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Introduction

Welcome to BillQuick® Outlook Add-In from BQE Software, Inc!

BillQuick Outlook Add-In is a BillQuick module embedded into Microsoft Outlook. It converts your
Microsoft Outlook appointments, tasks and emails into time records, thus quickly completing your Time
Card. The time entry is immediately available for review, reporting and billing. Outlook Add-In eliminates
duplicate entry, saving time and effort tracking accurate and complete hours. It comes with a Smart
Match feature that intelligently matches your Outlook entries to the BillQuick field data based on the
past patterns. It is all done in real-time, right from your Outlook application...simple, quick and easy!!!

The goal of this BillQuick Outlook Add-In Getting Started Guide is to help you get started and become
comfortable interacting with the Outlook Add-In program. It explains the concepts and procedures
involved in setting up of Outlook Add-In, focusing on its installation, activation, registration, basic and
main functionalities such as converting appointments and tasks into BillQuick data. Thus, this Guide
enables you to quickly educate yourself on how to run and utilize Outlook Add-In effectively and
efficiently. It also explains some troubleshooting issues at the end, highlighting your most often
encountered problems or queries.

@ BillQuick Outlook Add-In Getting Started Guide is not a complete training
solution. It is a guided tour designed to set up and familiarize you with Outlook
Add-In. After completing the guide, we recommend that you explore the
BillQuick Outlook Add-In Help. 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 Services for more.
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System Requirements

For successful installation and implementation of your Outlook Add-In software, be sure your computer
systems meet or exceed the requirements mentioned below.

Hardware Requirements

2.0 GHz Intel Pentium IV-class processor or faster
1 GB RAM

500 MB free hard disk space

1024 x 768 resolution or more

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

Software Requirements

Operating System Requirements

Microsoft Windows XP Home/ Professional (SP3)
Microsoft Windows Vista (all flavors)
Microsoft Windows 7 (all flavors), Microsoft Windows 8

Microsoft Windows 2003 Server, Windows 2008 Server, Small Business Server 2011,
Windows 2012 Server

’!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

Outlook 2007 or Outlook 2010 (32-bit or 64-bit) or above with latest service packs
BillQuick 2013 (Lite, Basic, Pro or Enterprise) edition

Microsoft .NET Framework 4.0 or later (automatically installed with BillQuick)
Microsoft Data Access Components 2.8 or later (automatically installed with BillQuick)
Microsoft Windows Installer 3.1 or later (typically installed or updated with Windows)

BillQuick Outlook Add-In Getting Started Guide 2013 v.2 Page 3
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Installation

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

2. Connect to BillQuick database
3. Activate and register Outlook Add-In

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

Installation on a PC System

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

If you prefer to download a copy of Outlook Add-In, go to www.BillQuick.com and follow the steps.

b 4 The downloaded copy of BillQuick Outlook Add-In is in a Zip format. 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 Outlook Add-In on a personal computer:

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

2. When the first BillQuick Outlook Add-In installation screen appears, read the
information and follow the instructions on each window.

3. Specify the installation folder for Outlook Add-In by clicking Browse. Else accept the
default location. Click Next.

BillQuick Outlook Add-In Getting Started Guide 2013 v.2 Page 4
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Select Installation Folder

The installer will install BillQuick Outlook Add-In 2013 to the following folder.

To install in this folder, click "Next". To install to a different folder, enter it below or click "Browse"'.

Folder:
C:\Program Files\BillQuick201 3 Dutlookaddin' [ Browse... J

| DiskCost. |

Install BillQuick Outlook Add-In 2013 for yourself, or for anyone who uses this computer:

@ Everyone

) Just me

Cancel ] [ < Back ] [ Next > ]

- S

4. Once the installation begins, a progress bar displays. When the Installation Complete
screen appears, click Close.

Installation in a Network Environment

In a network environment, you will bring other users into the setup. Outlook Add-In 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 Outlook Add-In (see above).

2. Connect to the desired BillQuick database in a shared folder.
3. Register the computer with the BillQuick database.

» BillQuick Outlook Add-In also works in other network scenarios. Contact
BillQuick Support for more information (310-602-4030).
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Peer-to-Peer Network Environment

To install on a peer-to-peer network:

1. On the computer used by your primary Outlook Add-In user (BillQuick Supervisor),
complete the steps for installing Outlook Add-In (see above), connecting to a BillQuick
database (see BillQuick Database below), and activating Outlook Add-In.

b BillQuick Outlook Add-In automatically connects to the database that was
last opened by BillQuick application on the computer.

