’

Blue Box I nvoices M anual
©1998-1999 Jay R. Kellett, Blue Box Software and Consulting

Manual Version 1.2
for
Blue Box Invoices Version 1.2

6/1/99



Table of Contents

REGISTRATION . .ttt ettt ettt e et e e ettt e st eessabeeesastesssseeesabeeesastessasssessabesesassessaaseessabeessaseeesanseessbeessarenesanes 4
ABOUT BLUE BOX SOFTWARE AND CONSULTING. ...ttt ettt sttt sa s st s s eaan s saaes 5
ABOUT BLUE BOX INVOICES. ...ttt ettt sttt s ettt s s e te s s s aa e e s e be e s s e ate s s saaaassabesssstessasenessabeessseassnenas 5
WHAT SNEW IN VERSION 127 ...ttt s et s ettt s s et e s s s aa e s s abae s seabessassaessabasssbaessasenassabeessssessnenas 6
WHAT [ISTHISKEY CODE THING? ...ttt ettt ettt s st s e te s e e e s s b e e s sbaessaneeessabessssenssanenas 6
UPGRADING FROM VERSION L7ttt et s e s st s et ssaae s s sabe s s sabtessasaasssabesssbesssansnssssbesssssenssnnes 7
[ O XA B IV A V@ ] = 4 (G T 8
ABOUT THE DATABASES . ...ttt ettt e s ettt sttt s s s bt e e s aate s s s bee s s beeesasteseasbeessabesssbaessabeeesanbesssnseessrnenas 8
“INV OICES" DATABASE ....vviiiiteie e ittt e ettt e steesssstessesaesssabeessabeeesaseesssbaeesaabesssrseessbeeesasbessasseessabesesnbessasseessabesesnneessrenas 8

RO 1= N RS B 7N 7Y =X = 8
Y =10 S 7y Y =7 8

B I Y S 9 7N 17 =7 8
LGS NSy i B Y 7Y = 8
HOW THEY WORK TOGETHER ...ciiieitvttieeiistttiessesitteesesssssbestssssassasssassassssssasssssssssesssssssssssesssssssssssssassssssessesssssesssssssnns 9
UNDERSTANDING DATABASESAND FILEMAKER PRO ...ttt sttt e s 10
AABOUT DATABASES .. tteiii ittt ie et ettt e e e e st e e e e s e s ab e e e e s s saabaseeessasbbaesassessbaseeaseebsbeeeseesasbaesesssaababesessassbbanesseasbsbneassassnren 10
COMMON DATABASE TERMS .. uuutiiiiiiiitttieteiiiibetiessssbastssssessabstassesisbssssessasbbsssessaasbaseesssasssbassesssasbssesessasbbssnassessrbnnsas 13

PN =T Ol T = N = = T TN 14

S e 1L Y= | == S 14

LTSRN = U = T 15
INSTALLING THE PROGRAM ...ttt ettt ettt st s st e s s s ba e s s ba e s s s st e s s esbesssabeessabbessensesssabeeessbenesan 17
IMIACINTOSH ...uuttieieeieittiee e e e eeitbre e e e s esabe e e e e s sabaeeeeesesbbsseesseasssbeesesesssbaeeesesasbseeeessassabaseesesassbeesessansbaeeessaannsbeeessansnbenesennn 17
MiNEMUM REQUITEMENES. .....eueeteetise sttt esee e e e se e e s e e seesesaeseestesbesaesaesteseseensensenseneeseeseeseanessesaesnenrensees 17

S T o TS oo 17
IBIM=PC OR COMPATIBLE ......uttiieiiiiiteeieeesesteetsessssssstessesssseesssassstestesssassssessssasasssessssssssssssssssbessessssssseesssessssesessesns 17
MINTMUM REGUITEIMENES. ...ttt et b e et se bbbt b et b et b et eb e seeb e seebeseebesbebeseebesbenenbeneas 17
SEL-UD INSETUCTIONS. ...ttt b bbbt e bbbt bbbt e et b e eb e b e e b e s enennens 17

THE FIRST INVOICE ... oottt ettt ettt st e e e et e s et e e s s teeseabeseseseesssaseesasbanssssessasenesasbesssseessabenssassessanes 18
(@ = N e = e 210 €= Y RO 18
LIRS O N (0TI = 7Y = TSN 18
ENTERING GLOBAL INFORMATION .. .utttiiiiiiittetiesiissstiessesissseesssasisssssssssssssssssssasssssessssssssssssssssssssessssssseesssasssssssssssns 18
ENTERING LABOR RECORDS ...uuiiiiiiiittiieeiiiiiieiiesiestbsttessesisssessssasisbassssssasssssssssessssssssssssssssesssssssssesssnssssessssasssssesseins 20
ENTERING ITEMSIRECORDS. ....cuiiiiiiiittiiie ettt ie e seititt e s s e s iatte e s e s e sab e et e s s saabaseeessababaeessesaabbeesessaasbaseesssasbaseesssanssbeeesennn 20
ENTERING THE FIRST CLIENT wttttiiiiiiiteeteeeiiitiettesiesssteessesisssessssasssbsssssssasssssssssesssssessssssssssessassessesssnssssessssasssessessins 21
ENTERING THE FIRST INVOICE .....vviiiteieceitiscetie e stee e ettt s sestee s sabeesssbaessasaesssabesssbesessaessssseessnbesssstessssseessnbenssneessanens 22

[ NN NI = A7 = 0 23
01812\ =t B 1AV o =S 24
ALL ABOUT THE INVOICE DATABASE..... oottt et ettt e e et e saaeesseteesseseassasaessasseesasseessareesssseeesans 25
0 2 = = 25
GLOBALS SCTREEN ...ciiiiittetiieeieetittiessesissssessssssbessesssabassssssassssssassesassssssesssssssssessssssessesssesssssssessssssessssssesssssnessesssssneses 25
(L= 10 S M 0 (018102 (o) o F TR 25

ol [0 TSP PR TP PR PN 25
INAIMNE AN AGUINESS...... ..ottt e et e e et e e e bt e e saaeeseaeeesasbesssabaessbeeesasbesssassessbeessanbesssnsnessbenssasenssane 26
[0 101 (< G 1010110 L1 )  F RO 26

=Y D =10 | £ 27
= 0TS RS < (0] o TP OSSPSR 28
(OU T 0= oy o 1 17= 1] o 28



MiSCEIlANEOUS SEEINGS ....vvveeeeeeeeesie et e s e e se et e et e e e ese s e s e eresaesaestesbesaeseesteeeseensenseneeneeseesensenaesressesnenrensenes 29

THE BROWSE SCREEN .....ceceiteieiitteeeisteeeastesesessessasseseasseseassssssasssesassessasssessnsesesassessassessssesssasssssassesssnseessssesesnnseesssseesn 30
INVOICE INUIMDET ... .oeiieiictieeie et st et s st eeete e et s et eesbe s et e s saeesabesshessasesabesanbeeabesaabessbessnsessaessnsessbesenseeasesanbessneesnseesns 30
PUIrChASe OFAEr NUMDET ......ocvieieeeceec ittt ettt et e et eet e s eeete e s e eteesbesesbesssessabesssessasessaessseesbesensesssesanbessneesnseees 30
a1V o TTw =Y B L= (= T ORTRRR 30
L0001 /072 01V TP TSRS PR P 30
TOLAI LADON COSES......veiveeieiectie ittt eetee ettt et e etee et e steeete e sbeeeseeebesebeeebeesabeesseesaseesbesaaseenbessasesnseesaseeseessesenbeennneenres 30
TOLAI [EEM COSES....veecueeitee ittt ettt et et e et e e stee e bt e sbeeeabeeebeseabeaebeesabeeabeesaseesbeeesseeabessabeenbeesateebeesaesenbennsnennres 30
TAXES TOMAI ...ecveiitiecie ettt ettt ettt et e et e et e e st e e be e s beeeabeeabessabeeebeesabeeabeesaseesbeeeaseenbeesabeenbeesabeebeesseeenbeenseeenres 30
(T = 1010 I o] = RSOOSR O USRRPRRRP 31
The Grand TOAl HEAGEY .........cccceiueiiieiieeiieiie ettt et e sbe e eaesaeestesaeesbesae e besbaeabeessesbesaseebeensesaeensesaeessesnees 31
= o OSSO 31
TRE GO BULTON. ....c.viieeeiteeee ittt sttt ettt et et ebe e besaeesbeeaeesbeeasesbeeabesbeesbesbeenbesbaenbeebeenbeeaeanbesaeessesnnesreennesreennens 31
QLI ST 0 NN oY 7= o o T 31

