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Overview

Welcome to Bill Engine! This manual will help you bnd your way around the Bill Engine
application. Whether you have downloaded Bill Engine for the Prst time and are just gettir
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, letOs begin with a few notes about how to us
the Bill Engine User Manual.

¥ TheTable of Contents page contains a brief overview of the manualOs contents, allow
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 bPnd a speciPc topic you would like to
learn about, e.g., Oinvoice templateO or Onew project.O

¥ 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 phrasesd 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.

5.

Download the Bill Engine application from our Webhgite//www.jumsoft.com/
bill_engine/.

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

Move that icon to your Applications folder.

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

Installing Bill Engine after purchasing from the Mac App Store:

1.
2.

3.

Download the Bill Engine application from the Mac App Store.

Once Bill Engine is downloaded, the application is automatically installed and its icon
appears in the Dock.

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 Manua
in PDF format from our Web sitettp://www.jumsoft.com/bill_engine/.
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Trial Version

Please Purchase Your Money 3 License

Purchase of a Money 3 license allows you to add and handle an
unlimited number of accounts and transactions indefinitely and,
of course, enables Jumsoft to continue cooking up great new
software feasts for your Mac.

Demo version
The demo provides you with a fully-functional version of Money
3 that you can experiment with and use. Although it includes

everything that a licensed copy has, the demo version will
expire 15 days after you launch it for the first time.

(" Continue Trial ) [ Enter License... ) E

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
Pnished.

If you decide to purchase one or more copies, simply visit our Web store at
www.jumsoft.com/storeselect 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 or
Enter License, and enter your license code. Click License Now, and you are done.Your Bi
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 brst 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. Stdting clienfsreating project®tc.

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

=
m
>
Q
S
™

New document

Open Sample document

Open an existing document

Import from Money 3 data file
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[ Do not show this again

200M (U 33T cpre

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

¥ New document: Opens lblank Bill Engine documevitere you can start building your
records from scratch.

¥ Open sample document: Opens a ble with santigletsprojects 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 ble.

¥ Import data from Money 3: If you have used the Money 3 Pnance management
application before and would like to import youriolaicesinvoicgemplatesand
client infato Bill Engine, choose this option.

If you do not wish to see the Welcome Screen each time your create a new document,
check the ODo not show this againO 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 ¢
up to the interface with which you will become most familiar.

u

Invoices Displays a list of younvoicesand allows managing their details.
Recurring Displays a list of yougcurring invoicesnd allows managing their det:

Displays a list of all your products and servicesSthdsprices,
B Inventory applicablgéaxes etc.
‘ Clients Displays a list of all yoelrentswith their relategrojecs and invoices.
i Projects Allows you to group your work into separate projects.
.I' Reports Gives yowa number of possible walgsanalyze your invoicing
information: by project, by client, etc.
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Main Window

To  Jumsoftinc. 3 To  Jumsoftinc.

[ D [}
e 31052011 e Due 31/05/2011

LVL1,689.60 LVL128,040.00

Archive |

Bottom Bar

Manage Bar

¥ Displays lists of all main tools found in Bill Engine:
¥ InvoicesShows a list of all your invoices.
¥ RecurringDisplays a list of all your recurring invoices.
¥ InventoryAllows you to draw up a list of all your products and services ikidsr
prices, applicablax ratesetc.
¥ ClientsDisplays a list of your clients and related projects.
¥ Projectslets you group your work into separate projects.
¥ ReportsA place to sort your invoicing information by various parameters for
analysis.
¥ To open an item in th&/orkspaceclick on the item in the Manage Bar.

Top Bar

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

+

Displays a list afivoicesareport, theinventoryetc., 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 tfiep Bar

¥ To blter entries by keyword or search for a specibc entry, type your keyword in the
Search beld.

¥ 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, o
printing various items (invoices, client lists, reports, etc.).
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Bill Engine Menu

Keyboard
Shortcut

About Bill Engine Displays the basic information about Bill Engine.
Preferences Allows modifying variopseferenceggenerataxesiCal, your

info,currenciesandsecurity T

Searches for available updates and displays them (not ava

Check for Updates the Mac App Store version).