2. Install Outlook Add-In on the first computer from which you want a user to access it
(follow the steps above).

3. Make sure the desired BillQuick database is in a shared folder and has been last opened
by your BillQuick application.

4. Launch BillQuick Outlook Add-In via MS Outlook application.

5. Onlogin, Outlook Add-In connects to the shared BillQuick database.

6. Next, Product Activation screen displays wherein you can enter the license and
registration keys from the email you received from BQE Software. You can also cut -
paste the keys, if desired. Click OK when done.

7. Repeat these steps for each computer from which users will access BillQuick Outlook
Add-In.

) The Product Activation screen provides various activation options. Read
more about Product Activation later.

Network Server Environment

To install BillQuick Outlook Add-In in a network server environment, you can:

1. Install BillQuick Outlook Add-In, connect to the BillQuick database, and register the
computer (follow the same steps as for Peer-to-Peer Network above).

2. Utilize Active Directory Services on a domain network. With this capability, you can
‘push’ BillQuick Outlook Add-In to the workstations.

For more information, see the BillQuick Knowledgebase article, ‘How to Install BillQuick
on Workstations using Active Directory Services’ (KB article).

BillQuick Outlook Add-In Getting Started Guide 2013 v.2
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Start-Up

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

BillQuick Database

BillQuick Outlook Add-In’s functionality depends on the BillQuick application database and hence you
need to connect to it. BillQuick should be installed on the same system as your BillQuick Outlook Add-In.

To connect Outlook Add-In to a BillQuick database:

1. Open your BillQuick application.

2. Select the desired BillQuick Company database with which you want to connect
BillQuick Outlook Add-In.

3. You may log into BillQuick with a User ID and Password or close it.

b 4 If you are using SQL Server database for BillQuick, you will have to enter
Server Name, Supervisor Password, and select the database from the

dropdown.
4. Launch the MS Outlook application. You will find BillQuick qumdc_ |
Outlook Add-In embedded on its menu bar. i
5. Next, you can log in. After doing so, you will be prompted to Settings
activate the product. Send Contacts .
Get Contacts k
Check for Updates
Help
Legout

Product Activation

After installing Outlook Add-In, you will be prompted by the Product Activation screen. The screen provides four
options.
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Product Activation

Product Activation
Your copy of BillQuick Outlook AddIn 2013 Ent 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.

G Activate Now FREE
G Activate Later

Q | am Ready to Buy

— G Already Purchased

Evaluating BillQuick? Join our FREE Online Presentation. W

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

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

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

Already Purchased — Enter your license and registration keys to fully activate Outlook Add-In.

PWNPE

BillQuick Outlook Add-In Evaluation

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

1. 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.

BillQuick Outlook Add-In Getting Started Guide 2013 v.2 Page 8
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Product Activation

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

Click here if you already have a key

Company Name: Hendrcks Consulting LLC
Street: 1175 Airport Drive, Suite 500
City: Tomence
State: CA Zip: 905505
Email: consulting@hendricks.com

Phone: 24939365

Back ][ Cancel ][ Next ] 0

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

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. You will get a reminder message stating that you are using an evaluation copy of the
software and to continue beyond 30-days, you need to purchase it.

While in evaluation mode, continue to use Outlook Add-In. All of the information entered into BillQuick
will be saved and made available after switching from evaluation to licensed mode.

b 4 You can run the evaluation software and licensed software together.

Licensing and Registration

BQE Software offers various options for licensing and registering your copy of Outlook Add-In. You can
use the Product Activation screen or Product Licensing and User Management console (in BillQuick) to
do so. Follow these steps to proceed:

1. When you are ready to purchase BillQuick Outlook Add-In, click ‘Il Am Ready to Buy’ on
the Product Activation screen and purchase your software license from the BillQuick

BillQuick Outlook Add-In Getting Started Guide 2013 v.2 Page 9
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website. Alternatively, you can call BQE Software at (310) 602-4020 and speak with a
BillQuick Account Rep.

