invoice Register by Client-Master 
Project): Provides managers with an expanded reconciliation summary for quick and easy 
scanning. Organized by client and then master projects, the report lists the invoices and 
their details including services and expenses billed (pretax), net bill amount, and days 
outstanding based on invoice date and payment term (aging). Items highlighted in green 
are paid invoices and in red are unpaid invoices. 

• Invoice List by Date with Gross/Net Bill Amount & Discount & Retainer Applied: Provides 
managers with an invoice list for quick and easy scanning. The report lists invoice details 
including retainer applied, discount applied and gross/net bill amount. 

• Invoice List by Date with Gross/Net Bill Amount & Taxes: Provides managers with an 
invoice list for quick and easy scanning. The report lists all the invoices with details such 
as gross/net bill amount and GST on services and expenses. 

• Invoice List by Department: Provides managers with an invoice list for quick and easy 
scanning. The report lists paid and open invoices with details such as dates, invoice 
numbers, company names, projects and bill amounts, organized by department. 

• Invoice List by Master Projects (Invoice Register by Master Project): Provides managers with 
an invoice register for quick and easy scanning. The report lists the invoices for phased 
projects only. As with all the invoice registers, this report features an expanded 
reconciliation summary. 

• Invoice List by Project: Provides managers with an invoice register for quick and easy 
scanning. The report lists the invoices, organized by project. As with all the invoice 
registers, this report features an expanded reconciliation summary. 

• Late Fee Invoice List by Project: Provides information about late fee billed to the client 
against project invoices. The report lists the bill amount and late fee charged to the client 
till date. 

• Past Due Invoices: Lists the number of days that invoices are overdue or outstanding. 
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Statement 
 

 
 
Purpose  
 
To provide clients with a periodic reminder of unpaid invoices as well as paid invoices, payments and 
adjustments. 
 
Description 
 
The report breaks down information by invoice, showing the bill, payment dates and amounts applied. 
Subtotals by invoice and project, and grand totals show balance due and late fees assessed and paid. An 
overall balance due by the client is also displayed. Statements are addressed to the main client contact.  
 
Key Filters 
 
Filters include Invoice Date, Project ID and Client ID. You can also restrict data to only active or inactive 
clients and active or inactive projects. On the Report Center screen, you can also filter by Payment Date, 
Project Start Date, Transaction Date (time stamp when the invoice was created), Contract Type, Project 
Manager, Project Status, Invoice Number, client and project custom fields, Payment Method and more.  
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How to Run the Report 
 
From the Report Center screen, select the Accounts Receivables category, Statement – Details. Choose 
one or more filters or accept the defaults; then click Print or Preview. You can also run the most 
common client statements from the Reports menu, Billing. 
 
More Statements 
 

• Statement – Unpaid – Phased collapsed (Statement by Master Project Collapsed: Provides 
billing information to managers and clients. Organized by master project, the statement 
lists all the invoices and their dates, bill amount, payments applied and balance. 

• Statement – Unpaid – Phased detail (Statement by Master Project): Provides billing 
information to managers and clients. Organized by client and then master project, the 
statement displays the invoice details, including their dates, bill amount, payments applied 
and balances. 

• Statement - All Invoices by Project with Summary Payments: Provides managers with details 
about billed and unbilled time and expenses charged to projects. The statement displays 
invoices, retainers received and payments applied for a project. 

• Statement - All Invoices with Payments by Client: Provides clients with a periodic reminder 
of the unpaid or outstanding invoices. The statement also displays details about the 
payments and adjustments made on the invoices, organized by client and project. 

• Statement - All Invoices with Payments by Client Group & Project: Provides clients with a 
periodic reminder of the unpaid or outstanding invoices. The statement also displays 
details about the payments made on the invoices, organized by client group and project. 

• Statement - All Invoices with Payments by Project Group: Provides clients with a periodic 
reminder of the unpaid or outstanding invoices. The statement also displays details about 
the payments made on the invoices, organized by project group and project. 

• Statement - Unpaid Invoices by Project with Summary Payments: Provides managers with 
details about billed and unbilled time and expenses charged to projects. The statement 
displays invoices, retainers received and payments applied for a project, summarized in 
one line per invoice. 

• Statement - Unpaid Invoices for Phased Projects: Provides managers with details about 
unpaid invoices for phased projects. The statement displays invoice and payment 
amounts for project phases, organized by parent project. 

• Statement - Unpaid Invoices with Payments & AR Aging: Provides clients with a periodic 
reminder of unpaid or outstanding invoices. The statement displays a one-line summary 
of payments and adjustments made on the invoices. It also includes aged balances and a 
tear-off section for clients to remit payments.  

• Statement - Unpaid Invoices with Payments by Client & Project: Provides main client 
contacts with a periodic reminder of unpaid or outstanding invoices. The statement also 
displays information about payments, adjustments and late fee on the invoices, subtotaled 
by invoice and project. 

 
More A/R Reports  

 
• AR Balances by Client: Displays client list and the balances due from them. You can drill 

down into the transaction details for each client. 
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• AR Client Details by Project & Invoice with Payments Summary: Provides detailed accounting 
history of a client, including billing and payment activities. The report displays transaction 
details, organized by client and project. 

• AR Client History by Project & Invoice with Retainage: Displays the billing and payment 
history of clients. Organized by client and project, the report includes client account 
details such as payments, retainers and retainage held/paid. 

• AR Reconciliation Detail by Client with Payments Summary: Provides billing managers with 
detailed accounting history of clients in a landscape layout. The report displays accounts 
receivable information including billing, payment, aging and work-in-progress. 

• AR Reconciliation Summary by Project: Provides billing managers with summarized 
accounting history of projects in a landscape layout. The report displays accounts 
receivable information including billing, payment, aging and work-in-progress. 

• Billed & Paid Summary by Client, Invoice & Month (Monthly Billing Summary): Organized by 
client and month, the report lists the invoices billed to the clients. It includes details such 
as the projects billed, amount billed, paid and owed to-date. This report is geared around 
the invoice and payment date rather than transaction date; hence you can easily see what 
your billings and income look like on a month-by-month basis. You can also drill down to 
the details. 

• Billed, Paid & Owed Summary by Client: Displays a one-line summary of the amount billed 
to the clients. It lists the total amount billed, paid and balance due from clients.  

• Billing Reconciliation Summary by Client: Provides detailed accounting history of a client, 
including billing and payment activities in a landscape layout. The report displays 
transaction details including balance due, organized by client and project. 

• Client Account Summary: Provides a snapshot of the client accounts. The report lists the 
account information displayed on the Account tab of the Client screen. 

• Collection Letters by Client & Project: Informs clients of past due or outstanding payment 
amounts for projects. Depending on the age of the invoices, BillQuick uses the 
appropriate Word template with variables (mail merge) that pull information from the 
database. This letter is editable. 

• Credit Memo with Memo: Provides clients with a printed record of the credit applied to 
their account. The document displays the credit amount granted on a project along with 
the memo. 

• Payment Details: Provides information about payments made on invoices. Organized by 
client and project, the report displays payment details such as payment method, date, 
amount, invoice number and late fees. 

• Payment Details by Date: Provides information about payments made on invoices. 
Organized by payment date, the report displays details such as client, project, invoice 
number and date, payment method, reference memo and amount. 

• Payments by Month: Provides you with a monthly cash flow statement. The report 
displays all the payments made by a client on a monthly basis. 

• Refund List: The report lists the amount refundable to the client against the contract 
amount for a particular project. 

• Void Payments: The report displays the details of void payments including clients, projects, 
invoices, payment amount and late fee. 

• Void Payments by Client: Organized by client and project, the report displays the details of 
void payments including payment method, amount and late fee.  
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Analysis  
 
BillQuick offers numerous analysis reports that are used by principals, partners and other executives for 
decision-making.  
 
 

Billing Analysis 
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Purpose  
 
To enable management to review a breakdown of invoice, payment and related transactions with clients. 
This report provides important information highlighting the difference between your billings and 
payments. During analysis, the key indicator to check is the difference between the total billings and total 
collections. Typically, a 10-20% difference between the billed and paid amounts is acceptable. However, 
a red flag should go up when the difference is greater than 20% of billings. Be sure to adjust your analysis 
for normal collection cycles and seasonal billing factors. 
 
Description  
 
The report lists invoice and payment transactions grouped by client. Transactions are sorted by project 
ID and transaction date. The report shows the amount of invoice or payment, credit and write-off. Client 
totals and grand totals display for invoices, payments, credits and write-offs.  
 
Key Filters  
 
Filters include a defined period (week, month, quarter, etc.) or range of dates, employee ID and Project 
ID in transaction entries. Also, you can restrict data to only active or inactive projects.  
 
How to Run the Report  
 
From the Reports menu, select Report Center, Analysis category, Billing Analysis by Client. Choose one 
or more filters or accept the defaults; then click Print or Preview. You can also run this report from the 
Reports menu, Client. You can find the most common billing and analysis reports in the Reports menu. 
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Investment Summary 
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Purpose  
 
To provide executives, project managers and other managers with the amount invested (work-in-
progress and receivables) in projects for clients. You should schedule this report to be in the hands of the 
managers on a weekly or biweekly basis.  
 
You can use this report to gauge profit-realization and cash flow risks. In other words, it is critical to 
know how much you have invested in clients and projects. Profit is locked both in your work-in-progress 
and your receivables. Also, there is a carrying cost for unbilled and uncollected work. If the investment in 
your client is 40% or more, it’s a red signal indicating that you should stop work on his/her projects. 
 
Description  
 
Organized by client, the report lists a one-line summary per project of the invested amounts. It shows 
contract type, contract amount, total work-in-progress (unbilled time and expenses), total receivable 
balance due and the total amount invested (WIP + AR). Client totals and a grand total display.  
 
Key Filters  
 
Filters include Project Start Date, Time Expense Date, Project ID, Client ID, Project Manager, Project 
Status, Contract Type, custom project fields and more. However, you should run this report without 
filters. 
 
How to Run the Report  
 
From the Reports menu, select Report Center, Analysis category, Investment Summary by Client & 
Project. Choose one or more filters or accept the defaults; then click Print or Preview. You can run the 
most common client analysis reports from the Reports menu, Client. 
 
 
More Billing Analysis Reports 
 

• A/B Hours by Client (Graph): Organized by client, the bar charts present a summary of 
work done for the clients. The report displays the actual hours worked, billable hours 
recorded and amount spent on the clients. The report includes information for the top 
20 clients only. 

• A/B Hours Comparison by Project: Provides information about project productivity. The 
report presents a comparison between the actual hours and billable hours charged to 
projects, and displays the difference in the associated amounts. 

• A/B-Hours & Amount Comparison by Employee: Provides a comparison of the actual and 
billable hours worked by employees. The report displays the actual and billable hours 
along with the associated amounts. 

• A/B-Hours & Amount Comparison by Employee - Current & YTD: Provides information for 
analysis of actual and billable hours worked by employees. The report displays the 
difference in amounts for the actual hours and billable hours. 

• B-Hours & Activity by Project (Graph): Provides a graphical representation of billable time 
entries recorded against projects. Organized by project, the bar charts present a 
summary breakdown of top 20 billable activities logged against each project. 
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• B-Hours by Employee (Graph): Displays a graphical representation of billable services 
provided by employees and vendors. Organized by employee, the report displays the 
actual hours worked, billable hours recorded and amount spent on the clients. The 
report includes information for the top 20 employees only. 

• Bill Rates by Employees & Consultants (Graph): Displays a graphical representation of the 
bill rates of employees and vendors. The report includes only the top 25 employees and 
consultants. 

• Billed & Unbilled by Project (Graph): Provides a graphical representation of billed and 
unbilled amounts for projects. The report displays a bar chart depicting relative size of 
total billed and unbilled time and expenses. 

• Billed Services by Project & Activity with Write-Up/Down: Provides billing details of projects, 
organized by project and activity code. The report displays activities charged to projects 
by employees along with date, billable hours, bill rate, invoice amount and number. 

• Billed, Paid & Owed by Master Project & Month (Yearly Billing Cross-Tab by Master Project): 
Provides monthly billing information for master projects in a cross-tab layout; phases are 
rolled-up under them. The report lists the total amount billed, paid and owed for 
projects on a year-to-date basis. 

• Billed, Paid & Owed by Project & Month: Provides monthly billing information for projects 
in a cross-tab layout. The report lists the total amount billed, paid and owed for projects 
on a year-to-date basis. 

• Billing Analysis: Provides managers with information for analysis of total billings and total 
collections. The report displays a list of invoices and associated payments, credits, write-
offs, etc. 

• Billing Analysis - Phased Projects: Provides information for analysis of total billings and total 
collections on project phases. The report displays the breakdown of invoices, payments 
and related transactions, organized by phased project. 

• Billing Analysis by Client Group: Enables managers to review a breakdown of invoices, 
payments and related transactions with a client. The report lists the transaction details 
such as project, date, credit/write-off/invoice and payment amounts, organized by pre- 
defined client groups.  

• Billing Analysis by Project Group: Provides information for analysis of total billings and total 
collections on projects. The report displays the breakdown of invoices, payments and 
related transactions, organized by pre-defined project groups. 

• Billing Analysis by Project Manager: Provides managers with information for analysis of 
total billings and total collections. The report displays a breakdown of invoices, payments 
and related transactions, organized by project manager. 
 
During analysis, the key indicator to check is the difference between the total billings and 
total collections. Typically, a 10-20% difference between the billed and paid amounts is 
acceptable. However, a red flag should go up when the difference is greater than 20% of 
billings. Be sure to adjust your analysis for normal collection cycles and seasonal billing 
factors. 

• Billing Analysis by Project Manager (Expanded): Provides managers with information for 
analysis of total billings and total collections in a landscape layout. The report displays a 
breakdown of invoices, payments and related transactions, organized by project 
manager. 

• Billing Analysis by Project Manager summary (Project Manager Billing Analysis summary): 
Provides managers with a summary of revenue and collections made by the company. 
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Organized by project manager, the report displays the pre-retainer net billings, credits 
and write-offs applied, collections excluding retainers and ratio of billed/paid 
contribution. 
 
During analysis, the key indicator to check is the difference between the total billings and 
total collections. Typically, a 10-20% difference between the billed and paid amounts is 
acceptable. However, a red flag should go up when the difference is greater than 20% of 
billings. Be sure to adjust your analysis for normal collection cycles and seasonal billing 
factors. 

• Cash Flow vs. Revenue: Provides information about the earnings of the company as of a 
specified date. Organized by month, the report compares the current and previous year-
to-date income and revenue values. The listed income represents the cash receipts 
excluding credit, debit, non-sufficient funds, write-offs and retainer payments while the 
revenue represents your pre-retainer net billings. The report also displays the ratio of 
cash flow to revenue (Revenue / Cash Income) to show how much you are billing versus 
getting paid. 

