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. Introduction

Introduction

Welcome to BillQuick® HR from BQE Software, Inc!

BillQuick HR is a powerful human resource management application that enables you to manage your
employees in a simple and effortless manner. With functionalities specifically designed for small
businesses, BillQuick HR software adapts to your company's workflow, making it more efficient and
effective. It merges with the standard human resource practices, giving you the flexibility to customize
the features to your specific company needs. It is a standalone application, and hence does not require
BillQuick (though it is preferable to have it).

BillQuick HR allows you to proactively track and monitor all your employee information and their
activities. It is a resource management program enriched with features like employee benefits, payroll,
salary administration, benefits and personal time off tracking, etc.

The goal of this BillQuick HR Getting Started Guide is to help you get started and become comfortable
interacting with the BillQuick HR program. It explains the concepts and procedures involved in setting up
of BillQuick HR, focusing on its installation, activation, registration, basic and main functionalities such as
master information, assigning benefits, managing payroll and other human resource practices. Thus, this
Guide enables you to quickly educate yourself on how to run and utilize BillQuick HR effectively and
efficiently. It also explains some troubleshooting issues at the end, highlighting your most often
encountered problems or queries.

@
@ BillQuick HR Getting Started Guide is not a complete training solution. It is
a guided tour designed to set up and familiarize you with BillQuick HR. After
completing the Guide, we recommend that you explore the BillQuick HR Help.
In particular, check out the How Do | help items. Based on your preferred
learning style and available time, you can choose self-learning or guided
learning. Guided learning utilizes role-based and custom training courses.
Check out BQE Services for more.
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BillQuick HR Setup Checklist

4 Task Resources & References
c
.0
] D ) Software Requirements
&= = Check our system requirements Hardware Requirements
£
5 D Download BillQuick HR setup Support Downloads
2
8
§ Installation on a PC system
a I
= D Install BillQuick HR Installation on Network Environment
D Launch BillQuick HR 2013 Start Up BillQuick HR
S D Create or open your company file BillQuick HR Database
£
«
b3
D Log into BillQuick HR Login
Product Activation
Activate and license BillQuick HR ] ] ] )
Licensing & Registration
. D Add or import company data and start using BillQuick Help
S BillQuick HR BillQuick HR Help Manual
3
- Search the Knowledgebase for troubleshooting
) D .. Knowledgebase
fa) and other technical issues.
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System Requirements

System Requirements

For successful installation and implementation of your BillQuick HR software, be sure your computer
systems meet or exceed the requirements mentioned below.

Hardware Requirements

Each personal computer on which BillQuick HR will be installed should meet or exceed the following
requirements:

® 2.0 GHZ Intel Pentium IV-class processor or faster

e 1024 MB RAM (1 GB recommended)

e 300 MB or more of hard disk space required, plus 100 MB additional hard disk space
required for installation

e 1024 x 768 screen resolution or more

w Be sure your network server contains sufficient memory and other
resources for efficient, high speed operation.

Software Requirements

Operating System Requirements

e NT 4.0 Server/Workstation with Service Pack 6.0a or later

e Windows 2003

e Microsoft Windows 2000 Professional, Server, Advanced Server, 2003 Server Microsoft
Windows XP Professional/Home Edition

e Windows XP sp3

e Microsoft Windows Vista

e Microsoft Windows 2008

e Microsoft Windows 7 (All Flavors)

e Windows 8

e Small Business Server 2008, Small Business Server 2011, Windows 2012 Server

e 32-bit or 64-bit operating system (dual compatibility)

BillQuick HR Getting Started Guide 2013 v.2 Page 3
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w Be sure to install the latest Windows service packs and critical updates.
Check the Microsoft web site for the latest updates to Windows, .Net
Framework, and Data Access Components. Some versions of Windows include
an automatic update option.

Other System Requirements

e BillQuick 2013 (Basic, Pro or Enterprise) edition (if data is to be imported)

e Microsoft Internet Explorer 6 or later (for accessing BillQuick Online)

e AnInternet connection with a 256 KBps or faster modem, DSL, cable modem, or other
broadband connection (for accessing BillQuick Online and for Automatic Updates)

BillQuick HR Getting Started Guide 2013 v.2 Page 4
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Installation

Installation

Basic start-up procedures for BillQuick HR involve a few quick steps:
1. Install BillQuick HR.

