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Introduction

Introduction

The Defense Contract Audit Agency (DCAA) performs contract audits for the Department of Defense
(DoD) and other government agencies. Contractors working on the contracts or projects for these
government agencies must comply with the DCAA guidelines.

There are other DCAA compliant software in the market covering different aspects of the audit,
including timekeeping and accounting. Using DCAA-compliant software is important in the audit process
because it shows DCAA that your company is professional, efficient and organized. The most important
factor in passing a DCAA audit is a good record-keeping system that is customizable to your business
type and has all the features that meets the DCAA requirements. The investment in good DCAA-
compliant software will save you money and time.

BillQuick not only offers DCAA-compliant time tracking capabilities but powerful project management,
expense tracking and billing capabilities as well. It provides hundreds of reports that cover all aspects of
time billing and project management that support DCAA compliance. With BillQuick and its add-on
modules, time and expenses can be captured for employees as well as independent contractors
(consultants and vendors) working on a project. The best part is that BillQuick enables you to implement
the DCAA compliant security settings throughout the program with a single click!

The goal of this DCAA Compliance Guide is to familiarize you with the features and processes of
BillQuick that can help you meet DCAA requirements. It also helps you set up BillQuick in compliance
with the DCAA guidelines manually. However, you must make sure that all your employees are trained
on how to use BillQuick.

o )

@ After reviewing the DCAA Compliance Setup Guide, we recommend that
you use the BillQuick Getting Started Guide to install and implement BillQuick.
For details about BillQuick, please refer to the BillQuick Help and BillQuick
Report Book. Based on your preferred learning style and available time, you
can use the BillQuick Help and other documents for self-learning or choose
guided learning (custom training) to accelerate the process. Check out BQE
Services for more.
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DCAA Requirements

DCAA Requirements

A prime concern of the DCAA is the Labor Charging System or timekeeping procedures adopted by
contractors. Detailed labor and cost tracking is required because, unlike other cost items, labor is not
supported by external documentation or physical evidence (for example, invoice, purchase order,

receipt).

The key link in an effective time charging system is the individual employee. It is critical that
management educates employees on their independent responsibility for accurately recording time
charges. This is required by the DCAA to guard against fraud and waste in the labor charging system.

The table below summarizes the DCAA requirements and how BillQuick addresses them. The
requirements are based on the DCAA publication, Information for Contractors.

o For more information about the DCAA related publications, please check
DCAA website and DCAA Blog.

Area DCAA Requirements BillQuick Solution
Employee 1. Make employees aware of their 1. BillQuick training programs, consulting and
Awareness responsibilities and train them in accurate documentation for managers and
Program time card preparation. employees
Separation of |1. Supervisors responsible for project 1. Set security profiles for employees to
Responsibilities budgets and contracts cannot initiate segregate responsibilities.
employee time charges. 2. BillQuick does not have built-in payroll
2. Separate responsibilities for labor-related capabilities. It integrates and exchanges
activities and payroll accounting. Persons data with payroll and accounting systems.
independent of timekeeping must Internal procedures enhance this natural
prepare payrolls. separation.
Time Card 1. Provide detailed instructions for time 1. Has detailed reference information, tutorial
Preparation card preparation through a timekeeping and instructions (How Do I’s) for time and
manual or company procedure. expense entry.
2. Record time on a daily basis by the 2. Canrecord and submit time entries on a
employee who performs the task. daily basis. BillQuick Agent monitors hours
3. Use aremote data entry terminal for an and emails reminders to tardy timekeepers.
automated timekeeping system, if 3. Use the browser-based Web Suite, web-
appropriate. enabled Smartphone or subscription-based
4. Record all timekeeper hours, whether BillQuick Online for remote time entry.
paid or not. 4. Track all hours worked — billable, non-
5. If shared, split resource time charges billable, overtime, extra time and personal
across multiple projects. time.
5. Charge time to one or multiple projects or
phases.
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Area DCAA Requirements BillQuick Solution
Labor Charge direct and indirect labor to 1. By design, charge hours to specific tasks,
Distribution appropriate cost objectives. Allocate projects, contracts and clients with direct
costs to appropriate cost objectives. allocation of costs to projects, contract and
Track employee time by work activity. expense types.
Correct distribution of time by project or |2. Track employee time by activity (task).
contract number or name, labor hours, Captured time includes date, project ID and
rates and cost by category, or other name, activity description, hours worked,
identifiers. cost and bill rates, cost and bill amount, and
Provide a list of projects and their billable or non-billable status. Support for
descriptions to employees for accurate detailed memos.
time tracking. 3. Drop-downs with pre-defined Project and
Activity IDs and descriptions. Project lists
available as a report and PDF file. Project
and Employee Control assigns projects,
activities and expenses to employees to
ensure accurate and faster time entry.
Labor Supervisory approval of employee time 1. Requires approval of time sheets for billing.

Authorization
and Approval

sheets. Multi-level approval process.
Reportable audit trail of changes and
approvals.

Corrections to time sheets by employees |2.

only, then documented, authorized, and
approved by supervisor.

Support for multi-level and automated
submission-approval workflow. Actions
tracked in Log Viewer screen.

Option to set disclaimer for employees,
which they have to certify before submitting
time and expenses for approval.

Who can add and edit entries is controlled
by security. Employees record and edit time
entries, and supervisors approve or reject
them. After being approved, entries cannot
be changed.

Rates Define rates for employees and override |1. Support for standard bill and cost rates for
with specific task-based rates. Capture employees and activity codes as well as
changes in an audit trail. special rates defined in a service fee

schedule. Rates can also be set up on
employee classification, title or labor
category. Actions are captured in Log
Viewer.
Cost Comply with Cost Accounting Standards, |1. Captures required cost accounting details,
Accounting accounting principles, and contract terms tracks actions in an audit trail, and allows

and clauses.
Segregate direct/project costs from

indirect/overhead costs. 2.

Substantiate costs by retaining records
for 3 years after final contract billing.
Exclude unallowable costs.

you to define administrative settings at
company, project and individual levels.
Segregates project and overhead costs
based on contract type and identifies them
by item or unit. Set up Chart of Accounts to
segregate direct and indirect costs.

Stores data in a central and secure database.
Old data can be archived and restored
anytime.

