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@ Introduction

This walkthrough introduces you to the process of entering time and expenses in
Practice CS. After you have completed the walkthrough, you will have a good
understanding of the basic features of Practice CS time and expense entry. You will
also learn about features that can help you enter your time and expenses with
greater efficiency.

Note: This walkthrough assumes you are familiar with using Practice CS or that you
have read chapter 3, Program Overview, in the Practice CS Getting Started guide.

Opening the sample database

To perform the exercises in this walkthrough, you will start Practice CS and log in to
the Sample database as staff member CAT (Cindy Turner).

1. Start Practice CS.
2. Inthe Login dialog, select Sample in the Open Firm field.

3. Inthe Staff ID field, select CAT.

Notes

= If you have previously enabled security for the Sample firm, enter your
password in the Password field. This field is available only if security is
enabled.

= You can mark the Remember login information checkbox if you want to
bypass this dialog each time you start Practice CS.
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4. Click OK.

PRACTICE CS*

part of the CS PROFESSIONAL SUITE®

Open Firm: | e |z|

Staff ID: CAT [~]

7% THOMSON REUTERS
Version 2014.X%.X

oK ] I Cancel

Backing up the sample database

Data that you enter while performing the exercises in this walkthrough will affect the
Sample database. Therefore, we recommend that you make a backup of the
Sample database before you begin so that it is available for use in other

Practice CS walkthroughs.

Note: If you are running Practice CS through the Virtual Office CS® module, the
Backup menu command is not available. We recommend that you install a local
copy of Practice CS so that you can back up the sample database. For instructions
on installing the program, please see chapter 2, Installation Instructions, in the
Practice CS Getting Started guide.

To back up the Sample database, follow these steps.
1. In Practice CS, choose File > Backup.

2. Inthe Backup File field, enter the path and file name for the backup file, or click

the E] button to navigate to the backup file location. The backup file will have a
file extension of BDF.

Note: The backup file will be created on the computer where the data resides.
The path specified here must be a valid path on that computer.

E): Backup Firm @

Flease enter the path and file name for your Firm database backup file.

Backup file: | C:\Program Files &86)\Microsoft SQL Server\MS5GL 1W"MSSQL\Data\CSP_935 Samp [:|

Schedule a recurring backup

OK || Cancel |
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3. Click OK.
4. When prompted that the backup is complete, click OK.

Practice C5 @

I:ﬁ:l The backup is complete.

Note: After you complete this walkthrough, you can restore the sample database.
For instructions, see “Restoring the sample database” on page 24.
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[ Walkthrough Exercises

Practice CS lets you track billable time, costs, and expenses incurred while
providing services to clients. Time and expense entry is designed so that you can
track time and expenses according to which staff performs the work and what type
of work it is so that you can bill accordingly. Using the Time & Expense Entry
screen, you can enter time and expenses for one staff at a time or for multiple staff.
Your firm also has the option to require that time and expense entries are approved
before they are posted.

Setting up your preferences

Before you begin using Time & Expense Entry, you can set up some firm-wide
preferences and individual user preferences. These can be changed later, if
necessary.

Firm preferences

If your firm wants time and expense entries to be approved before they are posted,
you can choose this option in the Firm setup screen.

1. From the Setup menu, choose Firm.

2. Inthe Firm screen, click the Preferences tab.
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3. Under Approval/Posting process, mark the Required for Time & Expense Entry

checkbox.

[8) Practice C5 - [Sample] - [Firm"]
File Edit Miew Actions Setup Jools Help
iQBack - @ - @ AT 2 X o B - () Add -]

Actions

.y Dashboard Security options

process
S Print Reports

 Time & Bepense Foinc

“gi Print Labels & Letters
¥] Reguired for Billing

Qﬁi}] Change Pericds
= [Z] Reguired for Receipt & Adjustment Entry
Integration options

[Z] Integrate this Firm with other solutions
Offices

. Office Custom Fields Contact setup options

Default Phone Humber Format: | (777 sim-seee [~

Departments

¥ Bank Accounts Client setup options

.-JJ Agtivities [T] Automatically create portals in NetClient CS for the Billing Contact of new Clients
"E| Activity Categories [T Automatically create portals in NetClient CS for the Billing Contact of new Prospects

% | Activity Custom Fields Staff setup options

§3 | Contact Categories [] Avtomatically create portals in NetStaff CS for new Staff
==| Standard Text Default dashboard Iayouts for new Staff

12 Cutom Formats

& Contact Custom Fields

Home Dashboard: Our Home Dashboard

Firm Dashboard Our Firm Dashboard

(| Calendar Categories Staff Dashboard Our Staff Dashboard
Qur Client Dashboard

for new Staff

Client Dashboard:
Default User

DHEEDE

&Staﬁ
iy clients

| Enable Firm Security

|| Allgw: Users to Remember Logons

Enter Cancel

For Help. press F1

Current Login: CAT = Current Peried: 4/1/2014 - 4/30/2014

4. Click the Enter button.

User preferences

User preferences are user-specific options that let you choose how certain controls
and areas of the program function. User preferences let each staff member

customize the program for their needs.

1. From the Setup menu, choose User Preferences.

2. Inthe User Preferences dialog, click the Time & Expense Entry tab.

3. Settings and field defaults: To help speed up data entry, you can choose
default values for certain time entry fields, and whether to skip or hide that field.
If you want to display the description for the Client, Engagement, Project, or
Activity field in time entry, mark the checkbox in the Description column. You

can also choose a default sheet date and entry date.
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For this exercise, unmark the Skip checkbox for the Sheet Date and Date fields.
Leave the other default settings.

[ﬁ: User Preferences

System ||_Time & Expense Entry!| giling | Receipt & Adjustment Entry

settings and field defaults

Entry Field Default Skip Hide Descriptian -
Sheet Date Most Recent [
Client
Engagement
Activity
Date Sheet Date
Staff
Time Rate

m

O
o |(Oo@

Timer

Comments

Biller Note

Custom Fields Button

Q0=
0OOOom (O

4. Timer rounding: The Time & Expense Entry screen has timer buttons that you
can use to have the program automatically track time. Click the Always round
up option to have Practice CS round recorded time up to the specified
increment. The default rounding increment is 0.25 hours.

You can also choose when to round elapsed time recorded with the timer:

= Round each elapsed time: Rounds recorded time each time you stop the
timer.