Hide Bill Engine Hides Bill Engine. I H
Hide Others Hides all open applications except Bill Engine. " H
Show All Shows all open applications.

Quit Bill Engine Closes Bill Engine. I Q
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File Menu
N
Shortcut
New Document Creates a newBill Engine document I' D
Open Opens an existing Bill Engine document from your comj ! O
Open Recent Shows a list of recently edited Bill Engine documents.

Ty e e Importsinvoicedata from Money 3.

Money 3

Import Clients Importsclient 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 locatic # ! S
Page Setup ?ehlg\(/:vtsé (tjhicra] fggg.r size, orientation, and other details of t “
Print Prints the selected invoice. I P
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Edit Menu

Keyboard
Shortcut

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

Undo

Redo

Cut

Copy

Paste

Delete

Select All

Find

Special Characters

Iz

Invalidates the undo action. Choose Redo repeatedly to ca

all recent UndoOs until the Undo list is empty. Nz

Removes the current selection and inserts it in the Clipboa I X

Makes a copy of the current selection for the Clipboard. I C

Adds the contents of the Clipboard at the insertion point. | V

Deletes the current selection from your document.

Selects all entries in ttrkspace A

Allows Pnding and replacing text in the selected entry box. | F

Opens the special characters window. T
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Action Menu

Keyboard
Shortcut

New Item

Edit
Remove

Duplicate

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

Send (In Invoices)

Print (In Invoices)

Add Payment (In
Invoices)

Archive (In Invoices)

Unarchive (In Invoices)

Template Editor (In

Invoices and Recurring)

Make Recurring (In
Invoices)

Create Invoice (in
Inventory)

Varies, depending on the item selected ilMbhaage Bar
For example, imventorythis menu item will create ane | N
inventory item.

ModibPes the selected entigvoiceclient etc.). L
Removes the selected entry (invoice, client, etc.).

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

Allows changing the status of an item.

Opens an email message with the selected invoice
attached.

Prints the selected invoice.

Allows you to mark the selected invoice as paid.

Transfers the selected invoice to the archive.

Brings the selected invoice back from the archive.

Allows modifying thstyleof single andecurringnvoices.

Marks the selected single invoice as a recurring one.

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

Keyboard
Shortcut

Minimize Minimizes the Bill Engine window. I'M

Zoom Increases the Bill Engine window to the maximum siz

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

windows.
[Bill Engine data ble When checked, puts the mdsill Engine document
name] window on top of other windows, e Breferences
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Help Menu

Keyboard
Shortcut

Provides a shortcut to any action in Bill Engine.Type a key'
Search for the action you are looking for, and Search will list all rele
actions.
Bill Engine Help Opens Bill Engine Help.

License Agreement  Displays the license agreement for Bill Engine.

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

ORI IS <t N—

Show: (¥ Invoices Next Invoice Number:

™ Recurring Invoices Start IDLE after: | 0:05

g Inventory
g Projects
™ Clients
g Reports

Al gebouy2

The Preferences sheet can be accessed by selecting Bill Engine > Preferences. It contait
Six sections:

¥ General. Here, you can specify the items to be displayedviattzgie Baselect the
starting number for youmvoicesand indicate how soon tliener should switch to the
Idle mode.
¥ Taxes. In Preferences, you can set various tax rates to be used in your invoices and gi
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 Enginegptiens availableclude your company
name, logo, and contact information, among others.
¥ Currencies.This section allows you to setifault currencgndoperational
currenciesind to download the curremixchange rates
¥ Security. Here, you can sgiasswordo secure your Bill Engidata PleEvery time
you open the ble, you will be asked to enter the password. If you use multiple data ble
you can set a password for each.