After purchasing the license, click ‘Already Purchased’ option. It asks for your exact
company name and license and registration keys.

Using the email you received, you would enter or cut-paste your company name (if you
want to make a change, contact your BillQuick Account Rep) and keys.

-

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: 5225HKL4587NTHSD45

Back | | Cancel | | Activate |

PN

If vou have not received vour ev

[s1)

uation key within 5 minutes, please try our web site. Click here

Alternatively, you can license your software using BillQuick’s Product Licensing and User Management

Click Register. Outlook Add-In is now licensed for unlimited use.

In a networked environment, the Supervisor needs to repeat the same procedure on
each computer.

screen, Licenses tab. Also, on the Users tab, you can assign Outlook Add-In users (employees and
vendors).

BillQuick Outlook Add-In Getting Started Guide 2013 v.2
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Outlook Add-In Basics

This section focuses on the basics of the BillQuick Outlook Add-In environment. It covers:

e Starting-up Outlook Add-In
e logging into Outlook Add-In
e Navigating Outlook Add-In

Start-Up

You can access BillQuick Outlook Add-In directly from your Outlook program. Outlook Add-In’s
functionality depends on the BillQuick application database. If you have previously worked with
BillQuick Outlook Add-In on your computer, it will remember the previous settings. You can skip to Log-
in below.

Else, you need to connect to the BillQuick database. Once you have successfully established connection
and security is turned on, you will be prompted for a login.

Log-in

You can log in and connect to the BillQuick database from your MS Outlook application. Enter a User ID
and Password. Your BillQuick manager or supervisor will provide you with an ID and password. For now,
use these defaults:

User ID: supervisor BillQuick Login

Password: supervisor Check for Updates
C:\Program Files\BillQuick201 3\Sample_Datafile2013. mdb

User ID : supervisor

Password

Remember

i Eanoel‘ ‘ gy OK ‘

BillQuick Outlook Add-In Getting Started Guide 2013 v.2 Page 11
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Navigation

After installation, the BillQuick Outlook Add-In module is embedded into your MS Outlook application.
You can access its functions using the main menu.

BillQuick

_I::_;'.-L

Settings

Send Contacts »
Get Contacts 3
Check for Updates
Help

Logout

Menu

BillQuick Outlook Add-In functions are available from the BillQuick menu embedded in the menu bar of
Microsoft Outlook (also in its Add-Ins menu).

» You can also access the BillQuick Outlook Add-In options via the right-click
drop-down menu in MS Outlook.

BillQuick Outlook Add-In Getting Started Guide 2013 v.2 Page 12
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Working

If you use Microsoft Outlook to keep track of your appointments, tasks, contacts and emails, then
BillQuick Outlook Add-In can easily convert this data into BillQuick time and other master information.

You can specify your preferences in the BillQuick- Outlook Add-In Settings screen (accessed from the
BillQuick menu).

BillQuick - Qutlook Addin Settings =

Settings

Default Activity description instead of Subject line for time entry description.

Default time entry duration to read’write emails (in mins) 15 -

Diefault category to indicate synced items [ - ]

Appointments

You can send regular appointments as well as an occurrence of a recurring appointment to BillQuick.

1. In MS Outlook, open your Calendar.

Right-click on the appointment you want to send.

3. To review the appointment, open it from the File menu. If the appointment is a recurring one,
click ‘Open this occurrence’.

N

» You can also double-click the appointment in the Calendar view to open it.