Exclude expenses from the contract amount
or make unallowable time and expense non-
billable.
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Page 3
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Area DCAA Requirements

BillQuick Solution

Security 1. Monitor overall integrity of timekeeping | 1.

system--password security, audit trail of
logins and logouts, documentation and
approval of labor transfers, adjustments
of labor distribution, review and
correction of labor errors, edits to time
sheet, and so on.

Security monitors overall integrity of
timekeeping system—secure login, role-
based security permissions for screens and
reports, confidentiality of sensitive
information with Employee Control, audit
trail by Log Viewer, documentation of
actions or decisions using project journals,
messages and memos, submission-approval
workflow for time, authorized review and
editing of time data, and adjustments to
time sheets using negative hours.
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Compliance Setup

Compliance Setup

This section shows you how to set up BillQuick in compliance with the DCAA requirements.

In BillQuick, you can override the default or existing security settings of users and implement standard
DCAA compliant security settings with a single mouse-click. To do so, you need to check the ‘Make this
application DCAA Compliant’ option in the Global Settings-Security screen. For security reasons, this
setting is password-protected and hence you must set a DCAA password for it so that no one turns it off
accidentally.

p
@ Global Settings =RNCN X
e Help | g Restore Q Save €3 Close

; How Do l? ~

Master Infarmation Y . -
DCAA Compliant:

Time & Expense

e Make this Application DCAA Compliant Change DCAA Password
Billing
Templates [] Passward Reguired When Closing Date is Changed  Change Closing Date Password
Accounting Rules:
Integration [] Do Net Display Database Location in Status Bar [C] Make Passwords Case Sensitive
Taxes
Users Must Agree to the Following Disclaimer When Submitting Time and Expense
Folders
User Interface By using this program, | certify all time and expense reported to be complete and accurate.
Email Settings
Merchant
Security A :
Databaze Pazsword: Application Backup Reminder:
(Required to access outside of BillQuick) (Applies only to Standard (Access) Database)
Current Passward: @ Weekly On: FRIDIAY -
() Monthly On Day: =
New Password: ® On Exit
) Daily

Confirm Password: _
— () Never

/\—//\_—//\_/-

BillQuick also allows you to specify or edit manually other settings, rules and options that support DCAA
compliance. To do so, read the sections below. Features which meet DCAA audit requirements are
marked with ®, Additional or optional features that enhance the value of BillQuick to more-than-meet
these requirements are marked with @,
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Global Settings

In the Global Settings screen (Settings menu), you can set business rules to match industry standards,
company preferences and DCAA requirements. Some settings control the entry of time and expenses,

their approval, processing and billing. These global settings apply to all BillQuick users.

O Global Settings = | O e
e Help | g Restore Q, Save €9 Close
. HowDol? ~
Master Information Time and Expense Settings: | [T Skip Time and Expense Evaluation N
£ H [] Compare Amount Spent Against Total Budget
Evaluate Time and Expense Billable Status Based on Billable Value
Templates
. [ Remind Timekeepers to Submit New Time and Expense Entries
Accounting
Integration [] Add Time and Expense Memos to Journal
Taxes HH:MM
Folders Time Entry: Smallest Time Increment for Time Entry(s) (e.g. 0:15 mins = 0.25) - [ Apply to B-Hours Cnly
User Interface Smallest Time Increment for Start and Stop Time Minutes
Email Settings
Herchant Time Entry Should Mot be Saved/Deleted if Older Than Davs
Security Time Entry Should Not be Saved/Deleted if Newer Than Days
[] Time Entry Memo Required
[ Approve Time Entries Automatically
[] Auto Approve Time Entry for Employees
[] AMllow Negative Time Entry
[ Mllow Zero-Hour Time Entry
Adjust Stop Time When B-Hours is Changed
Expense Entry: Expense Entry Should Not be Saved/Deleted if Older Than
Expense Entry Should Not be Saved/Deleted if Newer Than
[ Expense Log Memo Required
[] Approve Expenses Automatically
[ Auto Approve Expense Log for Employees
Setting or Option Description Where
Implemented
® Allow Negative Check this option to allow recording of negative hours for time entry. |Global Settings-
Time Entry Combined with security permissions, this forces an obvious audit trail |Time & Expense
for all time entry edits.
® Prompt for Check this option for BillQuick to prompt all timekeepers to submit Global Setting-
submission of new their time and expense entries to the designated reviewer or Time & Expense
Time and Expense manager.
entries
® Approve Time Uncheck this option so that time entries are not approved Global Settings-
Entries Automatically |automatically for all projects. Before they can be billed, entries must | Time & Expense
be submitted and approved.

DCAA Compliance Guide 2014 v.2
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® Auto Approve Uncheck this option so that time entries are not approved Global Settings-
Time Entry for automatically for all employees. Before they can be billed, entries Time & Expense
Employees must be submitted and approved.

® Time/Expense Check these options so that all timekeepers add notes or memos to Global Settings-
Entry memo is track details about the time and expense entries. Time & Expense
required

@ Smallest time
increment for Time
Entry, Start/Stop time

Government contracts may define a minimum time increment, or you
may choose to define one for all timekeepers. Enter that increment
here (e.g., 15 minutes). You can apply the increment to Actual Hours
(A-Hours), Billing Hours (B-Hours), or both. Check the box to
increment only the hours billed to a client.

Global Settings-
Time & Expense

® Time Entry should
not be saved/deleted
if older/newer than

Enter the desired number of days in the past or future for the date of
a time entry. This applies to new and edited entries. This setting can
ensure that employees record or edit their time within the days
specified by you, e.g., 7 days before or after the current day.

0The past or future period should be consistent
with your company policy for recording, submitting,
reviewing, editing and approving time entries. A
timekeeper cannot edit a rejected entry outside the
past or future period without temporarily disabling
this option. We recommend that you allow for
normal delays that may occur to avoid extraordinary
procedures.

Global Settings-
Time & Expense

® Employee
standard hours—per
day/week

If you want BillQuick to track Overtime or Comp Time automatically,
enter the standard number of hours employees work per day and per
week. This default value carries to each new employee record. You
can also enter standard hours in an employee record. These features
are activated on an employee-by-employee basis. See Employee
Profile section below.

Global Settings-
Master Info
Employee-Detail

® Mmake this
application DCAA
Compliant

Check this option to implement standard DCAA compliant security
settings in BillQuick automatically. For security purposes, BillQuick
prompts you to set a DCAA password for this setting.