= Round accumulated elapsed time: Rounds only the accumulated time,
regardless of how many times the timer was started and stopped.

Click the Round accumulated elapsed time option.

Timer rounding
' No rounding
_' Standard rounding

@ Always round up
Rounding increment: | 0.25 haurs

_' Round each elapsed time

@ {Round accumulated elapsed time

5. Entry:

= Mark the Implied decimal on amounts checkbox. If you enter your time in
hours, the program will automatically enter .00 after the number you enter.
For example, if you enter 8 in the Hours column in time entry, the program
will add the decimal point and zeros (8.00).

= Mark the Auto fill from last entry checkbox. This feature automatically
populates most of the fields in a time or expense transaction from the
previous transaction, which helps to speed up data entry.
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Walkthrough Exercises

Display settings: The Display billed time and expenses checkbox, which is
marked by default, allows billed entries to appear in Time & Expense Entry. You
can view but not change these entries. You can optionally mark the Display
hash totals checkbox to view hash totals in Time & Expense Entry.

Use the Start-up tab field to choose which tab is active whenever you open
Time & Expense Entry. For this exercise, leave the Entry tab selected.

[O-: User Preferences™

System | Time &Expense Entry |Biling | Receipt & Adjustment Entry|

Settings and field defaults

Entry Field Default Skip Hide Description -
Sheet Date Most Recent O
Client [
Engagement [l
Activity ]| =
Date Sheet Date [l [
Staff [l
Time Rate B il i
Timer =
Comments o [l
Biller Note [
Custom Fields Button & [l b

Timer rounding Entry

@ No rounding @ Enter hours

) standard rounding () Enter minutes

@ Always round up Implied decimal on amounts

Rounding increment: | 0.25 hours
[ Auto display CustomFields entry

@ Round each elapsed time

7 Round accumulated elapsed time Ty
Automatically check spelling
Timer behavior Display settings
[ Allow simultaneous timers Display billed time and expenses
Display hashtotals
Start-up tab: |Entry E
Reset to new Steff defsults for Firm I 0K ] [ Cancel ]

8. Click OK to close the User Preferences dialog.

Notes

If you are licensed for the Practice CS Project Management or Staff
Management add-on module, additional user preferences are available.

For more information on time and expense entry user preferences, see the topic
“Setting up user preferences for time & expense entry.”
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Entering time

In Practice CS, you can enter time and expenses for one staff at a time or for
multiple staff. The Entry tab is designed for staff who typically enter their own time
and expenses. The Overview tab allows you to enter time and expenses for multiple
staff at a time. You can also enter time remotely. For more information on remote
entry, see “Remote Entry” on page 25.

Entering time for individual staff
To enter your own time, follow these steps.

1.

Practice CS Time & Expense Entry WalkThrough

From the Actions menu, choose Time & Expense Entry.

Note: You can also press CTRL+T to open Time & Expense Entry.

Verify that staff CAT (Turner, Cindy) is selected in the Staff field.

In the Sheet date field, click the E button and select 4/1/2014 from the drop-
down calendar.

Note: Dates in red on the calendar indicate that time and expense entries have
been entered on those dates. If you pause your mouse pointer over a date, you
can see the number of hours and units entered for that day.

Sheetdate: | DEFEREl |7

] April 2014 3
SMTWTFS
— 3 5345 =
Activi 6 7 5 10 11 17 |natd

13 14 { 1.50 hours entered
20 21 1 0.00 units entered

In the bottom row of the Time subtab, click the Client field.

Note: The Client field is a user-defined terminology field. If your firm uses a
term other than Client, you can change it in the Firm setup screen (Setup > Firm
> Terminology tab). The other user-defined fields in this data entry grid are
Engagement, and Activity, and (if you are licensed for the Project Management
module) Project and Task.
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5. Click the |Z| button and select AAC (Advanced Advertising Consultants) from

the drop-down list.

Note: To improve performance in Practice CS wherever large lists of items are
displayed, results are limited to a pre-determined maximum size. When a drop-
down list displays results that are limited, the message "Results limited"
appears at the end of the list.

@ Rezults Limited

If the data you are looking for is not included in the limited results, refine your
sort order, search criteria, and/or filter to narrow down the data displayed in the
list. To display more items in the drop-down list, click the Get More Items
button.

Complete the rest of the row as follows.

Field Entry
Engagement AUDIT
Audit Services
Activity PREPARATION
Preparation
Date 4/1/2014
Hours 3

7. Press the TAB key until you reach the end of the line. Note that the program
automatically inserts the decimal point in the Hours field, and the Rate and

Amount fields are completed automatically.

@ | Offce Custom Fislds

2| Aetvity Categories
T Lesivity Custom Fields
| Commt Camgerion

Standerd Text

o Formats
1) Contact Custom Fields

| Calerdar Categonies

[} Practice C5 - [Sample] - [Time & Expense Entry] = R
Ele [t Wew Actigns Setup Tooks lelp
Dbk =D - D P S P - ) Add - o
Firm Time & Expense Enfry

Fbars Ety | Qmrvew | ntegrated Erases. | Revew

%, Dastbcand St Tumer, Cindy 7| Swetcae | 4120M [+ Joural v

A Print Reporty

2 Print Labels & Leaers e \Ememe

T8 Chonge Pericds = Chiest Engagement ety Cain Hiane Hors @ Ameunt Commant Eller Note

Zetn : B aditt PREFRRATION | &ia0ne Buc Fine. 300 Er T | -

3 + L] =l

8 oens o (] 0 450 1.050.00

T
i

o | Time Recag | Links | Cussom Faekda | Hestony

Chant Advarced Adverisng Congultan St Tirme End Time Dapsed Time Accurmdated Time

s s

Ercagemert | A Services

Setrty Frepanation

.

For Help, press F1

Current Login: CAT ' Curtent Peried: 4/0201H - 4302014
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Notes

= Practice CS allows staff with the proper security privileges to edit WIP
amounts in Time & Expense Entry. The ability to override the Amount field
allows you to easily and accurately enter beginning balances for time and
expenses. Amounts that have been overridden will appear in red.

= Any amount that you override cannot be recalculated by the program. For
example, even if you change the number of hours for an entry that has
been overridden, the amount will remain the same. The only ways to
change an amount that has been overridden are to change it manually or to
right-click the amount and choose Delete Override.