• Investment Summary Aged by Master Project (Aged WIP + AR by Master Project Summary): 
Provides managers and executives with information as to how much is invested in the 
projects, whether additional projects can be taken or more resources are needed. This 
report displays a breakdown of your investment (WIP + AR) for Current, 31-60, 61-90, 
>90 days aging period for master top-level projects; phases are rolled up under them. 

• Investment Summary by Client: Provides managers with information to gauge profit-
realization and cash flow risks. The report lists a one-line summary of the work-in-
progress, receivables and total amount invested in clients. 

• Investment Summary by Master Project (WIP + AR by Master Project): Provides managers 
and executives with information as to how much is invested in the projects, whether 
additional projects can be taken or more resources are needed. This report displays a 
breakdown of investment (WIP + AR) for master projects; phases are rolled-up under 
them.  

• Investment Summary by Project: Provides managers with a list of projects that have work 
waiting to be started or completed. This report tells executives how much is invested in 
the projects, whether additional projects can be taken or more resource are needed. 
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Activity 
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Purpose  
 
To enable project managers and others to review the dollar value and associated cost of activities 
charged to projects (billed and unbilled activity). The report provides analysis of how much was spent per 
activity and its cost.  
 
Description  
 
The report includes a one-line summary per activity that shows the value of all time charged to projects 
(billed and unbilled) and the cost amount. Grand totals for cost and billed amounts display at the end of 
the report.  
 
Key Filters  
 
Filters include Employee ID, Project ID and Date for time entries.  
 
How to Run the Report  
 
From the Reports menu, select Report Center, Analysis category, Activity Hours & Amount – Billable & 
Non-Billable. Enter the ‘As of’ date and other filters. Choose one or more filters or accept the defaults; 
then click Print or Preview. You can also run the most common activity analysis reports from the Reports 
menu, Activity. 
 
 
More Activity Reports 
 

• Top Ten Activities: Displays a list of top ten activities on the basis of hours worked on 
them and total value in amount. It can help you in analyzing the top services offered by 
your company. It can help you in forecasting and focusing your efforts toward profitable 
activities. 

• Activity Summary by Employee: Displays employee’s time card summary in a compact 
timesheet format. Organized by employee, it lists each activity description along with 
hours worked. 

 
 
More Project Analysis Reports 
 

• Allocation Revenue Earned – Forecast: Displays the allocated and actual revenue earned, 
organized by project. The report lists an employee’s allocated amount and amount used, 
along with the expected amount (forecast) based on existing data or trend. 

• Allocation Revenue Earned - Forecast by Employee: Displays the allocated and actual 
revenue earned, organized by employee. The report lists an employee’s allocated 
amount and amount used, along with the expected amount (forecast) based on existing 
data or trend for each project. 

• Project Contract Spent Summary - Phased Project: Provides a summary of contract 
information for phased projects. The report draws a comparison between the contract 
amount and services billed to the client along with the remaining amount for project 
phases. 
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• Project Cost Multiplier: Lists all the projects and related information including contract 
type and amount, cost and bill amount, and multiplier (ratio of bill amount to cost 
amount). You should run this report every month or quarter. 

• Project Expense Cost by Expense Code (Graph): Provides a graphical representation of the 
expenses incurred on projects. Organized by project, the report displays a bar chart 
depicting the total costs for the top 20 expense item. 

• Projected Income – Half-Year: Provides project managers with a forecast of the income on 
their projects on a half-yearly basis. Organized by manager and project, the report 
displays projected income against a timeline based on the assumption that work days of 
the current month are billed at the end of the month, and invoices go out and get paid by 
the end of the next month. Hence, work done and billed in the current month becomes 
income for the next month.  
 
The projects must have a Start Date and Due Date assigned to them. To run the report, 
specify an As Of date to accumulate all the contractual billings up to and including that 
date. BillQuick uses the work days left on the project (as per the contract or Due Date) 
to split the remaining contract amount or balance into the month you expect to receive 
the income (usually following the work completed). 
 
Projected Monthly Income = Remaining Contract Amount / Remaining Work Days 

• Projected Income –Year: Provides project managers with a forecast of the income on their 
projects on a yearly basis. Organized by manager and project, the report displays 
projected income against a timeline based on the assumption that work days of the 
current month are billed at the end of the month, and invoices go out and get paid by the 
end of the next month. Hence, work done and billed in the current month becomes 
income for the next month.  
 
The projects must have a Start Date and Due Date assigned to them. To run the report, 
specify an As Of date to accumulate all the contractual billings up to and including that 
date. BillQuick uses the work days left on the project (as per the contract or Due Date) 
to split the remaining contract amount or balance into the month you expect to receive 
the income (usually following the work completed). 
 
Projected Monthly Income = Remaining Contract Amount / Remaining Work Days 

• Top Ten Projects: Displays a list of top ten projects on the basis of amount billed to the 
clients for each project. 

 
 
More Client Analysis Reports  
 

• Client Balances (Graph): Displays a pie chart showing the relative size of balances due 
from clients. You can drill down into the details behind a client's pie slice. 

• Client Billings - Top Ten: Displays a list of top ten clients on the basis of amount billed to 
them. You should run this report on a yearly basis to draw comparisons. It can help you 
in forecasting and focusing your efforts toward profitable clients. 

• Services Summary by Client: Provides a summary of services offered to the clients. The 
report lists the total bill value of services charged to the clients. 
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More Company Analysis Reports 
 

• Company Balance Sheet: Displays the balance sheet of the company. The report 
summarizes the company's assets, liabilities and equity till date. 

• Company Profit and Loss: Provides the profit or loss summary for the company. The 
report displays the profitability of the company based on all the time and expense entries 
recorded till date in the database. 

• Company YTD Comparison: Provides a powerful and useful snapshot of your company’s 
performance. The report compares your billing, payments, costs and spent amounts 
along with % change for the current year-to-date and previous year-to-date periods. 

• Monthly Revenue by Project (Graph): Presents a graphic depicting the revenue earned for 
projects on a monthly basis. 

• Work Flow Details: Provides managers with details to track all submission and approval 
events in BillQuick. The report displays workflow details including event date and type, 
employee, project and activity involved, action taken, and so on. 

• Work Flow Details with Memos: Provides managers with details to track all submission and 
approval events in BillQuick. The report displays workflow details including event date 
and type, employee, project and activity involved, action taken, memos added, and so 
on. 
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Employee Utilization 
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Purpose  
 
To provide management and staff a utilization summary of employee time, including billable and non- 
billable hours, and a breakout of marketing, overhead (administrative), vacation, holiday and sick time. 
The utilization rate gives a measure of the usefulness, efficiency and overall performance of an employee. 
It draws a comparison between the billable and non-billable value of time entries logged by an employee. 
Typically, an acceptable range for the utilization rate is about 70-90%. It is calculated as: 
 
Utilization % = Billable Hours / Total Hours x 100. 
 
Some decision-makers may see the billable versus non-billable rates, effective earnings, and realization 
per hour as indicators of who should be laid off. If capital reserves are tight, this may be the tough 
decision to take. But layoffs should be the last resort. You know what it took to hire and develop your 
people. Instead, if possible, invest in your people. While they may not generate as many billable hours as 
you want, you should make sure they are productive. Use available hours for training and skill 
development. This report should be run every quarter. 
 
Description  
 
The report lists employees and the total hours by category: Billable, Non-Billable, Marketing, Overhead, 
Vacation, Sick and Holiday. Also included are Total Actual Hours and Total Billing Hours. Along with 
grand totals, the report includes the percent of hours in each category. A related report, Employee 
Performance (dd), includes drill-down to detail behind the summary numbers.  
 
Key Filters  
 
Filters include Time Entry Date and Employee ID. You can also restrict data to only active or inactive 
projects, and billed or unbilled time. On the Report Center screen, you can also filter by Employee Start 
Date, Project Start Date, Project Manager, Contract Type, Project Status, project and employee custom 
fields and more.  
 
You can also apply year-to-date date filters on this report. 
 
How to Run the Report  
 
From the Reports menu, select Report Center, Analysis category, Employee Utilization. Choose one or 
more filters or accept the defaults; then click Print or Preview. You can also access this report from the 
Reports menu, Company. You can find the most common employee analysis reports in the Reports 
menu, Employee.  
 
More Employee Analysis Reports  
 

• Employee Performance Summary: Provides managers with a snapshot of staff performance 
as displayed on the Employee-Performance screen. It helps in performance reviews. 
Organized by employee, the report displays information about utilization, realization, 
earnings and profitability.  

• Employee Realization - Gap Analysis: Lists the realization rate per employee using their 
actual hours and billable hours worked. The report also displays the actual versus billed 
gap in amount and percentage. 
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• Employee Realization Rate: Provides managers with analytical information regarding 
development of skill improvement plans for staff or making personnel changes. 
Realization rate provides information about total time logged by an employee and that 
billed to the client. It is calculated as: 

Realization Rate = Billed Amount / Total Hours 
Realization % = Billed Amount / Billable Amount (of billed entries) x 100 

• Staff Workload: Provides useful information about allocation of service hours and 
expenses units to the staff. The report compares the allocated, spent and remaining units 
(or hours), organized by employee. 

• Top Ten Employees by Bill Amount: Displays a list of top ten employees on the basis of 
total hours worked by each and amount billed. 
 
 

More Time & Expense Analysis Reports 
 

• Expense Charges Summary: Provides a summary of expense codes. This report lists all the 
expense codes, along with their description, cost, markups and charge amounts. 

• Time Entry Delay Analysis: Displays the submission pattern of employee time card. The 
report lists the total time spent by employees on various projects and the average delay 
in submitting those entries for approval. 

• Top Ten Expenses: Displays a list of top ten expenses on the basis of total amount 
incurred on them. 

 
 
More Utilization Reports 
 

• Utilization - Billable Time (Graph): Provides a graphical representation of billable time or 
utilization of employees working in a company. The report displays a pie chart depicting 
percentage of billable time recorded by the top 25 employees (and vendors). 

• Utilization – Non-Billable Time (Graph): Provides a graphical representation of non-billable 
time or utilization of employees working in a company. The report displays a pie chart 
depicting percentage of non-billable time recorded by the top 25 employees (and 
vendors). 

• Utilization by Department: Provides managers with a utilization summary of employee 
time. The report lists total actual hours worked by employees, categorized by overtime, 
regular, vacation, sick and holiday hours, organized by department. 

• Utilization by Employee & Master Project (Staff Performance by Employee-Master Project): 
Provides managers with information on staff utilization and performance. Organized by 
employee and then master project, the report lists a breakdown of time (actual hours 
worked) into billable and non-billable hours, as well as percent of billable and non-billable 
time. 

• Utilization by Employee & Project: Provides managers with staff utilization and 
performance information. Organized by employee, the report lists a breakdown of time 
(actual hours worked) into billable and non-billable hours, and percent of billable versus 
non-billable time for each project. 

• Utilization by Employee Group: Provides managers with a utilization summary of employee 
time. The report lists total actual hours worked by employees, categorized by overtime, 
regular, vacation, sick and holiday hours, organized by pre-defined employee groups. 
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• Utilization by Master Project & Employee (Staff Performance by Master Project- Employee): 
Provides managers with information on staff utilization and performance. Organized by 
master project and then employee, the report lists a breakdown of time (actual hours 
worked) into billable and non-billable hours, as well as percent of billable and non-billable 
time. 

• Utilization by Project & Employee: Provides managers with staff utilization and 
performance information. Organized by project, the report lists a breakdown of time 
(actual hours worked) into billable and non-billable hours, and percent of billable versus 
non-billable time for each employee. 

• Utilization by Title: Provides managers with a utilization summary of employee time. The 
report lists total actual hours worked by employees, categorized by overtime, regular, 
vacation, sick and holiday hours, organized by title assigned to an employee. 

• Utilization by Year & Employee: Provides managers with staff utilization and performance 
information. Organized by project, the report lists a one-line summary of billable and 
non-billable hours, total hours worked, value of hours billed and effective bill rate for 
each employee.  

• Utilization by Year, Employee & Project: Provides managers with staff utilization and 
performance information. Organized by employee and year, the report lists a breakdown 
of time into billable and non-billable hours, and percent of billable versus non-billable 
time for each project. 

• Vendor Account Snapshot: Provides managers with a quick snapshot of vendor accounts. 
Organized by vendor, the report displays the account summary including total/average 
billed time and expense amounts. Billed amounts are available for different aging periods. 
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Work-in-Progress 
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Purpose  
 
To provide executives and project managers with a graphic comparison of unbilled and approved time 
and expenses (work-in-progress) for the top 20 projects.  
 
Description  
 
The bar chart lists projects and the dollar value of work-in-progress waiting to be billed.  
 
Key Filters  
 
Filters include Project Start Date, Time Expense Date, Project ID, Client ID, Contract Type, Project 
Manager, Project Status, custom project fields and more.  
 
How to Run the Report  
 
From the Reports menu, select Report Center, Analysis category, WIP by Project – Top 20 (Graph). 
Choose one or more filters or accept the defaults; then click Print or Preview. 
 
More WIP Reports 
 

• WIP Reconciliation Summary: Provides a summary of work-in-progress for projects. The 
report lists the opening WIP, time and expenses, write up/down adjustments and closing 
WIP for projects for a specific date range. 
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Work-in-Hand 
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Purpose 
 
To provide management with a list of projects that have work waiting to be started or completed. 
Knowing how much work is in your hands is very useful. This report helps executives determine whether 
additional projects can be taken or more resources are needed. Hence, it provides the key performance 
indicators that business owners need as it aids in making billing decisions.  
 
In addition, you can use the Work-in-Hand report along with other reports in project status meetings. 
For example, you know the project is only 20% done but 27% of the contract has been spent already. 
Using the information at your fingertips, including notes kept in BillQuick’s Project Journal, you can 
explain the unexpected issues and know they will demand more time to keep under control. Stepping up 
and discussing these with your boss shows that you are thinking about the potential impact on client 
relationships and the company’s reputation. This may also lead to shifting of one or more of your projects 
to another manager. You should run this report every month or quarter. 
 
To gauge how many months of work are in the pipeline, divide the unbilled contracts by your typical 
monthly billing amount. As a general rule of thumb, you should have at least 6 months of work-in-hand.  
 

Work Load in Months (Work-in-Hand) = Unbilled Amount / Average Monthly Billing  
 
Description  
 
The report lists the contract type, contract amount, total services and expenses billed to a project, total 
billed amount, total payments applied, balance due (A/R) and how much of the contract is left. Work-in-
Hand shows unbilled contract amounts that helps in forecasting (and whether you are over-contract). A 
drill-down (dd) version is available.  
 
To get the best information from this report, it is recommended that you enter a contract amount for all 
projects whatever the contract type. This includes Hourly projects.  
 
