
 

 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

BillQuick for Office Managers & Accountants 2015 v.1       Page 1 

Why BillQuick? 
 

BillQuick is a project-centric system. This means that a project (job, matter or engagement) is the core 
element of the relationship between a company (firm) and its client (customer). It defines the scope of 
work being done for a client, how it should be processed, how it should be billed, and so on. 

 
Implementation of BillQuick is the right step towards increasing the business productivity and investing 
in technology that helps you manage your office and accounts. This role-based brochure highlights the 
functions and features of BillQuick that are useful for office managers and accountants. It focuses on 
important information needed for effective and efficient management of your office, including human 
resources, payroll and general accounting. In other words, it answers your question "What does 
BillQuick do for me?" 

 
 

Feature Overview 
 

 Automatic reminders for tardy time sheets 

 Submission-approval workflow tracking 

 Pay When Paid vendor bills 

 Multiple currencies for expense sheets 

 Currency setup at client, project and employee level 

 Collection Center for A/R and cash flow management  

 Invoice templates by contract type or project 

 Customizable invoices, reports and statements 

 Standard and custom payment terms 

 Void or reverse/delete invoices and payments 

 Open-item, perpetual accounts receivable with instant access to all current and past invoices 

 Multiple client and project statement formats  

 Integration of invoices, payments and other data with QuickBooks, Sage 50 (formerly Peachtree 
Accounting) and MYOB (Australia) 

 GST, PST, HST and other VAT invoice and item taxes 

 Retainer management 

 Payments via credit cards, checks, electronic transfers, and so on. 

 Credit memos 

 Built-in message system with email options 

 Project journal notes throughout the processes 

 More than 50 reports for managing invoices, payments and so on 
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Collection Center  
 

 
 

Back-office managers and staff are critical for managing cash flow, from timely reporting of work done 
to billing and collection. BillQuick make each task easier and faster. For example, BillQuick sends 
automatic reminders for time sheets. No more stressful office road trips! These hours flow to PTO, job 
costing, billing and analysis with no extra work. You can integrate hours with QuickBooks or Sage 50 or 
export them for payroll. You can email PTO reports to employees automatically. In fact, you can 
schedule and deliver any report to anyone. This cuts administrative tasks and allows you to focus on 
productive work.  
 
Vendors are not a hassle. Subcontractors can enter their time and expenses into BillQuick or you can 
record their bills. With a few clicks, you can create a vendor bill with a Pay When Paid option or use the 
A/P features of BillQuick Plus, QuickBooks or Sage 50. The same applies to employee expense reports. 
 
Real-time aging and cash flow information is available on-demand – A/R aging, billing reconciliation and 
analysis, cash receipts and other financial reports. Content for statements can be managed by choosing 
(or customizing) a format as well as through filters.  
 
Finally, you can produce tax reports by state/province, project and client in detail or summary format for 
both main taxes and item taxes. 
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Bottom Line: Many of your tasks will be automated. Accounting updates take a mouse-click. Friction in 
tasks is reduced as much as possible. Result: You have more hours for productive work. 
 
 

Office Management and Accounting Reports 
 

Some of the most popular and useful BillQuick reports for office managers and accountants include: 
 

Aging and Cash Flow Reports 
 

1. Aging Report–90 Days 
2. AR Reconciliation Detail by Client with Payments Summary 
3. Cash Receipts Summary-Current Year & Last Year Comparison 
4. Cash Receipts Detail with Pay Reference and Memo 
5. Invoice List by Client and Date 
6. Statement–All Invoices by Project with Summary Payments 
7. Statement–Unpaid Invoices with Payments and AR Aging 
8. Days Receivables Outstanding 
9. Aging Summary by Client 
10. AR Client Details by Project & Invoice with Payments Detail 
11. AR Reconciliation Summary by Project 
12. Billing Analysis by Project Manager (expanded) 
13. Billing Reconciliation Summary by Client 
14. Cash Receipts Journal by Client 
15. Payment Details by Date 
16. Invoice List by Project 
17. Late Fee by Project 
18. Retainer Reconciliation Detail by Client and Project 

 

Payroll and HR Reports 
 

1. Payroll Hours 
2. Labor Distribution 
3. Hours Breakdown by Employees–Monthly 
4. Hours Details by Employee–Daily 
5. Personal Time Off–Permitted, Taken and Remaining 
6. Time Summary by Year and Employee 
7. Timesheet by Employee & Project – Weekly 

 

Tax Reports 
 

1. Tax Summary by State and Client 
2. Project Expenses with paid Taxes 
3. Tax Detail by Project and Invoice 

 
Below are selected report samples.
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