Global Settings-
Security

® password
Required When
Closing Date is
Changed

Check this option if you want the Closing Date feature in the Company
screen to be password-protected. This way, no one can change the
closing date for the company accounts unless authorized to do so. You
can set the password for the closing date as well.

Global Settings-
Security

® Users Must Agree
to the Following
Disclaimer When
Submitting Time and
Expense

DCAA compliant companies require their employees (or vendors) who
enter time and expenses to sign a disclaimer while submitting their
entries. BillQuick allows you to set your own disclaimer message or
accept the default one.

Global Settings-
Security

® Automatically Log
Actions to a Log File

Check this option to record or log every action in the Log Viewer,
including who performed it and when.

Global Settings-
Folders

® Log File Location

By default, BillQuick maintains separate audit trail files (text files) for
each month in the same folder as your company database. We

Global Settings-
Folders

DCAA Compliance Guide 2014 v.2
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recommend keeping the log file on a server.

@ Database Set or change the administrator password to access your company Global Settings-
Password database outside of BillQuick. The default password is ‘admin’ (case- | Security
sensitive).

@ Do Not Display Check this option to hide the location of your company database on  |Global Settings-
Database Location in |the status bar of the BillQuick desktop. Security
Status Bar

Security

Security permissions determine who can access company data using BillQuick (or its add-on modules).
Security begins with login. After logged in, security settings determine which features, screens and
reports a user can access in BillQuick and other modules. A BillQuick Supervisor or any authorized
person sets up security permissions for employees and vendors.

When you check the DCAA Complaint option in Global Settings, BillQuick automatically overrides the
existing or default security settings of all users to ensure DCAA compliance. We recommend that you
implement this setting. However, if required, you can modify them or specify your own security
permissions manually. You can copy these settings to other similar users. For time entry, two standard
security profiles are included with BillQuick: Time Entry Only, and Time and Expense Only. You can
open, edit and save a security profile with the following steps:

1. On the Security screen (Settings menu), select an Employee other than the Supervisor.

Under the Tools button, select Security Profiles.

3. Onthe screen, select Time Entry Only or Time and Expense Only from the drop-down
list. Click Load. Red text (and an unchecked box) means security permission for that
module or screen has not been granted.

4. Change the security permissions as needed (see below).

5. When you have finished, again select Security Profiles under the Tools button and enter
a new name for the modified settings. Click Save and then close the dialog box. (This
does not assign the template to the employee unless you click Save on the main Security
screen.)

N

To assign a security template to a user, you can also use the Product Licensing and User Management
Console, Employee screen or Vendor screen.

ﬂ You can assign a set of security permissions on the Security screen to
individual users as well as groups.

Please use the information below to fine-tune the permissions for a security profile, individual user, or
a group of users. See the BillQuick Help for more.

1. Open the Security screen from the Settings menu and select an Employee from the drop-down.

DCAA Compliance Guide 2014 v.2 Page 8
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2. @ select a Module Name and then check or uncheck the Permissions according to the level of

control required. For example,

e Activity: Allow Read, Update, Delete, Add New, Access to Bill Rate and Cost Rate
e Archive/Restore: Allow Read, Archive, Restore
e Expense Log: Allow Update, Add New, Approve Expense Entries, Change Feature, Edit

Billed or Approved Expense Entries
e Global Settings: Allow Update, Change Database Password

e [og Viewer: Allow Read, Delete

e Navigators: Allow Access to Company, Time and Expense, Management Navigator
e Project: Allow Add New, View Accounts, Set Billing Info
e Reports Center: Allow Read

e Security: Allow Update, Change Password, Turn Security On or Off

e Timer: Allow Run Timer, Limit Editing to Self Only, Access to Data of all Employees, to
Change Billable or Non-Billable, Adjust Date Beyond Global Setting Restriction

PR T I L

( é Security O | B |t
e Help é Print \% Tools - Q Save ﬁl Close
EiiL e Shaw: Password: ReType: HowDol ~
AM - All | |* -
Turn On Employee Contrel (one click)
Allow Module Mame ™ Allow Permissions
Account Journal 01. Allow Read
Accounts Payable = 7 02, Allow Update
Accounts Receivable 7 03. Allow Delete
Activity 7 04, Allow Add Mew
v Allocationand Forecasting 7 05. Allow Print
Archive-Restore 7] 06. Activity Group Read
Assign 7] 07. Activity Group Update
Attachments ] 08. Allow Group Delete
) Auto Complete ) 09, Activity Group Add New
Bank Account Journal 7 10, Allow Group Print
7] Billing Functions 7 11. Accessto Bill Rate and Cost Rate
7] Billing Schedule 7 12, Disable Employee Control
7] Budget
7 Chart of Accounts
) Client
7 Collection Center
Company
Credit Card

DCAA Compliance Guide 2014 v.2
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3. For DCAA compliance, turn off (uncheck) the following Time Entry permissions for timekeepers:

® 03.
® 05.
® 07.
® 08.
® 09.
@ 10.
® 13,
® 14,
@ 15,
@ 16.
® 17.
® 19,
® 22.
® 24.
® 25.
® 26.

Allow Delete

Allow Access to Time Entries of all Employees
Allow to Approve Time Entry

Allow Change Billable/Non-Billable

Allow Change

Show Amount Spent During Entry

Allow Adjust Date Beyond Global Setting Restriction
Allow Edit Billed Time Entry

Allow Edit Memo

Show Bill Rate and Cost Rates

Allow Edit Approved Time Entry

Allow access to Employees | Manage

Allow Approve My Time Entries

Show WUD (write-up/down)

Show Amount (charge amount)

Allow Edit Amount

However, turn on (check) the following permission:

® 27. Hide Cost Rate
® 36. Limit Editing to Self Only

After your security templates are ready, assign a license and security profile to each user. You can do

this in two ways:

1. From the Employee or Vendor screen (View menu), select the General tab, check the BillQuick
User box, select a security template from the Security drop-down, then click Save. See Employee
Profile below for more.

2. From the Product Licensing and User Management console (File menu), first check the BillQuick,
Web Suite or Outlook Add-In box to assign a license for the module. You can assign a timekeeper
license for different modules if needed. Second, select a security profile for the user.

