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Overview

Welcome to Bill Engine! This manual will help you Þnd your way around the Bill Engine 
application. Whether you have downloaded Bill Engine for the Þrst time and are just getting 
started or have been using the tool for a while but need some expert tips, this guide will 
help you make the most of what Bill Engine has to offer and turn tedious invoicing into a 
smooth and uncomplicated task. First of all, letÕs begin with a few notes about how to use 
the Bill Engine User Manual. 

¥ The Table of Contents page contains a brief overview of the manualÕs contents, allowing 
you to browse through the chapter headings and page numbers. Click on the page 
number to quickly access the topic you want.

¥ Use the search function in your PDF viewer to Þnd a speciÞc topic you would like to 
learn about, e.g., Òinvoice templateÓ or Ònew project.Ó

¥ If you are reading this manual in PDF format, you can use the hyperlink function to 
quickly jump to another section for more information on the topic. To do so, look for 
underlined phrases and click on them.

Minimum System Requirements for Bill Engine

¥ Mac OS X 10.7 Lion or later 
¥ 512 MB of RAM
¥ 20 MB of computer space

Note: You must purchase Mac OS X 10.7 Lion if you are upgrading from an earlier 
version. 

Updating Mac OS X 10.7 to the latest version 

1. Choose Apple menu > Software Update. A dialog box appears listing new or updated 
software available for your computer. 

2. Follow the onscreen instructions to update Mac OS X to the latest version.
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Installation and Help

Installing the trial version of Bill Engine from our Web site:

1. Download the Bill Engine application from our Web site: http://www.jumsoft.com/
bill_engine/.

2. Once Bill Engine is downloaded, its icon will automatically appear on your desktop. 
3. Move that icon to your Applications folder. 
4. Open your Applications folder and drag the Bill Engine icon onto your Dock to keep it 

there for easy access. 
5. Click the Bill Engine icon on your Dock to launch the software.

Installing Bill Engine after purchasing from the Mac App Store:

1. Download the Bill Engine application from the Mac App Store.
2. Once Bill Engine is downloaded, the application is automatically installed and its icon 

appears in the Dock. 
3. Click the Bill Engine icon in your Dock to launch the software.

Help documentation 

¥ Quick Start Guide: Click this option to download a short introductory tutorial from our 
Web site. This guide is a great starting point for novice Bill Engine users; it introduces 
you to some key terms and the basic features of the application. 

¥ Bill Engine Help: Click this option to open Bill Engine Help, the built-in documentation 
of the application. Search for answers to your questions or browse through the 
different categories for information on every detail of the software. If you prefer a 
printable version of the documentation, you can download the Bill Engine User Manual 
in PDF format from our Web site: http://www.jumsoft.com/bill_engine/.
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Trial Version

After you download the 15-day trial version of Bill Engine from our Web site, you will see 
the number of days remaining on the top right-hand corner of the application window. You 
may choose to purchase the Bill Engine license during the trial period or wait until it is 
Þnished. 

If you decide to purchase one or more copies, simply visit our Web store at 
www.jumsoft.com/store or select Register from the File menu and click on Buy Bill Engine. 

If you already have your license code, choose License from the Bill Engine menu, click on 
Enter License, and enter your license code. Click License Now, and you are done. Your Bill 
Engine records will be unaffected.

Note: The trial version is not available on the Mac App Store, and you do not have to 
take any additional registration steps after purchasing the application there.
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Bill Engine Documents

To get started using Bill Engine, the Þrst thing you will need to do is create a document.

Creating a new Bill Engine document:

1. Select File > New Document.
2. A blank document appears. Start adding clients, creating projects, etc.
3. When you close the app, you will be asked whether you wish to save the changes you 

made in the document. Select Save.
4. Choose the appropriate name and location to store the document. Select Save. 
5. If you wish to change the storing location of your document, select File > Save As. 

Each time you launch Bill Engine, it automatically opens the last edited document. If you 
wish to open another document, select File > Open or File > Open Recent.