8. Click the Expense subtab and make the following entries.

Field Entry
Client AAC
Engagement AUDIT
Audit Services
Activity LODGING
Lodging Expense
Date 4/1/2014
Units 1
Unit Price 189.0000

9. Press the TAB key until you reach the end of the line. Note that the Amount
field is completed automatically.

wetice C5 - - [Time ol -
[ Practice C5 - [Sample] - [Tirme & Expense Entry] :
Ele 4t \ew Actigns Setwp Tools Lielp
P0Gk =D - B0 E R Ry - B Add - hd
Firm Time & Expense Enfry
abars Ety | Qumrvew | ntegrated Erases | Rvew
PR, Dashicard S¥  Tumes, Cindy x| Swetcme 41201 x Journal ]
@ Prni Reporty
4 Print Labels & Lenwrs Tion: | &
W Chorgs Pricds Cliert Engagements ptiny Cete Unas  Unafrice Ameuet Comment Eiler Note
| [y ADT LODGING | 4172014 1,00/ 189.0000 189.00
-
] o ] 100 16300
£7| Contact Custom Fields
| Calerdar Calegones
Erivy Inkeermsbion | Time Recas | Links | Custom Fatids | Hastory
SiE rem
Sl
o Chaex Advanced Advertising Consultan Activity: | Ledging Expenss
[ Yoo
- Engagement | Audit Services
i o
»

For Help. posss F1

Curent Logar: CAT - Current Period: 4/L20H - 4002014

Practice CS Time & Expense Entry WalkThrough
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Editing information during time and expense entry

If you have security privileges to do so, you can right-click certain fields in the grid to
add, edit, or delete information during time and expense entry. For example, if you
are entering time for a client and need to select an item that hasn’t been assigned to
the client yet, you can add that item. In the following exercise, you will add an
engagement for the client during time entry.

1. Click the Time subtab.
2. Inthe bottom row of the time entry grid, select client AAC.

3. Inthe Engagement field, you need to select the CONSULTING engagement,
but it is not set up for this client. Right-click the Engagement field and choose
Add Engagement.

[ Practice C5 - [Sample] - [Tinme & Expense Ertry] =
File it View Actions Setwp Toolt Help
I Qback =D - @00 B B R ) Add - @
Firm Time & Expense Enfry
febars Ety | Qv | ntegrated Eraves. | Fvew
3 Dastbonrd Su% Tomes, Cindy =] St | #1201 e
2 Print Reperts

o Print Lsbels & Lenwrs

BAL EiniT PREFARATION | &riamie v Flsle KL SR

N A e —— — 050[5] 1]
Add Engagement !

i q o 450 10500
st Ergagerment
Delete Engagement
Print Goid
Speil Cheek

Delete Entry

Eriry Inkeemabon | Time Recas | Links | Cussom Fosids | Hessory

Advarced Adverbing Consdtan Cate St Tirme End Time Dapsed Time Accumudated Time

Engagement | Audit Services

& oo -

For Help, press F1 Curment Logen: CAT - Currant Periad: 4/M20MH - 4202014

Note: Other commands in the context menu allow you to edit and delete items
in the drop-down lists, print the data entry grid, and spell check. You can also
edit multiple sheet entries at once with the Edit Selected Time & Expense
Entries command (see page 20 for more on editing multiple entries).

4. Inthe Client Engagements dialog, click the E| button in the ID field and select
CONSULTING.

5. Inthe Biller field, select staff CAT (Cindy Turner).
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6. Inthe Manager field, select JPW (Jeff Wilson).

EJ: Client Engagements* @l
Client Engagements
Search: tian E
s Description CONSULTING  [=]
Audit Services
Business Tax Services || tion: Consulting Services
[— Consulting Services 5
Description:
ent information —mM@M8 —— Groupings 3
Active [=] oOffice | MichiganOffice  [+]
ount: 420 Category: | Consulting IZ|
R Michigan Sales Tax|z| Eiller: Turner, Cindy |Z|
Reviewer: |Z| B
Manager: [=]
Recuming Bills | Surcharges | Links | Custom Plelds|
Jate ik
* [ | »
Add Edi Delste | Eger || Cancel || Done |

7. Click the Enter button to save the new engagement for the client.
8. Click the Done button to return to Time & Expense Entry.

9. Complete the time entry with the following information.

Field Entry
Activity CLIENTMEET
Client Meetings & Discussions
Date 4/1/2014
Hours 15

Time & Expense Entry

Entry | Overview | Integrated Entries | Review |

Staff: | Tumer, Cindy [o] Shestdste: [sn2014  [2]
Client Engagement Activity Date Rate Hours ,:f) Amount ‘Comment Biller Note ':]
® | CRAWFORD | PAYROL PREPARATION 1 14 Fa R 150 75
AAC AUDIT PREPARATION 4112014 Audit Rate ™
b AAC CONSULTIN | CLIENTMEET 424 Consulting Ra o=
0 o 0 600 | 1.575.00]
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Note: You can search or apply filters in drop-down fields to narrow the list. Enter a

search term or click the button to apply or add a filter. See Filtering your data in
the Help & How-To Center for step-by-step instructions on creating and using filters.

: A ced
BBCP ABC Partnership
ACEADY | Ace Advertising
ALPHA Alpha Promotions
AMDERS | Anderson, Joe & Kim
AMIMAL | Animal Shelter 107
BENTON | Benton, Stephanie

Using the Timer(s)
You can use the timer buttons to automatically record time. To start the timer, click
the green button in the row for which you want to start a timer. When you want

to stop the timer, click the red button. Elapsed time is shown on the right side of
the Entry Information tab.

5 Pracic €5 - Samplel - [Time & Expense ] ==y =
Ee [t Yew Actigns Seup Tooks bislp
P Bk O - TS S A Py B AdD - G

Time & Expense Entry

HAesern Erty | Overview | Integreted Enmes | Review
R, Dashboard St | Tumner, Cindy | Shaetdme  AT20U - Jounal =]
b Prict Repams
T

i Prict Lubels & Leters e |Eoies
K7 4l Change Pariods Cherd Engagemert Aetraty e Fate Hours ) Amoent Comrment Eiller Note
B AuDIT PREFARATION a1 et Rale ELe]| 500
A b | CONSULTIN | CLIENTMEET i Cansuling fla <] S50
. . |

Offices L
r? o ] o (1] 157600
B Ofhce Custom Fisids
]
w

Contact Custom Fislds

#5| Calendar Catngerios

o | Tme Fiecap | Links | Cussom Freids | History

s

r m Cliert Advanced idverising Consuan
(] Ergagemant | Conaulting Services

3‘. Chaats Sy, Cliert Meshngs & Dicussions

"

For Help, press F1 Current Login: CAT  Cureent Pericd. 212014 - 4302014

Notes
= You can start a timer before you begin a time entry.

