Section A

Timeslips provides many different ways to access the program features and functionality.

This section uses automated guides to follow the lessons. If you would rather use toolbars and menu
commands, follow the lessons in Section B instead. See “Choosing Which Training Guide Section to
Follow” on page 1 for more information.

1. Creating Timekeeper, Task, Expense, and Client Names.... 11
Creating Timekeepers.......

Creating Tasks and Expenses
Using Template Names
Creating Clients......co.cooecerernneerereen
Creating ReferenCes... o v erinrrereneerreneseersesenenssrssnsesssesesesensssessesesensosssesasnasans

2. Tracking Time and EXpenses .........occecuemrisennscmissensansnesssannas
Creating a Time Slip Using the Slip Entry Dialog Box
Creating an EXpense SHP c.c.ccicereimeiininiennisrninniisesssssesissncesnienes
Creating a Time Slip Using TSTimer........cccoounuuunae
Creating a Time Slip Using the Time Sheet........ccccvivinrcnericnnsrerienrencecnnns

3. Entering Transactions .......ccccecuvvecmmmrcccsssnmsersnssssssmss s sssssannnns 35
Entering A/R TTansactions .......coccvienmeesesnvisisisissnsinsssesisssisssssssssssssssasssnes 35
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Creating @ New REPOTT cc.ciriceicncerciiinicsenircncssscstesissessessesesessacssosessans 40
Reviewing the Pre-bill Worksheet........ . e .44

5. Generating Bills.........coorciiiiiirriien e
Reviewing Billing Data with Billing Assistant
Printing Bills from Billing ASSIStant.........cccceeveeeerrereesresrreonreceressarsaescsasesseaens
Approving Bills........c.c.ccecuc....

Printing an A/R with Running Balances REPOTL e, 56
Reprinting Bills.................... reererereriinnas s s 57

6. Speeding Data Entry.......ccccomriieiiiiciniiscrnnr e
Setting SHP DEfAtIEs c......cvceureesemerererririeescnseessessecsstsseessasemssessossessscsosesscssees
Changing the Default Tab Order
Creating an Abbreviation .......
Customizing Name Lists..........
Reviewing Shortcuts..............
Changing Transaction Phrase Defaults .......... 65
Reviewing Phrases for Accounts Receivable Transactions.......c.cvceeeerercucenens 66
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