Deleting a Bill Engine document:

1. Close the application and locate the document on your computer.
2. Drag the document to Trash.
3. The next time you open Bill Engine, you will need to open a different document or 

create a new one.
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Welcome Screen

After opening Bill Engine for the Þrst time, you will see the Welcome Screen with four 
options available:

¥ New document: Opens a blank Bill Engine document where you can start building your 
records from scratch.

¥ Open sample document: Opens a Þle with sample clients, projects, and other entries, 
allowing you to see the basics of how Bill Engine works.

¥ Open an existing document: If you have used Bill Engine before and reinstalled it, 
choose this option to open your old data Þle.

¥ Import data from Money 3: If you have used the Money 3 Þnance management 
application before and would like to import your old invoices, invoice templates, and 
client info to Bill Engine, choose this option.

If you do not wish to see the Welcome Screen each time your create a new document, 
check the ÒDo not show this againÓ box. Next time you create a new document, the 
document will be blank.
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Interface

There are several functions of Bill Engine that you will be using on a regular basis. They add 
up to the interface with which you will become most familiar.

Icon Function Description

Invoices Displays a list of your invoices and allows managing their details.

Recurring Displays a list of your recurring invoices and allows managing their details.

Inventory Displays a list of all your products and services, their SKUs, prices, 
applicable taxes, etc.

Clients Displays a list of all your clients with their related projects and invoices.

Projects Allows you to group your work into separate projects.

Reports Gives you a number of possible ways to analyze your invoicing 
information: by project, by client, etc.
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Main Window

Manage Bar

¥ Displays lists of all main tools found in Bill Engine: 
¥ Invoices: Shows a list of all your invoices.
¥ Recurring: Displays a list of all your recurring invoices.
¥ Inventory: Allows you to draw up a list of all your products and services, their SKUs, 

prices, applicable tax rates, etc.
¥ Clients: Displays a list of your clients and related projects. 
¥ Projects: Lets you group your work into separate projects.
¥ Reports: A place to sort your invoicing information by various parameters for 

analysis.
¥ To open an item in the Workspace, click on the item in the Manage Bar. 

Top Bar

Provides various Þlters and views for your invoice and project information.
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Workspace

¥ Displays a list of invoices, a report, the inventory, etc., depending on the tool selected.
¥ To switch between the List and Grid views, select one of the two View buttons from 

the right-hand side of the Top Bar.
¥ To Þlter entries by keyword or search for a speciÞc entry, type your keyword in the 

Search Þeld.
¥ To place a list of entries in a particular order, click on a column header once or twice, 

depending on the order desired. 
¥ To rearrange columns, drag the column headers left or right. 
¥ To hide or show columns, right-click on any of the headers and add or remove ticks 

next to the column names. 
¥ To adjust the width of the columns, drag the separator line between two headers left 

or right.

Bottom Bar

Depending on the Bill Engine function selected, this bar allows adding, editing, sending, or 
printing various items (invoices, client lists, reports, etc.).
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Bill Engine Menu

Menu name Action Keyboard 
Shortcut

About Bill Engine Displays the basic information about Bill Engine.

Preferences
Allows modifying various preferences: general, taxes, iCal, your 
info, currencies, and security. ! ,

Check for Updates
Searches for available updates and displays them (not available in 
the Mac App Store version).

Hide Bill Engine Hides Bill Engine. ! H

Hide Others Hides all open applications except Bill Engine. "! H

Show All Shows all open applications.

Quit Bill Engine Closes Bill Engine. ! Q
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File Menu

Menu name Action Keyboard 
Shortcut

New Document Creates a new Bill Engine document. ! D

Open Opens an existing Bill Engine document from your computer.! O

Open Recent Shows a list of recently edited Bill Engine documents.

Import Invoices from 
Money 3

Imports invoice data from Money 3.

Import Clients Imports client data from Money or Address Book.

Close Closes the current Bill Engine document. ! W

Save Saves any recent changes. ! S

Save As Saves the current Bill Engine document in a new location.# ! S

Page Setup
Shows the paper size, orientation, and other details of the 
selected invoice. # ! P

Print Prints the selected invoice. ! P
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Edit Menu

Menu name Action Keyboard 
Shortcut

Undo
Reverses the effect of the last action made. Choose Undo 
repeatedly to step back through all changes made. ! Z

Redo
Invalidates the undo action. Choose Redo repeatedly to cancel 
all recent UndoÕs until the Undo list is empty. #! Z

Cut Removes the current selection and inserts it in the Clipboard.! X

Copy Makes a copy of the current selection for the Clipboard. ! C

Paste Adds the contents of the Clipboard at the insertion point. ! V

Delete Deletes the current selection from your document.