THE ENTRY SCREEN .....ccutiitiitteiteiteeiteieestesseestesseestesssessessssasesssessessssssessesssessessesssessssssessssssessssssesssssesssssseesseseessessens 32

ADMINISTRATION INFORMATION ....uvtieeieiitreeeesesitereesesastsreeessasssseessesssssessssssssssssesssnsssssesssassssssessessssssessesssssessesessnnes 32
a1V o TTw =N U 1 = TR 32
PUIrCNASE OFAEr NUMDET .....eiivieceie ettt ettt et s s ee s te e s e e ebe e sbe s e beesbessabessseesabessasssnseesbesensesssesanbessneesnseeses 32
INVOICE DIALE.......eecceeeitei ettt e et e et e st e et e et e e s teeeaee e beesaeesabeesseeeseeabesabeeaseseabeesseeaabessasesnseeasesenseeasessnbessnsennseeses 32
= o 32
(T = 1070 N o] - AR O SRRSO 32
INVOICE TaX INFOIMBLION .....eeiitiece ettt ettt et e st et e e st e e ebeeeae e e beesaeesabeesaseenseesbeeebeessessnbesssnesnbeeses 33
INVDAEET TOUAY. ...ttt ettt sttt sttt ettt ae b s b e eaeeb e s b e s bese e b e bese e s e e e e e e e Rt e ae e Rt ebeebeebeebeebesbeseesbenbees 33

CLIENT INFORMATION . .. tttetitteeeitteeeaiteeesiseeasasseesassesesseeaanseeesassessassessassesesasssssasssesassessansssesasesessssessassessnsessensseesannes 33
(O TT= 010 0 L= TR RPRR SO 33
(O T 1Y = Tl T o A0 o[ = 33
CHENE REVENUES .......eceeecte ettt ettt sttt st et s e et e et e be s b e beeaeeebeeaseebeeasesbeensesaeeneesbeebesheenbesbeenbesbeenbeeseebesnsesennns 33

LABOR INFORMATION ...cuviiuveitieteeteeseeseesseaseessesseessesssessesssessesssessesssessssssessssnsssssssssssssssssnsessesssessenssesssnssessesssessesnsesnes 34

I TEM INFORMATION L.uveitiiteeiteeseesteestssteesessstesesssessssssessesssessbesssssteesssssessssesesnssssessesssessessnessesesessbesstessesstessensssssesssesnes 34

[ T 1 /=S T USSP 35

GENERATE MENU ON THE CONTROL BAR.......utiiictiie ittt ettt ettt eette e et e e st e e e etae e sateeseateeeenbesesnseeesbseesnstesennnees 36
[ 01Y0 T =TSR 36
ENVEI OB ...ttt bbb e b e bR R R R R R e R e Rt e bt e b e ne bR Re R nenr e e erene s 36
PrEVIEW ...ttt ettt et s e et e et e e e teeeaee e beesaeeeabeesaseebeeabesabeaaseeaabeeeseeanbeesaeeenbeeeteeebeeaseeenbeeannesnreee 36
LIPS 36
1= SO 36
= T USROS 37

ALL ABOUT THE CLIENT DATABASE ..ottt ettt ettt ste s st st esaae st e satesbesasssbeensesaeensesaeessesnens 38

BROWSE SCREEN......0cccitiiteeitteiteesteeaiteestessiseesseessseessesssesssessnsesssesssesssessssessssssnsesssessssesssessnsesssessseessessasesssessnsenssens 38

e NI S o = = N USSR 39
(O TT= 00 1o L= TS PTOS PR POPR 39
(0] 01 7= o: B\ F=1 1 07 39
(@001 = Tox S 111 =T 39
L0001 /0= 10|V TP PSSR PRPR 40
YN0 (o[ =SOSR 40
(O YRS = (S [0 To 17| o PR 40
Y11= 0o o N OO O TSRS 40
Work Phone (Voice), Home Phone (V0ICE), N FaX........cccoeririiiriiereee e e 40
E-mail ADAress ana WED SITE.......oociii ettt sttt et sttt e e s e e et e e sabesbeesaaeebeesaeesnbessanesnreeses 40
MAITING AQAIESS......ceee ettt bbb e bbb e e e a e e st e st e bt eb e sheeaeeb e e besaeee e beseese e b ene e e e e eneenis 40
CHENE REVENUES ......oeceeete ettt ettt sttt sttt e st e st e s bt e b e eb e e beeas e beeaesebeeaeesbeeneesheentesheebesbeenbesbeenbesbeenbesbeenbesaeenreenns 40
(O TT= 010\ =TRSOOSO 41
IIVOICES. ..ttt ettt ettt ettt et e e et et e e bt et e sbe e besaeeebesaeesbesaaesbeeabeebeeabeebeenbeebeesbeaaeeabeeneesheenbesbeenbesbeenbenbeenbesaeenrenans 41

ALL ABOUT THE LABOR DATABASE ...ttt ettt ettt s sbe st sbesaae st e sasesbeensesbeensesaeensesanessesaees 42
I 0T a0 (=t OSSPSR 42
(D= 'w T (o PSPPSR 42
RALE. ... ettt et e e e e e e e et —eeeeeae—beeeeeeaaabe—eeeeaaaa—teeeeeaaateeeaaeiatbeeeeeeaabareaeeaaaareeeeeaaarereaaninn 42
O IR A= 0o I (I 1 [ ) P 42
00 1= T 42



ALL ABOUT THE ITEMSDATABASE ...ttt ettt ettt e e s e sttt s s s e s aaba e e e s s sebaeesesssssaaesessssssareesssessntes 43
L0 AT 00 (= RN 43
QUBINEITY ..tttk b bbb b £ b bR b oAb bt e b e £ e R bRt bbbtk e e b et bt b e 43
L]0 T RO 43
(D= v T (o H OSSP T TSP SR PSR UTOUPTOTURPPITPPRIN 43
L]0 71 O = OO 43
(01 43
RSV < 0101 OO 43

ALL ABOUT NUMBER FORMATS ..ottt et s s s st e st be e s s s ht e s s e saes s sabeessbaessseesssabeesssbesssseesssssnssanbenssans 44

INVOICE NUMBER FORMAT ... tttiiiiiiiitiie e ittt e s seitbrte e s s esiaabeesssssasbaeesessasbaseeessebabaeessesaabbeesessaasbaseesssasbabeeessasssbenesannn 44
CLIENT NUMBER FORMAT ..o iitttiiet ettt e esibe et e e s ettt e e s sesbabeeeseesabbeseessabbaeeeeseaababeeessesssbaeeeessasbaaesessasabenessesnsrrneeas 44
ALL ABOUT THE “NEW?” IMENU .....oooiiiiee ittt ettt s st e et s s svae s s saaeasssbesssnsaessbasssasbessansesssbenssassessanes 44
TIPS, TRICKS, AND FREQUENTLY ASKED QUESTIONS........coi ettt ettt 45
IMPORTING A LOGO ... cteie ettt e et e ettt e ettt e e et e e st e e e eeatessesseessabeeesbaessassesssabeessseeesseessasseesansesesseessssseesanbenssneessanens 45
DIALING PREFERENCES. .. .eeiettttieteessitetssasessssssessasssssasessasssessasesssssssesassssssasesssasesesasssssssssessssssssassessssssssssssssssssesssssees 45
FAXING BLUE BOX INVOICES.....cciiiicutiiiieeieitieiie e eestttte s s e e saateeassesabeetesssasbasessssessasesassesassseesessaasbessesssasbeseeassasssbenesseins 45
GENERATE DATABASE SWAPPING ....ctttiiiiiiittttiessseitattesssassssssassesisssssssssassssssesssssssssesssassssessessssssssssessessssssessesssssseses 45
WHAT ARE THE DIFFERENT VERSIONS? ... tttiiiiiiitteiieeeietesteessetssssessesssssesssasssssssssssassassssssassssssessessssssessessssssssssesssnes 45
WHAT HAPPENED TO THE INTERNATIONAL VERSION?....uvtiiiiiiittiiieeiesittties s s esisbeeesssssbassssssssbssssessssssssnessessssssssssesssnes 46
WHAT DO INVOICES LOOK LIKE?. . uuuttiiiiiiittiitiiiiitbeeiessisibsstssssessssssessasssssesssssssssssssssssssssesssasssssssssssssssnessessssssesssssssnes 46

(O =] B 1 TR 47

BLUE BOX SOFTWARE AND CONSULTING LICENSE ...ttt tes s savee s ae s s s s 48

Registration

After you begin using Blue Box Invoices and find out how easy it isto use, you'll
probably want to register it. At least | hope that you'll want to register it. This
program is designed to save you time and money. If you find that it doesn’t, feel
freeto stop using it, but if you find that it does, please register it for the small fee
of $20.00 (US). To register, all you have to do is follow the directions that appear
when you open the program (the first screen—scroll down to complete, print, and
mail the form). When your check is received, you will be mailed (or e-mailed) a
registration code that will unlock your copy of Blue Box Invoices. Notethat | am
trusting you here, and will not be holding the check for 10 daysto clear, | send the
code out right away.