DCAA Compliance Guide 2014 v.2 Page 10
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-

Product Licensing and User Management Console =RNN X
o Help é Print H Auto Fit g Groups Security i_: Assign - é Un-Assign = 2 Refresh 6 Close
Licemses  Lsers How Do ||+

View by From To Show Active Only
All Employess and Vendors - ABC Property | | WB -

E Employees/\Vendars Security BillQuick Web Suite Agent Outlook Add-In ™
ABC Property Drefault
ADP Drefault
A Time and Expense Only W
BD Time and Expense Cnly -
Bluesheild Default =
Bright Insurance Default
BW Custom

W Time Entry Only v v v v
Consumer Affair Default
Daily Breeze Default
Fedex Default
Geo Engineering Drefault
14 Custom
1D Consulting Custom
MK Custom

-

D KManamar | aval Arrare

User assigned successfully

Finally, you need to assign passwords to users and turn on security. Open the Security screen and do the
following:

1. @ select an Employee from the drop-down. The default login and password is their Employee
ID. To enhance secure access, replace the default (or current password) with a new one. Click
Save after each password change.

2. When ready to turn on security, select ‘Supervisor’ from the Employee drop-down. The ‘Security
On’ option displays. Check it and then click Save. You can also turn on security from the Settings
menu, Security.

When security is on, all users must log into the program. You need provide employees and
vendors with their User ID and Password.

Company Profile

You can define your company profile and other settings in the Company screen. For companies requiring
DCAA compliance, note the following option.

DCAA Compliance Guide 2014 v.2 Page 11
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® Company

o Help é Print \% Tools - Q Save ﬁ Close

General | License

Address: 2601 Airport Drive

Suite 380

How Do l? -

Mame: Hendricks Consulting LLC _ _
Main Service Tax:

B
S

Main BExpense Tax:

City: Los Angeles State:| CA III .

Zip:| aps505. Country:
FY Begin Date:
Phone: | 310-555-1212 Fax: 310-555-2121 0 Januay [
E-Mzil: admin@hendricks consulting.com FY End Date:

Wweb: www hendricks consulting.com 31 December [~

Closing Date:
Tax ID:| 01-1234567 Employer ID: | 01-7654321 B
12/31/2013 [El-
Currency: - Logo:
Custom 1: Enter custom data here...
Custom 2: Customn 3:
Custom 4: Customn 5:
Walue displays on invoices
Message on  Thank you for your business! "
Imvoices:
v L
L &
Setting or Option Description Where

Implemented

® Closing Date

Enter a closing date for the last accounting period. This prevents
untimely editing of data in BillQuick after the financial year closing
date. This option can be password-protected.

Company-General

DCAA Compliance Guide 2014 v.2
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Employees and vendors (consultants, independent contractors and suppliers) can be set up and assigned
login privileges to record hours worked (and other tasks). On the Employee or Vendor screens (View
menu), you should consider the settings mentioned below. These settings take precedence over the

Global Settings and User Preferences.

6 Employee (Users = 3)

| e

B - - . _ -
R o Help % Print D SendTo ~ i Filters % Tools ~| [[& Delete r New Q} Save .
E i) Last Mame | First Mam Title Depart General Rate  Detail Tax Allowance  Performance How Do l? -
Al Marcello | Allen System Ad | IT
BD Duncan | Bob Draftsman | Desig Employee ID: CJ Z Secial Security: | 555-44-3333
BW Woolmer | Bert Director | Mark First hame: Mi: Last Name:
Mame: | Mr || Curtis James
p | O James Curtis Senior Eng Desig
JI:\ Arlington | Jennifer | Principal | Mana Department: | Design ~ Title: | Senior Enginesr ~
MK Kerns Mark Jr. Architec | Rend Manager: | BW | Submitto: | Employee Manager -
RC Curtis Richard | Senior Eng | Desig Role: | Default +| ES Status: | Active -
RT Thomas Riley Sr. Architec, Desig X
Security: | Time and Expense Only - Login: Curtis
5B Beth Sarah Ir. Consult | Devel
SE Annbach | Rose Office Man | Admi Default Group: | ALL - Groups: | = |
sL Lawrence | Sally Ir. Architec | Desig BillQuick User
WB Birch Walter General M | Admi Gotact Infio:
Street: 1414 Luowry Lane
City: Tomance State: | CA - Zip: | 90500-
Country: USA Email: ci@hendricks.com
Phone: | 310-555-1717 Ext: 222
Mabile: | - Custom 1:  Enter custom data here...
Faw# | 310-555-7171 Custom 2:
=2 Attachments (0 E To Do ltems (0
[ Show Active Emplayees Only Total Employess Memao
Setting or Option Description Where
Implemented
® submit To Select to whom employees should submit their time entries for review |Employee-General
and approval. If your company has a chain of approvers, this is the Vendor-General
first person in the chain.
® Security Select a standard security template for the employee. To create or Employee-General

modify a template, see the Security section.

Vendor-General

® BillQuick User

Check to assign a license so the employee can log into BillQuick. If the
employee will remotely capture time using Web Suite (browser or
smartphone), assign a license on the Product Licensing and User
Management Console.

Employee-General
Vendor-General

® Bill Rate
Cost Rate

Enter the default bill rate and cost rate for the employee. Pay Rate
and Overhead Multiplier combine for the Cost Rate. Default rates are

Employee-Rate
Vendor-Rate

DCAA Compliance Guide 2014 v.2
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at the lowest level of Rate Hierarchy in BillQuick.

@ standard Hours— | Enter the number of hours employees (or vendors) work per day and |Employee-Detail
Per Day/Week per week. (These carry from the Global Settings for new records.) Vendor-Detail

If you turn on the Automatic Overtime and Comp Time features,
BillQuick determines when all or a part of a time entry (entered on the
Sheet View screen) is overtime or comp time. It applies the OT Bill
Rate and Cost Rate (default or special rate) to overtime hours. Comp
time is accumulated as banked hours.

® Auto Approve Uncheck these options so that a designated manager reviews and Employee-Detail
Time/Expense then approves all the time and expense entries submitted by an Vendor-Detail
employee (or vendor).

User Preferences

To increase productivity associated with timekeeping activities, you may activate appropriate User
Preferences (Settings menu). These business rules and settings enhance user interaction and improve
the quality of data. These preferences apply to only individual users and supersede (override) Global
Settings.