Select All Selects all entries in the Workspace. ! A

Find Allows Þnding and replacing text in the selected entry box. ! F

Special Characters Opens the special characters window. "! T
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Action Menu

Menu name Action Keyboard 
Shortcut

New Item
Varies, depending on the item selected in the Manage Bar. 
For example, in Inventory, this menu item will create a new 
inventory item.

! N

Edit ModiÞes the selected entry (invoice, client, etc.). ! I

Remove Removes the selected entry (invoice, client, etc.).

Duplicate Duplicates the selected entry (invoice, client, etc.).

Status (in Invoices, 
Recurring, Inventory, 
and Clients)

Allows changing the status of an item.

Send (In Invoices)
Opens an email message with the selected invoice 
attached.

Print (In Invoices) Prints the selected invoice.

Add Payment (In 
Invoices)

Allows you to mark the selected invoice as paid.

Archive (In Invoices) Transfers the selected invoice to the archive.

Unarchive (In Invoices) Brings the selected invoice back from the archive.

Template Editor (In 
Invoices and Recurring)

Allows modifying the style of single and recurring invoices.

Make Recurring (In 
Invoices)

Marks the selected single invoice as a recurring one.

Create Invoice (in 
Inventory)

Opens a draft invoice for the selected inventory item.
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Window Menu

Menu name Action Keyboard 
Shortcut

Minimize Minimizes the Bill Engine window. ! M

Zoom Increases the Bill Engine window to the maximum size.

Bring All to Front
Puts all Bill Engine windows on top of other applicationsÕ 
windows.

[Bill Engine data Þle 
name]

When checked, puts the main Bill Engine document 
window on top of other windows, e.g., Preferences.
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Help Menu

Menu name Action Keyboard 
Shortcut

Search
Provides a shortcut to any action in Bill Engine. Type a keyword 
for the action you are looking for, and Search will list all relevant 
actions.

Bill Engine Help Opens Bill Engine Help.

License Agreement Displays the license agreement for Bill Engine.

Send Feedback Opens a blank e-mail to info@jumsoft.com.
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Preferences

The Preferences sheet can be accessed by selecting Bill Engine > Preferences. It contains 
six sections:

¥ General. Here, you can specify the items to be displayed in the Manage Bar, select the 
starting number for your invoices, and indicate how soon the timer should switch to the 
Idle mode.

¥ Taxes. In Preferences, you can set various tax rates to be used in your invoices and give 
them appropriate names. If you apply more than one tax rate on each product or 
service and all rates have the same priority, check the Combine Taxes box.

¥ iCal. This section allows you to sync your invoice dates with iCal.
¥ My Info. Enter, edit, or delete any information that you want to include in all or most of 

the invoices you prepare with Bill Engine. The options available include your company 
name, logo, and contact information, among others.

¥ Currencies. This section allows you to set the default currency and operational 
currencies and to download the current exchange rates.

¥ Security. Here, you can set a password to secure your Bill Engine data Þle. Every time 
you open the Þle, you will be asked to enter the password. If you use multiple data Þles, 
you can set a password for each.
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Default and Operational Currencies

The Currencies section in the Preferences sheet gives you options for managing your 
currencies. Here, you can specify the default currency to be used throughout the entire 
application and a number of operational currencies that can be used with different clients.

Choosing the default currency

1. Select Bill Engine > Preferences > Currencies.
2. Click on the Default Currency drop-down list.
3. Select the appropriate currency.  Now the counts and totals will be displayed in this 

currency when you work with invoices. 

Adding operational currencies

1. Select Bill Engine > Preferences > Currencies. 
2. Click the Ò+Ó at the bottom of the Currencies window.
3. Enter the title and code of the currency.

