Installation of the Bill Surcharge Utility

Revised 9/21/2005

NOTE: This program will NOT work with gCLIP.

It also excludes Projects, taxes, service charges and installment charges.

Download the file from the CLIP Website to your desktop or other location you can
remember on your computer.

http://www.clip.com/product manuals.asp or http://www.clip.com/updates.asp

The file will be called BILLSURCHARGEUTILITY.EXE
You will need to know where you have your CLIP Program installed.

To determine where your CLIP program is installed, locate the shortcut or icon on your
desktop you use to get into the CLIP program, and right click it one time.

Open
Run as

=send to Fax Recipient

& Scan for viruses
¥
Uploadd using WS _FTP Upload Wizard

Send To 3

Bt
Copy

| Create Shortout

You will have a number of choices here - left click Properties.
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Click on the ShortCut Tab. Look in the “Start in:”> Box. This is where your CLIP
program is installed and where you will need to direct the files to save.

e.g. the window shows your “Start In” is C:\CLIPV. Write this information down.

CLIP Properties =

| General| Shortoul | Compatibiity | Security|

Target type: Application
Target location: CLIPY

Target: CACLIPv welip E<E

Start in CACLIPA

Shortcut key:  Mane

Fun Mirimized &

Comment:

Find Target. ][ Change lcon. ][ Adwanced.

[ 1] H Cancel H Apply ]

You may now click Cancel to close the properties window.

Locate and double click the file called BILLSURCHARGEUTILITY.EXE you
downloaded from the CLIP website.

EMBill surcharge Utilty - InstallShield Wizard &a

Please save the contents of this package to wour CLIP rook
folder,

Then start CLIP, go ko the DOT PROMPT and bvpe:

do surcharge

Mext = Zancel

Click Next
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@ Bill Surcharge WHilty - InstallShield Wizard —

License Agreement
Plzase read the Following license agreement carefully,

©2005 Sensible Software, Inc, Al rights reserved, -
Sensible Software, Inc,

3639 Doctor Perry Road

Suike 123

Tiamsville, MD 21754

License and certain reskrickions

IJse of the Yisual CLIP software on more than one computer, is only possible if vou have
purchased the mulki-user wersion. ¥ou may copy the software For backup purposes,
provided that vou reproduce all copyright and other proprietary notices that are on the
original copy of the software. You may transfer the software and all rights under this
Agreement to another party bogether with a copy of this Agreement if the other party -

* I accept the terms in the license agreement

I do not accept the terms in the license agreement

< Back Mext > Cancel

Click the radio button that says “I accept the terms in the license agreement”

@ Bill Surcharge WHilty - InstallShield Wizard —

Password
This package has been password protected,

&

Enter the password required ko run this package. Please note that passwords are
case sensitive, Click Mext to continue,

Password:
*****mmml

< Back Mext > Cancel

Enter the password. Click Next
*You must have a current ASA in order to use this utility and obtain a password.
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ET. Bill Surcharge Whilty - InstallShield Wizard —

Location to Save Files
where would vou like to save your files?

&

Please enter the Folder where vou wank these files saved. IF the folder does not
exist, it will be created for vou,  To continue, click Mext,

Save files in Folder:
P Installsivisual CLIP UpdatetMedial PRevt CLIP

Change...

< Back Cancel

Enter the location of your CLIP program which was determined in the beginning. You
can click on the Change button and browse for your CLIPV folder, or you can manually
enter the destination folder.

ET. Bill Surcharge Whilty - InstallShield Wizard —

Location to Save Files
where would vou like to save your files?

&

Please enter the Folder where vou want these files saved, IF the Folder does nat
exist, it will be created for vou,  To continue, click Mext,

Save files in Folder:
CHCLIPY

< Back Mext > Cancel

Click Next
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r
g Bill Surcharge Uilty - InstallShield Wizard

Extracting Files
The contents of this package are being extracted.

Please wait while the InstallShield Wizard extracts the files needed to install Gl
Surcharge Utilky on wour computer, This may take a few moments,

Exkracking instruc.bxk. .

Cancel

Wait while files install.

@ Bill Surcharge Wilty - InstallShield Wizard o

InstallShield Wizard Complete

The InstallShisld Wizard has finished instaling Bil Surcharge
Utilby an pour cormputer. To exit the wizard, click Finish.

The installation is now complete. Click Finish.
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Using the Bill Surcharge Utility

Open your CLIP Program. Go to Files > Other Utilities > Dot Prompt

At the dot prompt enter the command do surcharge
Press Enter
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Surcharge Whility

"_-. This wtility swvill:
L

Provide a way for your company to generate surcharges for services provided during
the currert biling period; Services are jobs that are recorded and posting via

‘record work'. This utility should be run prior to manth-end billing only

and works as folloves:

1. Dizplays a Surcharge Setup screen that prompts for
Surcharge description, fee percentage, Gl numbers (if applicable) and whether to
apply the surcharge to cortract jobs.
2. Summarizes, by customer, total billable charges for jobs posted in the current history
and crestes a nortaxable dehit transaction in the current history for the surcharge.
Excludes projects

Excludes taxes, services charges and installment charges

3. Aletts the user when there are existing surcharges in the current billing
period and will delete these surcharges before re-generating.

4. The zurcharge will appear on the invoice that is created for all unassigned debits

Read the description of how the utility will work. It is very specific and may not cover all
instances. Click OK.

% surcharge Setup =l
ﬁs | iﬁeiurn
Generate SurCharges |_
Surcharge Description |F|_|e| surcharge for this billing period
Post Date | Qoi21i05 !| Fee | 200 LT TR Applyto contract jobs

At this screen you can change the description, the date of posting and the fee. The fee can
be either a flat dollar amount or it can be a percentage. Choose the appropriate % or $
radio button for the type of charge you want to post.

You also have the option to apply the surcharge to your contract jobs.

*before doing so, check your physical signed contracts — do they allow for any price
changes?*
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Once you have made your changes, click the Save button.

Generate SurCharges

e R = R

Beturn

Post Date | gay1 4i05 || Fee | 600 /| | % @& || Apply to contract jobs

e Surcharge Setup

Surcharge Description | Fuel surcharge for this hilling period

To Post the charges — click on Generate Surcharges.
CLIP System Hote e

' "_-. Surcharges have been generated.
L

Click OK.
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If you want to change your surcharge or remove it globally and you have NOT closed the
billing period, run the utility again. You will receive the following message:

CLIP =
9P You have already generated surcharges during this period.
- You should only run this program before the month end billing.
Do wou wwant to clear current surcharges?
| b= | | i
Click Yes.
% Surcharge Setup Al | R N
@ Return
Generate SurCharges —
Surcharge Description | Fuel surcharge for this billing period
Paost Date | 0o 4/05 || Fee | 2.00 %@ $ Apply to contract jobs
Click Return.

CLIP System Hote £

1 E =urcharge proceszing was canceled.
L]

Click OK. Your surcharges have now been cleared.
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