Quick lesson

For more information, see Help > Contents > Company Preferences.

Setting up company preferences

part 1: general, accounting, projects, and billing

Goal: Set up important preferences for the way you work in Ajera. J

You set up company preferences to define:

General information about your firm such as the current fiscal year,
employer ID, address, and phone numbers.

Significant settings that determine when and how you begin working in
Ajera.

Key financial accounts affected when you enter information.

Terminology, rates, and other settings important to the way you work
with projects.

Billing preferences.

The way you manage payroll: in-house using Ajera, or outsourced using
a payroll service.

The way to enter and process timesheets and expense reports.

The Company Preferences quick lesson consists of two parts:

Company preferences, part 1: general, accounting, projects, and billing

Company preferences, part 2: payroll, time, and expenses

In this quick lesson

Step 1: Enter general information about your firm
Step 2: Enter significant settings

Step 3: Enter address information

Step 4: Set up accounts

Step 5: Set up project preferences

Step 6: Set up billing preferences
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Quick lesson: Setting up company preferences, part 1 For more information, see Help > Contents > Company Preferences.

Step 1. Enter general information about your firm

1. Select Company >Preferences.

2. Onthe General tab, begin by entering general information about your firm.

The company name prints on
reports and invoices. You can
change it, if needed.

Enter your Federal ID number as the
Employer ID. It prints on 1099 forms.

If you are operating as a sole
proprietor, this may be a Social
Security number.

With ajeraComplete or the
Departments add-on, you can select to
use departments to break out financial

and project information by
classifications within your firm.

For example, you provide both
architectural and engineering services,
or manage multiple sites. By setting up
departments, you can track and report
project and financial profitability.

W invoices, statements, and credit memos.

Here, specify a company logo you want to use
on reports. On the Billing tab, you will specify
the logo you want to appear on client

| Gererl | Address | Balance Shest Accourts | Incoms Statement Account, fa | Paymll | Time & Expense Entry |

Company name |Pscc1.rte|a Architects Beginning Balances

Registration code |DD3265—0?—D1-DDDD—DBGB?3 | Date |06/0210 - [] Complete
/Emplm,rerlD number |97-1247835 Fiscal Year

Current year Firzt month
Don't allow entries prior to l:l

eports logo |{None) E]| Enter accourting dates

[7] Use departments

Phone Numbers

[503.224.4256 | |[Business |

| | |
| |
Business fax

Fax |503.224 4277
Email \ =]
‘Wwebsite |www.accutera.co \ E]|

[ Close ]| Save || Cancel |[ Help

When you set up invoice formats,

you can choose to print the first
phone number on client invoices.




Quick lesson: Setting up company preferences, part 1 For more information, see Help > Contents > Company Preferences.

Step 2: Enter significant settings

Continue working on the General tab of Company > Preferences to enter . .
. . . } . . i Select this check box when you are done entering and
important settings that identify when and how you begin using Ajera. reconciling your non-project-related beginning
balances. Ajera then removes the Beginning Balances
option from the Company menu.
Ajera allows you to continue entering project history
Enter the date you plan to start entering current project after you establish your financial balances. You will
and financial data. indicate that your project-related beginning balance is

For example, if you want to start entering time and complete on the Projects tab.

expenses as of May 1, you would specify April 30 as your
beginning balance date. \

Typically, your beginning balance date is the month-end
date of the last reconciled Trial Balance from your CPA.

(Beginning Balances

Date |06/02/10 - Complete

Important! Once you enter a transaction, you Facal Toor Enter your company’s current fiscal
cannot change the beginning balance date; it is [ Current year First month | January year and select_the first month of the
"locked down." If you need to change the date financial reporting year.

after you start entering data, you must contact
Axium Client Services.

Don't allow entries prior to These entries identify your

=] Erter accounting dates company.s fiscal year, not th.e month
you're going to start using Ajera.

. . After you are finished entering beginning
Select this check box for Ajera to balances, you can prevent entries from being made
prompt you for an accounting date when to prior periods by entering a date in this field.

ou perform transactions that require it.
youp d For example, you close the year on December 31

Sl Ajera gUiometeabjassions and do not want entries made before then, so you
the accounting date for you. enter January 1.