2. Create a BillQuick HR database.
3. Activate and register BillQuick HR.

Before installing the software, please read the End User License
Agreement (EULA).

Installation on a PC System

BillQuick HR can be installed on a single-user system or a networking environment. It operates in a
network environment, both peer-to-peer networks and ones with network servers. In either scenario
the BillQuick HR database will be located in a folder on a personal computer or shared drive.

If you prefer to download a copy of BillQuick HR, go to www.BillQuick.com and follow the steps.

b o The downloaded copy of BillQuick HR is in a Zip archive. You will need a
Zip archiving or extraction program such as WinZip. If you do not have such a
Zip program, please obtain one from a shareware web site or a software store.

Follow the steps below to install eTools on a personal computer:

1. If you have downloaded BillQuick HR 2013, navigate to the folder where you placed the
extracted files. Double-click Setup.exe.

2. When the first BillQuick HR Installation screen appears, read the information and follow
the instructions on each window. Once the installation begins, a progress bar displays.

3. When the Finished screen appears, click Finish. The installation is complete.

4. When prompted, restart your computer to complete the installation.

Installation in a Network Environment

In a network environment, you will bring other users into the setup. BillQuick HR software will be
installed on the computer of each person who needs to access it. With the above steps complete on
each personal computer, you will:

1. Install BillQuick HR (see above).

BillQuick HR Getting Started Guide 2013 v.2 Page 5
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2. Make sure the BillQuick HR database is in a shared folder.
3. Point the user’s copy of BillQuick HR to the database.
4. Register the computer with the BillQuick HR database.

@ BillQuick HR also works in other network scenarios. Contact BillQuick
Support for more information (310-602-4030).

Peer-to-Peer Network Environment

To install BillQuick HR on a peer-to-peer network:

1. On the computer used by your primary BillQuick HR user (Supervisor), complete the
steps for installing BillQuick HR (as mentioned above), creating a database (see BillQuick
HR Database), and activating BillQuick HR (see Product Activation below).

2. Install BillQuick HR on the first computer from which you want a user to access the

application (follow the steps above).

Start BillQuick HR.

4. Select File menu, Open Company and navigate to the shared folder. Select your BillQuick
HR database. BillQuick HR remembers the location each time the user opens the
application.

5. With the database open, select File menu, Register.

6. Enter the Registration Key from the email you received from BQE Software. You can also
cut - paste the key, if desired. Click OK.

7. Repeat these steps for each computer from which users will access BillQuick HR.

w

o If you want to run BillQuick HR in evaluation mode, click ‘Activate Now’,
on the product Activation screen. Read more about activation options later.

Network Server Environment

To install BillQuick HR in a network server environment, you can:

1. Install BillQuick HR, point to its database, and register the computer (follow the same
steps as for a peer-to-peer network above).

2. Utilize Active Directory Services on a domain network. With this capability, you can
‘push’ BillQuick HR to the workstations.
For more information, see the knowledgebase article.

BillQuick HR Getting Started Guide 2013 v.2 Page 6
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Start-Up

In order to get BillQuick HR into the running mode please follow the steps below. At this point BillQuick
HR should already be installed on your PC.

BillQuick HR Database

When you start BillQuick HR for the first time, it prompts you with some database options. To create a
new database:

1. Select ‘Create a New BillQuick HR Company File’ option from the opening dialog.

p
Open BillQuick HR Data file

What would you like to do?

(©) Open an Existing BillQuick HR Company File
() Create a New BillQuick HR Company File

@ Open a Sample Company File

® o | d

Help Cancel 0K

(. »

2. Navigate to the folder where you want to store your company database. If you are in a
network environment, this should be a shared folder.

3. Enter a name for the file (e.g. your company name) and click Open.

4. You will receive a confirmation message letting you know that your database was
created successfully. Clicking OK will launch the BillQuick HR Startup Interview wizard.