= You can run multiple timers in a timesheet if you set up your user preferences
to allow it. Choose Setup > User Preferences and mark the Allow simultaneous
timers checkbox. When running multiple timers, you can pause one and start
another, or you can run them simultaneously.
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Using the Desktop Timer

The Desktop Timer, a smaller version of the timer available in Time & Expense
Entry, provides another way to track time for a client’s engagement. The time that
you record with the Desktop Timer can later be transferred to Time & Expense Entry
when needed. The following exercise illustrates how to use the Desktop Timer.

1.

8.

To open the Desktop Timer, right-click the Practice CS icon in your computer's
system tray and choose Desktop Timer.

i Desktop Timer i

L| = Time & Expense Entry S CarlaT

The Desktop Timer opens in minimized mode. You can use your mouse to
click and drag the timer to any location on your desktop.

Select client AAC from the drop-down list on the left side of the timer.
Click the green B> button to start the timer.
P aac [« 000522 d

After some time has elapsed, click the red =1 button to stop the timer.

Note: The timer can be restarted, if necessary.

Click the maximize (L] button to maximize the Desktop Timer.

Note: In maximized mode, the timer provides a Sheet date field, which
defaults to the sheet date you selected in User Preferences. In this case, our
default is Most Recent.

To transfer the recorded time from the Desktop Timer to Time & Expense Entry,
click the post = button to the right of the Elapsed field.

[B) PRACTICE CS TIMER -
Sheet Date Client 3 Start Total Time  Elapsed

p 4iiT20T RAE 00-05:25] ™ BO-00-00 | =
*

Close the Desktop Timer.
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9. Inthe Time & Expense Entry screen, you will need to complete the entry for
client AAC with information not included on the Desktop Timer.

Field Entry

Engagement CONSULTING

Activity COMMUNICATIONS
Client Communications

Date 4/1/2014

Entering negative WIP

Practice CS allows you to enter negative WIP on the Time & Expense Entry screen
to address special circumstances. For example, your firm may want to allocate WIP
entered in a previous period to a different client. In such a case, you could enter
negative WIP for the original client and balance that by entering a new WIP item for
the other client.

Entering time for multiple staff members

The Overview tab provides firms that have staff who enter time and expenses for
other employees a single screen to easily enter multiple staff's time and expense
transactions. You can use this tab to work with both time and expenses in the same
grid, for multiple staff members and sheet dates.

1. Inthe Time & Expense Entry screen, click the Overview tab.
2. Scroll to the first incomplete row at the bottom of the grid.

3. Inthe Staff field, select CAT.
4

Complete the sheet entry as follows.

Field Entry

Sheet Date 4/1/2014

Client AAC
Engagement AUDIT

Activity PREPARATION
Date 4/1/2014
Hours/Units 2

Note: You can optionally enter a comment and a biller note. Text that you enter
in the Comment field can appear on invoices, if you select that option for your
custom format, and on reports. The Biller Note field, for internal use only, lets
you enter instructions or notes about the entry for the biller.

16 Practice CS Time & Expense Entry WalkThrough
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Filtering and sorting the timesheet grid

Note: To improve performance in Practice CS wherever large lists of items are
displayed, results are limited to a pre-determined maximum size. When a screen
displays results that are limited, the message "Results Limited" appears above the
list.

0 Rezults Limited

If the data you are looking for is not included in the limited results, refine your sort
order, search criteria, and/or filter to narrow down the data displayed in the list. The
Results Limited message will appear until all results from your filter and / or search
criteria can be displayed. You can also click the Get More Items button, but this may
degrade the performance of the program.

Get kMare [kems

See the topic Filtering your data in the Help & How-To Center for more information
on creating your own filters.

If you want to narrow down the information that appears in the Overview tab, use
the Filter field to limit the number of entries that appear. For example, suppose that
you only want to see entries for staff CAT.

Note: If there are any filters already applied, click the # button to remove them.

1. Click the E button in the Filter field and select Staff Name from the drop-down
list.

2. Inthe Method field, click the E button and select is from the drop-down list.

3. Click the E button in the drop-down list that appears and select Turner,
Cindy.

Practice CS Time & Expense Entry WalkThrough 17
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4. The data entry grid now contains sheet entries for only Cindy Turner.

(5 Prnctice C5 - [Sample] - e & Epente riy] [E= o ==
fe ot Yiew Ackgns Sensp Tooks Help
POk =D - D 5B KR ) A i

Time & Expenss Entry

Acbons
P, Dastcand
3 Pnni Regerty
g Print Labels & Lawrs
Dte Rase MoursUnas  UnitPrice  Amoust Camment
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5. You can sort the entries on the Overview tab by clicking any column header.

For example, to sort the list by sheet date in ascending order, click the Sheet
Date column heading. Click it again to sort the list in descending order. The
arrow in the column header indicates whether the sort is ascending or
descending.
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Note: Clicking the heading a third time will remove the sort and show the
entries in the order they were entered.
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You can also group and summarize entries by clicking a column header,
holding down the left mouse button, and dragging the column header to the box
containing the text Drag a column header here to group by that column.

6. For example, suppose that you want to group the data entry grid by sheet date.
Click the Sheet Date column heading and drag it to the box.

Time & Expense Entry

Entry | Overview | Integrated Entries | Review |
lStaﬁ Name b4 E E is E Turner, Cindy IE‘
Drag a colurhrShestDate =14 to group by that column.
13 Staff Sheet Date Client Engagement Activity Date
W |CAT 4172014 CRAWFORD | PAYROLL PREPARATIO | 411/2014
CAT 412014 AAC AUDIT LODGING 412014
CAT 41/2014 AAC AUDIT PREFPARATIO | 411/2014
CAT 411/2014 AAC CONSULTIN | CLIENTMEET | 4i1/2014
CAT 412014 AAC CONSULTIN | COMMUNICA | 41/2014
CAT 412014 AAC AUDIT PREPARATIO | 4/1/2014

7. Next, click the Client column heading and drag it to the box.

8. The Overview tab is now grouped by Sheet Date and Client. Click the # button
next to the first row to expand it.
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9. To undo the summary grouping, click the Client heading, hold down the left
mouse button, and drag the heading back to the row containing the column
headings.