Credit Cards
Y ou can now register your copy of Blue Box invoices on the internet with most
common credit cards:
Secure Server Relay: http://order.kagi.com/?S72& s
Normal Server: http://order.kagi.com/?S72
These sites are also linked to from the Blue Box web server:
http://www.blueboxsw.com

Please support your fellow consultants!
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About Blue Box Software and Consulting

Blue Box Software and Consulting consists of Jay R. Kellett (that’s me) and
severa associated companies and consultants. We are about as small as they
come, but take great pride in the work that we accomplish. The goal of Blue Box
Software and Consulting isto specialize in the field of software development for
training and performance support. While most of our work is done on a contract
basis, it is aso agoa to develop and bring to market several tools that solve
general market needs. If feel that we may be able to help you, please contact

Jay R. Kellett at (610) 738-0235, or write to:

Jay R. Kellett

Blue Box Software and Consulting
218 New Kent Drive

West Chester, PA 19380

Y ou can also visit our web site at ww. Bl ueBoxSW com

About Blue Box Invoices
Blue Box Invoices was created to allow consultants, contractors, freelancers, and
very small companies to quickly generate and track invoices. Itisaimed at being a
balance between "ease of use" and "general applicability" for all types of invoices.
It has become most popular in the areas of:

Film and Video Production

Graphic and Web Design

|SP Hosting

Live Entertainment & Booking

Photography
Each invoice contains information about you or your company, information about
the client, and specific billing information. Invoice information is broken out into
“Labor” and “Items.” “Labor” relates to work done at an hourly wage, performed
on a specific date. “Items’ refers to anything else (usually with afixed cost and
quantity associated with it). Thiswill be explained in more detail |ater.

Blue Box Invoices aso has many features that allow you to look only at invoices
that relate to specific clients, and to pull information from them. For instance, you
will be ableto easily see how much of your revenues were generated from a
specific client— and how much of this has yet to be paid.



What'sNew in Version 1.2?

Aswith version 1.1, this version has been guided by the feedback of users. While
we couldn’t add everything, we think that we chose the features that will allow the
most users to get the most power out of thistool while keeping it as simple as ever
to use.

M a or changes include:
Extensive control over currency formatting for international use
Every label of an invoiceis customizable
New "Generate" database allows for unlimited customization of invoice &
envelope layout (requires FileMaker Pro and aregistered program)
New Preview feature allows invoice to be previewed or faxed (additional
software required for faxing)
Tax ID field is displayed at the top of each invoice
Client address links directly to Y ahoo! maps
Look at client revenues from a specific year with the "Focus" features
Generate pure text (ASCII) invoices
E-mail text invoices directly to your client
Print blank or partially filled invoices for on-site completion
Item numbers and labor numbers can now be assigned by the user
Pop-up lists sorted by number, not by name

What isthisKey Code thing?

Blue Box tracks users by their Key Code. The Key Code is aten digit number
generated by your computer when you first run the software. The first six numbers
of the key code are made up of the current month, day, and year. The remaining
four digits are random. This number identifies you in our customer tracking
database. This helps us perform customer service functions better. Also, every
key code has a matching registration number that allows the program to be fully
registered. Thisiswhy we always ask for the Key Code when you register the
program, and also why we like to have it when performing customer support.
Please always try to include your Key Code with all correspondence.

Box Invoices Registration The key code can be found on the
llett, Blue Box Software and Consulting | Registration Screen, which is the first
oduct is registersd to: Jay B, Kellst screen to come up when you register the
Version 1.2 program. Y ou can also go back to the
Key Code 1002083633 Registration Screen by using the layout
System 18.11024% 76816 pop-up on the left side of the screen.
= &= The Key Codeisthefirst of the set of

numbers shown on the right.



Upgrading from Version 1.17?

To upgrade from Blue Box Invoices 1.1 to version 1.2, follow the following
instructionsin order. Version 1.2 will import your data from version 1.1 without
touching the original application.

Before starting:

1) Read all of the directions before starting. If you are unsure about any step, get
some help before proceeding.

2) Before you upgrade, backup your data to a safe place.

3) Open Blue Box Invoices 1.1 (called " Blue Box Invoices 1.1") and closeit. This
will make sure al of the records are found and ready for import.

4) Place the "Blue Box Invoices 1.2" folder on your hard drive * next* to the "Blue
Box Invoices' folder. Do not placeit inside of the folder. In other words, "Blue
Box Invoices 1.1" sitsinside of "Applications,”" then "Blue Box Invoices 1.2"
should also sit inside "Applications.”

Upgrading:

1) Open the "Blue Box Invoices 1.2" application.

2) Press the "Upgrading from 1.17" button.

3) Find the "Import 1.1 Data" section.

4) Press the first button, labeled "Import Labor." 1f you are prompted to find afile,
you should point to "Labor11.BBI" in the "Blue Box Invoices' folder. Do NOT
point to "Labor12.BBI" in the "Blue Box Invoices 1.2" folder.

5) Continue importing Items, Clients, and Invoices.

6) When you are done, you should see all of your previous invoices imported
inside of the database.

After:

1) Once you have verified that the invoices and related data were imported, you
should remove the folder "Blue Box Invoices," or move it to where you will not
confuse the old program with the new one. Make sure that you have backup up
your data before removing the old folder in case you need to restore information
fromit.

2) If thereis any propblem with the import, such as your registration information
not copying over, please contact Blue Box for assistance. Please be sure to include
the “Key Code” for this copy, and aso for the previous copy, of the program.



How it works

About the Databases

Blue Box Invoice is made up of five databases that work together to track invoice
information. These databases are called I nvoices, Clients, Labor, Items, and
Generate (when we refer to the database specifically, we'll bold it). Itis
important for you to understand how they relate to each other in order to get the
most out of this program.

“Invoices” Database

The I nvoices database is the central database where most things happen. It ishere
where you will enter new invoices, relate them to clients, enter your billing
information, and browse previously entered invoices.

“Clients” Database

The Clients database is where information about a specific client is stored. When
you get anew client, you will come into this database and enter details about your
contact, the billing address, and other information. It also allows you to come back
later and look at summary information about your client, including revenue totals
and invoice listings related to this client.

“Labor” Database

The Labor database alows set up default 1abor items, for quick entry into your
invoices later. For instance, if your standard rate is $50.00/per hour and your
typically work day is 8 hours, you can enter alabor item called “ Standard Day”
and include default values of $50.00 for the hourly rate, and 8 hours under “ 1x”
(single-time). Thiswill allow you to enter this |abor-item later on your invoices
with asingle click.

“ltems” Database

The Items database allows you to enter default items which you might bill your
client for, which don’t relate directly to specific hours. Y ou can use thisto enter
expenses encountered during the workday, milestone payments, or retainers.

“Generate” Database
This database allows you to generate printed invoices and envel opes.



How They Work Together

Labor Database

—P| InvoicesDatabase [ | Clients Database

|tems Database l

Gener ate Database » Print Invoice
» Print Envelope

The I nvoices database is where most of the action happens. After you enter
default valuesinto the Labor and |tems databases, these values become available
to you in the I nvoices database. When you enter clients, they too, become
available for selection within the | nvoices database. On atypical day you will be
able to enter the I nvoices database, create a new invoice, select the client, labor,
and items that apply, and print it without ever having to enter the other databases.

The Clients database is always working behind the scenes to keep track of your
clients, how much they have paid you, and how much they still owe you.

Printing happens from the Gener ate database. This allows you to print an
individual invoice and to print envelopesto mail it in. Of course you can aso print
multiple copies of the invoice for your records from here, too.



Under standing Databases and FileM aker Pro

If you are already familiar with the workings of databases and FileMaker Pro, you
can skip this chapter and move on. |If you are new to databases or FileMaker Pro,

you should at least breeze through this chapter so that you' |l be able to reference it
later if you need it.

About Databases

Databases, in general, are collections of similar types of information. Inside
computers databases are formal structures of information with formal names for
each part. Don't let this scare you. Once you get the hang of one database
program, you will find they all become familiar. To explain the difference, let's
assume that we have a phone book. For our example, it will be avery small phone
book. We open the phone book to the B’ s, which only contains two entries:

B
Buffet, Warren 16 Val ue- Added Pl ace 555-5555
Buffett, Jinmmy 101 Parrot Lane 555-1234

In human terms, what we just did was open the phone book to the“B’s’, and
looked at what we found. But in database terms, while we did the same thing,
there are more complicated termsto describeit. First of all, since the phone book
isacollection of pieces of data, we would call the phone book a database. Second,
when we opened the book to the “B’s” we performed what is called a“Find.”
Third, the information is arranged by aphabetical order by name. Thisiscalled a
“Sort,” meaning that the data was sorted in an intentional manner (in this case,
aphabeticaly).