Once you have created your company database, you are prompted with the BillQuick HR Startup
Interview. Please follow these steps:

1. Inthe Company Name field, please enter your company name exactly as provided by
BQE Software when purchasing your license.

BillQuick HR Getting Started Guide 2013 v.2 Page 7
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BillQuick HR Startup Interview

@ & A4 B @

Help Cancel Previous Next Finish

|
Wl Welcome!

Thank you for choosing BillQuick HR.

This interview walks you through customizing BillQuick HR to
your industry and company preferences. It takes only a few
S moments.

N

Enter the rest of the information to the best of your ability.
3. Click Next to move on.

’! You do not require License and Registration keys in order to complete the
Interview. Simply click Next when you get to this step.

4. You can import employees from BillQuick by choosing ‘Yes'.

BillQuick HR Startup Interview

® 5 4 b 2
Mext  Finish

Help  Cancel Previous

< wel Import Data from BillQuick ®

\( Compary Mame
\( Lizenzing and Reagiztration
\( Import Data from BillQuick

Firizh

This import utility will allow you to transfer employees from
BillQuick to BillQuick HR.

Do you want to import employee data from BillQuick?
1 Yes @ Mo
Do you want to get sick and vacation hours from BillQuick?

1 Y¥es @ Mo

BillQuick HR Getting Started Guide 2013 v.2
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5. Click Finish and then exit.

b 4 Do not worry about your selections. You can edit this information later.

Once you have successfully created your company database, you can activate and register your
software..

Product Activation

When BillQuick HR is in the evaluation mode or yet to be licensed, the Product Activation screen
displays. The screen provides four options.

p
Product Activation

Product Activation
Your copy of BillQuick HR needs to be activated. You have 7 days left to activate

this product. After Activation, you will have 30 additional days to evaluate the
product. For more information click the Help(?) button.

6 Activate Now FREE
0 Activate Later

Q | am Ready to Buy

G Already Purchased 0

Evaluating BillQuick? Join our FREE Online Presentation. W

e Activate Now — Enter a key to continue your free 30-day trial.

e Activate Later — Continue your free 7-day period of review.

e Ready to Buy — Go to www.BillQuick.com to purchase the software license.

o Already Purchased — Enter your license and registration keys to fully activate BillQuick HR.

BillQuick HR Getting Started Guide 2013 v.2 Page 9
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BillQuick HR Evaluation

If you are evaluating BillQuick HR, you may choose Activate Now or Activate Later. Click Activate Now to
provide your details to BQE Software and obtain evaluation key. Activate Later allows you to continue
working with BillQuick HR during a 7-day free trial. After this period you must obtain an evaluation key

or a full software license.

1. Please enter valid information in the screen. This is how BQE Software will contact you
with your evaluation, license and registration keys. When all the information is entered,
click Next to continue.

P
Product Activation

Please provide the following information below. Your evaluation key will be
sent to the provided email address immediately.

]
o
o

Click here if you already have

Company Name: Hendrcks Consulting LLC

f

street: 1175 Airport Drive, Suite500

(

City: Tomence
State: CA Zip: 905505

Email: consulting@hendricks.com

Back | [ Cancel | [ Next | g

We respect your privacy Click here to read our Privacy Paolicy.

Phone: 39835200

2. Within a few minutes you will receive your 30-day evaluation key via email.
Alternatively, you can generate an evaluation key via the web or by calling BQE Software
at (310) 602-4020.

3. Enter this Evaluation Key in the space provided. Click Activate!

4. BillQuick HR will now open with a reminder message stating that you are using an
evaluation copy and to continue beyond 30-days, you need to purchase the software.

While in evaluation mode, continue to use BillQuick HR. All of the information entered now will be saved
and made available after switching from evaluation to licensed mode.

BillQuick HR Getting Started Guide 2013 v.2 Page 10
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Licensing and Registration

BillQuick HR offers various options for licensing and registering your copy of the software. You can use
the Product Activation screen or the Company screen in BillQuick HR. Follow these steps to proceed:

1. When you are ready to purchase and license BillQuick HR, click ‘Il Am Ready to Buy’
option on the Product Activation screen. Purchase your license from the BillQuick
website or call BQE Software at (310) 602-4020 to speak with a BillQuick Account Rep.