- =

B User Preferences SRR X

o Help | g Restore Q) Save @9 Close

Appearance o How Do 17 -
Meotifications:

Far Notification Via Email You Need to Specify SMTP Settings Under the Email Settings

MNotifications and Reminders
Options

Folders Natify me when My Time or Expense is Approved

My Time or Expense is Rejected

[ My Perscnal Time Off Request is Approved or Rejected
Time or Expense is Submitted to Me

[T Invoices Are Submitted to Me For Approval

My Submitted Invoice are Approved or Rejected

My Submitted Vendor Bills are Approved or Rejected
My Submitted Purchaze Orders are Approved or Rejected
[] Purchase Order is Submitted to Me for Approval

[] Vendor Bills are Submitted to Me for Approval

[ Perscnal Time Off Request is Submitted to Me

[] New To-Do Tasks are Assigned to Me

[] Hours & Units are Allocated to Me

[T Project Due Date is Less Than Days

Email Settings

Send Selected Notifications Via: Email BillQuick Message
Reminders:
Remind me of Due Dates 7 Days Ahead
Reset

Reset Message Box Motifications
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Setting or Option

Description

Where
Implemented

® Notify me when . .
. Time or Expense is
Approved/ Rejected

When checked, BillQuick automatically sends an email or message to
the users when their entries are approved or rejected. This is in
addition to the standard rejection notifications.

User Preferences-
Notifications and
Reminders

® Notify me ... Time
or Expense is
Submitted to Me

When checked, BillQuick automatically sends an email or message to
the reviewer when entries are submitted. This is in addition to the
standard submission notifications, thus speeding up workflow.

User Preferences-
Notifications and
Reminders

@ Hide Features that
| Do Not Have Access
to

When checked, BillQuick simplifies the user interface by hiding menu
options and toolbar buttons for which a user does not have security
permission.

User Preferences-
Options

@ Auto-fill Simple
TE/EL and Calendar
View...

On the Simple Time Card and Calendar View screens, this sets the
number of projects carried from previous time sheets.

User Preferences-
Options

BillQuick Agent

@ BillQuick Agent is an add-on module for BillQuick. It is a workflow automation tool that monitors time
card entry to ensure timekeepers report all their hours daily. It will monitor a week at a time, if desired.
(Agent automates other workflow tasks, including monitoring expense sheets, scheduling reports and

providing business ale

rts.)

Time Entry Settings

Ll ™
HG BillQuick Agent 2014  Version-  15.0.5.0 “ =N
File Reminders Alerts Reporis Help
o Help ‘:}( Tools - E Reports S Alerts ® Copyto Q Save 2 Refresh 9 Close
Employee ID | AM = | [ Show Vendors Next Monitoring In: 76:24

‘Work Days and Hours :

Enable Time Card Menitering

Days : [ Sunday Maonday Tuesday WWednesday Thursday Friday [ Saturday
| Hours : 0 8 8 8 8 0
Frequency Weekly Grace Hours : 0 Daily Grace Hours : 1]
Expense Log Settings
Enable Expense Log Monitoring
Minimum Amount : Frequency : Grace Hours :
§50.00 Daily - 0 [ Include Reimbursable Expenses
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To set up an employee for automatic time sheet monitoring, do the following:

Start BillQuick Agent and select ‘Time and Expense Settings’ from the Reminders menu.

Select the timekeeper from the Employee ID drop-down.

Check the ‘Enable Time Card Monitoring’ option.

Check the days of the week the employee normally works.

Enter the minimum number of hours an employee works each day.

Select Daily or Weekly as the Frequency for checking employee timesheets.

In the Grace Hours field, enter the number of hours after midnight when Agent should

begin checking for late timesheets.

Click Save and then Close.

9. Next, select the Global Settings screen under Tools.

10. Check ‘Send past due notifications...” and enter how many emails to send per day. (See
the manual option below.)

11. If desired, check ‘Send a copy of email to Employee Manager..." option.

12. Click Save and then close the screen.

NouswnNe

%

You can repeat this for each employee or use the Copy To option to clone these settings for other
employees or groups.

In addition, if you prefer, you can manually check for late timekeepers using the Incomplete Time Entry
& Expense Log Reminders screen. Select the ‘Time and Expense Notification” option from the Reminders
menu or Tools, Notify to view it. (It also displays automatically when you open Agent and there are late
timekeepers.)

' ™
Incomplete Time Entry & Expense Log Reminders_ E‘&Iﬂ

H [} - - - . - o

| AM i 0 Help % Print = H Auto Fit [:} Un-select m Select All | g Email .

Weekly Time Reminder Daily Time Reminder Expense Reminder

Last Mame First Mame Time Card Status 1D Email Type CC Manager
i Marcello Allen Incomplete Time - (16.75/40) fro  AM bert@myisp.com v
Duncan Bob Missing Time from 2/23/2014 to 3| BD
Jlames Curtis Incomplete Time - (15.5/40)from O I

|
Email Message:

Hello:

Lm | »
-

Thig email is sent to you by BillQuick Agent Time Card Monitoring. Your time card is past due. Please complete it as soon as possible.

Thank You. il 1

DCAA Compliance Guide 2014 v.2 Page 16



=) Bill

Compliance Setup

Activity Codes

In the Activity Codes screen, you define the activities or tasks employees will charge to projects. Your
contract determines which items are billable to the client. For effective job costing and profitability
reporting, non-billable activities should still be charged to it. Default settings for activities carry to the
time entry screens. If you use Project Control, Employee Control or other project settings, you can
override these default settings for a particular project.

