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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. 
 

 
 
When using the 2nd

 or 3rd
 option, Timeslips will also use your PDF naming rules (see below). 

When using the 3rd
 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.) 

 

 
 
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. 

 
 
 