10. Click the Sheet Date heading and drag it back to the row containing the column
headings.
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Editing multiple time and expense entries

If you need to make changes to multiple time or expense entries at the same time,
use the Edit Selected Time & Expense Entries command available from the context
menu. This feature is available in both the Entry and Overview tabs.

Note: Edit Selected Time & Expense Entries is available only for entries that can be
edited (for example, entries that have not been billed). You can edit approved and
posted entries in the Review tab only if you have security privileges to approve and

post entries. You must also have security privileges to edit time entries dated for a
prior period.

1. Inthe Overview tab, locate the two sheet entries for client AAC, engagement
AUDIT.

Note: To select multiple entries, hold down the SHIFT key and click each entry.

To select non-consecutive entries, hold down the CTRL key and click each
entry.

2. Right-click the selected entries and choose Edit Selected Time & Expense
Entries.

[} Practice C5 - [Sample] - [Time & Expense Ertry]

= o
File Edt View Actions Setup Tools Help
P Qak = D @0 P R R Add - i@
Firm Time & Expense Entry
Ertey | Cherverw | iregeated Ertnes | Review
Stall Mame I 453 Turner, Corey

Fe HeursiUnis  Lni Price Eemourt Comment

50 £50.00

s
" int Geid
4 Spell Check

Edit Selected Time & Expense Entries

Delete Entry

For Help. press F1

Current Login: CAT - Current Peried: 4/0201H - 4302014

3. Inthe Edit Selected Time & Expense Entries dialog, the first row is pre-filled. In
the row below it, select Sheet Date from drop-down list on the left.

4. In the drop-down list on the right, select 4/4/2014 as the new value for the
Sheet Date field.
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5. Click OK.
@ Edit Selected Time & Expense Entries E@
Select the fields you would like to update and enter the values you would like to update them to.
Ar Recalculate, keep overrides lz‘ (Default) - E|
Sheet Date ~] [ 4472014 @

Selected Time & Expense Entries: 2 Time & Expense Entries will be edited

Staff Sheet Date Client Engagement Aetivity Date Rate Hours{Units Unit Prict
p CAT 4172014 AAC AUDIT LODGING 4172014 1.00: 189.0000
CAT 41172014 AAC AUDIT PREPARATIO : 4/1/2074 Audit Rate 3.00

[

6. Atthe prompt, click Yes to confirm.

Practice CS E3

@% You are about to make changes to multiple Time and Expense entries,
y' Are you sure you want to continue?

AUDIT 41472014 \C LODGING 4172014 1.00| 189.0000 185.00

CAT AUDIT 4142014 AC PREPARATIO | 4/1/2014 Audit Rate 3.00 975.00

CAT i AAC CLIENTMEET | 4/1/2014 Consulting Ra 2.00 700.00

CAT CONSULTIN | 4/1/2014 AAC COMMUNICA | 4/1/2014 Consulting Ra 0.50 175.00

CAT AUDIT 41112014 AAC PREPARATIO | 4/1/2014 Audit Rate 2.00 £50.00

[Pl CAT] E 411/2014 411/2014 0.00 0.00
0 0 0 2,699.25 275.203.45

Reviewing and approving timesheets

Staff with the appropriate security privileges can use the Review tab of the Time &
Expense Entry screen to review staff timesheets and approve their entries before
posting. The Review tab provides a grid view of all entered timesheets. Time and
expenses are available for approval and posting as soon as they are entered.

Note: The Review tab is available only if your firm is using the approval process for
time and expense entry. To require approval and posting for time and expense
entry, choose Setup > Firm > Preferences tab and mark the Required for Time &
Expense Entry checkbox.
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Approving and posting timesheet entries

22

1.

In the Time & Expense Entry screen, click the Review tab. Each row shows the
totals for each sheet date for each staff.

Notes

= In this illustration, each timesheet is for one day, but your firm could also
use weekly or monthly timesheets.

= The Review tab is view only; you cannot edit timesheet entries here.

Click the [ button for the 4/4/2014 sheet date to see the detailed entries.

@] Practice €5 - [Samgpie] - [Time & Experae Etry] ==
Bile Edit Yoow Actions Setup Joch Help
PmBack v ) o G P D B B 2 JAdd e @

L Tmea coemocy

fesiom Entey | Overviom | Intngrated Ertres | Fieview
) Unssproved anly [ Ungssatad crdy

2 PrintLabels & Lesers Farsal

B
e
o
1¥] Change Periods
Setsp

)

;

wirar Howe Approved by Pogsed by

Furm

wriet | Timma R | Links | Costom Fasids | History

Engagement

éml
L cems

For Helo, press F1 Corvet Login: CAT | Curnert Period: 417204 - 430201

To approve this timesheet, mark the checkbox next to staff ID CAT, and then
click the Approve Selected button.

Note: After you approve a timesheet, you cannot change entries on the sheet
unless you unapprove the sheet first.

Clear the Unapproved only checkbox in the upper right corner.

To post the timesheet and make it available for billing, mark the checkbox next
to staff ID CAT and click the Post Selected button.

Note: Clicking Post Selected both approves and posts the entry at once.

To see the entry that you just posted, clear the Unposted only checkbox.

Note: If necessary, click the Sheet Date column heading to sort by descending
date so that most recent sheet dates are at the top of the list.
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7. Click the [ button to expand the item from 4/4/2014 for staff member CAT. Note
that the Approved By and Posted By fields for the AUDIT item show the ID of
the staff member (CAT) who approved and posted the entry.