If appropriate, you can set up default bill and cost rates by activity. These rates apply to all employees
who charge an activity to a project. These are a part of the Rate Hierarchy and are used if the Service
Fee Schedule rates do not apply. Usage of activity rates is set on a project-by-project basis. For DCAA
compliance, the following settings are important:

réj Activity Codes l = |ulE] &1
Search Item... := e Help f;q Print \:\ Send To = i Filters :,‘( Tools - : Delete t Mew =2 Refresh 6 Cloze
Activity | Filters = Find HowDo|? =
[=] Memo
Enter unlimited length memo here...
g Code Sub Description Eillable Cost Rate Bill Rate|
» | Accounting Accounting 550.00 575.00
AR [ Design Calculatiors v 530.00 §50.00
BD Liaison Building Department Liason v 525.00
Blue Printing Elue Printing W 515.00 3
Cad Plot Cad Plotting v 535.00
CAD Computer Aided Design v 575.00 5125.00
Calcs DesignCalculatiors 7 565.00 5100.00
Client Conf Client Conference/Meeting 525.00 530.00
CMER Computer Maintenance/Repair v §55.00 57500
Comp Ins Computer Installation J $55.00 £75.00
Conf Call Telephone Call/Conference v 525.00 530.00
Conf Client Conference with Client 525.00 530,00
Const Insp Construction Inspection & $50.00 $75.00
Coordination Consultant Coordination W 525.00 $35.00
Copying Copy/Reproduction Services v 525.00 535.00
CostEst Preliminary Cost Estimate 550.00 §75.00
Data Entry DataBase Entry/Assistance 7 550.00 §75.00
Field Insp Field Inspection v 550.00 §75.00
Gen Cffice General Office/Clerical 535.00 55000~
Show Active Activities Only Total Activity Codes 43
Setting or Option Description Where
Implemented
® Cost Rate Enter the default cost and bill rate for the activity item. To activate the |Activity Codes-
Bill Rate rate for a project, check the Rule on the Project screen. Activity tab
® Billable Check or uncheck the billable status for each activity item (billable or |Activity Codes-
non-billable). If the status varies on a project or employee basis, you |Activity tab
can change it using Project Control and Employee Control.
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Project Profile

In BillQuick, employees select the activities performed by them and charge their time (hours worked) to
a project. A project may represent the entire scope of work in a contract, or it may be only a portion or
phase of the overall project. Multiple contracts from the same client can be tracked as separate
projects. As needed, phases can be further broken down into segments and sub-segments. Each project
record has its own contract type, contract amount, PO number, and so on. This ensures a correct
distribution of time by project ID or name, contract type or other identifiers as required by the DCAA.

Project-level settings get precedence over the Global Settings and User Preferences. The relevant ones
for DCAA compliance include:

rel Project [ =HRE éf
Search Item... := o Help f;q Print D Send To - i Filters ?K Tools - : Delete r New [E-) Save = Refresh
B e -— s
1D Name Manager Client a General | Billing Detail Account History How Do l? -
09-PV Country Clu | PV Counitry Club 1A City Services
10 Municipal Offic | Municipal Offices Tec| JA County Project ID: 10-Hillard Resd: Create Phase
10-BQE General: BQES General Office | SE BQES Name: Hiliard Residence
10-CBS Mew Syste | Crystal Blue Waters | WB County = .
10-CBS Support: Crystal Blue Waters | WB County Client, | HILLARD T |'_:‘.J Manager: | T T
10-City Health Dep CityHealth Departm | JA City Services Contract Type: | Fixed ~ |: Status: | Main ~
10-Crystal Blue Wa | Crystal Blue Waters | WE County Cortract Details:
10-Dept Of City Se | Dept. of City Services | JA City Services Contract Amt: 5100,000.00 {/ Start Date: | 11,17/2013 -
10-DWP: Dept. of Water & Po | JA LA DWP
Service Amt: £100.000.00 Due Date: -
10-Fun Foods: Fun Foods 2.0 Upgra | WB Factor Foundation
10-Green Thumb: | GreenThumb Starter | JA Global Tech Epiut so.o0 % Qs =0
10-Harbor Bldg 42 Long BeachHarbar T JA County PO #
10-Harbor Termina Long BeachHarbor T JA County Contact Info:
10-Harbor: Long BeachHarbor | JA County Street:
=) 10-Hillard Resd: Hilliard Residence L HILLARD 1210 Via Vilmonte \Use Client
10-Hillard:1-50| Hilliard Residence-5c CJ HILLARD Dﬁddress
10-Hillard:2-D | Hilliard Residence De| C) HILLARD City: State: Zip: Country:
10-Hillard:3-C | Hilliard ResidenceC | CJ HILLARD Palos Verdes cA | |97141
10-Hillard4-C | Hilliard Residencel | CJ HILLARD Custom 1: Custom 2: Custom I Custom 4:
jinj MName Manager Client Erter custom data
10-HUD Add Servi | Housing and Urban | WE HUD B _
10-HUD Asper: Housing and Urban | 1A HUD #2 Attachments (0 a i SOUMMNE IE To Do ltems (1 otal Projects 40
10-HUD Monte Ca = Housingand Urban | WEB HUD E] Memo
10-HLIM MYy Housinmand Lirhan | |4 HUD I -
Enter unlimited length memo here... -
Show Active Projects Only -
\ J
Setting or Option Description Where
Implemented

® Project ID
Name

Enter a unique project ID and name. A timekeeper selects a Project ID
or Name to charge hours.

Project-General

@ Contract Type

Enter the appropriate contract type (billing arrangement) for the
project. The Fixed Fee and Hourly Not To Exceed types require a
Contract Amount. In addition, BillQuick automatically checks that time
and expenses do not exceed the contract amount for these types.

Project-General
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® Project Journal

Click View Journal and enter project issues, events, billing decisions,
change orders, and so on to track actions related to the project.

Project-General

® Service Fee
Schedule

Assign or create a service fee schedule with special rates. BillQuick
always checks for a special rate in a schedule before moving down the
Rate Hierarchy for the next rate option. See the BillQuick Help for
more.

Project-Billing

® Delayed SFS

When a special rate varies based on a trigger event — retainer or

Project-Billing

Trigger Type recurring amount used up or a unbilled hours or amount threshold,

assign a delayed service fee schedule. See the BillQuick Help for more.
® Auto Approve Be sure that these options are unchecked. DCAA requirements do not |Project-Detail
Expense/Time Entries |allow automatic approval of time and expense entries.
® Expense/Time Check these options so that timekeepers are required to add notes or |Project-Detail
Entries Memo memos to track all details related to their time and expense entries.
Required

® Rates from Activity
Table

To apply activity rates to a project, check this option. These rates will
be used if a service fee schedule is not assigned or there is no match in

the schedule for the employee and activity.

Project-Detail

Controls

In BillQuick and add-on modules, Project Control (Project menu) and Employee Control (Settings menu)
restrict who can charge hours and to what activities for a project. This makes drop-down lists shorter,
thus improving the speed and accuracy of time entry by timekeepers. It also reduces the review time.

