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Quick Bill System - Introduction

Thanks for purchasing your copy of the Quick Bill System by TPS of Illinois, Incorporated
(www.tps-of-il.com).

We have created a ready-to-go application that can be used right away for:
= Customer billing and invoice generation
= Customer payment tracking and reporting
= Sales tax tracking and reporting

All you require is to have Microsoft Access 2000 or greater installed on your computer to
use this application.

Enjoy and if you have any questions or comments, please contact us by visiting our
website (www.tps-of-il.com).
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Quick Bill System

Getting Started

Follow these steps to setup your new Quick Bill System.

Note: These steps should be performed by the person who is the administrator for this

system.

1. Copy the MS Access database file to a location you and other users have access
to.

2. Double click on the MS Access file to open the database.

3. When you get the following screen, hold the Shift key and click on “Open”.

Publish Date: 08/01/07

Security Warning E|
Cpening "C\Documents and Settings)tsotiropoulos' iy
DocumentsiPersanallBusinessiIssue DakabaselIssue_tracking_Database-Dews
- Production version wo sec.rmdb”

This file may not be safe if it contains code that was intended to harm your
compuker,
Do wou wank ko apen khis file or cancel the operation?
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4. Once the database opens, click on the “Tools” menu and open the “Options”
submenu. Then click on the “Hidden objects” check box and click “OK”. This will
display all the hidden database objects.

Options
Advanced International Error Checking Spelling Tables/Queries
Wiew | aeneral Edit/Find Keyboard Datasheet Forms/Reparts Paqges
Shiow
Status bar Hidden objects
Startup Task Pane []5wstem objects
Mew object sharbcuts Windows in Taskbar

Shiow in Macro Design

[ Imames column [ conditions column

Click options in database window
(7 Single-click open
(%) Double-click open

(] ][ Cancel ][ Apply
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5. Click on the MS Access Objects Tables link.

B Microsoft Access - [DEMO_Quick_Bill_System_TPS5-of-IL-V1.4 : Databa

: ;;‘I File  Edit Wiew Insert Tools  ‘Window Help  WebEx  Adobe PDF

ARNEA" RN R AR =N AR RN WA iy
Lﬁgpen %Qesign I New | X | fp e éé
Ohijects @A Create table in Design view

| 1 Tables El_dl Create table by using wizard

_.5-|=_'| Queries @:J Create table by entering data

b e
..... i Eiling_table
= F ;
= Forms 1 Cust_table
@ Reports QO - rnent_method
95 Pages b Payment_thl
7 Macros i payrnent_kerms
g2t Modules
Graups
[#| Favorites

The following table can be configured for your specific business needs:

= payment_method: Classification used to keep track of the method used
for customer payments. We have provided you with
the following payment method classifications.

o Cash
o Check
o Credit

To enter/edit values in this table, select the specific table and click on the
button. Click “Save” when your have completed your changes.

Publish Date: 08/01/07



Quick Bill System TPS of lllinois, Inc.

Microsoft Access - [ payment_method : Table]

i File Edt “iew Insert Format  Records  Tools  Window  Help  WebEx

AN BN EE RN AR RN AN N TR = Al
Fayment_meth) Pymnt_meth_ds
§ Cash
Check
Credit

6. To setup the Quick Bill Invoice for your company, you will need to perform the
following steps:

i. Click on the MS Access Objects Reports link. Select the Cust_inv_report

and click on the 18, Design button.

Microsoft Access - [DEMO_Quick Bill System_ TP5-of-IL-V1.4 : Database (Access 2000 file forn

@ File Edit Wiew Insert Tools ‘Window Help ‘WebEx  Adobe PDF
HRNE=A" RN N AR NN R AN - R N RN N A== R )
Objects E_'_F Create repork in Design view
1 Tables | create report by using wizard
ﬁ Queries ﬁ
_ i Customer_pay_activity
= Forms 4% Customer_Statements
Reparts
-la Pages
= Macros
w&t  Modules
Graups
3] Favoarites
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You have now opened the report up in Design mode. In here you will
update the areas highlighted in_yellow by clicking on the area and typing in
the appropriate information. The areas are:

= Your company name and address
= Who the customer should make the “checks payable to”
= Where the customer should send the payment

After making your changes, click on the ‘Save’ button.

N O

# Report Header

ABC Company
1123 Main Street
IChicago, IL 60689

malegcta

. i[‘v“lake all checks payable to ABC Compan

ERemit Paym

Chicago,

ABC Company
123 Main Street

ent to:

IL 60689
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7. Once you have completed all your configuration changes identified above, click on
the “Tools” menu and open the “Options” submenu again. Then uncheck the
“Hidden objects” check box and click “OK”. This will hide all database objects to
avoid accidental changes from happening.

8. Your Quick Bill System is now ready for use.

Publish Date: 08/01/07



Quick Bill System TPS of lllinois, Inc.

User Guide

Follow these steps to begin using your new Quick Bill System.

1. Double click on the MS Access file/icon to open the database. Note: all users need
to have MS Access installed on there computer in order to utilize this system.

2. When you get the following screen, click on “Open”.

Security Warnning

Opening "Ci\Documents and Settingsitsotiropoulosi iy
DocumentsiPersonallBusiness Issue Database)Issue_tracking_Database-Devs
- Production version wao sec,mdb”

This file may not be safe if it contains code that was intended to harm your
campuker,
Do o wank to open this File or cancel the operation?

| Cancel ] [ Open ] [ Mare Info ]

3. This will then take you to the Quick Bill System home page. From here you can click

on the appropriate button to access the function you require.

Quick Bill System

Billing Transactions Payment Transactions

. Add/Update a Bill . Inguiry on a Bill . Add /Update a Payment P Inguiry on a Payment

Customer Data Other Data Values

{Customer Adds/Updates Payment Terms

Reports

Customer Invoice Creation Customer Billing Activity Customer Payment Activity

Click to exit database
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The following describes the functionality that is available to you:
Billing Transactions:

= Add/Update a Bill — Click here to be able to enter new customer invoices/bills or to
update invoices/bills that you have already created.

= Inquiry on a Bill — Click here to be able to inquiry on invoices/bills that you have
already created.

Payment Transactions:

= Add/Update a Payment — Click here to be able to enter new customer payments or to
update payments that you have already entered.

= |nquiry on a Payment — Click here to be able to inquiry on customer payments that
you have already entered.

Customer Data:

= Customer Add/Updates — Click here to be able to enter new customers or to update
customer information that you have already entered

Other Data Values:

= Payment Terms — Click here to be able to enter new payment terms or to update
payment terms that have already been entered.

Reports:

= Customer Invoice Creation — Click here to create customer invoices. You will be
prompted to enter the Customer Name and Invoice ID.

= Customer Billing Activity — Click here to get a complete report of all customer billing
activities.

= Customer Payment Activity — Click here to get a complete report of all customer
payment activities.

Publish Date: 08/01/07 11



Quick Bill System TPS of lllinois, Inc.

Support

Any questions or comments that you have can be directed to the customer service
department at TPS of lllinois, Incorporated. We can assist with ways to enhance or
secure your specific Quick Bill System.

Our email address is cust service@tps-of-il.com

Or

Visit our website at www.tps-of-il.com
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