K K
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Default and Operational Currencies

The Currencies section in tReeferencesheet 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 diféeresnt

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 O+0O 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

Clients
Photo | Name ( Balance |
+ Project ~
i Alveainc $450.00 B (" invoices | Projects @
P -
x Arnold Schwarzen €0.00 + Project _ Invoices | Projects (=)
<+ Invoice
+ Project ~
lIl BB £350.93 + Invoice | Invoices | Projects (=)
P -
L John Smith $413.97 e . Invoices | Projects (=)
<+ Invoice
+ Project —
|I| Jumsoft Inc. $0.00 P _ Invoices | Projects (=)
'l' 1MURBO4 Jue” 20°00

Bill Engine provides multi-currency support.&hacitcan have his or her own currency
and alprojectsandinvoicedor the client are handled exclusively with that currency.
Where multiple currencies come into play in the same calculation (epmt ), Bill
Engine usesxchange ratgzrovided in Bill EnginePreferences Currencies to convert
the total amount to thelefault currency

Assigning a currency to a client

1. Select Clients.

2. Click on a selected client to view his/her detalils.

3. From the Currency pop-up menu, select a currency.
4. Click Done.
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Inventory Overview

Inventory
| SKU | Description | Type | TAX | Rate |
— S0005 Designer Hours 21% $34.00
= 10003 Magic Mouse Units 1% $99.00
= 10001 LED Lamp Units 21% $15.00
10001 FED rowb nuue Sio0 21200
Bill Engine gives you the option of setting that you have chosen in Bill Engine
up a detailed list of your products and > Preferences Currencies.

services as Inventory. If you have Inventory
created, it is easier to generateeay
projectand/orinvoicebecause these are
based on the Inventory feature.

To editinventory items, simply click on
appropriate belds and enter new values.

Adding an inventory item Deleting an inventory item

1. Select Inventory in tidanage Bar * M_ove the\cu,rsor over the ite_m and
5 Click the Add bztton in thBottom click the O-O button on the right-hand

Barselect Action > New Inventory, or S'_de of t_he entry.
simply click on the item list. Right-click on the item and select
3. Enter the Inventory item information: Remove. . : :
¥ Stock-Keeping Unit (SKU): A unique ¥ Select the item and click Action >
identiber of the item. Remove.
¥ Description
¥ Type: Indicate whether the item is
measured by units or hours.
¥ TaxTax 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 thaefault currency
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Clients Overview

MANAGE Clients

Invoices (3}
il e € | Pror | Name | Balance v
[ —
B mventory @ Alive alnc $0.00 Pl olkes | Pro Jects (=)
Clients + Invoice
v i Projects + Project ——
My Project Name @ Arnold Schwarzen $7,789.77 PR Invoices | Projects (=)
Project 1
Pr =
Bojes2 A @ Billy Bob £1,380.00 N ) roject Invoices | Projects (=)
alli Reports + Invoice e
P —
@ John Smith 50.00 :"::; Invoices | Projects (=)
+ Project .
Jumsoft Inc. LVL2,745.60 PR Invoices | Projects (=)

) i

A client is a person or an organization for whom you do work or otherwise associate with
your projectsinvoicesand payments. Projects are the basis of the Bill Engine workf3ow, an
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 fidamdue
BarWhen you select a specibc 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 Importing client data

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

Adding a new client Add button in the Bottom Bar and

1. Select Clients in thdanage Bar select Import Client.

2. Select Action > New Client or click the 3- C€hoose Money or a relevant Address
Add button in theBottom Barand Book group. .
select Add Client. 4. Select the clients whose data you wish

3. Aclient card appears. Enter the to import to Bill Engine.To select all
following detalls: names in the given list, click Shift + A.
¥ Full Name 5. Click Import.
¥ Company

IS a corporate client.

¥ Address: Street, city, state, ZIP code¥ Click the O-O button on the right-hand
country. side of the client entry.
¥ Phone ¥ Right-click on the client entry and select
¥ Emalil Remove.
¥ Tax ID
¥ Currency: Click on the beld to select | I I |
one of theoperational currencie® 5 § P
edit the currency list, select Bill s company
Engine >Preferences Currencies.
4. Double-click the image beld to illustrate street
the client.To remove the image, right- mﬁx
click on it.
5. When Pnished, click Done. pleoos | l
email | |
To edit clientOs details, double-click on the sl l
name in the Workspace. The client card currency  USD &
also lists paid, unpaid, overdue, and
uninvoiced amounts related to that client. owetdud 4 5000
unpaid $0.00
pald $0.00
balance  $0.00

You can also create your client list by
importing the names and details from | Cancel | [ Dome |
Money or Address Book.
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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 examg.
if you are a graphic designer, you might halierdfor whom you need to create a

corporate logo and a style guide, so you might name a project for that client OCorporate

Style.O

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 pfath&ge BaYou can click
the disclosure triangle to show or hide the full project list.