Key Filters  
 
Filters include Project ID. You can also restrict data to only active or inactive projects. On the Report 
Center screen, you can also filter by Project Start Date, Transaction Date (time stamp when the invoice 
was created), Project Manager, Contract Type, project custom fields and more.  
 
How to Run the Report  
 
From the Report Center screen, select the Analysis category, Work-in-Hand by Project. Choose one or 
more filters or accept the defaults; then click Print or Preview. You can also run this report from the 
Reports menu, Company. 
 
 
More Work-in-Hand Reports 
 

• Work-in-Hand - Phased: Provides managers with a list of phased projects that have work 
waiting to be started or completed. Organized by project, the report displays contract 
details along with unbilled and unpaid (A/R) amounts for each phase. 
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• Work-in-Hand - Phased Projects: Provides managers with a list of projects that have work 
waiting to be started or completed. The report displays details about the contract and 
billed/paid/remaining amounts for phased projects only. 

• Work-in-Hand by Client & Project: Provides managers with information to gauge profit-
realization and cash flow risks. The report displays amount invested in the projects in the 
form of work-in-progress and receivables, organized by client. 

• Work-in-Hand by Project Manager: Provides managers with a list of projects that have 
work waiting to be started or completed. Organized by project manager, this report tells 
executives how much work is in hand, whether additional projects can be taken or more 
resource are needed. 
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Write-Up/Write-Down 
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Purpose  
 
To provide executives and project managers with information about write-ups and write-downs 
(adjustments) on invoices. Through comparison, management can determine whether some services or 
clients may benefit from adjustments more than others and how that affects billed value and profitability.  
 
Description  
 
The report includes a one-line summary per project for each billing period that shows the amount billed, 
and the amount and percent increase or decrease in value. Computed bill value can be adjusted by 
writing up or writing down individual time entries or changing the net bill amount on the Billing Review 
screen.  
 
Calculations  
 
Bill Value for Fixed Fee, Hourly, Hourly Not To Exceed and Percentage Contract Types 
Net Bill Amount = Billing Hours x Bill Rate + Billable Expenses   
 
Bill Value for Recurring Contract Types = Amount entered for the project 
 
Write-Up/Down Amount = Computed Bill Value - Net (Adjusted) Bill Value + Retainer Applied + 
Discount.  
 
Write-Up/Down % = Write-Up/Down Amount / Computed Billed Value 
Negative numbers represent a write-down.  
 
Key Filters  
 
Filters include Project Start Date, Transaction Date, Invoice Date, Project ID, Client ID, Contract Type, 
Project Manager, Project Status, Invoice Number, project custom fields and more.  
 
How to Run the Report  
 
From the Report Center screen, select the Analysis category, Write-Up/Write-Down Detail by Billing 
Period. Choose one or more filters or accept the defaults; then click Print or Preview. You can access the 
most common write up/down reports from the Reports menu, Billing. 
 
 
More WUD Reports  
 

• Write-Up/Write-Down Detail by Employee & Invoice: Provides managers with information 
about write-up/down adjustments on invoices. The report lists the invoice details and 
their write-up/down percentages, allocated to employees by the proportion of value of 
time relieved on an invoice.  

• Write-Up/Write-Down Detail by Project, Invoice & Employee: Provides managers with 
details about write-up/down adjustments on invoices. Organized by project, the report 
breaks down the information by invoice and employee, listing the hours, standard 
amount (Bill Amount/Value = Billing Hours x Bill Rate), actual amount, bill rate and 
write-up/down percentages.  
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• Write-Up/Write-Down Details: Provides managers with information about write-up/down 
adjustments on invoices. Organized by employee, the report lists the invoice details, and 
adjusted hours and amount. 

• Write-Up/Write-Down Summary by Employee: Provides managers with a summary of 
write-up/down adjustments on invoices. The report displays a one-line summary of 
employee, billed hours, standard amount (Bill Amount/Value = Billing Hours x Bill Rate), 
actual amount, bill rate, and write-up/down percentages.  

• Write-Up/Write-Down Summary by Invoice Date: Provides managers with a summary of 
write-up/down adjustments on invoices. The report displays a one-line summary of 
invoices, projects, billed amount and write-up/down percentages. 

• Write-Up/Write-Down Summary by Project: Provides managers with a summary of write-
up/down adjustments on invoices. The report displays a one-line summary of projects, 
billed hours, standard/actual amount and bill rate, and write-up/down percentages. 
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Billing 
 

Billing Review with Memos 
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Purpose  
 
To provide billing managers with information to aid in making billing decisions, including what to bill, how 
much to bill, memos to include and more. This report enables you to base your current billing decisions 
on prior invoice billings.  
 
Description 
 
The report lists unbilled time and expenses (work-in-progress) for a project. Details include time or 
expense date, timekeeper who recorded it, activity or expense charged to the project, billing hours or 
units, cost amount and bill value. Adjustments (write-ups/downs) to the Net Bill Amount or specific time 
entries show as a percentage (Write-Up/Down factor). You can choose which items to exclude from the 
invoice, what to write-off (mark as billed) and so on. Service and expense summaries include billing 
hours, units, cost amounts and billable amounts. Reference information includes billed services and 
expenses, payments, balance due, retainer paid and available, contract amount/type/balance, fixed fee, 
percent complete, project manager and client ID. You can indicate whether or not to bill the project or 
to send a statement. A warning displays when charges exceed the project contract (for Fixed, Hourly Not 
to Exceed or Recurring with Cap types). You can add instructions for an assistant.  
 
Key Filters 
 
Filters are the parameters chosen on the Billing Review screen when you generate billing records. After 
choosing by which item you want to view billing records (Client ID, Project ID, Client Manager, Project 
Manager, Client Group, Project Group and Contract Type), select a range and the period from which 
you want to include unbilled, approved time and expenses (work-in-progress).  
 
How to Run the Report 
 
From the Reports menu, select Report Center, Billing category, Billing Review with Memos. You can also 
run this report directly from the Billing Review screen. Choose one or more filters or accept the defaults, 
then click Print or Preview. 
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WIP Detail  
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Purpose  
 
To provide managers and administrative staff details about unbilled and approved time and expenses 
charged to projects, engagements or matters to gauge investment in clients and to aid in billing clients.  
 
Description  
 
The report lists time and expenses in separate sections. Time information includes date the work was 
done, who did the work, task charged to the project, actual hours, cost rate, cost amount, billing hours, 
bill rate and bill value. Non-billable entries are marked. Subtotals and grand totals display for services and 
expenses.  
 
Calculations  
 
Cost Amount = Actual Hours x Cost Rate.  
 
Bill Amount = Billing Hours x Billing Rate.  
 
Key Filters  
 
Filters include Project ID. You can also restrict data to only active or inactive projects, and billable or 
non- billable time and expenses. On the Report Center screen, you can also filter by Project Start Date, 
Project Manager, Contract Type, Project Status, project custom fields and more.  
 
How to Run the Report  
 
From the Report Center screen, select Billing category, WIP Detail by Project. Choose one or more 
filters or accept the defaults; then click Print or Preview. You can also run this report from the Reports 
menu, Billing. 
 
 
More Billing Reports  
 

• Billing Review for Phased Projects: Provides managers with detailed billing information 
about phased projects. Organized by project phase, the report displays the billed/unbilled 
services and expenses, retainer summary and accounts receivable associated with 
projects. 

• Billing Review for Phased Projects–Summary: Provides managers with summarized billing 
information about phased projects. Organized by project phase, the report displays the 
billed/unbilled services and expenses, and accounts receivable associated with projects. 

• Billings & Receipts Summary by Month (Graph): Provides a graphical representation of 
monthly cash flow. The report displays a graph depicting the amount billed versus the 
payment received for a monthly period. 

• Billings Summary by Month: Provides you with a monthly billing summary. Displays the 
amount billed and payment received on invoices for a monthly period. 

• Contract Services – Percentage Billed: Displays the percentage of project contract amount 
that has been billed. 
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When project managers also have billing responsibilities, knowing how much of the 
contract has been billed is useful. In some cases, you will compare the amount billed to 
your appraisal of the project’s progress (percent complete). In other situations, you may 
use this in combination with the Billing Review report and the Work-in-Hand report 
when making billing decisions. 

• Contract Billing by Master Project - % Billed (Percentage Billed Master): Provides 
information about the project’s progress and how much of the contract amount has been 
billed. The report rolls up the phase information under the master project itself and 
displays contract type, amount/percentage of contract billed to the client for both 
services and expenses, etc. Items in blue represent contracted billings to projects that 
don’t have a contract amount yet. 

• Expense Detail by Project with Approval Status: Provides managers with a complete list of 
expenses charged to the projects. The report lists the expense entries and their details 
including current submission-approval status. 
 
This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
number. 

• Firm Reconciliation: Provides reconciliation details of your company for a previous 
reconciliation period. The report displays the beginning and ending A/R balances along 
with retainer balance, billed amount and late fee charges.  

• Invoice Reconciliation: Provides billing managers with detailed accounting history of your 
invoices for the specified reconciliation period. Organized by invoice numbers, the report 
lists the service and expense items along with their details like hours, rate and amount. 

• Retainage Held & Paid by Client: Provides a summary of client retainage. Organized by 
client, the report displays the retainage amount held and paid by the client, along with 
the balance due. You can drill down into the details. 

• Retainer Invoice List: Displays the retainer invoice register. This report lists the projects, 
client/company and the associated retainer invoice amount. As with all the invoice 
registers, this report features an expanded reconciliation summary. 

• Project Time & Expense Detail – Approved: Provides a comprehensive record of work 
done and expenses charged to projects. The report lists approved time and expenses, 
displaying information including project manager, hours and units charged, bill amount 
and memo.  
This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
number. 

• Project Time & Expenses – Unapproved: Provides a summary of work done and expenses 
charged to projects. The report lists un-approved time and expenses, displaying 
information including project manager, employee, hours and units charged, bill and cost 
amount. 
This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
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number. 
• Projected Labor – Forecast: Enables the project managers to forecast the billings as of a 

specified date. Organized by employee and project, the report provides details about 
projected billings against a timeline.  

• Sales by Item, Client, Employee top 10 (Revenue by Item, Client, Employee top 10): Provides 
information about the total revenue or sales made by the company for the specified 
period. Organized by employee, item and client, the report lists the revenue or net 
billings based on a Start and End Date range. Total Revenue represents pre-retainer net 
bill amounts; Employee and Item revenue is pre-tax but post mark-up/down, Client 
revenue is untaxed service and expense amount minus discounts. If discount is greater 
than the untaxed amounts, then only the portion that covers those amounts is used for 
calculation. 

• Time & Expense Counts by Employee – Un-Approved: Provides managers with a count of 
unapproved time and expense entries awaiting approval. The report displays a one-line 
summary of unapproved time and expenses by employee along with the date range. 

• Time & Expense Detail by Project – Approved: Lists the approved time and expense entries 
with their cost rate, bill rate and amount for a project. 

• Time & Expense Detail by Project & Year – Billed: Provides a comprehensive record of 
work done and expenses charged to projects on a yearly basis. The report lists time and 
expenses for a year, displaying information about contract amount, hours and units 
charged, and bill amount. 

• Time Detail with Approval Status by Project: Lists time entry details and their current 
approval status - whether submitted, approved or rejected. 

• WIP Detail – Phased Projects: Provides managers with work-in-progress information to 
gauge investment in clients and help in billing decisions. The report displays details about 
unbilled and approved time and expenses charged to phased projects only. 

• WIP Detail by Client & Project: Provides managers with work-in-progress information to 
gauge investment in clients and help in billing decisions. Organized by client, the report 
displays details about unbilled and approved time and expenses charged to projects.  

• WIP Summary & WIP Aging by Project: Displays the work-in-progress summary for 
projects. Organized by project, the report lists totals for actual hours, billing hours, cost 
amount and bill value for services and expenses along with a 30-60-90 day aging of 
outstanding invoices. 

• WIP Summary with AR Aging by Project: Displays the work-in-progress summary. 
Organized by project, the report lists totals for billing hours, cost amount and bill value 
for services and expenses along with a 30-60-90 day aging of outstanding invoices. You 
can even drill down into the details. 

• WIP Aged Summary by Master Project (Aged WIP by Master Project Summary): Displays the 
work-in-progress summary for managers. Organized by master project, the report lists 
one-line totals of the WIP for 30-60-90 day aging periods. 

• WIP Summary & WIP Aging by Master Project (WIP by Master Project dd): Displays the 
work-in-progress summary for projects. Organized by master projects, the report lists 
the totals for billing hours, cost amount and bill value for services and expenses along 
with a 30-60-90 day aging of outstanding invoices. You can drill-down to the details in 
this report. 
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Budgets and Estimates 
 

Budget Detail 
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Purpose  
 
To provide project managers and others with the project budget details. The report also provides a 
hardcopy record for your files.  
 
Description  
 
The report lists the service and expense details of budgets. Each budget line item shows an employee, 
vendor or group, activity or activity group they will work on, projected hours for the tasks, budgeted bill 
rate and budget amount for the item. For expenses, any item or group of items can be marked up. If 
desired, a miscellaneous amount can be added to or subtracted from the total budget.  
 
Calculations  
 
Service Line Item Amount = Hours x Bill Rate 
Expense Line Item Amount = Units x Expense Cost x Markup % x Tax Rates 
 
Key Filters  
 
Filters include Project Start Date, Budget ID, Project ID, Client ID, Contract Type, Project Manager,  
Project Status, project custom fields and more.  
 
How to Run the Report 
 
From the Report Center screen, select Budgets and Estimates category, Budget Detail. Choose one or 
more filters or accept the defaults; then click Print or Preview. You can run the most common budget 
reports from the Reports menu, Project. 
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Estimate Detail 
 

 
 
Purpose  
                                                                          
To provide project, sales and other managers with the estimate details that can be reviewed and sent to 
the clients.  
 
Description  
 
Addressed to the client, the estimate includes activities to be done and expenses expected to be incurred 
to complete a scope of work. Service items include estimated hours, bill rate and amount. Expense items 
include markup, units, cost rate and cost amount. Subtotals display for services and expenses along with a 
grand total.  
 
Key Filters  
 
Filters include Budget ID and Activity ID.  
 
How to Run the Report  
 
From the Reports menu, select All Report, Budgets and Estimates category, Estimate Detail. Choose one 
or more filters or accept the defaults; then click Print or Preview. 
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Company Licenses 
 

• Company Details: Displays the company related information including Employer ID, 
license key, main service tax, main expense tax, etc. 

• Product Licenses: Provides information about the company licenses. This report displays 
the details such as product code, license key and the number of licensed users for the 
software. 

 
 

Envelopes & Labels  
 

• Client Envelopes with No Return Address: Displays the client address at the top, to be used 
on envelopes. 