2. You will receive your license and registration keys via e-mail at the e-mail address that
you provide.

3. After purchasing a full software license, click ‘Already Purchased’ on the Product
Activation screen. It asks for your company name, license and registration keys.

4. Using the email you received, enter or cut-paste the information. It should be exactly
the same as you see in the email (if you want to make a change, contact your BillQuick
Account Rep.).

Product Activation

An evaluation key has been sent to you via email. Please check
your email. Then Copy the key and paste it below.

Company Name: Hendricks Consulting LLC

Evaluation Key: 55366773GGH3H5542

Back | [ Cancel | | Activate |

N

If you have not received your evaluation key within 5 minutes, please try our web site. Click here

5. Click Register. BillQuick HR is now licensed for unlimited use.
6. Ina networked environment, the Supervisor needs to repeat the same procedure on
each computer.

Alternatively, you can do the same thing using the Company screen.

BillQuick HR Getting Started Guide 2013 v.2 Page 11
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BillQuick HR Basics

BillQuick HR Basics

This section focuses on the basics of the BillQuick HR environment. It covers:
e  Starting-up BillQuick HR

e logging into BillQuick HR
e Navigating BillQuick HR

Start-Up

If you have previously worked with BillQuick HR on your computer, BillQuick HR will automatically open
the database that you were in the last time you used the software. Skip to Log-in below.

If you have not created a company database, you will be prompted to do so. Once you have successfully
created it and security is turned on, you will be prompted for a login.

Log-in

When security is turned on, BillQuick HR requires a User ID and Password. Your BillQuick HR manager or
supervisor will provide you with an ID and password. For now, use these defaults:

. . r N N\
User ID: supervisor BillQuick HR Login 5%
Password:  supervisor

Hendricks Consuliing LLC @
C:\Program Files\..\BillQuickHR_SampleDatafile_2013.mdb

User ID: SUPERVISOR

Password:

V| Remember

[] windows Authentication '@:{Cancel ’ [ @ oK ]

BillQuick HR Getting Started Guide 2013 v.2 Page 12
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Navigation

After logging in to BillQuick HR, you can access important sections and functions of the application using
any of the several navigation options provided by BillQuick HR. There are actually four ways to navigate
and use the application:

e Menu Bar

e Toolbar

e Navigator

e Quick Launch

Menu Bar File Company Employee Reports PrintForms Windows Help
BillQuick HR organizes functions and reports into menus.

Toolbar

The toolbar allows you to quickly access BillQuick HR functions and features. You can set the Standard

BillQuick HR Toolbar, Add/Remove Buttons or Reset Toolbar to the default setting. You can also
customize the commands, keyboard shortcuts and other options using the Customize option.

Cce¥UPPasfikeny £E@$

Navigator

BillQuick HR has a main Company navigator. The navigator allows you to perform most of the tasks
required in BillQuick HR without having to locate commands in the menus or the toolbar. It is an easy
alternative way of locating and accessing various BillQuick HR functions and screens.

(" Navigator B |

BillQuick Home Page

Support Downloads

BillQuick Add Ons

BillQuick Consulting

BillQuick Training

BillQuick HR Home Page

Incidents Review Salary History

BillQuick HR Getting Started Guide 2013 v.2 Page 13
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Quick Launch

BillQuick HR Basics

On the left side of the BillQuick HR desktop, you can conveniently access major functions and screens
from the Quick Launch. This sidebar is divided into 3 panels, grouping the common functions together

under each. These include:

| Company

] Company
:@ Review Form

%5 Benefits
-ﬂﬂ Journal Status

E!;] Journal Type

Company

Employee

Forms

¥

Company

e Company

e Review Form
e Benefits

e Journal Status
e Journal Type
e Forms

Forms

e Recruiting

Hiring

Payroll Withholding
Employee Relations
Termination

e Compensation

e Employee Benefits

BillQuick HR Getting Started Guide 2013 v.2

Employee

e Employee

e Contacts
e Payroll

e Reviews
e Incidents
e Journal

e Salary History
e Benefit Usage
e Assign Benefits

Page 14
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Master Information

Master information is the foundation of any system. This section covers the basics of master information
maintained in BillQuick HR that is used for effective human resource management.

b BillQuick HR includes a built-in function to import data from BillQuick
using the ‘Get from BillQuick’ screen. You can even specify filters for selective
data transfer. You can also directly import data (BillQuick employees, sick hours
and vacation hours) using the BillQuick HR screens.