Thisis how things that are really simple become complex sounding- “I browsed
the Sort of the Find from the Database” in this example isjust a complicated way
of saying “I looked at the ‘B’S’ page in the phone book.”

Now let’slook at how we refer to specific pieces of information. The building
blocks of databases are fields and records. Together they define the structure of
the database- and frequently people confuse the two. In our phone book example,
each line could be called arecord. Think of it asa set of data that belongs
together. “Jimmy Buffett” livesat “101 Parrot Lane” and has the phone number
“555-1234." Thisisarecord because it represents information that is supposed to
be connected, and has what we call a“one-to-one” relationship, meaning that
Jmmy Buffet has only one phone number, and the phone number has only one
owner, Jmmy. The same could be said about the address. So in our example, we
are looking at two records.

-10-



Now let'sexplain fields. Fields are pieces of information that are represented in
each and every record. There are three fields of information in our example, they
are “Name,” “Address,” and “Phone Number” (Y ou could even argue that there are
four fields of information of you break “Name” into “First Name” and “Last
Name.” For simplicity we won't do this). Think of our example like this:

Nane Addr ess Phone Nunber
Buffet, Warren 16 Val ue- Added Pl ace |555-5555
Buffett, Jimmy 101 Parrot Lane 555-1234

All records in a database have the same number of fields, since all fields are
represented in some way within each record, even records that fall outside of the
“B’'s’ (By theway, evenif afield isblank inside arecord, it is still considered to
exist).

Now let’s say that we want to call our friend Jimmy Buffett to invite himto a
party. It human terms, we are looking for his phone number, but in database terms,
we want to search for the record with the “Name” field equal to “Buffett, immy”
and read the “Phone Number” field of that record.

Confused? What we areredlly saying isthat you want to use your finger to browse
the “Name” field (“ Search for the Record”) until you find “Buffett, Immy” and
then move your finger over to the “Phone Number” column (read the “Phone
Number” field) to find his number.

Now let’s make things slightly more complicated. Sometimes more than one
database is used so that information can be shared among the records. Each record
in one database pointsto arecord in another database. Thisiscalled “Relating”
therecords. Inasimple example, say there was another database that the Phone
Company stored billing information in that looked like this:

Phone Nunber Bill
555- 0235 $65
555-1234 $50
555-1235 $40
555- 5555 $35

Since both databases have the “Phone Number” field, we can use thisfield to relate
the databases. If we need to know Warren Buffet’ s phone bill, we can use our
phone book to look up his phone number (555-5555), and then use his phone
number to look up his bill ($35).
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The biggest advantage in relating information in this manner isthat it allows you to
create “one-to-many” relationships. Intheinvoicing program, we use this
technique to share client information among all invoices that are related to that
client. Thissavesyou the trouble of re-typing in most information (i.e., addresses)
and also allows you to quickly locate and analyze invoices related to a specific
client.

Note: Thereisa persistent rumor that the aforementioned Buffet and Buffett are
related somehow. While this might be true, | never seen any proof or
acknowledgement from either party. If anyone out there can set this rumor straight
in one direction or the other, please let me know.
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Common Database Terms
Below isalisting of common database terms that you should be familiar with.

Refer back to thislist if you are unsure what the term means when you encounter it
in this manual.

Database A grouping of multiple pieces of similar types of
information. For instance, a phone book is a database of
names, addresses and phone numbers, where each listing has
one of each (aname, an address, and a phone number).

Record A single occurrence of a set of information. In aphone
book, a record would consist of a hame, address and phone
number.

Field A single piece of information that is represented within each

record. In aphone book, each record contains three fields,
name, address, and phone number.

Screen or Layout | The order in which information is arranged for the user. A
database might display itsinformation in avariety of
different layouts. It isnot necessary for alayout to show
each field within arecord; some may be hidden but still exist
in the record. A phone book only has one layout- columns.

Find The process of locating only certain records that meet
specific criteria. Records that match the criteria are shown
and those that do not match are temporarily hidden. If we
could take a phone book and locate only the entries that lived
on your street, that would bea“Find”.

Sort The process of taking records and organizing them based on
some criteria. This might be done to a whole database or it
might be done only to records that were the result of a
“Find.” If wetook al of the entries from the phone book,
found the ones that lived on your street, and then arranged
them by house number- thiswould be a“Sort.” Also a
phone book is the product of sorting all records by name.

Relate, Relating, | The process of linking one record in a database to another
or Relational record in a different database, so that they can share
information.
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About FileMaker Pro

FileMaker Pro is the name of the database program that Blue Box Invoicesis
developed in. Y ou do not need to own FileMaker Pro, since Blue Box Invoicesis
packaged as a stand-alone application. FileMaker Pro has some capabilities within
it, however, that complement Blue Box Invoices and also some that are not
directly supported within Blue Boxes Invoices. A brief explanation of the features
of FileMaker Pro follows.

Status area

[ srenrorwp

= e < Flip-Book

Records : Records

Sorted < Sorted Status

The status area contains a brief overview of the database you are currently in. The
status area always appears on the left side of the database. Elements of the Status
area are:

- Screen Pop-up- Thisisan alternate way of changing screens within the
database. Notice that Special screens (i.e., Print) do not appear on this menu.
Flip-Book- Thisisaminiature flip-book that represents the database you are in.
Y ou can use this by clicking either page to move forward to backward, or use
the tab on the right to move quickly through many records. If you have
performed a Find, this book will only let you browse the found records. To
undo this, select “All” from the “Find”’ row on the “Navigation Bar” whilein
the “Browse” screen of the I nvoices database.

Records- Shows how many records are contained within the current database.
Found- Only shows after performing a“Find.” Tells you the number of records
you are browsing as aresult of the find (not shown in diagram).

Sorted Status- Tells you whether the records you are browsing are sorted or not.
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The Menu Bar

The Menu Bar at the top of the screen allows you to access the built-in features of
FileMaker Pro. Each menu isexplained in more detail below.

File Menu

The following items are available from the file menu:
Print Setup- This alows you to change features related to your printer.
Print- Thisalowsyou to tell FileMaker to print a screen. Y ou should use the
“Print” available in the “Control Bar” instead.
| mport/Export- In general you should stay away from these features unless you
are familiar with the working of FileMaker Pro.
Save a Copy- Y ou should avoid using this feature since it will duplicate the
current database and may cause problems later
Quit- This shuts down Blue Box Invoices and FileMaker pro, returning you to
your operating system.

Edit Menu

The following items are available from the Edit menu:

- Cut, Copy, Paste, and Clear- Use these to edit and move text inside text fields.
Select All- Usethisto select all text within atext field.
Preferences (Application and Document)- In most cases you will probably not
need to adjust these, since they are aready set-up properly. The mostly likely
reason for changing these preferences would be if you wanted to configure your
modem to dial properly from the Clients database.

Mode Menu

Y ou will not need any of the items found under this menu, since they duplicate
items found in the Control Bar and the New menu.

Select Menu

Y ou will not need any items under this menu, since they duplicate items found in
the Control Bar.

Format Menu
These items may be used to modify text inside text fields. The following items are
available and usable in most (but not all) text fields:

Font- Modify the font.

Size- Modify the size of the font

Style- Add and modify the style of the font.
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Align Text- Align text within the field.

Line Spacing- Change the spacing of the text.

Text Color- Change the color of the text

Text...- Modify many parameters of the text at once.

Text Ruler- Add atext ruler and toolbar to the screen. Allows placement of
tabs and adjustment of margins.

New Menu

These items allow the creation and deletion of records within a database. These
commands are also available from the Control Bar.
- Invoice- Switches to the Invoice database and creates a new invoice record.
Client- Switchesto the Client database and creates a new client record.
Labor- Switchesto the L abor database and creates a new |abor record.
Item- Switchesto the Item database and create a new Item record.
Delete- Deletes the current record in the current database. Be careful with this
option, as it cannot be undone!

Window

Provides an alternate method of switching between databases. Y ou do not need
thissince it isaduplicate of functionality found in the Control Bar.
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Installing the Program
Macintosh

Minimum Requirements
Mac OS based computer, System 7.1 or later
8 megs of RAM
4 megs of free hard drive space
Power-PC or 68k friendly

Set-up Instructions
From the Blue Box web site (www. bl ueboxsw. con), download
“BBI-11.sit”.
Expand thisfile with Stuff-1t Expander (available at
www. al addi nsys. conj.
Y ou should now have afolder called “Blue Box Invoices 1.1” on your hard
drive.