4. On the Appointment screen, review the entries and make changes if required.

BillQuick Outlook Add-In Getting Started Guide 2013 v.2 Page 13
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[~ Calendar - Microsoft Outlook - = x
! File Edit View Go JTools Actions Help AdobePDF  BillQuick Type a question for help -
i - B0 | i Search address books - | @ =
i ENew - |3 X |B5 | gt | gF | Today | @} Search address boo @ - = B
Calendar « Day | Week | Manth ) Show work week @ Show full week
1 March 2013 (e (&) - Search Calendar RPr¥
23 - Y (€) (3) March 17 - 23, 2013 |
L2 17 Sun 18 Mon 19 Tue 20 Wed 21 Thu 22 Fri 23 sat
3 4 5 6 7T 8 9
10 11 12 13 14 15 16
18 19 20 21 22 23 g am | Consultatio, X
calls with
;i 25 26 27 28 29 30 Gloria Con tati
Office Open
o 00 £
2] Al Calendar Items - - & Pprint %
My Calendars % B2 )
alendar -
& FlEpI;'tc Al
How to Share Calendars o =L F d
< 110 : bz Forwar 1
""" 5] Private
iﬁ Mail Show tasks on: Due Date ] ¥
T Y Ven., Show Time As 3
a} Calendar e Automatic Formatting...
— .
Categorize 3
8=| contacts “,;-: ger
= X Delete
ﬂ Tasks uﬁgj Meeting Motes
ol O3 [A] - Send To BillQuick..
S Tterns Send to BillQuick (Auto)

5. Click on the BillQuick menu and select ‘Send to BillQuick’ option.
6. On the ‘Send Appointment to BillQuick’ screen, enter or edit the required information
such as Start/End time, Duration, Project, Employee and Activity.

”If you prefer to map the description of the Activity selected here to the
Time Entry description instead of the Subject line, check that option in the
Settings screen.

7. Type a Memo if you want to add some notes to the time entry in BillQuick.
8. Click ‘Send to BillQuick’ button to save the selected appointment as a BillQuick time
entry.

b 4 BillQuick Outlook Add-In provides the ‘Smart Guess’ feature which
intelligently matches the Outlook appointments to the BillQuick field data
based on the past patterns. You can thus associate Outlook Subject or Location
with BillQuick Project or Activity. Check the option to remember the last three
matches of activity, project and employee.

BillQuick Outlook Add-In Getting Started Guide 2013 v.2 Page 14
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Tasks

Using BillQuick Outlook Add-In, you can review and then send MS Outlook Tasks as time entries to

BillQuick.
1. In MS Outlook application, select Tasks.
2. Right-click on the task that you want to send to BillQuick.
() To-Do List - Microsoft Qutlook - = x
File Edit View Go Tools Actions Help AdobePDF  BillQuick Type a question for help -
P Z New v | i@ 3 X | [ | CaReply S8iReplytoAll (3 Forward | BF W | [E Search address books - @ - =l T
Tasks « || ¥ To-Do List {Filter Applied) Due today. To-Do Bar » X
L] All Task Items - |Search To-Do List ad -| ¥ || Subject:  Graphil| 4 March 2013 >
My Tasks 3 Arranged By: Due Date Today on top | Starts SLLE AR Th F; S;
¥ To-Do List Type a new task 34 56 7 8 9
2 Tasks [ || oue cate 10 11 12 13 14 15 16
Current View % |EN = Y Today 18 19 20 21 22 23
- t 24 25 26 27 28 29 30
O Simple List /| Graphics far Bi 3 Status:  NotSta| 31
() Detailed List ) =pen Owner: QAC -
7) Active Tasks =\ This Week | g Print — = huon:'ll:oo PM - 1:30 PM
) MNext Seven Days Z| vendor Meetin & Reply N J
() Overdue Tasks 3 Replyto Al ' Consultation with Marl
©) By Category N ' : Tue 8:30 AM -9:00 AM ‘
) Assignment | g Forward Office
,,,,, [ Mark Complete
d Mail 121 Assign Task =
Follow U, »
ﬁ Calendar e .P Arranged By: Due Date >
Categorize 3
8=| contacts >< Delete Type a new task H
/] Tasks Send To Bill Quick... = ¥ Today
L I'Ca IE . Send to BillQuick [Autc) - Graphics for Bill... Y L
Filter Applied 2 Items
3. To review the task, open it from the File menu.
4. Onthe Task screen, review the task details like Subject, Date, Status, etc.
5. Click on the BillQuick menu and select ‘Send to BillQuick’ option.
6. On the ‘Send Task to BillQuick’ screen, enter the required information such as Start/End
time, duration, Project, Employee and Activity.
b o4 If you prefer to map the description of the Activity selected here to the
Time Entry description instead of the Subject line, check that option in the
Settings screen.
7. Type a Memo if you want to add noted to BillQuick time entry.
8. Click ‘Send to BillQuick’ button to save the selected task as a time entry in BillQuick.