[ Practice C5 - [Sample] - [Time & Bepense Dntry] =
Ele Edit View Actigns Serp Tools Help
POk 0 D5 B G E Py B 8 A . N
Firm Time & Expense Entry
Aetions Bty | Orvervien | itegrated Ertoes | Fivire
™, Daskbosrd = Unaggrovad eely [ Linposted enly
4 Price Reporis -
- 1D Renuits Lovaind Gent Mcem Baers |
2 Prove Labels & Loters
M Chaga x Suafl SheetDsie © Erwies  Toislbous  TowUnis  Temedmount  Expersedinouet Appioved Poseed
L g8 Pecocs = [ eaT i IE] T T LI TEU T Tes T¥es |
Chent Ergagemens Aty Date Fate Housnima  UnitPrice Amount  Comment Biller N — Reaies by
MAC AJDIT LODGING | 412014 1.00 1890000 | 189.00
AAL ALDIT FPREFARAT | 40N8 ekl Rnte 00 50500
X Sealf Entries  Totslours  TowlUnits  Time Amoont  Expense Amount Approved Posed
P 22014 150 Q.00 1.225.00 000 Yes Yeu
E (73 6 LL 1600.00 000 Parial Farsal
i’ i 1 kL ono 123500 000 Yes You
of CAT 1 050 Qoo oo 000 Yes Yes
" J 2 s ooa L~ 000 Yes Yes
5| Activiey Categories 1 \HE i 17 120000 B0 Yes Yes
T civiy Custon ks | | 13 = 7 (%) a0 (1] 00| Vs Ve
AT 3 550 000 ZEm 000 aa Yaa
L) z [F:] L1 %250 G Yea Tea
WHR 1 [ LL] L1500 0| Tes Yes
[y 1 a0 (1] Hew 000! Yen Tea
; x o r st T = "
5| Catends Canegories Eriey tekamateen | Tima Racte | Links | Custom Fiskda | Histsey
Ertry Wnkwaitn
Engagement
Lty
z
For Help. press F1 Current Logen: CAT  Cusrent Peried: 412014 - 43072014

Notes

= To unapprove or unpost an entry, right-click and choose Unapprove Selected or
Unpost Selected.

Sheet Date Entries  Total Hours Total Units

AlAII014 ann 1.00
Approve Selected
Post Selected
Unapprove Selected
X Staff Unpost Selected l}; Units
[ |MHR 0.00
] |CaT Edit Selected Time & Expense Entries 0.00
O ‘ém: Select Al ﬁ‘;g
EY -+ .
e O Deselect All
0 [JPw 0.00
O [MHR Print Grid 0.00

=  Staff with security privileges to approve and post time and expense entries can
edit approved and posted entries on the Review tab.

= You can also use the context menu in the Review tab to select or deselect all
timesheets, and print the grid.
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Restoring the sample database

After you have completed this walkthrough, you should restore the sample database
that you backed up (see “Backing up the sample database” on page 2). Use the
restored sample database to complete other Practice CS walkthroughs.

1. From the File menu, choose Restore.

2. Inthe Restore dialog, enter the path to the backup file that you want to restore,

or click the E] button to navigate to the Data folder (usually a subfolder of
X:\Program Files\Microsoft SQL Server, where X: is the drive on the computer
where the data resides).

3. Inthe Restore File Location dialog, click the backup file that you want to
restore, and click OK.

4. Inthe Restore dialog, enter a new name for the database in the New Firm name
field.

[&) Restore @

Please select a backup file or directory and enter a Firm name.

Backup filedirectory: | C:\Program Files (x86)\Microsoft SQL ServerMSSQL. 1\MSSQLDataVCSP_8%3_Sample_2014022 E]
Mew Firm name:
Select the database you would like to restore:

Firm Name File Description Date

» _ CSP_999_Sample_201402 | Manual backup created on 2242014 10:362 | 02/24/2014

Note: When you restore the Sample database, you must give it a different
name. The restore process in Practice CS does not overwrite an existing
database, and Practice CS does not allow firm databases with duplicate names.
Therefore, you will need to give the database a different name when you
restore it (for example, Samplel). The name may contain only alphanumeric
characters.

24 Practice CS Time & Expense Entry WalkThrough



@ Remote Entry

Practice CS includes a Remote Entry feature that enables you to enter time and
expenses on your laptop when you are away from the office, and transmit those
entries back to the office over the internet.

To take advantage of Remote Entry, you must allow Remote Entry to be enabled for
your staff. This should be done during the installation of a new version of the
program or a program update to the database server, but can be done at any time.

Your staff will have the option to enable Remote Entry on their computers during the
desktop installation.

Note: Remote Entry can also be used by a remote employee who is rarely, if ever,
in the office. In such a case, the employee would install Practice CS and import a
Remote Entry data file sent by you via email or other means. For more information,
see “Exporting remote entry data” on page 30 and “Importing remote entry data” on
page 32.

Allowing Remote Entry for your firm

The first step in setting up Remote Entry is to activate the feature for your firm
during the server installation.

1. Perform a server installation as directed by the Installation Instructions
document or by the Practice CS Getting Started guide. During server
installation, you will be prompted to allow Remote Entry.
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Remote Entry

2. Click the Allow Remote Entry to be enabled on other computers option and then
click Next.

@Practice CS Setup EI [=] @

Allow Remote Entiy to be enabled on other computers

This step allows Remate Entry to be enabled when installing Practice €5 on ather
computers,

Certain Features of Practice €5 can only be used if Microsoft@ SQL Server is installed on the
computer running Practice 5. This option chooses ko either allow or presvent users from
installing QL Server on their individual computers (computers ather than this one) and
enabling Remate Entry when they install Practice €5,

Because this computer is the Database Server, Remoke Entry will always be enabled on this
computer regardless of the selection below,

@ illow Femote Entry ko be enabled on other computers:

Da not allow Remote Entry o be enabled on other computers

<Back || Mext= | | Eat

Notes

= If you choose not to allow Remote Entry during the server installation, the
feature will be unavailable to your firm’s staff.

= If you choose to allow Remote Entry, staff members who use the feature
will be prompted to install Microsoft® SQL Server® 2008 R2 Express Edition
SP2 on their workstations.

3. Complete the server installation as detailed in the Installation Instructions
document or in the Practice CS Getting Started guide.

Enabling Remote Entry on your laptop

If you want to enter time and expenses remotely on your laptop or on another
computer away from the office, you will need to perform a desktop installation of
Practice CS on that computer and enable Remote Entry.

1. Install a desktop installation of Practice CS as directed in the Practice CS
Getting Started guide or the Installation Instructions document.

2. Atthe prompt, mark the option to enable Remote Entry, and click Next.
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Remote Entry

If you do not have a supported version of SQL Server Express installed on your
computer, you will be prompted to install it.

@ Practice C5 Setup = =

Step 2: Configure Database Server
Complete this step to configure this computer as the Database Server for Practice CS.