IBM-PC or Compatible

Minimum Requirements
486 or Pentium, Windows’ 95 or above
8 megs of RAM
4 megs of free hard drive space
Windows ' 95 formatted volume (long filenames)

Set-up Instructions
From the Blue Box web site (www. bl ueboxsw. con), download
“BBI-11.zip".
Expand this file with Win-Zip (available at ww. wi nzi p. com.
Y ou should now have afolder called “Blue Box Invoices 1.1” on your hard
drive.
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TheFirst Invoice

Opening the Program

To open to program, open the folder called “Blue Box Invoices’ on your hard drive
and click on the application called “Blue Box Invoices.” Thiswill start the
program, and will open each database’ s files for you. Once thisis done, the
program will show you an overview of all invoices entered into the system. Thisis
called the “Browse” screen.

The Control Bar

Screen: Globals Browse Entry

Most navigation in this program is done using the control bar. The control bar is
the collection of commands that appear at the top of the screen. The command bar
has several rows that allow navigation and perform special functions. These
functions change depending where you are in the program.

On the left of the first row of the control bar are the “Databases.” This alowsyou
to switch among the four databases. In order to change to a new database, just
click on thetitle. The database you are currently in is colored in yellow, while the
available databases are colored in light blue.

On theright of the first row of the control bar are the “New” commands. These
replicate commands in the “New” menu. They can be used from any database to
create anew record in any database, including the one you are in currently.

The second row of the control bar islabeled “ Screen.” This alows you to switch
between the active screens within a database. The Labor and | tems databases
only have one screen, “Browse.” The “Invoices’ database has three user screens
and a special fourth screen for printing (this screen is used only for printing).

Other special commands include “PrintEnvelope” and “Find” commands that come
up only on specific screens. Y ou can find more information on these commands in
the “ Reference” section.

Entering Global Information

Before using the program to generate invoices, you need to enter information
specific to your company or business. Y ou do this by selecting the “ Global”
screen from the Control Bar.
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| a Databases: Invoices Clients Labor Items

Screen: Globals Browse Entry

All invoices are printed with a header and footer. The header consists of a
100x100 pixel graphic logo, the company name, and the address. The footer isa
large text area where you can add any supplemental information that all invoices
will need attached to them. This might include your tax ID number, payment
terms, contact phone number, or any other pertinent information. This text can be
formatted using the “Format” menu at the top of the screen.

Header Information
[BlueBox

SR s Consubing
218 Mew Kent Drive
Wiesh Chester,PA 19380

Header ahd Footer information is usedto build - L, |'ee
and printyou invoices and envelopes. This ’
diagram shows a simple invoice and whers
this information is filled in.

—Footer Information

Thank you for your business!

Y ou can replace any of the existing text by selecting it and typing over it. You can
also paste the text in from another program if you prefer. The graphic logo can be
repl aced by following these steps.

Copy anew logo from another source (scrapbook, etc).

Select the box containing the logo on the “ Globals’ screen by clicking on it

once.

Select Paste from the edit menu.

Y our new logo should appear in the box.

Y ou may also set up tax defaults from the Globals screen. For more information
on the Globals screen, refer to the reference on page 25.
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Entering Labor Records

After entering the “Globals’ information, you should switch over to the L abor
database and begin filling out your standard labor items. Y ou can switch over by
selecting “Labor” from the “ Databases’ line of the “ Control Bar.”

Window Help
New Invoice #1
Mew Client #®2
New Labor
New Item

Hew : Invoice Client Labor Item

#4

1 Delete Invoice %5

To create anew labor option (really a*“record” in database terms), select “New
Labor” from the “New” menu or “New: Labor” from the control bar. Y ou should
create at least one record, and can create moreif you like. Y ou can also modify an
existing option if you want.

Dratabases: Invoices Clients Labor Items Hew: Invoice Client Labor Item

% Screen: Browse

Labor Index Description Rate 1= 15x 2x Cost Revenues

| 1|Standard Day, 3 Hour $50.000 3 $4EIEI.EIEI| $IZI.DD|
| 2|Standard Day, 10 Hour $500000 g 2 $55EI.EIEI| $IZI.DD|
|| ZiEditing, Of-site $40.00 g $32EI.EIEI| $EI.DD|

For more information on the Labor database, refer to the reference on page 42.

Entering Items Records

Next you should begin entering items into your |tems database. Thisissimilar to
the last set. Select “New Item” from the “New” menu.

a Databases: Invoices Clients Labor Items Hew: Invoice Client Labor Item

Screen: Browse

Item Index  GQuantity Units Description Unit Cost Cost Revenues

1| 1 | cable |Cable,}{to“rconnector | $1D.E|E|| $1D.E|E|| $1D.DD|

For more information on the Items database, refer to the reference on page 43.

-20-



Entering the First Client
Now that you have customized the database for your own use, you can begin
entering your clients.

Select “New Client” from the “New” menu.

Window Help

Mew Invoice 31
Mew Client
Mew Labor
Mew ltem

Hew : Invoice Client Labor Item

#3
4

Delete Invoice *5

For now, all you have to worry about is the contact information. For more
information, refer to the Client database reference starting on page 38 or the
reference for this entry screen on page 39.
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Entering the First Invoice

a Screen: Globals Browse Entry Print PrintEnvelope

Mew Invoice
Mew Client 3E 2 Mew : Invoice Client Labor IHem

New Labor %3 -]

Mew [tem 34

Delete Invoice *¥5

Y ou are now ready to begin entering the invoice information. Since you have
already entered the Client information, all you have to do is select the correct client
from the pop-up menu (located to the right of the words “Client Index”). This will
relate thisinvoice to the client, which will automatically fill in information such as
the client address and revenue information.

—Client Information

Client Index [_C_0001] Client Mailing Address:
@ D_e-rrek Gr_ant
_Client Reyenues— f&gﬁ.ﬁéﬁéﬁalggﬂt.Qf..lﬂtemﬁ.tﬁ.ﬁlﬁ.ﬁ ..............................................
Paid 105 Dfice Center Drive
Unpaid $550.00 Eort sashington, Ba 19380
Total $550.00

Next you should add labor and items information. Use the pop-up menu to the left
of each linetofill itin. Noticethat each lineis editable after it isfilled in. Also
notice that you will need to enter the correct date for each labor item in
MM/DD/YY format (the day-of-week is added for you automatically). The grand
total will be calculated for you automatically as you enter the invoice information.

Labor Information

Labor Date Description Rate 1= 15x 2x Cost Taxes
[E] 2| Wied 1219198 iStandard Day, 10 Hour $=>0.00 g 2 $550.00
(]
Il
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Print Your Invoice
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Now that you have entered the information, you will have to generate the invoice
so that you can send it to your client. Y ou do this by selecting “Invoice” from the
“Generate” row of the control bar. Thiswill pull together information from your
“Globals’ screen, Clients database, and current invoice record to create an invoice,
which is sent to your printer. Both the Print Set-Up and the Print dialog boxes
appear. If you need to select a new printer or want to print multiple copies, you
can select those options from the print dialog box that comes up.

Print an Envelope

OK, so now that you have your invoice, how do you mail it? Simple, select the
“Envelope” screen from the “ Generate” row of the control bar. Thiswill gotoa
special screen that formats your header information into a return address and the
client information into a shipping address. The result is sent to the printer. Again
the Print Setup and the Print dialog boxes appear. Y ou may have to change your
settings in the print dialog box to “manual feed” to print correctly on the envelope.
All printers seem to handle this dightly differently. For more information, see
your printer’s manual.
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Your Next Invoice

Now that you have done all of the set up for this program, future invoices should
be abreeze. If you are sending out an additional invoice to aclient already
entered, all you need to do is create a new invoice, relate it to that client, and begin
entering the invoice Labor and Items. If you need to send an invoice out to a new
client, just enter the new client’ sinformation first, and then create your new
invoice. If you forget and create the invoice before entering the client, No
Problem. Just go back to the client database, enter the new client, and when you

return to the I nvoices database, the new client will be available to you in the Client
Index field.
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All about the I nvoice Database

Screens

The I nvoices database has the following user screens:
Globals- This screen alows you to control the Header and Footer information.
Browse- This screen show you an overview of all invoicesin the database.
Entry- This screen allows you to enter, view, and modify information in an
invoice. Thisisalso whereyou print invoices and other output.