Options for inserting currency exchange rates

¥ Entering manually:
1. Select Bill Engine > Preferences > Currencies. 
2. Double click directly on a currency in the table. The Currency Exchange Rate sheet 

will appear. 
3. Check the currency you need to convert to and enter the rate.

¥ Downloading:
1. Select Bill Engine > Preferences > Currencies. 
2. Press the Download Rates button at the bottom of the Currencies window, and the 

exchange rates will be displayed automatically in a few seconds.

Note:  If you want Bill Engine to update the exchange rates of the operational currencies 
every time you open the application, check the Automatic boxes.
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Multiple Currencies

Bill Engine provides multi-currency support. Each client can have his or her own currency 
and all projects and invoices for the client are handled exclusively with that currency. 
Where multiple currencies come into play in the same calculation (e.g., in reports), Bill 
Engine uses exchange rates provided in Bill Engine > Preferences > Currencies to convert 
the total amount to the default currency. 

Assigning a currency to a client

1. Select Clients.
2. Click on a selected client to view his/her details.
3. From the Currency pop-up menu, select a currency.
4. Click Done.
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Inventory Overview

Bill Engine gives you the option of setting 
up a detailed list of your products and 
services as Inventory. If you have Inventory 
created, it is easier to generate a new 
project and/or invoice because these are 
based on the Inventory feature. 

Adding an inventory item

1. Select Inventory in the Manage Bar.
2. Click the Add button in the Bottom 

Bar, select Action > New Inventory, or 
simply click on the item list.

3. Enter the Inventory item information:
¥ Stock-Keeping Unit (SKU): A unique 

identiÞer of the item.
¥ Description
¥ Type: Indicate whether the item is 

measured by units or hours.
¥ Tax: Tax rate applicable to the sale of 

the item. Choose the rate from the 
list or enter manually.

¥ Rate: Price of the unit/hour. Bill 
Engine will use the default currency 

that you have chosen in Bill Engine 
> Preferences > Currencies.

To edit inventory items, simply click on 
appropriate Þelds and enter new values.

Deleting an inventory item

¥ Move the cursor over the item and 
click the Ò-Ó button on the right-hand 
side of the entry.

¥ Right-click on the item and select 
Remove.

¥ Select the item and click Action > 
Remove.
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Clients Overview

A client is a person or an organization for whom you do work or otherwise associate with 
your projects, invoices, and payments. Projects are the basis of the Bill Engine workßow, and 
clients are the people or companies for whom you create projects. 

All of your clients are listed in the Clients section that you can access from the Manage 
Bar. When you select a speciÞc client in the Clients section, you can view his/her contact 
details, unpaid amounts, and the lists of all the projects and invoices associated with that 
client. You can also add new projects and invoices directly in the Clients section.

Clients can be sorted by type (company or person), alphabetically by name, or according 
to their payment balance. To change the sorting order, click the header at the top of the 
client list and choose your preferred sorting order.
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New Client

Adding a new client

1. Select Clients in the Manage Bar.  
2. Select Action > New Client or click the 

Add button in the Bottom Bar and 
select Add Client. 

3. A client card appears. Enter the 
following details:
¥ Full Name
¥ Company
¥ Is a Company: Check this box if this 

is a corporate client.
¥ Address: Street, city, state, ZIP code, 

country.
¥ Phone
¥ Email
¥ Tax ID
¥ Currency: Click on the Þeld to select 

one of the operational currencies. To 
edit the currency list, select Bill 
Engine > Preferences > Currencies.

4. Double-click the image Þeld to illustrate 
the client. To remove the image, right-
click on it.

5. When Þnished, click Done. 

To edit clientÕs details, double-click on the 
name in the Workspace. The client card 
also lists paid, unpaid, overdue, and 
uninvoiced amounts related to that client.

You can also create your client list by 
importing the names and details from 
Money or Address Book.

Importing client data

1. Select Clients in the Manage Bar.
2. Select File > Import Clients or click the 

Add button in the Bottom Bar and 
select Import Client.

3. Choose Money or a relevant Address 
Book group. 

4. Select the clients whose data you wish 
to import to Bill Engine. To select all 
names in the given list, click Shift + A. 

5. Click Import.

Deleting a client

¥ Click the Ò-Ó button on the right-hand 
side of the client entry.