• Client Envelopes with Return Address: Displays the return address of the company at the 
top and client address at the bottom, to be used on envelopes. 

• Client Mailing Labels: Lists the client names and addresses in a label layout. This report is 
formatted to fit the most popular label printouts available like the shipping labels (3x6, 
3x10 and 2x10 labels per page). 

• Employee Envelopes with No Return Address: Displays the employee address at the top, to 
be used on envelopes. 

• Employee Envelopes with Return Address: Displays the company address at the top and 
employee address at the bottom, to be used on envelopes. 

• Employee Mailing Labels: Lists the employee names and addresses in a label layout. This 
report is formatted to fit the most popular label printouts available like the shipping labels 
(3x6, 3x10 and 2x10 labels per page). 

• Project Mailing Labels: Lists the project names and addresses in a label layout. This report 
is formatted to fit the most popular label printouts available like the shipping labels (3x6, 
3x10 and 2x10 labels per page). 

• Vendor Mailing Labels: Lists the vendor names and addresses in a label layout. This report 
is formatted to fit the most popular label printouts available like the shipping labels (3x6, 
3x10 and 2x10 labels per page). 
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Master Information Lists 
 

Activity Code List 
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Purpose 
 
To provide managers and staff with information that helps them to review activities (tasks or service 
codes) that can be charged to projects.  
 
Description  
 
The report lists billable and non-billable activity codes, including Activity ID, Description, Cost Rate, Bill  
Rate, Minimum Hours, Billable/Non-Billable (blank) status, Tax Percentage (sum of up to 3 tax rates) and  
Inactive/Active (blank) status.  
 

 BillQuick considers the Bill Rate and Cost Rate for an activity code when 
charging time to a project only if you turn the feature on in the Project-Detail 
screen and when there is no Service Fee Schedule assigned to the project.  

 
Key Filters  
 
Filter the report based on a range of Activity ID.  
 
How to Run the Report  
 
From the Report Center screen, select Master Information Lists category, Activity Code List. Select your 
filter range or accept the default (all activities); then click Preview or Print. You can also run the most 
common activity reports from the Reports menu, Activity. 
 
More Activity Reports  
 

• Activity Code List by Group: Provides information that helps you to review activity codes 
that can be charged to projects, organized by their groups. The report lists the defined 
subsets of activity codes (groups).  

• Activity Code List with GL Accounts: Provides information that helps you to review activity 
or service codes that can be charged to projects. The report lists the activity codes along 
with their general ledger accounts. 
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Client List 
 

 
 
Purpose 
 
To provide managers and staff with a list of clients and contact information for review.  
 
Description 
 
The report lists clients sorted by client ID. It includes company name, main contact name, phone 
number, fax number and email address. 
 
Key Filters 
 
Filters include Client Since Date and Client ID. You can also restrict the list to active or inactive clients. 
On the Report Center screen, you can also filter it by Client Zip Code and client custom fields.  
 
How to Run the Report 
 
From the Report Center screen, select Master Information Lists category, Client List. Choose one or 
more filters or accept the defaults; then click Print or Preview. You can also run the most common client 
reports from the Reports menu, Client. 
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More Client Reports  
 

• Client Address & Phone Details: Displays a list of clients and associated details such as 
company name, contact, address, phone number, email address, web site address and 
notes. 

• Client Address & Phone Details by Group: Organized by pre-defined client groups, the 
report lists clients, main contacts, phone, fax and email address.  

• Client Contacts: Lists the main contacts for the clients. The report provides contact 
information including phone number, fax number and email address. 

• Client List by Group: Provides managers and staff with a list of clients and their contact 
information for review. The report displays the client information including ID, company 
name, main contact name, phone number, fax number and email address, organized by 
pre-defined client groups. 

• Client List with Custom Fields: Provides managers and staff with a list of clients and their 
contact information for review. The report displays the client information including ID, 
company name, main contact name and custom fields. 

• Client Records - Linked Files: Provides you with a list of files linked to the client records. 
The report also displays the description and location of the linked files.  
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Employee Details 
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Purpose  
 
To enable managers and administrative staff to review employee contact and emergency contact 
information.  
 
Description 
 
The report lists Employee Name, Address, Phone number, Fax Number and Email address for 
employees. Also included is the emergency contact’s name, relationship and phone number.  
 
Key Filters 
 
Filters include Employee ID. On the Report Center screen, additional filters include Employee Date 
Hired, Title, Department and employee custom fields. 
 
How to Run the Report 
 
From the Report Center screen, select Master Information Lists category, Employee Address & Phone 
Details. Choose one or more filters or accept the defaults; then click Print or Preview. You can also run 
the most common employee reports from the Reports menu, Employee. 
 
 
More Employee Reports  
 

• Employee Address & Phone Details by City: Enables managers to review contact and 
emergency contact information of the employees. The report lists the contact details of 
the employees including name, address, email, phone and fax number, organized by 
home city. 

• Employee Address & Phone Details by Classification: Lists employees and their contact 
details based on a classification specified through project control.  

• Employee List by Cost Rate: Enables managers to review contact and emergency contact 
information of the employees. The report lists the contact details of the employees 
including name, address, email, phone and fax number, organized by cost rate.  

• Employee List by Department: Enables managers to review contact and emergency 
contact information of the employees. The report lists the contact details of the 
employees including name, address, email, phone and fax number, organized by 
department.  

• Employee List by Department with Default Bill Rates: Lists employees and related 
information. The report displays the employee title, department and default bill rate, 
organized by department. 

• Employee List by Group: Enables managers to review contact and emergency contact 
information of the employees. The report lists the contact details of the employees 
including name, address, email, phone and fax number, organized by pre-defined 
employee groups. 

• Employee List by Group with Default Bill Rates: Lists employees and related information. 
The report displays the employee title, department and default bill rate, organized by 
pre-defined employee groups. 

• Employee List by Role: Lists employees and their contact details, organized by the role 
assigned to them. 
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• Employee List by Title: Enables managers to review contact and emergency contact 
information of the employees. The report lists the contact details of the employees 
including name, address, email, phone and fax number, organized by title. 

• Employee List by Title with Default Bill Rates: Lists employees and related information. The 
report displays the employee name, department and default bill rate, organized by 
employee title. 

• Employee List by User Selection: Enables managers to review contact and emergency 
contact information of the employees. The report lists the contact details of the 
employees based on a user-selected parameter such as Employee ID, Rate, Department, 
Group, etc. 

• Employee List with Default Bill Rates: Lists employees and related information including 
their title, department and default bill rate. 

• Employee Records - Linked Files: Provides a list of all files linked to the employee records. 
The report also displays the description and location of the linked files. 
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Project Detail  
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Purpose 
 
To provide managers and staff with key project and client contact information, plus percent complete 
and project phase information.  
 
Description  
 
The report lists project ID, name and percent complete. Client information includes company, contact, 
name, address, phone numbers and email. Project information includes project manager, project start 
date, status, contract type, contract amount, retainer and assigned service/expense fee schedule and 
budget.  
 
Key Filters  
 
Filters include Project Start Date, Project ID, Client ID and Project Manager. You can also restrict data to 
only active or inactive projects. On the Report Center screen, you can also filter by Client Zip Code, 
Contract Type, Project Status, custom project and client fields and more.  
 
How to Run the Report  
 
From the Report Center screen, select Master Information Lists category, Project Detail. Choose one or 
more filters or accept the defaults; then click Print or Preview. You can also access the most common 
project reports from the Reports menu, Project. 
 
 

Service Fee Schedule 
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Purpose  
 
To provide managers and project managers with lists of special bill rates defined in fee schedules. The 
report also provides hard copy record for your files.  
 
Description 
 
Organized by fee schedule, the report lists schedule status, employee/group and activity code/group 
assigned to a rate and the special bill rate. If defined, the overtime multiplier and minimum hours may be 
included.  
 
Key Filters  
 
Filters include Service Fee Schedule ID.  
 
How to Run the Report  
 
From the Report Center screen, select Master Information Lists category, Service Fee Schedule Detail 
with Bill Rate. Choose one or more filters or accept the defaults; then click Print or Preview. You can 
also run this report from the Reports menu, Company. 
 
 
More Project Reports  
 

• Project Detail – Phased Projects: Provides detailed information about project phases. 
Organized by main or parent project, the report displays details such as address, project 
manager, status, contract type, contract fee, start date and client contact information. 

• Project Detail by City: Provides managers with key project information. The report lists 
project details including percent complete, phases, manager, status, contract, assigned 
fee schedule and budget. It also displays the client contact information, organized by 
client's city.  

• Project Detail by Client: Provides managers with key project and client contact 
information, organized by client. The report lists project details including percent 
complete, phases, manager, status, contract, retainer, assigned fee schedule and budget. 

• Project Detail by Contract Type: Provides managers with key project information, 
organized by contract type. The report lists project details including percent complete, 
phases, manager, status, contract, assigned fee schedule and budget. It also displays the 
client contact information.  

• Project Detail by Group: Provides managers with key project information, organized by 
pre-defined project groups. The report lists project details including percent complete, 
phases, manager, contract, assigned fee schedule and budget. It also displays the client 
contact details.  

• Project Detail by Project Manager: Provides managers with key project information, 
organized by project managers. The report lists project details including percent 
complete, phases, manager, contract, retainer, assigned fee schedule and budget. It also 
displays the client contact details. 

• Project Detail by Project Status: Provides managers with key project information, 
organized by project status. The report lists project details including percent complete, 
phases, manager, contract, retainer, assigned fee schedule and budget. It also displays the 
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client contact details.  
• Project Detail with Custom Fields: Provides managers with key project information. The 

report lists project details including percent complete, manager, contract, custom fields, 
assigned fee schedule and budget. It also displays the client contact information such as 
company and address. 

• Project List: Provides a handy list of projects. The report displays projects and their details 
including contract type, project manager, start date and due date. 

• Project List - Recurring Contracts: Provides a handy list of projects with the recurring 
contract type. The report displays projects and their details including contract type, 
project manager, start date and due date. 

• Project List by Group: Provides a handy list of projects, organized by pre-defined project 
groups. The report displays projects and their details including client, contract type, 
project manager, assigned fee schedule and budget. 

• Project List by Status: Provides a handy list of projects, organized by project status. The 
report displays projects and their details including contract type, project manager, start 
date and due date.  

• Project List with Memo: Provides managers with a handy list of master projects, with 
phases rolled under them. The report displays the project names along with their 
detailed memos.  

• Project List with SFS, EFS and Budget: Provides a handy list of projects. The report displays 
projects and their details including assigned service and expense fee schedules, and 
budget. 

• Project Records - Linked Files: Provides a list of all files linked with the project records. 
The report also displays the description and location of these linked files. 

• Service Fee Schedule Detail with Bill & Cost Rates: Provides managers with a list of service 
fee schedules. Organized by fee schedule, the report displays the special bill and cost 
rates defined for services along with details such as the employee-activity or their group 
combination. 

• SF-254 Project Code Summary: Displays the total count of projects in the database along 
with their job code. 

 
 
More Master Information Reports 
 

• Auto Complete List: Displays the available shorthand codes and associated longhand text 
or explanation used for insertion into memos. 

• Billing Schedule by Project: Displays information about billing schedules associated with 
projects. The report includes billing details like bill number, date, notes, contract 
amount, retainer, net bill amount and billed status. 

• Chart of Accounts: Displays a complete listing of all the accounts that have been created 
for your company and their total balances. The report provides account details such as 
account name, ID, type, description, balance amount and status.  

• Currency List: Lists the currencies and their symbols for all the countries. 
• Custom Label List: Displays all the customizable labels and custom masks for the BillQuick 

screens. 
• Expense Code List: Provides you with a list of expense codes that can be charged to the 

projects. The report lists the expense items and related information including description 
and rate.  
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• Expense Code List by Group: Provides you with a list of expense codes that can be charged 
to the projects. The report lists the expense items and related information, organized by 
pre-defined expense groups. 

• Expense Fee Schedule Detail: Provides managers with a list of special bill rates defined in 
the expense fee schedule. Organized by fee schedule, the report displays the status, 
employee and expense items or groups and the special bill rates. 

• Payment Terms List: Lists all the payment terms on file.  
• Vendor List: Provides information about vendors, suppliers, consultants or contractors of 

the company. The report displays a list of vendors along with their bill rates and status. 
• Vendor Records - Linked Files: Provides a list of all files linked to the vendor records. The 

report also displays the description and location of the linked files. 
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Payment 
 

Credit Memo with Memo-Reference Description 
 
 

 
 
Purpose 
 
To provide billing managers with a summary of credit memo issued for a client.  
 



BillQuick Report Book 2012.6                                                                                                                                                    Page 77  

Description 
 
This report provides clients with a printed record of the credit applied to their account. The document 
displays the credit amount granted on a project along with the memo, description and reference for the 
credit. 
 
Key Filters 
 
Filters include Invoice Date, Payment Date, Activity ID, Project ID, Client ID, custom fields, groups and 
more.  
 
How to Run the Report 
 
From the Report Center screen, select Payment category, Credit Memo with Memo-Reference-
Description. Choose one or more filters or accept the defaults; then click Print or Preview.  
 
 
More Payment Reports 
 

• Collection Details-Invoice: Provides information about past due or outstanding invoices. 
Organized by invoice number, project and client, the report displays details such as 
invoice amount and balance, payment history and average values that help managers with 
the collection efforts.  

• Payment Details-Invoice: Provides information about client invoices and payments. 
Organized by client and payment date, the report displays invoice transactions, previous 
payments, recent payment received and balance remaining on invoices. This report can 
be emailed to the clients automatically when you record their payments. 
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Payroll & HR 
 

Personal Time Off 
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Purpose 
 
To provide managers and staff with a summary of permissible, actual and remaining personal time.  
 
Description 
 
Organized by employee, the report shows cumulative actual hours taken for vacation, holidays and sick 
time, permissible hours for each and remaining hours. If an employee has taken more hours than allowed, 
the hours are printed in parentheses with red text and flagged as ‘Over’. 
 
Key Filters 
 
Filters include Employee Date Hired, Time Entry Date, Activity ID, Employee ID, Employee Department, 
Employee Title, employee custom fields and more.  
 
How to Run the Report 
 
From the Report Center screen, select Payroll & HR category, Personal Time Off – Permitted, Taken & 
Remaining. Choose one or more filters or accept the defaults; then click Print or Preview.  
 
 
More HR Reports  
 

• Comp Time – Hours Used, Earned & Remaining: Provides information about the 
compensation time of employees. The report lists the comp time acquired, used and 
remaining for employees.   

• Payroll Hours: Provides information for payroll processing or HR purposes. Organized by 
employee, the report lists the total number of billable, non-billable, sick, vacation and 
holiday hours recorded by employees. 

• Payroll Hours by Department: Provides information for payroll processing or HR purposes. 
Organized by department, the report lists the total number of billable, non-billable, sick, 
vacation and holiday hours recorded by employees. 