Ajera also uses this date and the Beginning
Balances date to determine valid dates and assign
accounting dates. For more information, see Help >
Index > dates > how assigned.




Quick lesson: Setting up company preferences, part 1

For more information, see Help > Contents > Company Preferences.

Step 3: Enter address information

Click the Address tab and enter your firm's address information.

Step 4: Set up accounts

Enter accounts here to ensure consistent financial reporting and allow staff to enter data
without having to make accounting decisions. Ajera automatically sets up default

accounts, which you can change, as needed.

For information on how these
accounts are used, from the

1. Click the Balance Sheet Accounts tab and indicate the appropriate asset and Contents in Help, select
liability accounts from your chart of accounts.

Company Preferences > Setting

2. Click the Income Statements Accounts tab and indicate the appropriate up account preferences.
revenue and expense accounts from your chart of accounts.

ﬁcn"‘panypmfemns o] @ E
— General | Address | Balance Shest Accountd] | Income Statement Accourts | WProject | Biling | Fayrol Tims & Expenss Entry |
gCumpanmefercnﬂs = =
Revenue Accounts Payroll Expense Accouts
Billed labor _mu Professional Fees Biled [+~ ErmesTe
| Gonnt | st | oo ot Focone Sorer Aooovts Tropst  Oibs  Porel 1 Time & Do [5120 Biabe Salres - Enployes (=]
- [ Troome Statem s | Project | g | Paol | Time se Entry_| Billed expense |4120 Expenses illed =] Billable 5120 Bilzble Salzries - Employes [
Billed 4130 Consultaris Biled [ -
Asset Accourts Lisbilty and Equty Accourts 140 Salares - Emplo -+
] . ing 6120 Marketing Salaries - Empl
Pending deposits | 1140 Pending Depests = Sccounts payable. [2210 Accourts Payabia = Unbilld Iabor [4210 Unbiled Professional Fees [ Merketing (5120 Meketing Saeries - Employ -]
Overhesd |7120 Indirect Salaries - Empl
Accounts receivable | 1210 Accounts Receivable [ Salaries payable |2310 Salaries Payable (-] Unbilled expense |4220 Unbilled Expenses [+ verl Indi alaries - Employee -]
Empicees 1220 Employee Recsivables  [--2) Client prepayments 2710 Client Prepayments = Unbilled 4230 Unbilled Consultarts Fees [~
2220 (2310 Mscstansous Fevenve [ Principl T
Workin-progress Sales tax payable Sales Tax Payable [ Py w——— incipal Time
= Retained earnings |3810 Retained Eamings ] Billable |5110 Bilable Salaries - Principal [--7
Later (110 Wt 1 Pogrss b i
g Labor write-off 4410 Professional Fess VWiteoff -7 ' 5150 Horbilaie Salsies - Pinci [
1520 Vork n Pogress - 4420 Bpernses Wineof [
Expernse 1320 Wotk n Proaress - Bpen ] Experse write-ft 4420 Berses Vine ot [ e
e ot S0 Gt et ]
1330 Wk n Progress - Cons.te = Consultant write-off 4430 Consukants Witeof ] Gverhead [7110 Indrect Salaries - Principal [
Other Income Accourts
Vendor write-cff | 9120 Vendor Witsf = Payroll variance | 7140 Payroll Variance =
Finance charges |4140 Finance Charges Biled [+
Close || Save |[ Cancel |[ Help
Close H Save || Cancel |[ Help ]




Quick lesson: Setting up company preferences, part 1 For more information, see Help > Contents > Company Preferences.

Step 5: Set up project preferences o S
1. Click the PrOject tab. Genersl | _Addess | Balance Sheet Accourts | Income Statement Accourts| Project | Biing | Payoll | Time & Bxpense Entry |
2. When you start setting up your projects, you define the & fae ] e e

project work breakdown structure. Two important sctity oty
components of that structure are phases and activities. Bzt
Task il Task

These terms appear as column headings when Consulont budgets [FamiFover vteed g
entering time and expenses. They also appear on Experae udgets [Vorm T over ivoiced Frenired ]
reports. Change them, if needed, to match what your Use cmployes cost forbudgeing
. Use billing rate tables for budgeting
firm calls them. v e Bt

Con

| Billng

Phase description |Phase
Activity description | Activity
L

Close || Ssve || Cancel |[_Help

A phase reflects a stage of
a project’s lifecycle.