Company Information

1. Open the Company screen from the Company menu.
2. Type your full company Name exactly as you specified to BQE Software (spelling,
punctuation and spacing are all important).

r | ; ™\
© Company Information = | E lﬁ
@ Help L!J Print Save X Close

Name: Hendricks Consulting LLC
Address: 100ld Plaza, Los Angeles

City: Los Angeles State:  CA Logo
Country: USA Zip | 02462-
Phone: | (310)-555-1212 Fax: (310)-555-2121

Email: admin@xyzconsulting

Web: wwwxyz.com

Tax ID: 011234567 Employer ID: 017654321  FY Begin Date:
Other 2: Other 3: FY End Date:
Other 4: Other 5: 30 September 2 v
License Key:  GJPH-FNQB-QSTE-W8PX  No. of Licenses: Purchase License
. A
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Master Information

3. Enter other company-related information, such as address, telephone numbers, etc.
4. Click Save to save your company information. Then click Close to exit.

Your company information is now saved in the database.

Review Form

Review Form is a list of criteria by which you review your employees. To create a review list:

1. From the Company menu, select Master Review Form or press Ctrl+2.

' % ™y
7{] Review Form E@lﬁ
: | Search @k Search @ Help [®] pring Save : Y Cancel ? Delete
. — Jo | £ J G i
Section Name:
Work Quality
Description:
Provides accurate, thorough and professional work Py
Section Name Description
P | Work Quality Provides accurate, thorough and professional work
Job Knowledge Well-informed and educated in performing to the level expected
New Knowledge Seeks new knowledge, applies it to the job and shares it withothers
Organisation Organizes, plans and forecasts work skillfully to meet job needs
Analysis Analyzes problems skillfully,uses logic and goodjudgement to reach solution
Dependability Responsible and canbe called upon for difficult and pressured challengss
Team Work Coordinates ownworkwith others, seeks opinions,values working relationshi
Attendance Regularly present and punctual
Safety Regularly attentive to safety and health regulatiors
"

2. Click on the New button to add a new review item.
3. Enter the attribute name in the Section Name field. This helps in identifying what type
of appraisal is scheduled.

4. Type in any additional information about the review type in the Description field.
5. Click on the Save button and then exit.

BillQuick HR Getting Started Guide 2013 v.2 Page 16
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Benefit List

Master Information

Creating a Benefit List allows you to specify what benefits (e.g. vacation, sick time, etc.) your company
provides for its employees. This would be based on your company policies.

To create a benefit list:

1. From the Company menu, select Benefit List.
2. Click on the New button to create a new benefit.

-
7] Benefit List

= | B )

@ Help L,!‘J Print ~

Benefit Name

Personal

PTO

Sick

Sick For Employee
Vac

Vac For Manager

Save _A‘/ T Cancel TgT Delete ;#,H New x Close
Benefit Name: Benefit Type: Status:
Personal OTHER v Active v
Benefit Period Units: Earned Benefit Units:
Year v Hour v

Benefit Details: -

Employee earns 16 Hours/Year after working 1 Years
and earns 32 Hours/Year until the end of 2 Years
and eamns 48 Hours/Year until the end of 3 Years
and eamns 0 Hours/Year until the end of 0 Years
and earns 0 Hours/Year until the end of 0 Years
and earns 0 Hours/Year until the end of 0 Years

Instructions:

If an employee earns 5 days of vacation during first year and then 10 days/year
for the second and third year, then enter. Employee earns 5 days/year after
working 1 year, and earns 10 days/year until the end of 3 years.

3. Inthe Benefit Period Units field, enter the standard units (time) that an employee must
work in the company to earn a particular benefit. E.g., for a personal vacation, it would

be a Year.