All projects, including closed ones, are display¢a kspacewhere you can select
relevant blters to view only projects of a specibc type.You can also choose between grid
and list views by clicking on appropriate icons on the right-hand sid&opf Bae
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New Project

New Project Client  No Client

07/08/2011

Creating a project Editing a project

1. SelectProjectdn theManage Bar 1. Select Projects in the Manage Bar.

2. Click the Add button in thBottom Bar 2. Double-click on the selected project in
or select Action > New Project.The the Workspace.
Project Info view appears in the 3. Click the Info button in the Bottom Bar
Workspace or double-click the gray information

3. Enter the project information: peld at the top of the window to view
¥ Project Name full project details.

¥ Client Start typing on the beld to 4. Edit relevant details.
choose one of the existing clients
from the list or enter a new one. If

you create a new client, he/she will Deleting a project

be added to the Clients list. 1. Select Projects in the Manage Bar.
¥ Status: Draft, Active, or Closed. 2. Select a project you want to delete.
¥ Due Date 3. Press Delete on your keyboard, right-
¥ Notes click on the project and select Remove,

or select Action > Remove.

Note: The Price and Time Spent belds will
be completed after you start adding
inventoryitems to your project and

tracking the time spent on performing
required tasks.
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i i To place the project items in a particular

Managmg PrOJeCtS order, click on a column header once or
twice, depending on the order desired. You

Once you havereated a projecnd can also drag items to the desired place

associated it with @ient you can start one by one.To rearrangee the columns,

adding various product and service items drag the column headers left or right.
from Inventoryto track your work.

To view the project history, click on the

Adding a project item clock icon in the top right-hand corner of

1.

2.

the project information Peld.

Double-click to open the appropriate

project in thaNorkspace

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

Select an inventory item from the pop-
up list or enter the following details
manually: e —

¥

¥

¥
¥
¥

(| m

SKUIf 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 E&—J
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 beld.

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 O-O button at
the left-hand side of the entry.
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Timers

The Timers feature is used to track the
time you spend working on particular
tasks.Timers are a part gir@ject and
eachservice item of a projecain have its

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

own timer, which is used to track work for menu bar

which you charge by the hour. Bill Engine

multiplies the duration of a service item byl. Click on the timer reading Peld in the
its billing rate indicated]imventoryto menu bar.

determine its Pnal cost, which is then added Select New Timer. A New Timer view

to the total cost of the project. pops out.
3. Enter the timer description and select
, o _ an appropriate project.
The full list of active timers appears inthe 4 cljick Create. An item with the new

Mac OS X menu bar, next to Spotlight, timer will appear in the selected project.
time, sound volume, and other icons. You 5. Click the Play button next to the new
can start/stop a timer there or in Projects,  jiem.

next to the specibc project item whose
duration it is tracking.

11 00:00 ¥

Starting a timer for a specific

project item New Timer
1. Select the appropriate project in the Sl 0:00
Manage Bar Projectd i
2. Click the Play button next to the Ul Design 1:00
selected item. The button will turn greer Project 1 LTL50.00
to conbPrm that the timer is active.
® =
Project 1 LTLO.00
All active timers switch to the Idle mode
after your computer has been inactive for Erojeent g )
some time.To choose how soon you want bLolect 1

the Idle mode to be switched on, go to Bill
Engine >Preferences General.
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Invoices Overview
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Bill Engine provides a method for preparing invoices effortlessly. The function is based on
the Inventoryfeature in Bill Engine and covers the products, quantities, and agreed-upon
prices for products or services you provide to yhientsYou can start a new invoice
associated with a specibc client in the Clients section, one related to gospeciit

Projects, or simply create a new one in the Invoices section.