An activity is the type of work or expense
charged to a project. You can specify cost and
billing rate by activity. Reports and client
invoices can be summarized or subtotaled by
activity. For example, Drafting is a labor
activity and Mileage is an expense activity.

\

3. Ifyou have ajeraComplete, indicate if you want to USE bk
use tasks and, if yes, what you want to call them.

Task description |TE|5k

Tasks are work that needs to be
performed. They are the to-do items

which culminate in accomplishing all
the work necessary to complete the
objective of a phase or project.




Quick lesson: Setting up company preferences, part 1

For more information, see Help > Contents > Company Preferences.

Step 5: Set up project preferences (continued)

4. Specify if you want to use employee cost and billing rate
tables for budgeting.

W

Leave this check box selected if you want to use actual
labor cost rates for employees instead of averages for
budgeting purposes.

| General | Address | Balance Shest Accouts | Income Stat

. . Phase description |F‘hase |
Otherwise, Ajera always uses the average labor cost

rate from the Employee type, or if it is not entered, then
the rate you enter below on this window (never the N oetaskes
actual rate for the employee). Task descipton oo |

Activity description |Activity |

onsultant budgets |Wamn if over invoiced

hudgets |Warn if over invoiced - commitment # requi Ajera uses this amount to
calculate cost budgets

Leave this check box selected if you want to use actual el e o F KRS

billing rates from the labor rate table instead of average 7] Use billing rate tables for budgeting ;vhen yo.uhenter bUd_?e_ted
rates for budgeting purposes. / ours without specifying an

Average Labor Budet fates employee or employee type

Cost |26.8000

Otherwise, Ajera always uses the average labor billing
rate from the Employee type, or if it is not entered, then
the rate you enter below on this window (never the
actual billing rate from the billing rate table).

Billing |95.0000

Ajera uses this amount to

- calculate fee budgets when
you enter budgeted hours
5. Enter the average labor budget rates for Ajera to use to without specifying an
calculate the cost amount and the contract amount for employee or employee type.

budgeted hours.

6. After you finish entering all your beginning balances for your projects, you :
select this check box. The Beginning Balance tab in the Project Command t Accourts|  Proect | Biing | Pawol | Tme
Center then no longer appears. e

> Project beginning balances complete

(Earlier in this quick lesson, you learned to indicate that you are finished
setting up non-project-related beginning balances by selecting the
Beginning Balances Complete check box on the General tab.)




Quick lesson: Setting up company preferences, part 1 For more information, see Help > Contents > Company Preferences.

Step 6: Set up billing preferences

Next, you set options to specify how you want to calculate billing
rates and invoice your clients to make the billing process more
seamless.

1. Click the Billing tab.

2. Begin by setting up invoice numbers, the accounting
date, and some options for client invoices.

You can assign invoice
numbers by company, client,
project, or consultant.

If you are automatically assigning

numbers by company, enter the
number of your last invoice. For Preferences
example, enter 999 to print the

first invoice with a number of
General | Address | Balance Shest Ac Biing | Payrol | Time & Expense Entry |

1000. t :
Client Invoice Options Labor Markups
Auto assign invoice numbers by |Company 5 Use markup for |DPE
Last invoice number used 1. rkup fi Overhead
Enter the accounting date you D

|
|
Invoice ing date |Invoice Date - [¥] Use markupfor | Proft |
|
|

want Ajera to use when reportln . -
Inveice and statement logo | Accutera_logo jpg = [ Use markup for |G&A
your revenue on financial / -
Invoice header text [ Use markup for |Other Labor
statements. -
Invoice footer text | E]|
[¥] Apply sales tax Expense Marups
. COvemide the employee's standa
Here, enter your firm's logo that S o I S
. . ere, enter tne derau eaader an ooter
you want to prlnt on client [¥] Create finance charges :

text that prints on all client invoices.

invoices, statements, and credit T TR R o

memos. .‘ | | e [ In Ajera, you can print different header
‘ Minimum finance charge and footer text for all invoices, only
Grace period days invoices of a specific project, and only a
To learn how to turn on this charge start date [06/03/10 - specific invoice. To learn more, see Help

logo so it prints, be sure to see > Contents > Company Preferences >

Help > Contents > Company Setting up billing preferences.
Preferences > Setting up

billing preferences.




