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HOW TO INCREASE TIMEKEEPER RATES

Each year, I receive multiple calls from clients who want to increase their standard rates as of
January 1. This post explains the process.

There are a couple of basics for raising rates:

1. BACK UP TIMESLIPS!!!

2. Preference for updating rates is selected
(From main menu: Setup ... Preferences .. Navigation Rules tab)

(D) Personal Preferences [C\Program Files (x86)\Timeslips\Timeslips 2014‘\PRE§.PRF] | 2
Interface . -
Interface: Navigation Rules
Startup and Exit 9
Mavigation Rules mp | Saving Rules
Menu and Commands Setup rules on how Sage Timeslips should behave when leaving a record that is currently being
edited.
Appearance
Navigators Prompt to save when dosing a data entry window
Procedures ) )
] Prompt to save when moving between records on a data entry window
Slips
| Options Save when dosing or switching Reports | No vl
Slip List Prompt to update rates when saving new rates 44—
Slip Entry - —
New Slip Rules Field Mavigation
= = ] Setup rules on how Sage Timeslips should behave when moving through fields.
Mew Transaction Rules ["] Use the Enter key to move between fields on entry dialog boxes
Billing I On multiine text fields, use Ctrl-Enter for a new line
Biling Assistant Options When moving into a multi-ine text field | let Sage Timeslips select the best option -
Biling Assistant Buttons
Client
spelling/Grammar |
Other |
l Default ] l Save As... ] l Retrieve. .. ] [ OK ] ’ Cancel l [ Help
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3. You are billing based on "timekeeper rates". That means that at the bottom of the client

information "rates" tab, the default source is "Timekeeper" (your terminology might be
different .. "attorney" or "user")

(D Client Information EI = @
1 | 2| | Clazsification El
General | Custom | Rates |Arrangement1 I Arangement 2 | Accounts Beceivable I Client Funds I Lawout | MHotes | I~

Rate table ]
1 2 3 4 5 g 7 =
j0.00 |0.00 |0.00 |0.00 |0.00 |n.oo |0.00 | o
< 1 | 3 <k
Autamatic rate zelection miles =]
Timekeeper Tazk Source Lewel Walue Type )
&
(&
¥
—_—
)
Mew... Open... Delete
when these don't apply, use rles from |<Ngne) E”
When no rules apply, default to Source Level

4. All time through the end of last year is entered

**Now you are ready to update rates**

From the list of timekeepers, double-click on the first person's name.
Change the rates to the new values

Save the timekeeper.

Timeslips will prompt to update rates with the wizard. Click "NEXT"
i Update Rates

E5)

| Because you have updated rates for this Timekeeper, you
may also want to update rates for some slips, This wizard
will automate that process.
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4. Place a checkmark in all of the new rates and click "NEXT"

5. IMPORTANT: Enter the first date for new rates (01/01/14) under "Earliest Date" and click
"NEXT"

Enter the earliest date for which these rate chanaes apply.
COptionally, didk the Filters button to provide mare
advanced selection criteria for the slips to update.

Earliest Date @

Usze Filkers ()

. Enter earliest date here
(probably 01/01/20xx)

[ Help ] ’ < Back ]l M ent > |

6. Click "FINISH" and rates will be updated for that timekeeper.
7. Repeat the process for each timekeeper with new rates.

Now, enter slips ... remember to test that the new rates appear and you're good to go!!!
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