• Payroll Hours by Employee Group: Provides information for payroll processing or HR purposes. 
Organized by employee group, the report lists the total number of billable, non-billable, sick, 
vacation and holiday hours recorded by employees. 

• Payroll Hours by Project: Provides summarized information for payroll processing or HR 
purposes. Organized by project, the report lists the total number of billable, non-billable, 
sick, vacation and holiday hours recorded by employees. 

• Payroll Report – Hourly Employees: Provides information for payroll processing or HR 
purposes. Organized by employee, the report lists the total number of registered and 
overtime hours recorded against activities. It also displays the related rates and amount. 

• Personal Time Off - Hours Taken: Provides managers and staff with information about 
personal time off taken by employees. The report lists the time records for vacation, sick 
and holiday, including totals and percent breakdown by category. 

• Personal Time Off Details by Employee: Provides information for payroll processing or HR 
purposes. Organized by employee, the report lists the total number of billable, non-billable, sick, 
vacation and holiday hours recorded by employees. 
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Profitability 
 

Profit by Client & Invoice 
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Purpose  
 
To provide managers with gross profitability information for billed projects. You should run this report at 
year-end, say for 01/01/2012 to 12/31/2012. Each page lists invoices for a client, showing what was billed, 
its cost, gross profit and gross margin percentage. Typically, your gross margins should be 66% or more. 
 
Analysis begins with profitability comparison and then you can drill down to other information to answer 
‘why’. When you identify the processes, procedures and client relationship characteristics that produced 
superior profits, they should be carried to other clients and projects. When discussing results, this report 
helps you to identify what is unacceptable, work through the causes, and then make improvement plans 
(technology, fee increase, improve skills, improve efficiency and so on). 
 
This report helps you to analyze and compare client and project profitability. Your analysis might indicate:  
 

• A need to fine-tune employee pay rate and overhead multiplier information 
• A need to train staff and managers in more effective use of BillQuick and other technology, and in 

better adherence to company policies 
• A need to work with a BillQuick Consultant on optimization, best practices and policy changes 

that improve efficiency and reduce job costs 
• A need to increase fees across the board, certain project types or certain clients 
• A need to expand certain types of projects (services, industries, etc.) to improve profitability 

 
Description  
 
Organized by client, the report lists invoices, amount billed, cost amount, time and expenses relieved 
with invoices, profit/losses and gross margin percentages. Negative amounts indicate a loss on the billed 
activity.  
 
Calculations  
 
Cost of a time entry = Actual Hours x Cost Rate for the employee 
Cost Rate = Pay Rate x Overhead Multiplier 
 
If the Overhead Multiplier is set to 1 on the Employee screen (Rate tab), you should multiple your cost 
values by your overhead multiplier to get the true cost and a more accurate gross margin.  
 
Key Filters  
 
Filters include Time Expense Date, Invoice Date, Project ID, Client ID and Employee ID. Also, you can 
restrict data to only active or inactive clients, active or inactive projects, billable or non-billable time and 
expenses, and billed or unbilled time and expenses. On the Report Center screen, you can also filter by 
Project Start Date, Transaction Date (time stamp when the invoice was created), Client Zip Code, 
Contract Type, Project Manager, Project Status, Invoice Number, client and project custom fields and 
more.  
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Generally, you should not apply date filters to this report; however, for a comprehensive analysis you can 
set the following filters:  
 

• Client: When filtered by Client, you can analyze projects for the same client and client to client. 
• Type: To expand your analysis to the type of project, use the Type (custom field) filter. 
• Project Manager: If you hold project managers accountable for the profitability of their projects 

or plan to do so, apply project manager filters. 
 
How to Run the Report  
 
From the Report Center screen, select Profitability category, Profit by Client & Invoice - Billed Summary. 
Choose one or more filters or accept the defaults; then click Print or Preview. You can also run this 
report from the Reports menu, Analysis. 
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Profit Detail 
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Purpose  
 
To provide management with an analysis of company profitability for billed hours on a month-by-month 
basis. Scanning the reports shows up, down and flat trends.  
 
Description  
 
Organized by month and invoice, the report lists the amount, cost and gross margin (dollars and percent) 
for billed time and expense, and the total billed. Monthly subtotals and a grand total display.  
 
Calculations  
 
Time Bill Amount = Sum of the amount billed for time entries 
Time Cost Amount = Sum of the cost for billed time entries 
Expense Bill Amount = Sum of the amount billed for expenses (Units x Cost) x (1+ Markup %) 
Expense Cost Amount = Sum of the cost for billed expenses (Units x Cost) 
Gross Margin Amount = Bill Amount - Cost Amount 
Gross Margin Percentage (%) = Gross Margin Amount / Bill Amount 
 
Key Filters  
 
Filters include Invoice Date, Project ID, Client ID and Employee ID. Also, you can restrict data to only 
active or inactive clients, active or inactive projects, billable or non-billable items, and billed or unbilled 
items.  
 
How to Run the Report  
 
From the Reports menu, select Report Center, Profitability category, Profit Detail – Billed by Month. 
Choose one or more filters or accept the defaults; then click Print or Preview. You can also run this 
report from the Reports menu, Analysis. 
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Staff Profit 
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Purpose  
 
To provide managers with staff realization, earnings and other profitability information and metrics. The 
report aids in staff and manager reviews, monitoring realization rates and earnings per hour, setting bill 
rates and more. Typically, your gross margins should be 66% or more. 
 
Description  
 
Organized by employee, the report lists billable and non-billable hours and amount, percent of time that 
is billable, billable and non-billable expenses, write-up/down amount and billed amount. Profit analysis 
includes billable services and expenses, costs and dollar profit/loss. Values are shown for current life to 
date (all records in the BillQuick database) and year-to-date.  
 
In addition, key year-to-date metrics display, including percent net billable to billable, realization per 
hour, effective earnings per hour and earnings per hour.  
 
Key Filters  
 
Filters include Employee Date Hired, Project Start Date, Time Expense Date, Employee ID, Project ID,  
Contract Type, Project Manager, Project Status, employee and client custom fields and more.  
 
How to Run the Report  
 
From the Reports menu, select Report Center, Profitability category, Staff Profit Report - Billed & 
Unbilled. Choose one or more filters or accept the defaults; then click Print or Preview.  
 
 
More Profitability Reports  
 

• Gross Margin - Inv. Dependent - by Master Project (Gross Margin by Master Project 
dependent): Provides managers with gross profitability information to identify project 
related issues. This report requires costs to be associated with the invoices. It lists cost 
amount, billed amount, gross margin and percentage for master projects; phases being 
rolled-up under them. The negative margins (loss) are highlighted in red. The invoice 
amount is calculated as: 
 

Invoice Amount = Services + Expenses – Discounts (excluding taxes)  
• Gross Margin - Inv. Independent - by Master Project (Gross Margin by Master Project 

independent): Provides managers with gross profitability information to identify project 
related issues. This report does not require costs to be associated with the invoices. It 
lists cost amount, billed amount, gross margin and percentage for master projects; phases 
being rolled-up under them. The negative margins (loss) are highlighted in red. The 
invoice amount is calculated as: 
 

Invoice Amount = Services + Expenses – Discounts (excluding taxes) 
• Gross Margin - Real Time - by Master Project (Gross Margin by Master Project real time): 

Provides managers with gross profitability information in real time to identify project 
related issues. The report lists cost amount, invoice amount, gross margin and 
percentage for master projects; phases being rolled-up under them. The negative 
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margins (loss) are highlighted in red. The invoice amount is calculated as: 
 

Invoice Amount = Services + Expenses – Discounts (excluding taxes) 
• Gross Margin (Real Time): Provides managers with gross profitability information in real 

time to identify project related issues. The report lists projects, cost amount, billed 
amount, gross margin amount and percentage. The negative margins (loss) are 
highlighted in red. The bill amount is calculated as: 
 
Bill Amount = Services + Expenses – Discounts (excluding taxes) 

• Gross Margin by Client (Income Based): Provides managers with gross profitability 
information to identify project related issues. Organized by client and project, this report 
lists the income, direct project costs, and gross margin in dollars and percentage. The 
negative margins (loss) are highlighted in red while the profits are in green. The income 
represents cash receipts excluding credit, debit, write-off, non-sufficient funds and 
retainer payments.  

• Profit by Client, Project & Invoice – Billed Summary: Provides managers with gross 
profitability information for billed projects. Organized by client, the report lists project 
invoices and displays billed amount, cost amount and gross margin percentage. 

• Profit by Employee – Billable Summary: Provides a summary of employee profitability. Organized 
by employee, the report displays the cost and bill value of time and expenses, and the amount of 
profit/loss incurred. 

• Profit by Invoice – Billed Detail (Invoice Register with cost): This enhanced report comes with a 
new, cleaner formatting that makes it easier to read. It provides managers with gross profitability 
of projects, including billed and cost amounts. The report brings data from all invoices instead of 
just those with time and expense associated. The exciting thing is that mouse-overs have been 
enabled on the company and project names to give you associated IDs, if needed. As with all the 
invoice registers, this report features an expanded reconciliation summary. 

• Profit by Project – Billable Detail: Provides managers with gross profitability information for 
projects. The report lists billed and unbilled time and expenses along with the associated profit 
amount. 

• Profit by Project – Billable Summary: Provides managers with gross profitability information 
for projects. The report summarizes the billed and unbilled time and expenses along with 
the associated profit or loss amount. 

• Profit by Project Manager: Provides managers with gross profitability details for projects 
within the specified date parameters. Organized by project manager and employee, the 
report displays the billable and billed time and expenses along with the associated profit 
or loss amount. 

• Profit by Project Manager - Comprehensive: Provides managers with comprehensive 
information about gross profitability for projects within the specified date parameters. 
Organized by project, the report displays the earned billings, WIP, payments, costs along 
with the associated profit or loss. 

• Profit Detail - Billed by Quarter: Provides managers with an analysis of company 
profitability for billed hours on a quarterly basis along with the trends. Organized by 
invoice, the report lists the amount, cost and gross margin for billed time and expenses.  

• Profit Detail – Billed by Year: Provides managers with an analysis of company profitability 
for billed hours on a yearly basis along with the trends. Organized by invoice, the report 
lists the amount, cost and gross margin for billed time and expenses. 
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• Profit Detail by Expense Code (Expenses by Item): Provides profitability details for 
expenses. Organized by expense code, the report lists expense entries along with their 
date, units, costs, markup percentages and bill amount. 
 
For billable expenses, the profit is the markup amount (difference between the Charge 
Amount and Cost Amount)  
 
Markup = [Cost Rate x Units x (1 + MU%)] – (Cost Rate x Units)  
 
For non-billable expenses, the profit is the negative Cost Amount (0 – Cost Amount). 

• Profit Detail by Project & Invoice – Billed: Provides details about gross profit on projects. 
The report breaks down the summary information into invoices, services and expenses 
charged by employees, gross margin amount and percentage. 

• Profit Summary by Client – Expenses (Expenses by Client Summary): Provides a summary of 
profits associated with the expenses. The report displays a one-line summary of 
expenses charged to projects, including total units, cost, bill value and profit amount.  
 
For billable expenses, the profit is the markup amount (difference between the Charge 
Amount and Cost Amount)  
 
Markup = [Cost Rate x Units x (1 + MU%)] – (Cost Rate x Units)  
 
For non-billable expenses, the profit is the negative Cost Amount (0 – Cost Amount). 

• Profit Summary by Month – Billed: Provides managers with an analysis of company 
profitability for billed hours on a monthly basis. The report displays a profit summary for 
billed time and expenses. 

• Profit Summary by Quarter – Billed: Provides managers with an analysis of company 
profitability for billed hours on a quarterly basis. The report displays a profit summary for 
billed time and expenses. 

• Profit Summary by Year – Billed: Provides managers with an analysis of company 
profitability for billed hours on a yearly basis. The report displays a profit summary for 
billed time and expenses. 

• Staff Profit Report – Billed: Provides managers with staff realization, earnings and 
profitability information. Organized by employee, the report lists billable and non-billable 
hours, expenses and amounts, percent of billable time, total billed labor, costs and 
profit/loss analysis. 

 
 



BillQuick Report Book 2012.6                                                                                                                                                    Page 89  

Project 
 

Project Time & Expense Costs 
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Purpose  
 
To provide project and other managers with the information about costs associated with employee time 
and expenses. The report aids in determining the total costs in terms of services and expenses.   
 
Description 
 
The report provides managers with information about costs related to time and expenses 
recorded by employees. Organized by project, it displays a summary of service and expense 
costs including employee, actual hours worked and their totals. 
 
This report, like other project time and expense reports, displays additional columns that may be 
marked with different symbols, depending upon whether the entry is invoiced, marked as billed, 
non-billable (red question mark in a yield sign) or marked as extra (x). If the entry has been 
invoiced, you can mouse-over the invoice symbol to see the invoice number. 
 
Key Filters 
 
On the Report Center screen, you can filter by Time and Expense Date, Project Start Date, Project ID, 
Employee ID, Project Manager, Project Status, employee and project custom fields, and more. 
 
How to Run the Report 
 
From the Report Center screen, select Project category, Project time & Expense Costs by Employee 
(Summary). Choose one or more filters or accept the defaults; then click Print or Preview. 
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Project Management 
 
The most common and useful BillQuick reports for project managers include: 
 
 

 Budget Comparison 
 

 
 
Purpose  
 
To provide project and other managers with a comparison of actual versus planned consumption of 
resources for projects. The report aids in determining whether corrective action is required.  
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Description 
 
The report compares budgeted time and expenses against actual time and expenses charged to projects 
(billable and non-billable items). For activities, it shows budgeted, spent and remaining hours and 
amounts. Expenses include a similar comparison. This report shows contract amount along with actual 
amounts for employee groups as well as activity/expense groups. When you go over-budget on any item 
– or over the total budget, the report highlights it for you by flagging it as ‘Over’.  

  
Calculations 
 
Service Amount Spent = Billing Hours x Bill Rate 
Expense Amount Spent = Units x Expense Cost x Markup % 
Remaining Hours/Units = Budgeted Hours – Spent Hours 
Remaining Amount = Budgeted Amount – Spent Amount 
 
Key Filters 
 
Filters include Project ID. You can also restrict data to only active or inactive projects, billable or non-
billable time and expenses, and billed or unbilled time and expenses. On the Report Center screen, you 
can also filter by Expense Log Date, Project Start Date, Time Entry Date, Budget ID, Client ID, Client Zip 
Code, Contract Type, Project Manager, Project Status, client and project custom fields, and more. 
 
How to Run the Report 
 
From the Report Center screen, select Project Management category, Budget Comparison by Item. 
Choose one or more filters or accept the defaults; then click Print or Preview. You can also run the most 
common project management reports from the Reports menu, Project. 
 