Quick lesson: Setting up company preferences, part 1

Step 6: Set up billing preferences (continued)

For more information, see Help > Contents > Company Preferences.

3. Next, set up options for billing rates.
If you mark up project cost for billing, then
select any Labor, Expense, and Consultant T = =
Markup types.
For example, your government jobs require [ Genersl | Address | Balance Shest Accounts | Income t Accourts | Project |  Bing | Payol | Time & Expense Enty |
you to determine the billed amount by marking it Imvore Opt ) —
I nvoice ons or Markups
g[.')alé]eDc_OSt' I;Of Iabor' Iygur markupos arre] fo:j Auto assign invoice numbers by [¥] Use markup for |DPE |
( Ir:eCI ersonne Xp,ense)' verhead, Last inveice number used [¥] Use markup for |O\rerhead |
and Profit. Contractually reimbursable and vcice g doie [ImoiceDate <] 7] Use marapfor [Pl |
i | Use markup for
Consul(t;agtAe)é;penseT Ca.g 23 marktedtup to Invoice and logo |ﬁccutem_logo.jpg E]| [] Use markup for |G?=A |
COVter ( eneral an ministral |Ve) Invoice header text | E]| \DUSE markup for |Olher Labor |
Costs. Invoice footer text | E]|
The items you select are then available to use ( h
individually or in combination when setting up g‘;’r”ﬁ::'f:e‘ae“mplm.s ot enployee e £l
billing rate tables. You can change the S 7] Use markup for ~ [G3A |
description for these items, as needed. [F] Cronte finance charges [ Use marapfor ~ [Proft |
S % \ Use markup for |01h8l' Expense |J
Mi bal 50.00 rCcnsultarrt Markups \
P TR E TR [¥] Use markup for |G&J‘\ |
Grace period days [ Use markup for |Pf\3ﬁt |
When setting up an employee, you assign the {jance charge start date |06/03/10 - | B [Other Consutant IJ
employee a standard employee type, such as
principal, drafter, intern, and so on. [ Close | [saen) [mCaesin) (ke

If employees perform multiple roles, and you

need to bill an employee using an employee type
other than the standard type, select this check
box.

Ajera adds a column to the rate table so you can
enter a new description for billing purposes.
However, the employee's standard employee type
remains attached to the cost amount for
analyzing staff utilization and other management
reports.




Quick lesson: Setting up company preferences, part 1

For more information, see Help > Contents > Company Preferences.

Step 6: Set up billing preferences (continued)

4. Indicate if you want to use finance
charges.

If yes, set up the options for finance charges.

To use finance charges, select

this check box, and complete
the fields in this area.

General | Address | Balance Shest Accounts | Income it Accounts | Project | Bilng | Payoll | Time & Expense Entry |
Client Invoice Options Labor Markups
Auto assign invoice numbers by Use markup for |DPE |
Last invoice number used Use markup for |O\rerhead |
ing date |Invoice Date i Use markup for |F‘roﬁt |
) “woice and logo [Accutera_logoipg (] Use markupfor | G&A |
\ Invoice header text | ] []Usemarkupfor  [Other Labor |
\Vgi\)ioe footer text | E]|

Apply sales tax

Ovemide the employee's standard employee type

Here, type the minimum

f Finance Charges

Create finance charges

Annual percentage rate %
hal ’F

amount that must be
outstanding on a client's
project for Ajera to create
finance charges.

Minimum finance charge |5.00

Grace period days

\ Finance charge start date |06/0%/10 =

Enter the date when you want

Ajera to start calculating
finance charges. Ajera uses
this date to calculate the
number of days outstanding
the first time you create
finance charges.

If you leave it blank, Ajera
uses the invoice date.

ISE markup Tor

Use markup for

= -

[Profit
|Other Consuttant |

- for

Here, type the minimum
finance charge amount
that Ajera bills for a
client's project.

Sve || Cancel |[ Heb |




Quick lesson: Setting up company preferences, part 1 For more information, see Help > Contents > Company Preferences.

Now, you're ready to learn how to set up the way you manage
payroll and process timesheets and expense reports.

Be sure to see the following quick lesson:

Company preferences, part 2: payroll, time, and expenses

10
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