Project Control

@ Project Control defines who can charge which activities and expenses to a project. Open the Project
Control screen (Project menu); select the desired project; then select the Employee option. Highlight the
individuals you want to assign and click the arrow button. Repeat it for the Activity option.

DCAA Compliance Guide 2014 v.2
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« Project Control

o Help é Print % Tools ~ 6 Close

Project ID | 08-PV Country Club: A
E] Filters
From: AM -
[ Group: -

Assign: (@ Employee D Activity
Lussilable ltems:

ID | Last Mame % MI % |First Mame “7| Classification =7

BW | Woolmer Bert Director

JA Arlington lennifer Principal

MK | Kerns Mark Jr. Architect

RC | Curtis Richard Senior Engineer

Employee Control

Ta:

RC

[ Show Vendors

(7)) Expense

Assigned ltems:

IO 7 |Last Name ™| MI 7| First Name &7

»  AM  Marcello
BD | Duncan

¢l | James

m.

Reassign Employee HowDol?

Show Active Only

Classification

Allen System Administrator
Bob Draftsman
Curtis Senior Engineer

@ Employee Control has the same result as Project Control, but it also creates a large ‘silo” of

information. Using security permissions, you may restrict the portion of the information (for example,
invoices and payments) that a user can view and edit. Employee Control is commonly used for project
managers to limit them to information only about their assigned projects, and then through security, the
functional areas and associated information they can add, edit, view and see in reports.

To create an information silo (assign projects and activities), open the Employee Control screen (from
the Settings menu). Select the desired Employee and then select the Project Assign option. Highlight the
desired projects and then click the arrow button. Repeat it for the Activity option.

When you have finished, go to the Security screen, select the employee, and turn on or off Disable

Employee Control in the appropriate modules.
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Time Entry

o BillQuick is not a payroll program nor does it have an integrated payroll
module. Thus, time tracking and payroll processing are segregated. However,
you can sync time entries with an accounting system or export them to a

payroll solution. See BillQuick Help and other documentation for more

information.

Time Entry and Approval Workflow

The overall time and expense workflow in BillQuick is illustrated below.

" MASTER ||
INFO |

4‘ PROJECT ‘__—‘L

N

[ sy

CODES f

EXPENSE = L
CODES '\

‘4 EMPLOYEES UL

lime & EXpense \\

4T@)<—

«J CALENDAR =
?WL e
7 ENTRY 6/\‘) TIMECARD ~
= "
 REMOTE g
- mme O

EXPENSE 3’

smm.sog
EXPENSE L ’

REMOTE
EXPENSE "}

EXPENSE
ENTRY§‘

Review

Edit

T&E SETTINGS ‘

EMPLOYEE ‘

BQ MESSAGES
A

REVIEWER (

Approve

\ 4
BILLING:
wiIP

v

O Information from the master lists carries to time and expense entries. After setting up master
information —projects, activities and employees—users enter ® hours worked on a daily basis in any of
the several time entry screens in BillQuick or Web Suite. Using the Outlook Add-In module, you can save
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appointments, tasks and emails as time entries. BillQuick automatically applies the bill rate and cost rate
to each time entry when it is recorded, calculating the bill value and cost value of the hours worked. The
Rate Hierarchy determines whether a special rate, activity rate or default employee rate is applied to
the bill value of time entries. Special rates are defined in a service fee schedule assigned to a project.
Activity rates are activated on a project-by-project basis. Default employee rates are always available.

® Time-related settings specified at the global, user, or session level affects the time entry process.

© After entering hours worked, timekeepers submit their entries to a designated supervisor for payroll
or billing, according to company policy.

Submit To:
) Client Manager Project Manager ) My Manager
| Specific [¥] Show Vendors
Action:
@ Approve Reject Un-Submit
\Workflow Type: | Billing and Payroll v
(+]) Memo:

® The Submit-Approve or Workflow feature in BillQuick allows one reviewer or a chain of reviewers
(client manager, project manager, employee manager or a specific person) to check submitted time
entries. A reviewer is notified of submitted items via the navigator, reminders, messages or email.

A reviewer approves or rejects an entry. By default, BillQuick notifies a timekeeper of a rejected entry
only by displaying a message when the user logs in. Optionally, a user may choose to receive an email or
message (approved or rejected). After a rejected item is corrected, the timekeeper re-submits it.

@ The goal of a particular reviewer may vary — simple accuracy check, ready for payroll or okay to bill. In
BillQuick, the last reviewer is the one who decides whether a time entry is ready to bill. If other checks
are part of your procedures, reviewers who are not making the final ‘okay to bill’ will just reject an item
or submit the entries to the next person in the chain.

o We STRONGLY recommend capturing all hours to ensure accurate and
complete job cost and project profitability. This also ensures quality
management information such as staff performance and utilization.
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Time Entry for Timekeepers

Timekeepers can record the number of hours worked on various activities against the appropriate
projects on any of the several time entry screens in BillQuick and Web Suite. These include:

e Simple Time Card
e Sheet View

e Timer

e (Calendar View

In addition, you can turn appointments, tasks and emails into time entries using BillQuick Outlook Add-
In. For mobile users away from office, the BillQuick Mobile app allows anytime, anywhere capture of
time.

To ensure timekeepers enter time daily (and you do not waste productive hours manually checking),
use BillQuick Agent to monitor users automatically. It also reminds tardy timekeepers via automatic
emails to complete their time card and expense sheet. Project managers can also be informed of tardy
timekeepers via email.