 
More Budget Reports  
 
Checking these reports daily (for example) can identify an exception situation that demands immediate 
attention. 
 

• Budget Comparison – Cost: Provides managers with a comparison of actual versus planned 
consumption of resources for projects. The report compares the budgeted, spent and 
remaining hours/units/cost amounts for activities and expenses. This report shows the 
contract amount along with actuals for employee groups as well as activity/expense 
groups. 

• Budget Comparison by Employee: Provides managers with a comparison of actual versus 
planned consumption of resources for projects. The report compares the budgeted, 
spent and remaining hours/units for activities and expenses, organized by employee. This 
report shows the contract amount along with actuals for employee groups as well as 
activity/expense groups. 

• Budget Comparison by Title: Provides managers with a comparison of actual versus 
planned consumption of resources for projects. The report compares the budgeted, 
spent and remaining hours/units for activities and expenses, organized by employee title. 
This report shows the contract amount along with actuals for employee groups as well as 
activity/expense groups. 
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• Budget Comparison for Phased Projects: Provides managers with a comparison of planned 
versus actual consumption of resources for project phases. Organized by parent projects, 
the report compares the budgeted, spent and remaining hours/units/amounts for services 
and expenses, flagging the over-budget items as Over. This report shows the contract 
amount along with actuals for employee groups as well as activity/expense groups. 

• Budget Comparison Summary - Phased Projects: Provides managers with a comparison of 
actual versus planned consumption of resources for phased projects. The report 
compares the budgeted, spent and remaining hours/units/amounts for activities and 
expenses, flagging the over-budget items as ‘Over’. This report shows the contract 
amount along with actuals for employee groups as well as activity/expense groups. 

• Budget Details by Project: Displays the details of budgets assigned to projects. 
• Budget Hours Comparison – Summary: Provides managers with a comparison of actual 

versus planned consumption of resources for projects. The report summarizes the 
budgeted, spent and remaining hours/units for activities and expenses, including the 
percent complete for the projects. 

• Budget Vs Actual By Activity - Provides managers with a comparison of actual versus 
planned activities and expenses charged to projects. Listing activity and expense items, 
the report compares their budgeted and actual hours/units/amounts, highlighting the 
over-budget items in red. 

• Budget Vs Actual By Employee: Provides managers with a comparison of actual versus 
planned activities and expenses charged to projects. Listing employees, the report 
compares their budgeted and actual hours/units/amounts, highlighting the over-budget 
items in red. 
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Contract Spent 
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Purpose  
 
To provide project managers and management with an easy to scan list of projects and other information 
like contract spent. Not all projects have budgets, but most projects should have a contract amount. 
Tracking the contract amount spent is a quick way to know where you are. When comparing the 
contract spent to project to-date charges, your experience will tell you whether you are above or below 
where you should be. This may lead you to drill down into detailed job cost and other information. 
 
Description 
 
The report lists projects, contract amounts, service (labor) charged to the project, and the remaining 
amount for the contract. A negative balance indicates a project is over-contract.  
 
Key Filters 
 
Filters include Project Start Date, Time Entry Date, Project ID, Client ID, Contract Type, Project 
Manager, Project Status, project custom fields and more.  
 
How to Run the Report 
 
From the Report Center screen, select Project Management category, Contract Spent by Project 
- Services. Choose one or more filters or accept the defaults; then click Print or Preview. 
 
 

Due Date 
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Purpose  
 
To provide project managers and executives with information to aid review of projects and prioritizing 
resources based on the approaching due dates. 
 
Description 
 
The report lists projects with client names along with the due dates and percent complete set in the 
project profile. 
 
Key Filters 
 
Filters include Project Start Date, Project Due Date, Project ID, Client ID and Project Manager. You can 
also restrict data to only active or inactive clients, and active or inactive projects. On the Report Center 
screen, you can also filter by Client Zip Code, Contract Type, Project Manager, Project Status, client and 
project custom fields and more. The report is sorted by due date as well as grouped by client. 
 
How to Run the Report 
 
From the Report Center screen, select Project Management category, Due Date by Client & 
Project. Choose one or more filters or accept the defaults; then click Print or Preview. You can 
also run this report from the Reports menu, Project. 
 
 
 



BillQuick Report Book 2012.6                                                                                                                                                    Page 97  

Earned Value 
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Purpose  
 
With these two reports, executives and managers receive a concise and timely view of project progress, 
enabling forecasting and resolution of cost and schedule issues. Comparing the two reports, possible ‘red 
flags’ can be identified when the estimated percent complete and actual time and expense burned 
(charged to the project) differ significantly.  
 
Description  
 
Both reports break down information by project and phase. Earned Value-Calculated compares the 
contract amount with billed and unbilled time and expenses to determine the calculated earned value. 
Earned Value-Estimated compares the contract amount with the percent complete value recorded by the 
project manager to determine the estimated earned value. Comparing the percentages and other 
information indicates whether performance problems exist and corrective action (cost management, 
scheduling, etc.) is required.  
 

 Billable expenses (direct reimbursements) are not part of the Earned 
Value-Calculated.  

 
Key Filters  
 
Filters include Project Start Date, Time Expense Date, Client ID, Project ID, Project Manager, Contract 
Type, Project Status, custom project fields and more.  
 
How to Run the Report  
 
From the Reports menu, select Report Center, Project Management category, Earned Value –
Calculated and Earned Value - Estimated. Choose one or more filters or accept the defaults; then 
click Print or Preview. 
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Journal Notes 
 

 
 
Purpose  
 
To provide managers and staff with notes about project-related issues that can aid them in billing 
decisions, and post-project review and analysis.  
 
Description 
 
The report lists general, billing, invoice and payment notes for projects. For each project, a journal note 
includes when it was written, who wrote it, whether it is an active item, the type of note and the note 
text.  
 
Key Filters 
 
No filters available. 
 
How to Run the Report 
 
From the Reports menu, select Report Center, Project Management category, Journal Notes. 
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More Project Journal Reports  
 

• Journal Category List: Lists all the project journal categories on file. The report also 
displays the status of the category, whether active or inactive. 

• Journal Notes by Category: Provides you with qualitative information about project-related 
issues that help in decision making, post-project review and analysis. The report lists 
general and billing, invoice and payment related notes for projects, organized by journal 
category. 

• Journal Notes by Date: Provides you with qualitative information about project-related 
issues that help in decision making, post-project review and analysis. The report lists 
general and billing, invoice and payment related notes for projects, organized by journal 
date. 

• Journal Notes by Employee: Provides you with qualitative information about project-
related issues that help in decision making, post-project review and analysis. The report 
lists general, billing, invoice and payment related notes for projects, organized by 
employee.  

• Journal Notes by Status: Provides you with qualitative information about project-related 
issues that help in decision making, post-project review and analysis. The report lists 
general and billing, invoice and payment related notes for projects, organized by journal 
status.  
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Project Account Detail  
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Purpose  
 
To provide project managers, executives and accounting staff with details about billed and unbilled time 
and expenses charged to projects, as well as project invoices, retainers received and payments applied.  
 
Description  
 
The report lists the billing hours and the amount billed to the client for a particular project. It displays 
time and expenses followed by invoices, retainers and payments. Time and expense details include date, 
timekeeper, activity code, actual hours, billing hours and billing value. Subtotals display for services and 
expenses. The transaction section lists invoice date, number, billed amount, payment amount and 
payment method. Subtotals display for billed and payment amounts and the balance due for the project.  
 
Key Filters  
 
Filters include Project Start Date, Time Expense Date, Project ID, Client ID, Contract Type, Project 
Manager, Project Status, project custom fields and more.  
 
How to Run the Report  
 
From the Reports menu, select Report Center, Accounts Receivable category, Project Account Detail – 
Time & Expenses & AR. Choose one or more filters, or accept the defaults; then click Print or Preview. 
You can also access the most common project account reports from the Report menu, Project and Billing 
category. 
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Project Account Summary 
 

 
 
Purpose  
 
To provide project managers and executives with a quick summary of cost, billing, billed, retainer and 
other project information.  
 
Description 
 
The report lists account information for a project, including cost, billable and billed amounts for services 
and expenses. It also includes hours, earned value, invoice, retainer and payment information. For a 
parent project, the report shows accumulated account details of all its phases.  
 

 The same information can be viewed on the Project-Account screen. A 
similar account summary is available for clients on the Client-Account screen.  
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Key Filters 
 
Filters include Project Start Date, Project ID, Client ID, Contract Type, Project Manager, Project Status, 
project custom fields and more.  
 
How to Run the Report 
 
From the Reports menu, select Report Center, Project Management category, Project Account 
Summary. Choose one or more filters or accept the defaults; then click Print or Preview. You 
can also run this report directly from the Project-Account screen. 
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Project Management List 
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Purpose  
 
To provide project and other managers with a quick summary of how much of the contract has been 
burned and whether it is over-contract.  
 
Description  
 
Organized by project manager, the report lists projects, contract type, contract amount (fee), amount 
spent, status (over-contract), client phone number and project notes.  
 
Key Filters  
 
Filters include Project Start Date, Client ID Project ID, Contract Type, Project Manager, Project Status, 
custom project and client fields and more.  
 
How to Run the Report  
 
From the menu, select Reports, Report Center, Project Management category, Project Management List 
- Active. Choose one or more filters or accept the defaults; then click Print or Preview.  
 
 
More Project Management Reports  
 

• Conditional Waiver and Lien Release: Displays a prefilled conditional waiver and release 
form for a client on receipt of a final payment for a completed project. The release 
covers the final payment for labor, services, equipment or material used on the project. 

• Contract Analysis: Provides a detailed comparison of project contract amount for services 
and expenses. The report displays the original contract amount, amount spent and billed, 
% complete and more, organized by project. 

• Contract Comparison by Item: Provides managers with information about the project’s 
progress and how much of the contract amount has been spent. The report compares 
the contract, spent and remaining hours/units for each activity and expense, organized by 
project. It also displays the totals for each project. 

• Contract Spent by Project - Services & Expenses: Provides a detailed comparison of project 
contract amount for services and expenses. The report displays the original contract 
amount, amount spent and amount remaining for both services as well as expenses 
charged to the projects. 

• Contract Spent by Project - Services & Expenses (Options): Provides a detailed comparison 
of project contract amount for billable/non-billable services and expenses, depending 
upon the options selected by you. The report displays the contract, spent and balance 
amounts for both services as well as expenses. 

• Employee Control: Provides managers with the employee control information. The report 
displays the assignment of projects, activities and expenses for the employees. 

• Estimate Comparison by Item: Provides managers with a comparison of the estimated and 
actual time and expenses spent on projects. The report compares the estimated number 
of work hours and expense units against the actual time and expenses charged to 
projects. 
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• Phased Project Account Detail – Time & Expense: Enables managers to review the time and 
expense details for phased projects only. The report lists the hours worked, expenses 
incurred, invoice and payment transactions, contract amount and project status.  

• Project Allocated Tasks – Allocated vs. Spent: Displays the allocated, spent and remaining 
units or hours for employees, organized by project. The report allows you to compare 
an employee’s allocated hours/units with actual hours/units. 

• Project Assignments: Provides information about project control assignments. Organized 
by project, the report lists the employees, activities and expense items assigned to 
projects. Only assigned people can charge the assigned items to a project. 

• Project Assignments – Active: Provides information about project control assignments. 
Organized by project, the report lists the employees, activities and expense items 
assigned to active projects. Only assigned people can charge the assigned items to a 
project. 

• Project Assignments by Employee: Provides information about project control assignments. 
Organized by employee and project, the report lists the activities and expense items 
assigned to projects. 

• Project Management List – Over Contract: Organized by project manager, the report lists 
projects that are over-budget. It includes details such as project name, contract type, 
contract amount (fee), budget spent, budget status (over/under) and project notes. 

• Project Management List – Over Contract Phase: Organized by project manager, the report 
lists phased projects that are over-budget. It includes details such as project name, 
contract type, contract amount (fee), budget spent, budget status (over/under) and 
project notes. 

• Project Management List – Phased Projects: Provides a handy list of phased projects, 
organized by project manager. The report displays project phases and their details 
including contract type, contract fee, budget spent, budget status and project notes. 

• Project Management List by Client – Over Contract: Organized by client, the report lists 
projects that are over-budget. It includes details such as project name, contract type, 
contract amount (fee), budget spent, status (over/under) and project notes. 

• Project Management List by Project Manager: Provides a handy list of projects, organized 
by project manager. The report displays projects and their details including contract type, 
contract fee, budget spent, budget status and project notes. 

• Task Assignment – Allocated vs. Spent by Employee: Provides useful information about 
allocation of activity hours and expenses units to the staff. The report lists the 
assigned/consumed/remaining control hours and control units for each project, organized 
by employee. 

• Task Assignment – Allocated vs. Spent by Project: Provides information about assignment of 
control hours and units to employees working on projects. The report lists the assigned, 
consumed and remaining hours (activities) and units (expenses), organized by project. 

• Task Assignment by Employee – Allocated vs. Spent: Displays the allocated, spent and 
remaining units or hours, organized by employee. The report allows you to compare the 
allocated hours/units for employees with the actual hours/units for each project. 

• Task Assignment by Project – Allocated vs. Spent: Displays the task allocations for 
employees, organized by project. The report allows you to compare an employee’s 
allocated hours/units with actual hours/units spent. You can view control hours for 
employees even if there are no recorded time entries.  
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• Task Assignment by Project – Allocated, Spent & Forecast: Displays the allocated and spent 
units or hours for employee, organized by project. The report allows you to view an 
employee’s total spent forecast for the next six months based on the existing data or 
trend. 

• Task Assignment by Project - Allocated, Spent, Forecast Amount (Project Allocation Units 
Spent Forecast Amount): Displays the allocated and spent information (expense units or 
service hours) for employees, organized by project. The report allows you to view an 
employee’s forecasted spending for the next six months based on the existing data or 
trend. BillQuick requires at least one entry against the allocation to forecast the 
spending. You can view the monthly totals as well as estimated spending for each 
employee. 

• To-Do Task List sorted by Task Type: Displays a list of to-do tasks for effective project 
management. Organized by type of task, the report lists the status, date, priority and 
other useful information about the tasks to complete. 

• To-Do Tasks – Client: Displays a list of to-do tasks created from the Client screen. 
Organized by client, the report lists the subject, status, date, priority and other useful 
information about the tasks to complete. 

• To-do Tasks – Employee: Displays a list of to-do tasks created from the Employee screen. 
Organized by employee, the report lists the subject, status, date, priority and other 
useful information about the tasks to complete. 

• To-Do Tasks – Project: Displays a list of to-do tasks created from the Project screen. 
Organized by project, the report lists the subject, status, date, priority and other useful 
information about the tasks to complete. 