4. Inthe Earned Benefits Units, enter the standard units (time) that an employee earns
after completing the specified term in the company.
5. Select ‘Active’ Status for the benefit.

o

Click Save to save the benefit.

7. Inthe Benefit Details, enter values to regulate your benefit. E.g., if an employee earns
two sick days in first year, enter: Employee earns 16 Hours/Year after working 1 Year.

b BillQuick HR comes with two default benefits (vacation and sick).

BillQuick HR Getting Started Guide 2013 v.2 Page 17
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Journal Entry

The Journal Entry Types screen allows you to create and maintain a standard list of employee related
items, such as degrees, achievements, warnings etc. To do so:

1. From the Company menu, select Journal Type List.
2. Click on the New button to create a new journal entry.

' N ™\
"{] Journal Entry Types ﬂlﬁ

0

EFSearch ﬁ Search @ Help {!] Print ? Delete lgj‘ New

v

Entry Type 4 Inactive
*f  Achievement L _—

Complaint

Demotion

Disciplire

Grievance

Promotion

Raise

Suspension

Warning Verbal

Warning Written

3. Type the name of the journal entry to be made in the Entry Type field.
4. When you are done, tab to the next row to automatically save the new journal.
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Master Information

Journal Status

The Journal Status allows you to create and view the status of a journal. This could be in terms of
whether there is a need to take any action, whether the suggestion was rejected /accepted, etc.

1. Choose Journal Status List from the Company menu.

p
:_-ﬂ Journal Status

= | B

@ Help H Print ? Delete % New x Close

Status Name
7 Open
Closed
Pending
Approved

Inactive

P i Rejected

*

2. Click on the New button to create a new journal status.

3. Mention the status type in the Status Name field. E.g. open, closed, pending, etc.

4. When you are done, tab to the next row to automatically save the new status.
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Employee

Employees are the backbone of your organization. Employee screen allows you to create and maintain a
profile of employees. You can also add documents such as resumes, agreements, etc to the profile. To
create employees:

1. From the Employee menu or the navigator, select Master Info.
2. [If this is your first employee, the cursor will default to the Employee ID field. If not, click

New.
p
7] Employee = | E
P 1 . g 3 B o R ef
: | Search @ Search Help Print ~ <@* Layout + r’?(f“ Password Save 5 7T Cancel -— Delete
- Y 7 = ]
e | } & “ |9/ g
Employee(s) 22l | 'ceneral | Details Get Employees From BillQuick
1D Last Name Y
BW | Woolmer || Employee ID: BW SSN | 555453888
d James First Name: ML Last Name:
A Arlington Name: Mr v Bet Woolmer
MK Kerns - . -
RA Aunbach Department: Marketing v Title: Director v
RC Curtis Job Desc: Gender: | Male v
RT Thomas
Company: Hendrick Consultin Manager:  AM v
SB Beth ot o
SE Annbach Email: bert@hendricks com Status: Active v Add Remove
: BillQuick HR U
SL Lawrence Birth Date: | 05/30/1970 = [ BillQuic ser
sQ Quill
WB Birch Other:
AM Marcello Pay Rate: $40.00 oT: $60.00 Hired: | 03,07/2010 v
BD Duncan
Bill Rate:  $110.00 OT: 816500 Released: -
Contacts | Benefits Journal Documents
5 = ; Name Relation Phone Cell Phone
Becky Woolmer Mother {310) 555-1212 (310} 555-1414
[¥] Show Active Only
Total Emps: 14, Active: 14

3. Enter the Employee ID on the General tab. The field is alphanumeric, allowing both
letters and numbers.

4. Enter First Name, Last Name and other relevant data. Move from field to field using the
Tab key.

5. Mark the employee as a user by checking the BillQuick HR User option.

6. Once done, click the Save button and then Close.

w You can also import employee profiles from BillQuick. Click on the ‘Get
Employees from BillQuick’ option at the top. You can even specify filters for
selective data transfer.
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HR Management

Once the master information has been set up in BillQuick HR, you can start managing your human
resources.

BillQuick HR provides you with the Security function whereby you can limit access to specific screens
for BillQuick HR users. Based on the assigned security permissions to users, access can be restricted to
selected functions of BillQuick HR.