You can use bve defasiiyles of invoices create new ones and save them as templates
with theTemplate Editoinvoices are linked with Bill Enfireferenceso you can avoid
adding the same information in every invoice by setting upagarinformatiom
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 companyOs Web site addres
You can use the information from Address Book.

4. Drag and drop your companyOs logo in the Logo beld or double-click it to select a ble
from Finder.
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New Invoice

Creating a new invoice

1. Selectnvoicesn theManage Bar
2. Click the Add button in thBottom Bar 5.
3. Enter the following details:
¥ Invoice ID: If you have entered the
prst invoice number in Bill Engine > 6.
Preferences General, all
subsequent invoices will be 7
numbered automatically. 8.
¥ Purchase Order: Number of the
purchase order received from the
client.
¥ Client Start typing on the peld to
choose one of the existing clients
from the list or enter a new one. If

1.

you create a new client, he/she will

be added to the Clients list.

Rate, andax manually by typing in
the appropriate pelds.
¥ After the above-mentioned records
are entered, the values of Subtotal,
Tax, and Total are computed and
displayed automatically.
If you are giving your client a discount,
enter the discount percentage or
amount in the appropriate peld.
If there is some additional tax, enter the
percentage in the Tax2 pbeld.

. If required, enter a comment.

After you click the Back button, the
entry will appear in the Invoices list.

Creating an invoice for a project

Select the appropriafgojectin the
Manage Bar.

If you wish to create an invoice for all
items of the project, click the Invoice

¥ Status:The default status at this stage pytton in the Bottom Bar and select

is Draft. The status will change to

Sent and later to Paid after you havez

chosen to send the invoice and add
the payment. However, you can also
set the status manually.

¥ Date: Select the date that you want 4

your invoice to be sent or leave the
default.

¥ Due Date.

4. Add items from youmventory

¥ Start typing on the SKU beld to
choose thestock-keeping unit
(SKU)AII other cells will be Plled in
automatically. Alternatively, you can
enter the Units/Hours, Description,

3.

From All.

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.

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

Creating an invoice for a client

1.
2.

Select Clients in the Manage Bar.
Select O+ InvoiceO in an appropriate
client entry.

Add items from your Inventory.
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Managing InVOiCGS Deleting an invoice

1. Select Invoices in the Manage Ba.
) ) 2. Select an invoice you want to delete.
Invoice Options 3. Press Delete on your keyboard, right-
¥ Choose a style for d@nvoice click on the item and select Remove, or

1. Click the Style button in tH&ottom select Action > Remove.
Bar
2. Choose the style you prefer or opennte: You can choose to save the items
theTemplate Editor included in a deleted invoice for future use.
¥ Email an in_voice by_clicking Send InvoiQgter you issue a command to delete the
on the invoice card in thWorkspace  jnyoice, Bill Engine will ask you whether you
clicking Send in the Bottom Bar,or  would like to restore its items in the
selecting Action > Send. associategroject Click Restore to do

¥ Print an invoice by clicking Printin the that This feature only works with invoices

Bottom Bar or selecting Action > Print. that have been associated with a specibc
¥ Add the payment to a sent invoice by project.

clicking Add Payment on the invoice
card in thaVorkspaceclicking Pay in
the Bottom Bar, or selecting Action >
Add Payment.You can choose the
payment date, amount (in case it does i:
not match the invoiced sum), and
currency

¥ Make an invoiceecuron a regular basis
by selecting Action > Make Recurring.

Editing an invoice

1. Select Invoices in tiManage Bar

2. Open the selected invoice in the
Workspace.

3. Click the Info button in the Bottom Bar
or double-click the gray information
peld at the top of the window to view
full invoice details.

4. Edit relevant details.
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Invoice Template Editor

Table Style Style 1

e peer Ot Ut o wm
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Bill Engine gives you the option of creatimgicesand saving them as templates. You are
able to insert records and change default fonts, colors, table styles, and more to meet yot
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 tianage Bar
2. Select Style >Template Editor in Bettom Bar
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Template

=

Open theTemplate Editor

. Click the Add button in thBottom Bar
and a new template will appear. 8.

Enter the name of your invoice template
in the Name Peld on the right.
Choose an effect for the invoice

background: 9.