Globals Screen

Header Information
[BlueBox

Sl GRF Comstitiay
218 New Kent Drive
rest Chesfer,PA 19380

Header and Footer information is used o build Ly |f
and printyou invoices and envelopes. This
diagrram shows a simple invoice and where
this information is filled in

INVOICE

Footer Information

Thank you for your business!

Each invoice that is printed has certain information that stays the same for each
invoice (e.g., your company name, address, payment instructions) Globals allows
you to setup and to change this information across all invoices.

This screen is divided into two main parts, header information and footer
information. Inthe middle of the screen isasmall diagram showing where the
information you enter would show up on an invoice. Thissmall invoiceisastatic
graphic and does not change as you enter information.

Header Information

The header consists of alogo, company name, and address. Thisinformation, asis
all of the information in Globals, is always identical for all invoices.

Logo
The default logo when you install the program is the Blue Box Software and
Consulting logo. Obviously you don’t need to keep this; it isjust a placehol der
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until you find or create alogo of your own. The logo that you use should be a
100x100 pixel graphic. It can even be larger than this size, as the program will
scaleit down to 100x100 when it needs to. | don’t recommend this, because you
will just be taking up extra space in the database, and it will make your computer
spend more time processing the logo when you want to print. If your logois
smaller than 100x100 pixels, the program will just center the graphic in the box
and will not scaleit. Thisdoes not cause any problems when you print. Thelogo
can bein color if you want it to be. If you have a color printer, it should process it
just fine, and if you don’t, your printer will dither the image into a black and white
oneasit prints. Some printers do a better job of this than others.
To add anew logo you need to:

Copy anew logo from another source (scrapbook, etc).

Select the box containing the logo on the “ Globals” screen.

Select Paste from the edit menu.

Y our new logo should appear in the box.
If you want to clear the logo from the box, select the logo and select “Clear” from
the “Edit” menu. Thiswill erase thelogo from all invoices. Y ou can aways add
another logo after doing this.

Name and Address

The boxesto the right of the logo allow you to enter your company name and
address. If you don't need the extraline at the bottom, it isanice ideato add your
phone number, too. Thefirst of the four linesis dightly larger and is bolded by
default. Y ou can change the styles and the fonts within these boxes to suit your
own taste. Remember that the size of the boxesis fixed and will not expand if you
add more text than will fit. If you have an especially long name or address, try
reducing the size of the font from the “ Format” menu.

Footer Information
The footer isreally atext box in which you can add any sort of information that
will be useful to people receiving your invoice. Suggestions include:
Directions on whom to make payable on the check.
Whom to direct questions to, and the number to call.
Y our standard payment terms.
A “Thank-You” for doing business with you.

-26 -



Tax Defaults

—-Tax Setup

Labor Tax Method Tl iz choose o aut-;:matically add tax bo Yol imf-;:i-::e_s. Taxes may be

N applied b kot andlor tems. 1Fyouwant i pick which kemsllabor are
® Aﬁ Faxed, choose "Marked,” which will add tax only b smstlabor whose
. Marked descriptions contain the "Tax Marketr” symbaol. Vol will see the bokal
Civlacs Faxes for each ling ibkem in vour records. Only the grand total for Baxes is
ltems Tax Method printed on the final invoeice. Enterthe tax rabe as a decimal. |Ewill show

N as a percentage. These valuss are DMLY ussd as the defaults for new
g;ﬂ? imvoices, Toumay also add a Tax ID and changs the TaxlD lakel.
harked Tax Hate Tax Marker

Ex: "0.06 becomes "6%" | 02| | * |
| Taxm [

Each invoice has certain tax information stored within it. New invoices are set-up
using the Tax Defaults in the Globals screen. Changing these defaults does not
change existing invoices, only newly created ones. Tax information of existing
invoicesis modified in the entry screen. There are four items you should set when
setting up your tax defaults:
Labor Tax Method—This tells how taxes should be applied to labor items.
“No” means that no items aretaxed. “All” meansthat al labor items are taxed.
“Marked” means that only items whose descriptions contain the “ Tax Marker”
are taxed.
Items Tax Method— Thistells how taxes should be applied to labor items.
“No” means that no items aretaxed. “All” meansthat all labor items are taxed.
“Marked” means that only items whose descriptions contain the “ Tax Marker”
are taxed.
Tax Rate—Thisisthe rate at which to tax labor and items. A singleinvoice can
have only one tax rate, but several invoices can have severa different rates.
Tax Marker—Thisis used only if Labor or Items Tax Methods are set to
“Marked.” If so, any line that contains the Tax Marker in the description field
will have tax added to it.
Tax ID — Thisis both alabel and atax ID that appears on all invoices
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Labels Setup

—~Labels Setup

Change the invoice labels to better suit your needs.

Administration Labels

| Invoice Nunmber| H

[ Purchase Order Number] nvo I Ce
| Invoice Date|

I Tax ID]

[To: |

This section allows you to change every label on theinvoice. Thiscan comein
handy for customizing the invoices for a particular industry or country. Note that
the information describing taxes can not be directly customized, sinceit is
generated for each invoice. If you need to trandate this information to another
language, disable it by setting the pereference under Miscelaneous Settings.

Currency Formatting
Currency Formatting

Change the Format of the currency onyour invoices.

Leading [§ | SetU.S. Defaults
Thousands Marker |,
Change Marker ]

Show Change? [=]

Trailing [ |

This section allows you to format the currency for a particular country. Only one
set of setting isallowed at atime. The following fields effect currecy:
Leading — This isthe text or symbol that precedes the currency
Thousands Marker — This is used to sepreate the thousands
Change marker — This seperates the change from the whole numbers
Show Change — This designates whether the change should be shown at all.
Some countries do not show change as a custom, and some industries do not
show change due to the large amounts used.
Trailing — Thisisthe text or symbol that trails the currency.
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Miscellaneous Settings

—Miscellaneous Settings

Explain Tax Rate? [7] Thiz allows wou o p.ick if_ Ehe B2 rake will e e}{plained ko the.user ke
the program on the invoice. IFyou choose o disable the option, You
can always explain the Bax rabe in the "Foobet” of the "Mobes” sections.

Show BBl ad? [X] Thiz allows you to choose o show the "Blue Box Invoices” ad on your
imvoices, of not show the ad on your invoices. You can only turn
this off if your program is registered.

Explain Tax Rate? — This allows you to pick if the tax rate will be explained to

the user by the program on the invoice. If you choose to disable the option, you
can aways explain the tax rate in the "Footer" or the "Notes" sections.

Show BBI ad? - This alows you to choose to show the "Blue Box Invoices' ad

on your invoices, or not show the ad on your invoices. You can only turn this
off if your program isregistered.

Import 11 Data
—Import 1.1 Data

IFyou are upgrading frem version 1.1, you should complets each of the following steps. These
Butons will import each set of data from yous previous "Blug Box Invoices” version 1.1, This
will also copy over registration informalicn. Before starting this process, wou should backup all
previous invoice dakal Tou may have b find "Labar 1.BBI1 when promiphed for i,

1-[ Import Lakor ]2[ Import Ibems ]3[ Impott Clients ]4[ Import Invoices ]

After completing all four steps, wou should move your old database to a place whers itwill not
e confused with the new one. Tou may wank b remaoye it from Your machine after it is safely
acked up.

This section allows you to upgrade your data from a previous version of BBI. You
should import old data before creating new records. For a step-by-step procedure,
see page 7.
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The Browse Screen

Databases: Invoices Clients Labor Items Hew: Invoice Client Labor ltem

y Screen: Globals Browse Entry Print

All  Paid Unpaid Omitted 01 02 03 04 01 902 03 Q4

$0.00 $550.00

Invoice Order Invoice Total Labor  Total ltem :
Number Number Date Company Rewenues Revenues Total Taxes Grand Total Paid

I. UDDZ| | O4-12|'9|'98|World5cape, Datrak Grant,| $55EI.EID| $EI.DD| $D.DEI| $550.DD||:| N0|
| e

T nnnal I a4 amnol i nnl +n il 4+ nnl #nnnl— kAl

This screen allows you to browse all of your invoices. It aso alowsyou to search
for specific types of invoices and to sort them. Whenever you open aregistered
copy of Blue Box Invoices, thisis the screen that the program will opento. When
opened, the program will show you all of the invoices and sort them by date (with
the most recent invoices at the top).

Each invoiceis represented by aline of horizontal information containing select
fields. Some of the headers on this screen are underlined, indicating that you may
sort the invoices by clicking on the header. Some fields are also modifiablein this
screen. Screen elements are:

Invoice Number

The automatically generated invoice identification number. Invoices may be
sorted by invoice number by clicking on this header.

Purchase Order Number

The purchase order number from the client, if any. Invoices may be sorted by
Purchase Order Number by clicking on this header. Thisfield isaso modifiable.