You can perform various general human resource management functions like assigning benefits to the
employees and managing their payroll. You may record various employee-related incidents and
reviews; record journals for milestones, promotions, etc; access forms for company policy,
agreements, recruitment, performance review, etc; track benefit usage, reporting and so on.

Assign Benefits

Once you have created the Benefit List and set up a list of employees, you would need to assign the
benefits to those employees. You can do this by:

1. From the Employee menu, select Assign Benefits.
2. Inthe Employee ID field, select the employee that you wish to assign benefits to.

( .
7{] Assign Benefits lﬂj&r
. — -
@ Help Save 'u!\.] Print .i- Delete z Refresh X Close
Employee ID:  AM ¥, Employee Name: Mr. Allen Marcello
Benefit Name * | Start Date End Date
Personal 01/21/2013 01/21/2013
Sick 10/04/2013 10/15/2013
Vac 04/02/2013 05/15/2013
ki J

3. Inthe grid, choose the Benefit Name that you wish to assign to this employee, such as
Personal.

4. Enter Start Date and End Date (if so) for this benefit.
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5. To assignh more benefits to this employee, go to the next row and add the next benefit.

When you are done, tab to the next row to automatically save the benefits.

Employee Payroll

You can maintain a financial record of an employee’s salary, net pay, raises and other associated data.
For this purpose BillQuick HR provides a comprehensive and effective solution for you, Employee

Payroll.

I. From the Employee menu, select Payroll.
2. Select the employee whose payroll is being set up.

' & I zZ ™\
.';;ﬂ Employee Payroll = ‘ El Iﬂ_ﬁ]
:Search ‘@& Search @ Help L,!] Print ~ ‘l?' Layout ~ Save X Close

X
Enployes(s) - General Tax Allowance
1D ’ |Last Name
E AM Marcello
BD Duncan Employee ID: AM
iid Wocime Name: Mr. Allen Marcello
a James
JA Arlington Title: System Administrator
MK Keuns Department: IT 3
RA Annbach
RC Curtis
RT Thomas Salary: —
sB Beth Salary Amount: Pay Period: Last Raise:
> funbach $400.00 SemiMonthly v 03/11/2013
SL Lawrence
SQ Quill Standard Hours:
Per Day: Per Week:
8 40 [] Automatic Overtime
4 (1] »

3. Enter the employee’s Salary Amount.
4. Enter the frequency of the employee’s Pay Period.
5. Enter other information. Once done, click Save and then Close to exit.
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Personal Time Off

BillQuick HR provides you the ability to request and manage Personal Time Off according to your
company policy. PTO must be requested in advance and then reviewed and approved by the HR

Supervisor.

To review PTO requests submitted by employees:

I.  From the Employee menu, select Personal Time Off Review.

2. Select the desired employee range in the From-To fields.

p
a! Personal Time off Review

=)

ilter Records AM ¥| | SQ

Help ‘_,!J Print ~ 9 Auto 4?’ Layout ~ »

2 )
‘[;. Select » "= Action v ? Delete = New z Refresh X Close

)

1]

v || Al v
| More Filters I"
ijﬁ Date Y|EmployeeID W |Start Date YW {End Date ' HrsW Paid ¥ Unpaid V| CompTime¥| S
03/04/2012 AM 03/04/2012 03/04/2012 8 (V]
> i03/11/2013 AM 03/11/2013 03/11/2013 8 ﬂ

(%) Time off Reason

Approver Notes

3. Select the date for which you want to view the PTO requests in the Period field, such as

All or This Month.

4. Review the information and the reason for PTO request. Make changes to hours or

dates, if required.

(9]

6. Once done, click Close to exit.

Click Action to take the desired action on the request, say Approve.

Congratulations! You have now successfully installed BillQuick HR and understood its basic functionality.
To learn more about this program, check the BillQuick HR Help or visit Product Overview.

For more information, visit us at www.bge.com.If you have any trouble in using BillQuick HR, please
contact BillQuick Support at (310) 602-4030 or Support@bge.com. For other questions, please call us at
(888) 245-5669 (US and Canada) or (310) 602-4020; or email Sales@bge.com.
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