¥ Right-click on the client entry and select 
Remove.
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Projects Overview

Projects are the most important component of the tracking system for your work with Bill 
Engine. Projects in Bill Engine typically represent jobs for which you are hired. For example, 
if you are a graphic designer, you might have a client for whom you need to create a 
corporate logo and a style guide, so you might name a project for that client ÒCorporate 
Style.Ó

If you or your business are not hired on a per-project basis, you can use projects to track 
the work that you do over certain periods of time. In this scenario, you would want to 
create a project for each time period. 

There are three types of projects in Bill Engine: draft, active, and closed. All of your active 
and draft projects are listed under the Projects headline of the Manage Bar. You can click 
the disclosure triangle to show or hide the full project list. 

All projects, including closed ones, are displayed in Workspace, where you can select 
relevant Þlters to view only projects of a speciÞc type. You can also choose between grid 
and list views by clicking on appropriate icons on the right-hand side of the Top Bar.
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New Project

Creating a project

1. Select Projects in the Manage Bar.
2. Click the Add button in the Bottom Bar 

or select Action > New Project. The 
Project Info view appears in the 
Workspace. 

3. Enter the project information:
¥ Project Name 
¥ Client: Start typing on the Þeld to 

choose one of the existing clients 
from the list or enter a new one. If 
you create a new client, he/she will 
be added to the Clients list.

¥ Status: Draft, Active, or Closed.
¥ Due Date
¥ Notes

Note: The Price and Time Spent Þelds will 
be completed after you start adding 
inventory items to your project and 
tracking the time spent on performing 
required tasks.

Editing a project

1. Select Projects in the Manage Bar.
2. Double-click on the selected project in 

the Workspace. 
3. Click the Info button in the Bottom Bar 

or double-click the gray information 
Þeld at the top of the window to view 
full project details.

4. Edit relevant details.

Deleting a project

1. Select Projects in the Manage Bar.
2. Select a project you want to delete.
3. Press Delete on your keyboard, right-

click on the project and select Remove, 
or select Action > Remove.
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Managing Projects

Once you have created a project and 
associated it with a client, you can start 
adding various product and service items 
from Inventory to track your work.

Adding a project item

1. Double-click to open the appropriate 
project in the Workspace.

2. Click the Add button in the Bottom Bar 
or click on the item list to add a new 
item.

3. Select an inventory item from the pop-
up list or enter the following details 
manually:
¥ SKU. If you choose a service SKU, a 

timer button will appear next to it.
¥ Units/Hours: Enter the number of 

items to be sold or hours required 
to perform a certain service. If you 
do not know how long it will take to 
perform the job, use the Timer 
feature. You can launch or stop it by 
clicking the Play/Stop button next to 
the SKU Þeld.

¥ Description
¥ Rate
¥ Tax: Choose one of the tax rates 

provided in the list or enter a new 
one manually.

To remove a project item, place the cursor 
over the entry and click the Ò-Ó button at 
the left-hand side of the entry.

To place the project items in a particular 
order, click on a column header once or 
twice, depending on the order desired.  You 
can also drag items to the desired place 
one by one. To rearrangee the columns, 
drag the column headers left or right.

To view the project history, click on the 
clock icon in the top right-hand corner of 
the project information Þeld.
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Timers

The Timers feature is used to track the 
time you spend working on particular 
tasks. Timers are a part of a project, and 
each service item of a project can have its 
own timer, which is used to track work for 
which you charge by the hour. Bill Engine 
multiplies the duration of a service item by 
its billing rate indicated in Inventory to 
determine its Þnal cost, which is then added 
to the total cost of the project.

The full list of active timers appears in the 
Mac OS X menu bar, next to Spotlight, 
time, sound volume, and other icons. You 
can start/stop a timer there or in Projects, 
next to the speciÞc project item whose 
duration it is tracking. 

Starting a timer for a specific 
project item

1. Select the appropriate project in the 
Manage Bar.

2. Click the Play button next to the 
selected item. The button will turn green 
to conÞrm that the timer is active.

All active timers switch to the Idle mode 
after your computer has been inactive for 
some time. To choose how soon you want 
the Idle mode to be switched on, go to Bill 
Engine > Preferences > General.