• To-Do Tasks – Vendor: Displays a list of to-do tasks created from the Vendor screen. 
Organized by vendor, the report lists the subject, status, date, priority and other useful 
information about the tasks to complete. 

• To-Do Tasks by Priority: Displays a list of to-do tasks for effective project management. 
Organized by task priority, the report lists the status, date, entry type and other useful 
information about the tasks to complete. 
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Retainer Management 
 
 

Retainer Detail 
 

 
 
Purpose  
 
To provide executives, project managers and accounting staff with a history of retainers received, 
retainers used to pay invoices, and retainers applied to reduce invoice amounts during billing.  
 
Description 
 
Organized by client, the report lists retainer receipts, application of retainers to invoices and remaining 
retainer amounts for projects. It includes subtotals for retainers paid and applied, remaining retainers by 
project and grand totals. 
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Key Filters 
 
Filters include Payment Date, Project Start Date, Transaction Date (time stamp when the invoice was 
created), Invoice Date, Client ID, Project ID, Contract Type, Project Manager, Project Status, Invoice 
Number, project custom fields, Payment Method and more.  
 
How to Run the Report 
 
From the Report Center screen, select Retainer Management category, Retainer Detail by Client & 
Project. Choose one or more filters or accept the defaults; then click Print or Preview.  
 
 

Retainer Invoice 
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Purpose 
 
To request a client for a deposit, advance payment, retainer amount or monies on account. 
 
Description 
 
Addressed to a client, the retainer invoice shows the project, assigned project manager, contract type 
and retainer amount due. 
 
Key Filters 
 
When printed as a report from the Report Center screen, filters include Project Start Date, Project ID, 
Contract Amount, Project Manager, Project Status, project custom fields and more. 
 
How to Run the Report 
 
From the Report Center screen, select Retainer Management category, Retainer Invoice 1. Retainer 
invoices can also be generated from the Project-Billing screen or Retainer History screen. 
 
 
More Retainer Invoices  
 

• Retainer Details - Project: Provides information about projects whose retainer balance is 
less than the specified minimum retainer. The report lists the projects along with the 
retainer amount paid, applied and available (balance).  

• Retainer Invoice 2: Displays a request to the clients for a deposit, retainer or advance 
amount on projects. Addressed to a client, the invoice includes information about the 
project, assigned project manager and retainer amount due.  

• Retainer Invoice 2 with Memo: Displays a request to the clients for a deposit, retainer or 
advance amount on projects. Addressed to a client, the invoice includes information 
about the project, assigned project manager, retainer amount due and memo.  

• Retainer Reconciliation Detail by Client & Project: Displays the retainer invoice register. 
Organized by client, the report lists the retainer invoices and transactions including the 
amount paid, applied and balance due from clients. As with all the invoice registers, this 
report features an expanded reconciliation summary. 

• Retainer Reconciliation Summary by Client: Provides managers with a summary of retainers 
received and retainers used to pay or reduce invoice amounts during billing. Organized 
by client, the report lists client and project retainers paid, applied and available. 
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Security 
 

Security Module Permissions 
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Purpose  
 
To provide managers and BillQuick Supervisor with information about security permissions granted to 
each employee. The report also provides a hardcopy record for your files. 
 
Description 
 
For an employee, the report lists the module (functional area of BillQuick), features within the function 
and whether the employee is granted permission to execute or access function. For example, a user may 
be granted permission to read, update and delete activity codes.  
 
Key Filters 
 
Filters include Employee Date Hired, Employee ID, Employee Department, Employee Title and 
employee custom fields.  
 
How to Run the Report 
 
From the Report Center screen, select Security category, Security Module Permissions - Detail. Choose 
one or more filters or accept the defaults; then click Print or Preview. You can also print the most 
common security reports from the Security screen.  
 
 
More Security Reports  
 

• Security Module Permissions – Summary: Provides a summary of security permissions 
granted to employees for BillQuick functions and modules. Organized by employee, the 
report lists the screen names along with the access rights for them.  

• Security Templates: Provides managers with details about security permissions granted to 
employees for BillQuick functions and modules. Organized by pre-defined security 
template, the report lists the screens and features within those, along with the access 
rights for them.  
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Taxes 
 
 

Tax Detail 
 

 
 
Purpose  
 
To provide managers and accounting staff with month-by-month record of service and expense taxes 
charged on invoices. The report helps track monies to be remitted to government agencies and to 
provide a record for future inquiries. 
 
Description 
 
The report lists invoices with taxes by month, showing the invoice number, company and contact, all 
service taxes (main service tax and taxes on individual service items, if applicable), all expense taxes and 
the billed amount. Grand totals show total service tax, expense and billed amounts.  
 
Key Filters 
 
Filters include Invoice Date, Project ID and Client ID. You can also restrict data to only active or inactive 
clients, and active or inactive projects. On the Report Center screen, you can also filter by Project Start 
Date, Transaction Date (time stamp when the invoice was created), Project Manager, Contract Type, 
project and client custom fields and more. 
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How to Run the Report 
 
From the Report Center screen, select Taxes category, Tax Detail by Month & Invoice. Choose one or 
more filters or accept the defaults; then click Print or Preview. You can also run this report from the 
Reports menu, Billing. 
 
 
More Tax Reports  
 

• Project Expenses with Paid Taxes: Provides managers with a complete list of expenses 
charged to the projects along with the taxes paid on them. The report displays details 
such as units, cost rates, markup, charge amount, GST paid and billed status. 
 
This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
number. 

• Tax Detail by Client State, Client & Invoice: Organized by the state where the client is 
located, the report displays tax breakdown by invoice, service amount, main service and 
expense tax, activity and expense item taxes (Tax 1/2/3). It also includes the billed 
amount for invoices. Subtotals display by client and by state. 

• Tax Detail by Client State, Month & Invoice: Provides managers with a monthly record of 
service and expense taxes charged on invoices, organized by the state where client is 
located. The report helps track monies to be remitted to the government agencies and 
provides a record for future inquiries. 

• Tax Detail by Client, Project & Invoice: Organized by client, the report displays tax details 
including invoice, service amount, service taxes, expense amount, expense taxes and 
billed amount. It also shows project totals. 

• Tax Detail by Project & Invoice: Organized by project, the report displays tax breakdown 
by invoice, service amount, main service and expense tax, activity and expense item 
taxes (Tax 1/2/3). It also includes the billed amount for invoices. 

• Tax Detail by Project State, Month & Invoice: Provides managers with a monthly record of 
service and expense taxes charged on invoices, organized by the state where project is 
located. The report helps track monies to be remitted to government agencies and to 
provide a record for future inquiries. 

• Tax Detail by Project State, Project & Invoice: Organized by the state where the project is 
located, the report displays a one-line summary of tax breakdown by service amount, 
main service and expense tax, activity and expense item taxes. 

• Tax Exempted Projects: Lists basic information for projects that are exempted from taxes. 
• Tax Registry with Payments: Provides managers with a record of service and expense 

taxes charged on invoices. Organized by invoice date and number, the report displays a 
one-line summary of tax breakdown –service tax, expense tax, bill amount, tax collected 
and pay amount. You can choose to view only those invoices with payments or all 
invoices.  

• Tax Summary by Client: Organized by client, the report displays a one-line summary of tax 
breakdown by service amount, main service and expense tax, activity and expense item 
taxes. It also shows the project totals. 
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• Tax Summary by State & Client: Organized by the state where the client is located, the 
report displays a one-line summary of tax breakdown by service amount, main service 
and expense tax (Tax 1/2/3), activity and expense item taxes. Subtotals display by state. 

• Tax Tracking: Provides useful information for tracking and managing taxes. The report 
lists all the taxes paid on expenses, tax collected on invoices and tax owed against each 
project. This net tax amount is to be paid to the government. 
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Time & Expense 
 
 

Expense Detail 
 

 
 
Purpose  
 
To provide project managers and executives with a complete list of expenses charged to projects (billable 
as well as non-billable).  
 
Description  
 
The report lists entry dates, units, cost rates, markup percentages and the bill value of expenses charged 
to projects. It also indicates whether an expense is reimbursable to the employee, paid or billed to the 
client. Total cost and total bill value displays.  
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Key Filters  
 
Filters include Expense Log Date, Project ID, Client ID and Employee ID. You can also restrict data to 
only active or inactive projects, billable or non-billable expenses, and billed or unbilled expenses. On the 
Report Center screen, you can also filter by Project Start Date, Project Manager, Contract Type, Project 
Status, project custom fields and more.  
 
How to Run the Report  
 
From the Report Center screen, select Time & Expense category, Expense Detail by Project. Choose 
one or more filters or accept the defaults; then click Print or Preview. You can also run this report from 
the Reports menu, Project. 
 
 
More Expense Reports 
 

• Expense Detail by Client & Project (Expenses by Client Detail): Provides managers with a 
complete list of expenses charged to the projects (billable and non-billable). The report 
flags billable items and is organized by client. 
 
This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
number. 

• Expense Detail by Employee: Provides details about expenses charged to projects by 
employees. The report displays details about all the billable and non-billable expense 
items. Subtotals display for billable and non-billable items. 
 
This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
number. 

• Expense Detail by Employee with Memos: Provides details about expenses charged to 
projects by employees. The report displays details about all the billable and non-billable 
expense items including memos associated with them. 
 
This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
number. 

• Expense Detail by Employee with Memos foreign (Employee Expenses with memos foreign): 
Provides information about expenses charged to the projects. The report displays details 
about all the billable and non-billable expense items including cost, markup, memos and 
charge amount in foreign currency. 
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This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
number. 

• Expense Detail by Project & Expense Code: Provides managers with a complete list of 
expenses charged to the projects. The report lists the entry dates, units, cost rates, 
markup percentages, reimbursable/paid status and the bill value of expenses, organized 
by expense code. 
 
This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
number. 

• Expense Detail by Project with Memos: Provides managers with a complete list of expenses 
charged to the projects. The report lists the billable and non-billable expenses separately, 
along with the memos.  
 
This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
number. 

• Expense Detail by Project with Paid Date (Expense Detail with Paid Date): Provides 
managers with a complete list of expenses charged to the projects. The report lists the 
billable and non-billable expenses, along with the paid date. 
 
This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
number. 

• Expense Detail by Vendor & Project: Provides information about expenses charged to 
projects by vendors or consultants. The report displays expense details of vendors 
including units, cost rates, cost amounts, markup percentages and bill values. Subtotals 
display for billable and non-billable items. 

• Expense Detail by Vendor & Project with Memos: Provides information about expenses 
charged to projects by vendors or consultants. The report displays expense details of 
vendors including units, cost rates, cost amounts, markup percentages, bill values and 
memos. Subtotals display for billable and non-billable items. 

• Expense Details with Memos: Provides managers with a complete list of expenses charged 
to the projects. The report lists the entry dates, units, cost rates, markup percentages, 
reimbursable/paid status, bill value of expenses along with the memos. 
 
This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
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number. 
• Expense Log Records – Linked Files: Provides you with a list of files linked to the expense 

entries. The report also displays the description and location of the attached files. 
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Hours Breakdown 
 

 
 
Purpose  
 
To enable managers and employee supervisors to see a breakdown of employee regular time, overtime 
and personal time off for any desired time period.  
 
Description  
 
The report lists total hours recorded by employees, categorized by vacation hours, holidays, sick time, 
overtime hours and regular hours. Total hours display for each employee and each category. A 
breakdown of total hours by category as a percent of the total is included.  
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Key Filters  
 
Filters include Employee ID, Project ID and Time Entry Date. Also, you can restrict data to only billable 
or non-billable, billed or unbilled, and approved or unapproved entries. On the Report Center screen, 
you can also filter by Employee Date Hired, Activity, Project, employee custom fields and more.  
 
Calculations  
 
For information on file for an employee,  
Total Hours = Total Regular Hours + Total Overtime Hours + Total Sick Hours + Total Holiday Hours 
+ Total Vacation Hours 
 
Percentage breakdown for total company hours = Hours of the item / Total Hours 
 
How to Run the Report  
 
From the Report Center screen, select Time & Expense category, Hours Breakdown by Employee with 
Title. Choose one or more filters or accept the defaults; then click Print or Preview. You can also run the 
most common employee time and expense reports from the Reports menu, Employee. 
 
 
More Hours Reports 
 

• Hours – Missing Time by Employee: Provides a quick snapshot of missing time entries by 
employees. The report lists the employees who haven’t recorded time entries in the 
selected date range or period. 

• Hours – Missing Time by Employee (Week View): Provides a quick snapshot of missing time 
entries by employees on a weekly basis. The report lists the employees who haven’t 
recorded time entries in the selected week. 

• Hours Breakdown by Employee – Biweekly: Provides a bi-weekly time card summary of the 
employees. The report displays the total hours recorded by employees on a bi-weekly 
basis, categorized by vacation, holiday, sick, overtime and regular hours. Totals and 
breakdown percentages are included. 

• Hours Breakdown by Employee – Monthly: Provides a summary of employee time card. 
The report displays the total monthly hours recorded by employees, categorized by 
vacation, holiday, sick, overtime and regular hours. Totals and breakdown percentages 
are included. 

• Hours Breakdown by Employee – Quarterly: Provides a summary of employee time card. 
The report displays total quarterly hours recorded by employees, categorized by 
vacation, holiday, sick, overtime and regular hours. Totals and breakdown percentages 
are included. 

• Hours Breakdown by Employee - Semimonthly: Provides a summary of employee time card. 
The report displays total hours recorded by employees on a half-monthly basis, 
categorized by vacation, holiday, sick, overtime and regular hours. Totals and breakdown 
percentages are included. 

• Hours Breakdown by Employee – Weekly: Provides summary of employee time card. The 
report displays total hours recorded by employees on a weekly basis, categorized by 
vacation, holiday, sick, overtime and regular hours. Totals and breakdown percentages 
are included. 
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• Hours Breakdown by Employee – Yearly: Provides time card summary of employees. The 
report lists the total hours recorded by employees against projects for the entire year. 

• Hours Detail by Department & Employee: Provides details about employee time card for a 
weekly period. The report displays total hours worked by employees on projects and 
activities, categorized by department. 

• Hours Detail by Employee – Biweekly: Provides a bi-weekly time card details of the 
employees. The report displays the daily and bi-weekly hours worked on various 
activities and projects by the employees. 

• Hours Detail by Employee – Daily: Provides the time card details of employees. The 
report displays the total hours recorded by employees on a daily basis. 

• Hours Detail by Employee – Monthly: Displays details of the employee time card. The 
report lists cumulative hours by day for activities charged to the projects. Monthly totals 
for projects, days and activities are included. 

• Hours Detail by Employee – Quarterly: Provides details about employee time card. The 
report displays total quarterly hours recorded by employees for various activities 
performed on projects.  