» BillQuick Outlook Add-In provides the ‘Smart Guess’ feature which
intelligently matches the Outlook tasks to the BillQuick field data based on the
past patterns. You can thus associate Outlook Subject or Location with BillQuick
Project or Activity. Check this option to remember the last three matches of
activity, project and employee.
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Contacts

Contacts from Microsoft Outlook can be sent to BillQuick and stored as employees, clients, client
contacts and vendors. You can also import this information into Outlook from BillQuick. The options for
sending and getting contacts are visible only when viewing contacts in Microsoft Outlook.

1. In Microsoft Outlook, select Contacts.
2. Click on the BillQuick menu to select the Send Contacts option. Else, open the Contacts screen

and use the BillQuick menu to choose the ‘Send as’ option.

[t Contacts - Microsoft Outlook - = X
! File Edit View Go Tools Actions Help AdobePDF  BillQuick Type a question for help -
| B New ~ 3 = g, - | B0 i Search address books - @ =N
iBaNew - [ 3 X B & - |85 W | 28| @ o -Eﬂmi
Contacts « || 83 Contacts Bet - Cur |Search Contacts P '| ¥ || To-Do Bar »o X
2] All Contact Items - “| |2z 1 March 2013 3
- g . Beth, Sarah ab SuMo TuWe Th Fr Sa
W] Ms. Sarah Beth 1 2
= cd
] Contacts Ir. Consultant % 3 4 56 7 88
Current View % ek 10 11 12 13 14 15 16
© Buc 31055598831 B gh 18 19 20 21 22 23
Business Cards 750 Supreme =pen i 24 35 26 27 13 29 30
Address Cards Harbor City, G @ Print kl 31
() Detailed Address Carn .
- ) (%] Send as Business Card = Lunch
) Phone List Maon 1:00 PM - 1:30 PM
©) By Category Send Full Contact 3 n .
) By Company Birch, Walter Create 3 P Consultation with Mark
. . q Tue 830 AM - 9:00 AM
- By Location Mr Walter Qa Call Contact... Office
() Qutlook Data Files r .
rrrr = General Manai Follow Up D -
() main 3105556633 H Categorize N :
% . 5656 Weepind % Delete uv
o
ar Torrance, CA w Arranged By: Due Date |‘
Send as Employee
&-| contacts Send as Client * I Type a new task I =
. . ¥
Q Tasks Send as Client Contact 2 ¥ Today
Curtis, Richard e z
end as Vender : -
. = Graphics for Bill...
AJ (| - !ﬂl’l. RfCh.ar TS ] - ia P Y 1
31 Items

3. For sending contacts, Outlook Add-in gives you following options:
e Send as Employee
e Send as Client
e Send as Client Contact
e Send as Vendor
Select the desired option.

» When sending Client Contacts, it prompts you to select a Client with
whom you wish to associate the client contact information.
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If a contact with the same name, company or phone number exists in BillQuick, Outlook Add-In
prompts you with the Smart Match screen, where you can make your selections for transfer of

contact data.

"! Outlook Add-In also allows you to can get employee, client, client contact
and vendor data as Contacts from BillQuick into Outlook. You can choose these
options on the BillQuick menu, Get Contacts. For more information, check the

Outlook Add-In 2013Help.

Emails

Messages from the Microsoft Outlook Inbox and Sent folders can be sent to BillQuick just like
appointments and tasks to record time spent on reading and writing emails. Existing as well as new
email messages can be converted to BillQuick time entries.

1.
2.

In MS Outlook application, select Mail.
Right-click on the email that you want to send.

jgg Bob - Microsoft Outlook

: File Edit View Go Tools

Actions

Help AdobePDF  BillQuick

i 3dNew - | & 23 X | CuReply igReplytoAll (g Forward | BF W | &7t | % Send/Receive - & | [{} Search:

Mail « |3 Bob

Favorite Folders A |Search Bob P 'I ¥
L) Inbox (120) Arranged By: Date Newest on top "