Practice CS stores its data in a Microsoft® SQL Server database. SQL Server is a program
that must be installed on this computer in order for it to be designated as the Practice C5
Database Server,

SQL Server may already be installed on this computer as a result of installing another
product. You may use an already installed instance of Microsoft® SQL Server or an instance
of Microsoft® SQL Server 2008 R.2 Express 5P2 can be installed. Installing a new instance will
be the only available option if an instance is not already installed.

If Practice C5 has been previously installed, select the instance used during the last
installation. Otherwise, if you choose to use a different instance or install a new instance you
need to backup your database before continuing and when installation is complete, open
Practice CS and restore your database.
@) {Jse the CREATIVESOLUTION instance of Microsoft® SOL Server:
Use an existing instance of Microsoft® SQL Server

Install a new instance of Microsoft® SQL Server 2008 R.2 Express 5P2

| <Bak || mext> | [ mat |

3. Click the Install a new instance of Microsoft SQL Server 2008 R2 Express
Edition SP2 option, then click Next to continue the installation.

Setting up Remote Entry

After you have enabled Remote Entry on your laptop, the next step is to create a
remote entry firm that you will use when away from the office.

Creating a remote entry firm

When your laptop is connected to the firm network, use this procedure to create a
remote entry firm database.

1. Open your firm’s database in Practice CS.
2. Choose Setup > System Configuration > Remote Entry.

3. Inthe Remote Entry dialog, mark the Enable Remote Entry checkbox.

[5‘_, Rermnote Entry @

Practice C5 can store data on your computer so you can still enter time and expenses while you
are out of the Office. To use this feature, please configure the following settings:

Practice C5 Client data to store:

(]
Y
15
= |
i
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28

5
6
7.
8
9

Choose an existing filter from the Practice CS Client data to store field, or click
the E button to create a new filter. For this walkthrough, click the button to add

a new filter.

Note: If you do not choose a filter, data for all clients is stored in the Remote

Entry Database.

In the Client Filters dialog, click the Add button.

In the Filter Name field, enter Cindy’s clients.

In the first Filter by field, select Partner ID.

In the Method field, select is.

In the Selected field, select Specified Staff.

10. In the last field, select CAT.

11.
12.

13.
14.

@ Client Filters*
Client Filters

Criteria

L= le =

|dentification
Filter Name: | Cindy's clients

Criteria Information

Partner 1D x|z| is

HHEEE

Specified Staff CAT

Logic

@ Must match all criteria

() Must match one or mere criteria

Add Edit Delete

Enter ][ Cancel ][ Done

Click Enter to save the

filter.

Click Done to close the Client Filters dialog and return to the Remote Entry

dialog.

In the Practice CS Client data to store field, select the Cindy’s clients filter.

Click OK.

EO-: Remnote Entry

Practice C5 can store data on your computer so you can still enter time and expenses while you
are out of the Office. To use this feature, please configure the following settings:

Enable Remote Entry

Practice CS Client data to store:

=] (]

o [ Grea
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15. If prompted to verify that all entries have been transmitted, click Yes.

Practice C5 3
You must transmit all tirne and expense entries from your Remote Entry
l «  Firrn before continuing, Hawve you transmitted all time and expense
entries frorm wour Rernote Entry Firm?
Yes || Mo
16. Click OK to dismiss the warning.
Practice C5 @

f ~ | You are about to update your Remate Entry Firm data, Updating will
a remove all existing data in your Remote Entry Firm, including all time
and expense entries,

| (]9 | | Cancel

17. Click OK to dismiss the confirmation dialog.

Updating a remote entry firm

Once you have created a remote entry firm, you do not need to repeat the
procedure to create one, unless you want to change the selection of clients.

b To update an existing remote entry firm, verify that all remotely entered time

and expenses have been transmitted, then click the E button on the toolbar,

dismissing the subsequent warnings.

Opening a remote entry data firm

1. Choose File > Open Firm.
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2. The remote entry firm appears in your list of firms with (Remote Entry) in the
firm name. For this walkthrough, select the database Sample (Remote Entry).

PRACTICE CS

part of the CS PROFESSIONAL SUITE®

QOpen Firm: Sample (Remate Entry) El

Staff ID: CAT] [~

& i THOMSON REUTERS
Version 2014.X.X J

[ oK ” Cancel ]

Note: If your firm uses Practice CS security, you must use your password to
access your remote entry firm database.

3. Click OK.

4. If prompted to update the remote entry firm, click Yes.

Exporting remote entry data

If you need to send remote entry data to a staff member who is away from the
office, use the following procedure.

1. Open your firm’s database.

2. Choose File > Export > Remote Entry Data.

3. Click the E] button next to the Export to Remote Entry data file field.
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4. Navigate to the folder where you want to create the export file, then enter a
name for the XML file that you will export. For this walkthrough, name the file
test_export.xml and save it to your computer’s desktop.

{8 Please enter the expart file name.
@Uv|! Desktop » - | ‘?| | Search Deskiop ol
Organize « MNew folder B '@'
T Fawvorites L Libraries

M Desktop L= A Username
& Downloads 18 Computer
=l Recent Places i Metwork
B Desktop
A Libraries E
A Usermarne
18 Computer
£ Local Disk (C3)
5. $Recycle.Bin
@, Docurments 3
o Intel
File name: test_export.xmll -
Save as type: | XML Data (*.xml) v]
= Hide Folders [ Save ] [ Cancel ]

5. You can filter the list of clients to export. For this walkthrough, select the custom
filter Cindy’s clients from the drop-down list. The list of clients is narrowed
accordingly.

Export Remote Entry Data

Use this screen to export Remote Entry data, which can then be
Export to Remote Entry data file:  Ch\Users\usemame*\Deshiop™
=[]

Description o Mame 1
State, Primary Address Parnes, Velano,
Status. ; % | Collins, Brown &
¥ Lot E | Jerald & Elizabeth
\wlon Date -
\Won Ressan 1 | Alpha Promotions
Zip. Mailing Address Ace Advertising C
Zip, Primary Address 73t | Tom & Kathleen
W ~ 10 | Animal Shelter 10
[ | BINGTA Bing, Ted & &Angel | Ted & Angela Bin
]| HANNA, Hanna, Jason Jason Hanna
]| BINGS Bing, Sally Sally Bing

6. Right-click in the grid and choose Select All.

7. Click the Export Selected button to export the file.
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8. Click OK to close the confirmation dialog.