Using the Simple Time Card, a timekeeper would record hours worked as follows:

r ~
7 Simple Time Card l‘:' El éj

2 - -
o Help FI:IH Print ‘ O Auto E Select - é$ View ~ :,‘( Tools - @ Submit Approve Q) Save = Refresh 4 Prev » Mext
View By: Employes: Period Including:
Employee - AN hd 03/06,/2014 |~
: - - Sun Maon Tue Wed Thu Fri Sat
B Project ID Activity ID Description @ @ @ ) ) o @) Total
10-Crystal Blue Water: System Ins: Computer System Installation 4 8 12.00
10-Crystal Blue Water: Client Conf: Client Conference/Meeting 5 2 225 9.25
10-Harbor Terminal Blgd 61: Web Serv: Web Services 1.25 2 0.75 4.00
10-Harbor Bldg 42: Conf Call: Telephone Call/Conference 2 0.5 0.25 275
10-Harbor Terminal Blgd 61: CMR: Computer Maintenance/Repair 0.75 0.75
10-Harbor Terminal Blgd 61: Web Sen: Web Services 0.5 0.50
10-Harbor Bldg 42: Web Serv: Web Services 1 25 2 5.50
10-Green Thumb: Client Conf: Client Conference/Meeting 2 2 2 6.00
10-Overheads: GEM:HOL Haoliday 0.00
10-Harbor Bldg 42: CMR: Computer Maintenance/Repair 1 2 3.00
L0 09-PV Country Club: Client Conf Client Conference/Meeting 2 1 2 SDD
09-PV Country Club: Cad Plot: CAD PLOTTING 0.00
*
175 8.00 6.50 7.50 8.00 8.25 875 48.75
E] Memo
Kick off meeting with the client. ltems discussed: [C] Memo on Journal
@ Project time line Memo on Imvoices
@ Project budget # Attschmen
@  Sub-consultants
Assigned Hours =0, Used =5
\ J
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1. Select a date in the week for which you want to record hours worked.

2. Select a Project ID and Activity ID from the drop-down or use one carried forward from a
previous time sheet.

3. Enter the hours for the day in the row for the desired project-activity.

4. When you have finished, click Save.

5. To submit all items for approval, choose Select All from the Select button.

6. Click the Submit button; select the person to whom you want to submit your time and
click OK.

7. Click Close.

Time Entry for Reviewers

Managers and supervisors must review time entries to fulfill DCAA requirements. Reviewers are notified
of time entries after they have been submitted. Thus, it is important to train employees in proper
procedures. For example, timekeepers should submit time as the last step in their daily entry of hours
worked.

As needed, you can check for un-submitted time in three ways:

e Using the Reviewer screen, apply the Un-submitted filter and choose all projects.

e Using the Workflow screen, apply the Unsubmit filter and choose the time entry module.

e View or print the ‘Unapproved Time and Expense’ or ‘Unapproved Time and Expense Count by
Employee’ report.

If un-submitted time is a frequent issue, additional training and timekeeper awareness may be
conducted.

o BillQuick will also inform you on the Billing Review screen when projects
have unapproved time and expenses.

After time entries have been submitted, a reviewer or manager needs to review and approve them. You

can do so from the Reviewer, Workflow or Sheet View screen. Open the Sheet View screen from the
Time-Expense menu.
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I ~
Time Entry =aR=l X
= - | — T : 2 . : i
5 e Help I:I:Iq Print C Auto i Filters Select ~ &5 View - ‘}< Tools ~ @ Submit Approve Q Time Off .
Sheet View Filters More i£ ' Find How Dol
iew By: Project: Period:
Praject | | 09-PV Country Club: = This Fiscal Year b
E Date Tl Employee ID T Activity Tl Hrs i Description W B M 5
02/08/2014 AM AR:DC 13 DesignCalculatiors v *
Y7 102/13/2014 ED Cad Plot: 7 Cad Platting @ | @ ¥
02/14/2014 cl Cost Est: 43 Preliminary Cost Estimate Vv v
02/14/2014 ED Cad Plot: 8 Cad Plotting Vv 7
02/15/2014 ED Cad Plot: 75 Cad Plotting v *
02/17/2014 RC Inspection: 275 Site Inspection v
02/21/2014 WEB Plan Review: 5 Plan Review ]
02/22/2014 WE Plan Review: 7.5 Plan Review v
04,/04/2014 Geo Engineering Calcs: 5 DESIGM CALCULATIONS v v
v
60.25
[=] Memo
Drawings sent through USPS same day service for final plotting to meet building department deadline. [C] Memo on Journal
Memo on Imvoices
Cost Rate Bill Rate OT | Xtra | Flagl | Taxl | Tax2 | Tax3 T Sub
$2750  §7000 0 0 0 EnALAls
Total Time Entries 9

You can approve one entry, selected entries, or all entries at a time.

e To approve items, select one or more rows and then click the Approve button.

e Toreject items, select one or more rows then click the Submit button. On the dialog box, select
Reject and click OK. Answer ‘Yes’ to include a reason in the rejection message that BillQuick

automatically sends to the user.

Time Entry Add-Ons

BillQuick offers various add-on modules to make time capture easier, faster, more timely and accurate,

thus improving the entire labor charging system. These include:

e Web Suite — is a browser-based version of BillQuick that works from desktops and laptops. It can
be used inside an organization or from remote locations via the Internet to lower your cost of
ownership. You can also view your Microsoft Outlook calendar appointments here and then

convert them to BillQuick time entries.
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e BillQuick Mobile — is a mobile app of BillQuick for iPhone,
Android phones and Windows phones. You can capture time
remotely from a web-enabled smartphone or tablet.

il CARRIER

e BillQuick Outlook Add-In — is a module that installs inside

Microsoft Outlook and allows you to turn appointments, tasks PXoject
and emails into BillQuick time entries, and saves them in your Activity Advisor Account Mana
company database. Hours > ] >

Date 2/11/13 >
e BillQuick Agent — A workflow automation tool that monitors

time card entry and notifies you with an on-screen message
when items are submitted for approval. You control how often
Agent checks for tardy timekeepers and how many email
reminders to send them per day. You can also email the project Memo Meeting. >
manager about late timekeepers. (Agent also allows you to
schedule reports and set business alerts.)

Billable @YW ) ot ( oFF

Description  Advisor Account... >

Attachments (+)

For more details on BillQuick, check the BillQuick Getting Started Guide, BillQuick Help and BillQuick
Report Book.

BillQuick integrates with accounting software such as QuickBooks® by Intuit, Sage 50 (formerly
Peachtree by Sage) and MYOB (Australia).

If you need to convert data from Timeslips® and Wind2/FMS®, BillQuick includes built-in conversion tools.
BQE Software also custom converts many other programs and homegrown solutions. Contact BQE Sales
at (888) 245-5669 (US and Canada) or (310) 602-4020 or email Sales@bge.com for information about
custom data conversions.

For more information, visit us at www.BQE.com.If you need technical assistance, please contact BillQuick
Support at (310) 602-4030 or Support@bge.com.
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