The readings of all active timers will appear 
in the menu bar so that you can view, stop, 
or restart them while working on your 
various tasks. You can also create a new 
timer there.

Creating a new timer using the 
menu bar

1. Click on the timer reading Þeld in the 
menu bar.

2. Select New Timer. A New Timer view 
pops out.

3. Enter the timer description and select 
an appropriate project. 

4. Click Create. An item with the new 
timer will appear in the selected project. 

5. Click the Play button next to the new 
item.
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Invoices Overview

Bill Engine provides a method for preparing invoices effortlessly. The function is based on 
the Inventory feature in Bill Engine and covers the products, quantities, and agreed-upon 
prices for products or services you provide to your clients. You can start a new invoice 
associated with a speciÞc client in the Clients section, one related to a speciÞc project in 
Projects, or simply create a new one in the Invoices section.

You can use Þve default styles of invoices or create new ones and save them as templates 
with the Template Editor. Invoices are linked with Bill Engine Preferences, so you can avoid 
adding the same information in every invoice by setting up your basic information in 
Preferences. 

Setting up your invoice information in Preferences

1. Select Bill Engine > Preferences > General. Enter the start number for your next 
invoice; numbering of all subsequent invoices will be automatic.

2. Select Bill Engine > Preferences > My Info. 
3. Enter the following information: the name of your company, your name and surname, 

address of your company, phone number, e-mail, and the companyÕs Web site address. 
You can use the information from Address Book.

4. Drag and drop your companyÕs logo in the Logo Þeld or double-click it to select a Þle 
from Finder.
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New Invoice

Creating a new invoice

1. Select Invoices in the Manage Bar.
2. Click the Add button in the Bottom Bar. 
3. Enter the following details:

¥ Invoice ID: If you have entered the 
Þrst invoice number in Bill Engine > 
Preferences > General, all 
subsequent invoices will be 
numbered automatically.

¥ Purchase Order: Number of the 
purchase order received from the 
client.

¥ Client: Start typing on the Þeld to 
choose one of the existing clients 
from the list or enter a new one. If 
you create a new client, he/she will 
be added to the Clients list.

¥ Status: The default status at this stage 
is Draft. The status will change to 
Sent and later to Paid after you have 
chosen to send the invoice and add 
the payment. However, you can also 
set the status manually.

¥ Date: Select the date that you want 
your invoice to be sent or leave the 
default.

¥ Due Date.
4. Add items from your Inventory:

¥ Start typing on the SKU Þeld to 
choose the stock-keeping unit 
(SKU). All other cells will be Þlled in 
automatically. Alternatively, you can 
enter the Units/Hours, Description, 

Rate, and Tax manually by typing in 
the appropriate Þelds.

¥ After the above-mentioned records 
are entered, the values of Subtotal, 
Tax, and Total are computed and 
displayed automatically.

5. If you are giving your client a discount, 
enter the discount percentage or 
amount in the appropriate Þeld. 

6. If there is some additional tax, enter the 
percentage in the Tax2 Þeld. 

7. If required, enter a comment.
8. After you click the Back button, the 

entry will appear in the Invoices list.

Creating an invoice for a project

1. Select the appropriate project in the 
Manage Bar.

2. If you wish to create an invoice for all 
items of the project, click the Invoice 
button in the Bottom Bar and select 
From All.

3. If you wish to use only a few items of 
the project, select the relevant ones, 
click the Invoice button in the Bottom 
Bar, and choose From Selected.

4. If required, edit details of the listed 
items, taxes, and discounts.

Creating an invoice for a client

1. Select Clients in the Manage Bar.
2. Select Ò+ InvoiceÓ in an appropriate 

client entry.
3. Add items from your Inventory.
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Managing Invoices

Invoice Options

¥ Choose a style for an invoice:
1. Click the Style button in the Bottom 

Bar.
2. Choose the style you prefer or open 

the Template Editor.
¥ Email an invoice by clicking Send Invoice 

on the invoice card in the Workspace, 
clicking Send in the Bottom Bar, or 
selecting Action > Send. 

¥ Print an invoice by clicking Print in the 
Bottom Bar or selecting Action > Print.