¥ 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
peld.

¥ 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.

Drag and drop the information buttons

on the right onto the invoice pagext

boxeswill appear, replacing the dragged

elements. Arrange the boxes on the

page appropriately. Double click on a

specibc text box to insert text.

Name

Background

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.

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

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.

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

Untitled

Gradient
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Invoice Text Boxes ’
Options

Invoice Number

Invoice Date

Due Date

Your Info/Your Logo: This information
will be taken fronfPreferenceso you ¥
should prst 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 theClientslist after you
specify the client in your invoice. Client
Info consists of pve items: full name,
company, phone, email, and company.
You may delete one or more items, e.g.,
clientOs phone, and it will not be
included in your future invoices using
this template.

Invoice Items:This Peld consists of six
columns:SKU Description, Unif&ax

Unit Price, and Cost.To remove one or
more columns, select the text box, and
the column list will appear below the
Table Style beld 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 Peld consists of bve
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 peld
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 bve 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

Invoice Number
Invoice Date
Due Date
Your Info
Your Logo
Client Info
Invoice Items
Total Amounts
Page Number

Invoice Comments

Table Style
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Recurring Invoices

Someclientsare billed on a regular basis. Bill Engine can automaticallywecosadseach
time they are required to save you time and effort. This feature is called Recurring Invoice

Bill Engine displays the list of recurring invoices under RecurrirMandge BaYou can
sync your recurring invoices with iC&neferences 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 th
Create Invoice Automatically box when creating a new recurring invoice.

Options for frequency of recurring invoices

¥ Dalily ¥ Every four weeks ¥ Quarterly
¥ Weekly ¥ Monthly ¥ Every six months
¥ Every two weeks ¥ Every two months ¥ Annually
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New Recurring Invoice

Adding a recurring invoice

1. Select Recurring in tianage Bar
2. Click the Add button in thBottom Baror 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. Startadding items from yodmventory

KK K KKK

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 detail.
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Reports Overview

& dlents sku | Clent | Date I Discount | Tax | Amount |

Invoice #102 12 Jul 2011 LTL0.00 LTL0.00 LTL1,000.00
Secret Project Invoice #103 12 Jul 2011 LTLS5.00 LTL10.00 LTLS5.00
Invoice #104 12 Jul 2011 LTL0.00 LTL0.00 LTL500.00
Invoice #105 12 Jul 2011 LTL500,000.00 LTL100,000.00 LTL600,000.00
Invoice #105  Jumsoft 12 Jul 2011 LTL0.00 LTL0.00 LTL1,000.00

Total (LTL): LTL500,055.00 LTL100,010.00 LTL602,555.00

Invoice #106 Gintaras Sikorskas 12 Jul 2011 £500.00 £810.00 £5,310.00

Total (GBP): £500.00 £810.00 £5,310.00

Invoice #100 Apple 12 Jul 2011 $500,000.00 $100,000.00 $600,000.00
Invoice #101 Apple 12 Jul 2011 50.00 $3.42 $1,037.41
Apple 12 Jjul 2011 50.00 $50.00 $150.00

Total (USD): $500,000.00 $100,053.42 $601,187.41

Total (LTL):  LTL1,729,512.45 LTL348,812.21 LTL2,099,258.21

Reports allow you to quickly summarize information aboutientsprojectsand 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 indiffenecies

Each report you create is saved under the Reports sectionétiage Bakfter
selecting Reports in the Manage Bar, choose a relevant report type and appropriate date
to view it in detail in th&/orkspace

Report types

Projects: Provides a summary of all your projects in the selected period.
Invoices: Shows details of allith@ices/ou 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.

K K K K K

To print or send a report, click the Print or Send buttons iBdtm Bar
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Password

Use password protection feature to secure your Bill Engine database.

( SetPassword... )

(' Remove Password... )

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

Enabling password protection

1. Select Bill EnginePreferences Security.
2. Click Set Password.
3. Enter and conbkrm the password in the sheet that appears.

The next time you try to open the protected data ble, the password beld will appear. Ente
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/suppmrvrite an e-mail tonfo@jumsoft.com

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

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