[ sent Items

Mail Folders
2] All Mail Items

= 6% Mailbox - Mark
(5] Deleted Items (306}
[7) Drafts [3]
= [ Inbox (120}
[ Irfan
[ Jenny
('@ Junk E-mail [5]
= [ LA Office
[_1 Angelo
3 Aumil
_14 Bob
3 BobG
4 Erin
| Gloria (411)
[_d John
|1 Nazia
[_d Rueen
|1 Samina
|1 Sarah
[ Shafat
[_4 Shawn
3 will
= [ Mark
|_1 MarkExchange (149)
|1 MarkResearch
[ MunawarHome
[/3] Outbox
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= Two Weeks Ago

(=1 Bob Wolff 2/19/2010
RE: BillQuick Erf Right Click [stures 0
- Bob Wolff 2/16/2010 =
FW: Keep your Business ’ Open
(=1 Bob Wolff A
Database used for screes @ Print L
. £ Reply
(=) Three Weeks Ago =3
- =8 ReplytoAll ===
i Bob Wolff %
FW: billing review with n g Forward
- Follow Up »
=) older 2
= Categorize >
=4 Bob Wolff .
%
Additional Conversion T4 £ Mark as Unread
{1 Bob Wolff Find All »
Deployment - Data Conv| Lﬁ Create Rule
{31 Bob Wolff = :
Bio-West - Deltek Conve Junk E-mail %
=4 Bob Wolff X Delete
) FW: BQE Software Inc. N B Move to Folder...
=4 Bob Wolff :
FW: Trusys 2] Message Options...
i< Bob Wolff Send To BillQuick...
= FW: Old man and son Send to BillQuick (Auto)
i=1 Bob Wolff U7 2472003

Audin Recardina Rnam
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3. To review the mail, open it from the File menu or right-click menu. If you want to compile a new
message, click New on the menu bar and compile a new email.

'

E’w [ L 3 Additional Tasks - Message (HTML) - = X
i f
—-’/I hMessage Insert Options Format Text Add-Ins L7]]

BillQuick = Send and Log
Lettings

Send and Log ;T'Z"I'”JEFS
Help

E Wolff <bob@mail3.boe.com=
Logaout -

Send —
Subject: Additional Tasks

Bok:

This would exhaust most or all of the consulting hours remaining (3 hours are on account),
Also, | wanted you to know if something unexpected comes up inthe work, more consulting may
be needed. Thisisa "maybe”, not a "given”.

| v [EFI

Jim will work with yvou on the additional conversion work and will keep me informed about its
status,

Thanks

Chet

4. On the Message window, review the Subject of the email as it gets transferred as time
entry description.
5. You have various options to send the email to BillQuick.

e From the BillQuick menu select ‘Send to BillQuick’ option.

e You can also access this option by directly right-clicking the email message in
the Inbox or Sent Items list.

e In case of a new email, click on the ‘Send and Log’ option in the BillQuick menu.
It allows you to send the email to the recipient while logging that time in
BillQuick.

6. Inthe ‘Send Mail to BillQuick’ screen, review or edit the relevant information like
Start/End time, Duration, Project, Employee and Activity.
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BD Send Mail to BillQuick E=E
st e
@ %uick LED
Subject: Keep your Business on the Cutting Edge
Location:
Starttime: 3/15/2013  [El~  08:40 AM = Duration: 0.25 Hours
End time:  3/15/2013 [E~ 08:55AM 2 [7] Billable [ Approved
Employes: | A& hd
Project: | 10-CBS Mew System: -
Activity: | Accounting: =
Memo: Sho her Suggestior
Unlimited description for your time entries can be typed here. -
AT Use Smart Guess Remember Send to BilQuick

e If you prefer to map the description of the Activity selected here to the Time Entry
description instead of the Subject line, check that option in the Settings screen.

e If you prefer to specify a different default time entry Duration for reading and writing
emails, change it in the Settings screen. E.g., instead of 0.25 Hours (15 minutes) you may
want it to default to 10 minutes.

7. Type a Memo if you want to add it to the time entry in BillQuick.
8. Click ‘Send to BillQuick’ button to send the email as a time entry.

» The ‘Smart Guess’ feature intelligently matches the Outlook data to the
BillQuick fields based on the past patterns. You can thus associate Outlook
Subject and Location with BillQuick Project or Activity. Check the Remember
option to remember the last three matches of activity, project and employee.

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

For more information, visit us at www.bge.com.If you have any trouble in using Outlook Add-In, 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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