¥ Add the payment to a sent invoice by 
clicking Add Payment on the invoice 
card in the Workspace, clicking Pay in 
the Bottom Bar, or selecting Action > 
Add Payment. You can choose the 
payment date, amount (in case it does 
not match the invoiced sum), and 
currency.

¥ Make an invoice recur on a regular basis 
by selecting Action > Make Recurring.

Editing an invoice

1. Select Invoices in the Manage Bar.
2. Open the selected invoice in the 

Workspace. 
3. Click the Info button in the Bottom Bar 

or double-click the gray information 
Þeld at the top of the window to view 
full invoice details.

4. Edit relevant details.

Deleting an invoice

1. Select Invoices in the Manage Bar.
2. Select an invoice you want to delete.
3. Press Delete on your keyboard, right-

click on the item and select Remove, or 
select Action > Remove.

Note: You can choose to save the items 
included in a deleted invoice for future use. 
After you issue a command to delete the 
invoice, Bill Engine will ask you whether you 
would like to restore its items in the 
associated project. Click Restore to do 
that. This feature only works with invoices 
that have been associated with a speciÞc 
project.
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Invoice Template Editor

Bill Engine gives you the option of creating invoices and saving them as templates. You are 
able to insert records and change default fonts, colors, table styles, and more to meet your 
needs. It allows you to prepare invoices effortlessly, to adapt them to your own style, and 
use any of them as a template for future invoices.

Opening the Template Editor

1. Select Invoices in the Manage Bar.
2. Select Style > Template Editor in the Bottom Bar.
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Creating an Invoice 
Template

1. Open the Template Editor.
2. Click the Add button in the Bottom Bar, 

and a new template will appear. 
3. Enter the name of your invoice template 

in the Name Þeld on the right.
4. Choose an effect for the invoice 

background:
¥ None: Leave this option checked if 

you do not need a background. 
¥ Color: A new box appears. Click on 

the box, and the default Apple Color 
sheet will appear. Choose the color 
for the invoice background.

¥ Gradient: Two boxes and a double 
arrow appear. Double click on the 
boxes to choose the colors. To 
change the direction of a linear 
gradient, use the Angle wheel or 
Þeld.

¥ Image: A new box and two 
additional options appear. Click 
Choose to open a picture from your 
computer and insert it in your 
template. Select the position of your 
picture in the invoice: Center, Scale 
to Fit, Fit Inside, or Stretch.

5. Drag and drop the information buttons 
on the right onto the invoice page. Text 
boxes will appear, replacing the dragged 
elements. Arrange the boxes on the 
page appropriately. Double click on a 
speciÞc text box to insert text.

6. To add additional text boxes, click on 
the Text icon in the Bottom Bar and add 
additional information to your invoice, 
e.g., the slogan of your company.

7. To add shapes, click on Shapes and 
place the inserted shape anywhere on 
the page.

8. To change the color of a default shape, 
mark the shape and click on Colors. The 
default Apple Color sheet will appear. 
Choose a color for the shape.

9. To change the fonts, click on Fonts. The 
default Apple Fonts sheet will appear. 
Edit the text of your invoice.
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Invoice Text Boxes 
Options

¥ Invoice Number
¥ Invoice Date
¥ Due Date
¥ Your Info/Your Logo: This information 

will be taken from Preferences, so you 
should Þrst enter it there. Your Info 
consists of seven items: your name, your 
company, your company ID, your tax ID, 
your phone, and your email. You may 
delete one or more items, e.g., your 
phone number, and it will not be 
included in future invoices created with 
this template. 

¥ Client Info: This information will be 
taken from the Clients list after you 
specify the client in your invoice. Client 
Info consists of Þve items: full name, 
company, phone, email, and company. 
You may delete one or more items, e.g., 
clientÕs phone, and it will not be 
included in your future invoices using 
this template. 

¥ Invoice Items: This Þeld consists of six 
columns:  SKU, Description, Units, Tax, 
Unit Price, and Cost. To remove one or 
more columns, select the text box, and 
the column list will appear below the 
Table Style Þeld on the right. Uncheck 
the appropriate column, e.g., 
Description, and it will not be included 
in future invoices created with this 
template. 