Invoice Date

The date that the client was invoiced. Invoices may be sorted by Invoice Date by
clicking on this header. Thisfield isalso modifiable.

Company

Name of the company that was invoiced. Invoices may be sorted by Company by
clicking on this header.

Total Labor Costs
Sum of all labor on the invoice.

Total Item Costs
Sum of al items on the invoice.

Taxes Total
The sum of “Total Labor Taxes” and “Total Item Taxes.”
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Grand Total
The sum of “Total Labor Costs” and “Total Item Costs.”

The Grand Total Header

This header is special because it aso contains a dollar amount above it which
contains the sum of all invoices being browsed. Notice that when you select a
Find, this total will change to reflect the dollar amount of the found set.

Paid

Either “Yes’ or “No,” indicating whether the invoice had been paid or not.
Invoices may be sorted by Paid status by clicking on this header. Thisfieldis
modifiable by clicking on the checkbox next to the current Paid status.

The Go Button

Each invoice being browsed has a button to the right labeled “Go.” This button
selects the invoice to which it is attached, and enters the “Entry” screen. Secret
trick: Hold down the Option key to omit arecord from views, or hold down the
Command key to go directly to the related company.

The Find Navigation

Unique to this screen isthe “Find” items that appears at the bottom of the control
bar. These entries allow you to quickly find a sub-set of the I nvoices database.
After performing a Find, you may also want to perform a sort by clicking on one of
the underlined headers. Each of the Find items performs the following functions:
- All- Thisfinds al invoicesin the system. Frequently you will want to perform
this following another find.
Paid- Thisfinds all of your invoices that have been paid
Unpaid- Thisfinds all of your invoices that have not been paid.
Omitted- This shows all of the invoices that were hidden as aresult of the last
find, and hides all of the invoices that were shown as aresult of the last find.
1998, 1999, and 2000—These will find all invoicesin a specific year.
Q1, Q2, Q3, and Q4—Two sets of these exist. One after 1999 and the other
after 2000. They will find all invoices within a specific quarter within the
specific year.
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The Entry Screen

The entry screen contains all of the information specific to one invoice at atime.
Thisinformation is broken up into five sections:
- Administration Information

Client Information

Labor information

Item Information

Notes

Administration Information

—Administration Information Cabor Tax ethod Wams Tax athod
Invoice Number I.0002 Total Pre-Tax £520.00 @ Mo w Mo
Total Taxes $0.00 gﬁn 'Elirked g aleluked
Purchase Order Number I:l Grand Total $%50.00
Invoice Date Tax Rate Tax Marker
Paid [ Mo | %] | * |

Administration information is information which relates to the processing and
categorization of theinvoice. Fields of information are:

Invoice number

Thisisthe serial number given to thisinvoice. This number isin the standard
Invoice format. The number shows as aregular decimal and in the Invoice
Number Format. The decimal number is modifiable and will automatically update
the formatted version when the cursor leaves the field.

Purchase Order Number

This number is the same as the number of the purchase order from your client.
This number is modifiable and is also optional.

Invoice Date

Thisreflects the date that your client was billed. By default, thisis the date on
which the invoice was created. Y ou may modify thisfield.

Paid
This designates whether the invoice has been paid by the client or not. You can
change the value by pressing the checkbox to the left of the“Yes’ or “No” value.

Grand Total

Thisisthe total dollar amount of theinvoice. Thisvalueisnot directly modifiable
by the user, but updates itself as Labor and Items are added to the invoice.
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Invoice Tax Information

Labor Tax Method, Items Tax Method, Tax Rate, and Tax Marker determine how
taxes are applied to thisinvoice. For more information, see Tax Defaults on page
27.

InvDate=Today

This button places the current date into the Invoice Date field. Thisisahandy way
to update the date before printing an invoice.

Client Information

These fields contain information related to the client being billed. The following
field are found here:

—Client Information

Client Index . DDDEI | Go Client Mailing Address:
Permek Kilzbhsngsr
- Client Revenues —- ProEscaps Tachnalediss,. s
Focus [& | = Office Gaenter Drive
Fort $Washington, Pa 19200

Paid $1,250.00

Unpaid $500.00
Total £1,70.00

Client Index

Thisfield contains the client index number that has been related to thisindex. The
information can be entered in two different ways, either by selecting the pop-up
menu (on top) or by typing in the client number (on bottom). If you type the client
number in the box, it must be in the client number format in order for the system to
accept it. 'You can pressthe “Go” button to jump to the “Client” database and
review this client information.

Client Mailing Address

When you select aclient to relate to this invoice, the client’ s address automatically
fillsinto thisarea. Whilethisfield is not modifiable, you may still select thisfield
for purposes of copying the information out (to create a cover letter, for instance).

Client Revenues

Thefields,“Paid,” “Unpaid,” and “Total” show you the amount of revenue
generated from this client, broken out by Paid status and also totaled. Y ou can
press the “Refresh” button to make sure that your latest changes to thisinvoice are
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reflected in these totals. The “Focus’ field gives you a pop-up that allows the
focusing on onto one year, or on al years. note that when you use this figure,
some invoices will not be included in the totals shown.

Labor Information

Labor Information

Labor Date Description Rate 1= 153= 2= Cost Taxes

@ 2] Whied 1219198 iStandard Day, 10 Hour $50.00 g 2 $550.00

Y ou can select your preset labor items from the pop-up menu to add them
automatically to thisinvoice. Each of the ten lines hasits own pop-up menu. Each
line also has a button labeled “X” which will clear the contents of that line. You
can modify the contents of the line at any time and do not first have to fill the line
in with information from the L abor database if you do not want to.

Total Labor costs will remain updated as you add and modify information. “1x,”
“1.5x,” and “2x” alow you to enter regular time, time-and-a-half, and double-time
all within the same day. Taxes, should they be applied to the line, will be shown at
the end. Note that you will have to enter the date manually for each line, even if
you have filled the rest of the line in from the L abor database.

For more information on these labels, see the definitions from the L abor database
on page 42.

[tem Information

Item Guantity Units Description Unit Cost Cost Taxes

Ftem Information

3 I [ cable” iCable Ko Y connechor $10.00; $10.000] |
[T | I: : : : : I

Iltem information in filled in very similarly to the way in which the Labor
information is entered. Each line has a pop-up menu from which Items can be
selected. In order to clear theline, pressthe “X” button to the left of the pop-up
menu. Y ou can modify the information at any time, and can manually fill in lines
without first choosing them from the I tems database. Taxes, should they be
applied to the line, will be added at the end.

For more information on these labels, see the definitions from the | tems database
on page 43.
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Notes

~-Notes (Printed on Invoice)

[twas a pleasure working with you! Please letme know iFthis project has any additional parts
Chat wou might need assistance on.

Freguently you may have information that you want to attach to a specific invoice.
Y ou can enter thisinformation in the “Notes (Public)” field. Thisinformation will
be shaded and attached to the invoice following the “Grand Total.” This may
contain information about specific items, notes about follow-up work, or
information to the billing department. It isup to you how to use thisfield. Notice
that the difference between this field and the “Footer” field isthat the “Notes’ field
appliesto only asingle invoice, while the “Footer” information appliesto all
invoices. Also notice the difference between this field and the Client Notes field,
which is not printed on invoices and is not shown to the client.
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Generate Menu on the Control Bar

Databases: Invoices Clients Labor Items Hew: Invoice Client Labor IHem
Screen: Globals Browse Entry

Generate: Invoice Envelope Preview Text Email Blank

The following are items appear in the Generate row of the Control bar only on this
screen.

Invoice

Selecting the “Invoice’ generates an invoice from the available information. The
program will use information from the Invoice, the Client database, the Globals,
and the Generate database to format and output the invoice to the printer. The
program does its best to fit the invoice into one page. It will shrink the Labor and
Items list to the minimum size needed, and it will move up and shrink the Notes
field. If itisunable to print the invoice on asingle page, it will output a second
page with the additional information.

Envelope

This option allows you to generate an envelope for your invoice. You will also
notice that if you use the "Attn:" option in the client information, thisline will
appear at the bottom of the address, and the client name and position will not be
shown. Thisisto avoid confusion when sorting the mail. Y ou client’s name and
position will still be printed normally on the invoice itself, however.

Preview

This option allows you to preview an invoice beforeit is printed. Be kind to our
trees by making a habit of previewing your invoices before printing them.

Text

This option generates an ASCII text invoice. Notice that when thisis done thereis
frequently a“clipping” that happens to the some descriptions. Make sure that if
this happens nothing important is left out of the invoice. The text generated is best
viewed in a“monospaced” font, such as Courier or New Courier. The formulafor
thisfield can be found in the Gener ate database, which can be opened and altered
once the program is altered.