• Hours Detail by Employee – Semimonthly: Provides details of employee time card. The 
report lists cumulative hours for activities charged to the projects on a half-monthly basis. 
Totals hours for projects, days and activities are included. 

• Hours Detail by Employee – Weekly: Provides details about employee time card. The 
report displays total hours worked by employees on projects and activities for a weekly 
period. 

• Hours Detail by Employee – Yearly: Provides the time card information of the employees. 
The report lists the total annual hours recorded by employees for a weekly period. 

• Hours Detail by Employee & Project: Displays all the time details of employees including 
projects worked on, number of hours worked, expense units spent and so on. 

• Hours Detail by Employee & Project with Memos: Displays all the time details of employees 
including projects worked on, number of hours worked, expense units spent and so on. 
The report also includes memos associated with each entry and indicates whether the 
time entries are approved or not. 

• Hours Detail by Employee with Start-Stop Time: Provides managers with a utilization 
summary of employee time. The report lists total hours worked by employees, 
categorized by overtime, regular, vacation, sick and holiday hours. It also includes the 
start and stop time of the entries. 

• Hours Detail by Project & Activity: Provides managers with a comprehensive record of 
time charged to projects. Organized by project and activity code, the report displays 
time entry details including hours worked and bill amount. 

• Hours Detail by Project & Activity with Memo: Provides project activity details of 
employees, organized by activity code. The report displays the activities performed by 
employees, including hours worked and additional notes, if any. 

• Hours Detail by Vendor & Project: Provides information about vendor time entries. The 
report displays the time details of vendors including projects worked on, hours spent, 
billed status and associated time memos. 
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Time & Expense Detail 
 

 
 
Purpose  
 
To enable managers and supervisors to review details of work done and expenses incurred by employees 
on projects.  
 
Description  
 
The report lists services and expenses sorted by Employee ID, including subtotals for time records and 
expense records, and a grand total. Information includes date of work done, actual hours, billing hours, 
expenses, bill value of billing hours and expenses, cost of hours and expenses, and whether the item has 
been billed.  
 
Key Filters  
 
Filters include Employee Hired Date, Project Start Date and Time Expense Date, as well as Employee ID, 
Client ID, Project ID, custom fields and more. Also, you can restrict data to only active or inactive 
employees.  
 
How to Run the Report  
 
From the Reports menu, select Report Center, Time & Expense category, Time & Expense Detail by 
Employee with Cost. Choose one or more filters or accept the defaults; then click Print or Preview. You 
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can also run the most common employee time and expense reports from the Reports menu, Employee. 
 
 
More Time & Expense Reports 
 

• A-Hours by Employee & Date (crosstab): Displays all the actual hours worked by 
employees per day. Organized by date, the report displays in a compact time sheet 
format. 

• B-Hours by Employee & Date (crosstab): Displays all the billable hours entered by 
employees per day. Organized by date, the report displays in a compact time sheet 
format. 

• Billable Hours Monthly: Enables managers to review billable work done by employees. 
The report lists the billable hours on a monthly basis. 

• Billable Services by Employee & Date with WUD (crosstab): Displays all the billable services 
provided by employees per day. Organized by date, the report displays in a compact 
time sheet format. 

• Billed Hours by Invoice & Employee with WUD (crosstab): Displays the total number of 
billable hours entered by employees per day. Organized by invoice number, the report 
displays in a compact time sheet format. 

• Time & Expense Detail - Phased Projects with Cost: Provides a comprehensive record of 
work done and expenses charged to phased projects. The report lists time and expenses, 
displaying information about contract amount, project manager, hours and units charged, 
and bill amount.  

• Time & Expense Detail - Vendors by Project with Cost: Provides managers with a 
comprehensive record of work done and expenses charged to projects. The report lists 
time and expenses recorded by vendors, displaying information about contract amount, 
hours and units charged, and bill amount.  

• Time & Expense Detail by Client & Project: Provides information about time and expenses 
for a client. Organized by client, the report details time and expenses charged to the 
projects including billed and over/under contract status. 

• Time & Expense Detail by Employee with Cost and Status: Enables managers to review the 
time and expense details of employees. The report displays details including projects 
worked on, hours worked, expense units incurred, submit/approval and billed status. 

• Time & Expense Detail by Project: Provides a comprehensive record of work done and 
expenses charged to projects. The report lists time and expenses, displaying the entry 
details except the cost amount. 

• Time & Expense Detail by Project & Employee with Cost: Provides managers with a 
comprehensive record of work done and expenses charged to projects. Organized by 
project and employee, the report lists time and expenses, displaying information about 
hours and units charged, bill value and cost amount. 

• Time & Expense Detail by Project & Employee with Memo (Project Time Expense with 
memo): Provides a comprehensive record of work done and expenses charged to 
projects. The report lists time and expenses, displaying information about contract 
amount, hours and units charged, bill amount and memo. The project account summary 
is expanded to be fully comprehensive on what has been logged to the project. The 
project balance also takes into consideration the expenses marked as extra, which are 
not a part of contractual billing. 
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This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
number. 

• Time & Expense Detail by Project & Month: Provides a summary of work done and 
expenses charged to projects on a monthly basis. The report lists services and expenses 
for a month, displaying information about hours and units charged, and bill and cost 
amount. 

• Time & Expense Detail by Project Group with Cost: Enables project managers to review the 
details of hours worked and expenses incurred by employees. The report displays time 
and expense details, organized by pre-defined project groups. 

• Time & Expense Detail by Project with Cost (continuous): Provides a comprehensive record 
of work done and expenses charged to projects in a continuous layout with no page 
breaks. The report lists time and expenses, displaying information about contract 
amount, project manager, hours and units charged, and bill amount. 

• Time & Expense Detail by Vendor with Cost: Provides details about vendor services and 
expenses. Organized by vendor, the report displays the time and expense details such as 
entry dates, hours and units spent, bill amount and billed status. 

• Time & Expense Expandable - Phased Projects (Project Time & Expense for Phased Projects 
Expandable): Provides a comprehensive record of work done and expenses charged to 
the phased projects. Organized by master projects and then phases, the report displays 
services and expenses, hours and units charged, cost amount, bill amount and project 
summary in an expandable form.  
This report, like other project time and expense reports, displays additional columns that 
may be marked with different symbols, depending upon whether the entry is invoiced, 
marked as billed, non-billable (red question mark in a yield sign) or marked as extra (x). If 
the entry has been invoiced, you can mouse-over the invoice symbol to see the invoice 
number. 

• Time & Expense Summary by Client: Enables managers to review the time and expense 
summary. Organized by client, the report displays the total billing hours, bill value and 
total expense amount associated. You can even drill down into the details. 

• Time & Expense Summary by Department & Project: Enables managers to review the time 
and expense summary. Organized by department, the report displays the total billing 
hours, bill value and total expense amount associated with employees. You can even drill 
down into the details. 

• Time & Expense Summary by Master Project: Provides a summary of work done and 
expenses charged to master projects. Optimized for phased projects, the report lists 
total services and expenses, displaying hours and units charged, bill amount, etc. It allows 
you to drill down into the details. 

• Time & Expense Summary by Project: Provides a summary of work done and expenses 
charged to projects. The report lists total services and expenses, displaying information 
about hours and units charged, and bill amount. It allows you to drill down into the 
details.   

• Time & Expense Summary by Project & Month with Cost: Provides a summary of work 
done and expenses charged to projects on a monthly basis. The report lists total services 
and expenses for a month, displaying information about hours and units charged, and bill 
and cost amount. 
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• Time and Expense by Classification: Provides details about work done and expenses 
charged to projects. Organized by employee classification or title, the report displays the 
time and expense details such as hours and units charged, bill amount, etc. It allows you 
to drill down into further details. 

• Time and Expense Details with Custom Fields: Enables managers to review the time and 
expense details of employees. Organized by employee, the report displays details 
including projects worked on, hours worked, expense units incurred, amount along with 
the custom fields. 

• Time and Expense Summary by Classification: Provides a summary of work done and 
expenses charged to projects. Organized by employee classification or title, the report 
displays the time and expense entries –hours and units charged, bill amount, etc. It allows 
you to drill down into the details. 
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Timesheet by Employee 
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Purpose  
 
To provide staff with a ready-to-sign timesheet.  
 
Description  
 
The report presents cumulative hours per day charged to projects over a two-week period by employees 
in a timesheet grid layout. Space for the timesheet reviewer and employee’s signature is included.  
 
Key Filters  
 
Filters include Employee Hired Date, Project Start Date, Time Entry Date, Employee ID, Employee 
Department, Employee Title, Project ID, Contract Type, Project Manager, Project Status, Time Entry Bill 
Status, employee and project custom fields and more.  
 
Calculations  
 
Billable Hours Percent = Billable Hours / Total x 100 
Other calculations are similar.  
 
How to Run the Report  
 
From the Report Center screen, select Time & Expense category, Timesheet by Employee - Biweekly. 
Choose one or more filters or accept the defaults; then click Print or Preview. You can also run the most 
common employee time and expense reports from the Reports menu, Employee. 
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Time Detail 
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Purpose  
 
To provide project managers, other managers and staff with a comprehensive record of time charged to 
projects by the employees. The information aids discussions with clients, employees and management 
about a project's progress.  
 
Description  
 
Organized by project and employee, the report lists the date and day of the week the work was done, 
who did the work, actual and billing hours, bill value of time and whether it is billable or non- billable 
time. Employee subtotals and grand totals display.  
 
Calculations  
 
Service Bill Amount = B-Hours x Bill Rate 
 
Key Filters  
 
Filters include Time Entry Date, Project ID and Employee ID. You can also restrict data to only active or 
inactive projects, billable or non-billable items, and billed or unbilled items. On the Report Center screen, 
you can also filter by Project Start Date, Client ID, Contract Type, Project Manager, Project Status, 
project custom fields and more.  
 
How to Run the Report  
 
From the Report Center screen, select Time & Expense category, Time Detail by Project & Employee. 
Choose one or more filters or accept the defaults; then click Print or Preview. You can also run the most 
common project time and expense reports from the Reports menu, Project. 
 
 
More Time Reports 
 

• Labor Distribution: Provides detailed information about the labor distribution in your 
company. Organized by employee, the report lists the total hours recorded by 
employees with a breakdown in terms of direct/indirect hours, overtime, direct/indirect 
payroll, etc. 

• Monthly Unbilled Time: Provides a summary of unbilled time on a monthly basis. 
Organized by month, the report lists the total un-billed hours. 

• Non-Billable Hours by Month: Enables managers to review non-billable work done by 
employees. The report lists the non-billable hours on a monthly basis. 

• Project Time Records by Employee for Excel Export (Project Time Records Excel): Provides 
managers with a comprehensive record of time charged to the projects. Organized by 
date and employee, the report displays time entry details including date when the work 
was done, hours worked, cost, bill value, etc. It is designed for easy export to an Excel 
spreadsheet. 

• Time Detail by Employee – Daily: Provides the time card details of employees. The report 
displays the total time recorded by employees on a daily basis along with the bill amount. 

• Time Detail by Employee & Project Comprehensive (Employee Time Records Comprehensive): 
Organized by employees, the report summarizes your employees’ time entries by 



BillQuick Report Book 2012.6                                                                                                                                                    Page 133  

project. It also displays a comprehensive summary of hours, costs, profit analysis, billing 
analysis, etc. at the bottom to help you evaluate the performance of your employees. 

• Time Detail by Employee & Project with Cost and Memo: Provides details about employee 
time records. Organized by project, the report lists the time entries recorded by 
employees, along with the associated memo and cost. 

• Time Detail by Project & Employee with Cost: Provides managers with a comprehensive 
record of time charged to projects. Organized by project and employee, the report 
displays time entry details including date when the work was done, who did the work, 
hours worked, bill value, billable status and cost. 

• Time Detail by Vendor & Project with Cost: Provides information about vendor time 
records. Organized by project, the report displays the daily time entries along with hours 
worked, cost and bill amount. 

• Time Detail by Vendor & Project with Cost & Memos: Provides information about vendor 
time records. Organized by project, the report displays the daily time entries along with 
hours worked, cost, bill amount and time memos. 

• Time Details by Project, Employee & Activity – Unbilled with Memos: Organized by activity 
and employee, the report lists all the unbilled time entries charged to projects. It also 
displays the associated time memos. 

• Time Details by Year, Project & Employee – Unbilled: Provides information about unbilled 
time on a yearly basis. Organized by year and project, the report displays the time details 
including employee, activity, billing hours, bill value and billable status. Subtotals display 
for employees and projects.   

• Time Entry Records - Linked Files: Provides a list of all files linked to the time records. The 
report also displays the description and location of the linked files. 

• Time Sheet by Employee – Biweekly with Breakdown: Organized by employee, the report 
lists time entries in a biweekly timesheet format, showing regular and overtime hours 
charged to projects. Subtotals by day and a breakdown of billable, non-billable, vacation, 
holiday and sick time also displays. 

• Time Sheet by Employee – Semimonthly: Provides details of employee time sheet for a 
specific data range. The report lists cumulative hours for activities charged to the 
projects on a half-monthly basis. Totals hours for days and activities are included, 
categorized by employee and project. 

• Time Sheet by Employee – Semimonthly with Breakdown: Displays a semi-monthly 
breakdown of time sheet in a landscape layout. Organized by employee, the report lists 
the time spent by employees on various projects and activities. 

• Time Sheet by Employee - Weekly with Breakdown: Provides summary of employee time 
card. The report displays total hours worked by employees on projects and activities for 
a weekly period. 

• Time Sheet by Employee & Project – Weekly: Displays hours worked by employees in a 
time sheet layout, starting with Sunday as the First Day of the Week. The reports list the 
time entries recorded for projects on a weekly basis. Total hours for projects and days 
are included. 

• Time Sheet by Project – Biweekly with Breakdown: Organized by project, the report lists 
time entries in a biweekly timesheet format, showing regular and overtime hours 
charged to projects. Subtotals by day and a breakdown of billable, non-billable, vacation, 
holiday and sick time also displays. 

• Time Summary by Project, Activity & Employee: Provides managers with a comprehensive 
record of time charged to projects. Organized by project and activity code, the report 
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displays time entry summary including who did the work, hours worked and bill value. 
• Time Summary by Project, Employee & Activity: Displays the time entries for projects, 

organized by employee and activity. The report lists the time records, including the 
billable hours and bill value. 

• Time Summary by Project, Employee & Activity with Cost: Displays the time entries for 
projects, organized by employee and activity. The report lists the time records, including 
the billable hours, bill value and cost amount. 

• Time Summary by Year & Employee: Provides a summary of time records on a yearly basis. 
The report displays the total annual billing hours and bill value by employee. 

• Time Summary by Year, Project & Employee – Unbilled: Provides a summary of unbilled 
time on a yearly basis. Organized by year and project, the report lists the employee, 
billing hours and bill value. It also displays subtotals for projects 
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