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To begin using this app;
Go to the “dob” screen.

Touch on the “New Project” button to create a new project record
and set up related records for your receipts for this project. (If the
Number of Projects shows “1 of 17 and you haven’t entered a
project yet, move on to the next step and fill out the fields on the
screen).

Enter the Job Number, the Job Name, the Client, and Your
Name and Job Title.

From the Job screen, touch on the Gear button (User Set Up page)
and fill out the fields.

Touch on the “Receipts” button to enter the information for your
first receipt for this job.

Fill out the Date of the expense, the Receipt From field, the For
What field, the Receipt Total field, the Receipt Category field,
and the Paid With field.

You can photograph the receipt with the “Photograph Receipt”
button. Hold the device in the portrait orientation (vertical) when you
photograph the receipt.

When you want to add a new receipt for this job, touch on the
“+” (Add a New Receipt) button on the “Expenses” screen.

To add a new Job, start this process again.

At the end of the of your job you can email an invoice or a data file
to your client.

To email an invoice to yourself or to your client, Go to the “Job”
screen and touch the printer button at the top of the screen.

Choose which report you wish to send (Cover or Categories), fill out
the email screen, hit send.

To email the data file to yourself or to your client, Go to the “Job”
screen and touch the printer button at the top of the screen.

Choose which report you wish to send (Cover, Categories or
Invoice), fill out the email screen, hit send.
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Image

MULTI-PAGE RECEIPTS

Touch the image to return to the receipt

entry screen.
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