¥ Total Amounts: This Þeld consists of Þve 
rows: Subtotal, Tax, Tax 2, Discount, and 
Total. To remove one or more rows, 
select the text box, and the list of rows 
will appear below the Table Style Þeld 
on the right. Uncheck the appropriate 
item, e.g., Tax 2, and it will not be 
included in your future invoices created 
with this template. 

¥ Invoice Items/Total Cost: When creating 
these tables, you have Þve different 
styles from which to choose. You can, for 
example, remove the borders from the 
tables (Style 1) or add a line above a 
table (Style 3). Try each style and choose 
the one you prefer.

¥ Page Number
¥ Invoice Comments
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Recurring Invoices

Some clients are billed on a regular basis. Bill Engine can automatically create invoices each 
time they are required to save you time and effort. This feature is called Recurring Invoices.

Bill Engine displays the list of recurring invoices under Recurring in the Manage Bar. You can 
sync your recurring invoices with iCal in Preferences > iCal.

Differences between a recurring and an ordinary invoice

¥ A recurring invoice contains information to tell Bill Engine when and how often it 
should generate it. 

¥ With Recurring, invoices can be generated automatically by Bill Engine if you check the 
Create Invoice Automatically box when creating a new recurring invoice. 

Options for frequency of recurring invoices

¥ Daily
¥ Weekly
¥ Every two weeks

¥ Every four weeks
¥ Monthly
¥ Every two months

¥ Quarterly
¥ Every six months
¥ Annually
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New Recurring Invoice

Adding a recurring invoice

1. Select Recurring in the Manage Bar.
2. Click the Add button in the Bottom Bar or select Action > New Recurring Invoice. 
3. Enter the invoice information:

¥ Frequency: The invoice frequency. 
¥ Client
¥ Date: Date on which the next invoice is supposed to be created.
¥ Purchase Order
¥ Status
¥ Due Date: Due date for the next invoice. 
¥ Reminder: Choose whether you would like to be reminded about the invoice and 

how much advance notice you would like.
¥ Create Invoice Automatically: Check if you want Bill Engine to create the invoice 

automatically.
4. Start adding items from your Inventory.

Making an existing invoice recur

1. Select the appropriate invoice.
2. Right-click on it or go to Action and select Make Recurring. 
3. The invoice appears in the Recurring list. Enter its frequency and other relevant details.
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Reports Overview

Reports allow you to quickly summarize information about your clients, projects, and billing 
activities. You can compare project earnings, see the difference between the billed and 
collected amounts, or analyze the billing status of your various clients in different currencies.

Each report you create is saved under the Reports section of the Manage Bar. After 
selecting Reports in the Manage Bar, choose a relevant report type and appropriate dates 
to view it in detail in the Workspace.

Report types

¥ Projects: Provides a summary of all your projects in the selected period.
¥ Invoices: Shows details of all the invoices you issued in the selected period.
¥ Payments: Lists all payments received in the selected period.
¥ Billed & Collected: Provides the difference between billed and collected amounts. 
¥ Clients Summary: Allows comparing your clients using various parameters.

To print or send a report, click the Print or Send buttons in the Bottom Bar.
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Password

If you share your computer with other users, you may be concerned that they could access 
your billing records. You will be pleased to know that Bill Engine provides simple password 
protection to lock your sensitive data away from unwanted visitors. You can set a separate 
password for each Bill Engine document you use.

Enabling password protection

1. Select Bill Engine > Preferences > Security.
2. Click Set Password.
3. Enter and conÞrm the password in the sheet that appears.

The next time you try to open the protected data Þle, the password Þeld will appear. Enter 
the password and press Enter (Return).

Disabling password protection

1. Select Bill Engine > Preferences > Security.
2. Click Remove Password.
3. Enter the password in the sheet that appears.
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Thank you for using Bill Engine !

If you have any problems with the application, please visit our Web site at 
www.jumsoft.com/support or write an e-mail to info@jumsoft.com. 

For more information about Jumsoft products and services, visit our Web site at 
www.jumsoft.com or e-mail us at info@jumsoft.com.

The Jumsoft team
http://www.jumsoft.com
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