What’s New and Improved in Timeslips 2012?
Printing Bills: Printing PDF files to separate files/folders

When printing a bill run to PDF, Timeslips offers new options that can control how individual
PDF files are named and where they are saved.

Use the PDF Options dialog box to determine where Timeslips will save the PDFs.

'G PDF Options |
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() Print all bills or statements to a single PDF file

Enter the name and location of the PDF file. If you supply only a file name, the PDF will be
created in: C:\Users\allenh\Documents)\.

Generate Bills

-

(D - Report Entry : Generate Bills -
Open PDF file when complete
Name Generate Bills

() Print each bill or statement to a separate PDF in this folder
Selection Filters |Sort and Subt Enter the location where you want to place the individual PDF files. The name of each PDF

is determined from the 'Separate PDF file name' rule, below.
BRSO C:\Users\allenh\Documents)
[Most Popular v] [:

Activity Selection

Rl @) Print each bill or statement to a separate PDF in custom folders

Client Selection All of the PDFs will be saved in the folders you set up for each dient. Click the link below to
Reference Selection review this folder structure.

Slip Selection b .

Ship Transaction Date C:\Program Files\Timeslips2012 ore\Docs

Timekeeper Selection s ate PDF file

When printing each bill or statement to individual PDF files, you can use data tokens to
create unique file names. Click the link below to review the current setup.

Client:Nickname 1] [Client value:Invoice Number]
Options

[7] Add thumbnail preview [7]Embed fonts
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When using the 2« or 3<option, Timeslips will also use your PDF naming rules (see below).

When using the 3<option, Timeslips will save PDF files to custom folders for each client (see
“Document Access: Setting up client folders”) in a future new feature report.
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Select Setup > PDF Document Names to set up how Timeslips names PDF files for bills. (In
prior versions you could only control the naming of PDFs that were sent by email.)
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(D) PDF File Name Setup 5]
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Use these settings to customize the names of individual bill or statement PDF files. These settings are used
when you print a bill run or statement run to separate PDFs, or when sending bills or statements by email.
You can incude field name tokens to ensure file names are unique. (Do not indude the .pdf extension.)

Bills and Reprint Bills l Statements |
PDF
Name [Client:Nickname 1] [Client value:Invoice Number]

Available fields

Giroup [WI) '] You can add data fields to the file name by
. : dragaing them to the Name field or clicking
Eields [BET the "Add Field"” button.
Billing cycle

Client Full Name
Client Nickname 1
Client Nickname 2
Firm Name
Inception date
Invoice Number

You can add up to three data fields to the
Name field.

[ £ Add Field |
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You can use data tokens and free-form text to set up your naming convention. Be sure to use a
token combination, like client nickname and invoice number that will provide a unique PDF file
name.
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