Practice C5 @

[0] The selected Clients were successfully exported,

You can now send the exported XML file to a remote employee by attaching it to an
email message, or by other means.

Importing remote entry data

A staff member who is away from the office can import the exported XML file to
create (or update) the remote entry firm on a laptop or other computer with
Practice CS installed.

To import remote entry data, follow these steps.
1. Save the XML file that was exported at the office to a local folder or network.
2. Start Practice CS and log in to your remote entry firm.

3. Choose File > Import > Remote Entry Data.

4. Inthe Import Remote Entry Data dialog, click the E button and navigate to the
location where you saved the exported XML file.

5. Click Open.

P

[@) Import Remote Entry Data 5|

Use this import dizlog to update your Remate Entry Firm while vou are out of the Office.
Please enter or select the location of the data you would like to import..

CA\Users‘usemame’\Desktop'test_export xml lz]

6. Click OK.

7. Click Yes to confirm that all time and expense entries have been transmitted.

Practice C5 3

Wou must transmit all tirne and expense entries from your Remote Entry
l % Firrn before continuing, Hawve you transmitted all time and expense
entries frorm wour Rernote Entry Firm?

Yes | I Mo
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8. Click OK to dismiss the warning.

Practice CS @

# 1 You are about to update your Rernote Entry Firm data, Updating weill
' rermowve all existing data in wour Remote Entry Firm, including all time
ahd expense entries,

| Ok | | Cancel

Note: If you entered time or expenses in a previous session but have not yet
transmitted those entries back to the office, you need to transmit those entries
before importing the updated remote entry firm XML file. Any existing entries will be
deleted during the import process.

Entering data remotely

After you have successfully prepared for remote entry, either by creating a remote

entry firm directly or by importing the XML data file, you are ready to enter time and
expenses in Practice CS.

Note: Transmission of entries to your firm’s database requires a connection to the
internet or to your firm’s network.

1. Open your firm’s Remote Entry database.

2. Choose Actions > Time & Expense Entry.
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3.

The Remote Entry interface is a stripped-down version of the normal

Practice CS interface, providing only certain staff-related features such as time
and expense entry, staff calendar, user preferences, and integration with
Microsoft® Outlook® mail, calendar, contacts, and tasks.

| Oy sl e e e B Ei ===
File Edit View Actions Setup Help
PQ Bak @D - @ ¢ 5[] Add - L, @~
Staff < | Time & Expense Entry
Actions Entty | Overview | Transmit Entries
& Enter Time & Expensss Stalf Sheet dater | [none] (=] Jounal ||
] Dutlook® Mail e
E Ol oo Time | Expense
H
) s LaEndar Chert Ny SR Dats Hen 3 o Biller Note
£ Outlook® Contacts
ey
| Outlook® Tasks 0 a g 0.00
Setup
iy User Preferences
* Eriry Infomation | Custom Fields |
Enity Information Timer Information
Client Date Start Time End Time Elapsed Time At
) Engagement
m Staff
Activity
»
For Help, press F1 Current Login JPH  Cunent Period: 2/1/2012 - 2/23/2012

In the Entry tab, select sheet date 4/1/2014.

Enter time and expenses as you normally would using the firm database at the
office. The remote entry data that you created or imported earlier provides the
lists from which you can select clients, engagements, and activities. If your firm
is licensed for the Project Management module, project and task information
can also be selected for the available clients

Enter the following item.

Client Engagement Activity Date Hours

MANSFIELD | INDIVAX PREPARATION | 4/1/2014 2

Note: If your firm is licensed for the Project Management module, you can
select projects and tasks in Remote Entry, but you cannot modify them.

Click the Transmit Entries tab.
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6. Mark the checkbox for the entry you want to transmit.

7. Click the Transmit Selected button.

[ Practice £5 - [Sample (Remote Entry)] - [Ti
Ble Bt View Actges dep Tooh Help
PQiak oD e @ T Ak -

Ertry | Gverview | Tranamt rtnse

Date X[=l | in inthe renge = | Custom Dase Range

x Shast Date. Suall Chact Ergaganact Projacs betiity
Cortacts [ |car MARSFIELD WONTIC PREPARATION. | 41201

&C_l

For Helo, presa F1

Staff Time & Expense Entry

Sher: varamtted preriee

Date  isurnlists  UnePrics  Amsust Commant Tl Hote

Transmt Selected

Currert Logen CAT - Cumvont Pencd. L1200 - 2302014

8. Click OK.

( Practice C5 @

-

Remote time entries successfully transmitted.

9. Choose File > Close Firm.

Accepting remote entries

For remotely entered time and expense items to be added to your firm’s database,

you must accept them in the Time & Expense Entry screen.

1. Open Practice CS and log in to the main Sample database as staff CAT.

2. Choose Actions > Time & Expense Entry.
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Click the Integrated Entries tab.

Mark the checkbox next to the sheet entry.

ke

H

2 Pint Repoety

g4 Print Labels & Leawrs
" Change Pericds
Setp

iR Am

8 Otene

@ | Offce Custom Fields

59 Back Accourns

B acwses

Fetvity Categories

Pesity Custom Fields

Comut Camgerion
Stznderd Text

B o

cam Frnmaty
ontect Custom Fields

S| Calerdar Categonies

For Help. press F1

[ Practice C5 - [Sample] - [Time & Expense Entry]
Dle Fat ew Actgns Jetep Josh Help

POk =D - B S E S e D ) Ak -
Firm Time & Expense Entry

Ertry | Overview || iegried frinea | Review

Entry Infoomation | Custom Fields
Eerry Inizemation

Suff | Tune Coedy

Chiest | Mansfield, Edward & Sylvia

Lo

- Clnte Fam HeursiUrsin  Urst Fries  Ameurt Corrmest
PREPARATION | 471201 | Indevidual Teox Rat 200, 45000

Engagemens. | Indevidual Thx Services
Aeteeity Preparation

Cuarrent Lagar: CAT - Current Peried: /020H - 4302014

5. Click the Accept Selected button. The entries are moved into the firm database.

6. At the confirmation, click OK.

Notes

= If you reject entries, they will be permanently deleted.

= You can correct invalid or incorrect information on the Integrated Entries tab
before accepting the entries.
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