Email

This option used the text file generated from the previous option and emailsit to
the email address listed for the related client.
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Blank

This option prints an invoice with extra blank lines and without totals. Thisis
ideal if you are planning on taking the invoice to a client site for completion, and
do not know all of the details of the job before leaving.
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All about the Client Database

The Client database allows you to enter and manage your client list. Thisallows
you to enter client information once and then automatically fill in that information
oninvoices. It also keeps track of how much revenue has come from each client
and how much each client still owes you.

Remember, you always need to enter a client into the “ Client” database before you
can bill the client.

The Client Database has the following screens.

- Browse- this screen shows al of your clients and key fields about them.
Entry- this screen allows you to enter, modify, and view all client information.
Print- this special screen sends either the Browse screen or the Entry screen to
the printer.

Browse Screen

Databases: Invoices Clients Labor IHems Hew: Invoice Client Labor Item

g Screen: Browse Entry Print

$560.00
Client Index Description Paid Unpaid Total
[C.0001 [WorldS cape, Derrek Grant, Vice President of | | $560.00] $560.00]_Go

The browse screen shows all of your clients. Each line contains key fields about a
client. Thesefieldsare:
- Client Index- the client index number generated by the database, in standard
client number format.
Description- a brief description of the client. Thisfield isarranged by company
name, contact name, followed by title.
Paid- the sum of all paid invoices related to this client.
Unpaid- the sum of all unpaid invoices related to this client.
Total- the sum of al invoices, paid and unpaid, related to this client.

The “Go” Button to the right of the Total allows you to select a client and to switch

to the Entry screen with asingle click. The double lined number that appears
above the Grand Tota header shows all revenues from all clients.
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Entry Screen
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The Entry screen allows you to enter, modify and view information about an
individual client.

Client Index

This number is generated by the program and is in standard client index format.
The number cannot be modified. Thisisthe number that the invoice database uses
to remember which client an invoiceisrelated to. Because thisinformation is used
instead of a name, the contact, title, address, and other information can change
without harming older invoices.

Contact Name

Thisisthe name of the person who is your contact at the company. The invoice
will be mailed addressed to this person. Thisfield is optional.

Contact Title
Thisisthe formal title of the Contact Name. Thisfield isalso optional.
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Company

Thisisthe name of the company that isbeing billed. Thisfield should befilled in.
If the name of the company and the name of the person are the same, place the
name into thisfield.

Address

Thisisthe address that the invoice should be mailed to. Y ou may use up to al
three in the address field.

City, State, and Zip

These fields allow you to enter the City, State, and Zip Code of your client. You
should use these fields instead of the Address lines so that the program can format
the address properly. You can aso click on the “Yahoo! Maps’ button to find an
on-line map to your client’slocation.

Attention

If thisfield isfilled in, the name (or title or department) is added to the bottom of
the address with an extraline and the text “ Attn:” beforeit. Thisfield isoptional.

Work Phone (Voice), Home Phone (Voice), and Fax

These are extra places for you to track your client’s phone numbers. Y ou should
fill in the Voice phone number because it may help you later when shipping
overnight (FedEx requires a phone number on the shipping label). You may also
choose to have your modem dial the voice phone numbers for you with the dial
button. Y ou can set up dialing preferences in the Application Preferences dialog
box, under the “Edit” menu.

E-mail Address and Web Site

Y ou can store your client’s e-mail address and web site in the spaces provided.
Assuming that your computer is configured properly for Internet access, you can
use the buttons provided to open an email to the client, or to open the client’s web
site. Thisisaso the email address used when sending text invoices.

Mailing Address

Thisfield is calculated by the database as you fill in the above information. This
field is not modifiable, but can be selected and copied into other programs.

Client Revenues

These fields, “Paid,” “Unpaid,” and “Total” show you the amount of revenue
generated from this client, broken out by Paid status and also totaled. Y ou can
press the “ Refresh” button to make sure that your latest changes to thisinvoice are
reflected in these totals. Y ou will notice that this display looks similar to the
“Client Revenues’ section of the Invoicing database. The only difference hereis
that you can click on “Paid,” “Unpaid,” or “Total” to find quickly all invoices
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related to this client and to browse them in the Invoices database. The Focus
feature allows you to pick single years for which to show totals, rather than al
invoices.

Client Notes
This alows you to enter notes on items not listed el sewhere about this client.
Suggested items include:

Projects you have completed

The client’sweb site

Information about the company

Bidding information on future projects

Invoices

All invoices which have been related to this client can be browsed on the client
screen. Select fields are used from each invoice. For more information on these
labels, see the definitions from the L abor database on page 42.
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All about the Labor Database

% Dratabases: Invoices Clients Labor Items Hew: Invoice Client Labor Item
--

Labor Index Description Rate 1= 15x 2x Cost Revenues

| 1|Standard Day, 3 Hour $50.000 3 $4EIEI.EIEI| $IZI.DD|
| 2|Standard Day, 10 Hour $500000 g 2 $55EI.EIEI| $IZI.DD|
|| ZiEditing, Of-site F40.00 g $32EI.EIEI| $D.DD|

The Labor database allows you to enter labor information that you can fill into
invoices with asimple click. You can create a new labor record by selecting “New
Labor” from the “New” menu. Notice that the Date field is missing here, since that
isentered later. The fields contained in each record are:

Labor Index

Thisis astandard number given to the record by the database. Y ou cannot modify
this number.

Description

Thisisthe standard description the Invoice program will use when you select this
Labor record. You can modify field this at any time.

Rate

Thisisthe standard rate that will be used when you select this Labor record. You
can modify this at any time. Therateisan hourly rate.

1x, 1.5x, and 2x (The Hours)

These are the number of hours worked at different multipliers. Y ou enter straight
time under “1x,” time-and-a-half under “1.5x,” and double-time under “2x.”

Cost

Thisisarunning total of the cost of the Labor record, assuming the default values.
Thisvalueis calculated as you modify the rate and the hours and cannot be
modified.

Revenues

Thisisarunning total of all revenues related to thistype of labor. Thisalowsyou
to get an idea of where your labor revenues are being generated. If you want to
track specific types of labor related to a client, a specia type of work, or work over
a specific time period, you should make separate labor items for each classification
so that their different totals will be tracked.
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All about the Items Database

g Databases: Invoices Clients Labor Items Hew: Invoice Client Labor Item
Screen: Browse

Item Index  Quantity Units Description Unit Cost Cost Revenues

1| 1 | cable |Cable,}{toYconnector | $1D.E|D| $1D.E|D| $1E|.DD|

The Items database allows you to enter items information that you can fill into
invoices with asimple click. You can create a new Item record by selecting “New
Item” from the “New” menu. The fields contained in each record are:

Item Index

Thisis astandard number given to the record by the database. Y ou cannot modify
this number.

Quantity

Thisisthe number of units that you are charging the client for. Y ou can modify
thisfield at any time.

Units

Thisis atext description of the unitsthat are being invoiced. You can modify this
field at any time

Description

Thisisthe standard description the Invoice program will use when you select this
Items record. Y ou can modify field this at any time.

Unit Cost
Thisisthe cost of one unit of thisitem.

Cost

Thisisarunning total of the cost of the Labor record, assuming the default values.
Thisvalueis calculated as you modify the quantity and unit cost.

Revenues

Thisisarunning total of all revenues related to this type of item. Thisalowsyou
to get an idea of where your item revenues are being generated. If you want to
track specific items related to a client, asingle rental item, or specific items over a
time period, you should make separate items for each classification so that their
different totals will be tracked.
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All About Number Formats
Two number formats that you will see frequently in the program are the Invoice
Number Format and the Client Number Format. They are explained below.

Invoice Number Format

The Invoice Number is used to track each separate invoice. The number always
appears in the Invoice Number Format, which is similar to the Client Number
Format. The number is created at the time the record is created and cannot be
modified. The number is used when relating invoices to clients and vise-versa.
The Invoice number aways takes the form of the letter “1” followed by a period
(“."), followed by four digits. The numbersrun in order, starting at 1 (shown as
“0001") and counting upwards.

For example, these are all valid Invoice numbers:

| . 0001
. 1234
| . 3000

Client Number Format

The Client Number is used to track each separate client. The number always
appears in the Client Number Format, which is very similar to the Invoice number
format. The number is created at the time the record is created, and cannot be
modified. The number isused for creating links between clients and invoices, and
vice-versa. The Client number always takes the form of the letter “C” followed by
aperiods (“.”), followed by four digits. The numbersrunin order, starting at 1
(shown as “0001") and counting upwards.

These are all valid Client numbers:

C. 0001
C. 0101
C 4321

All about the“ New” Menu
The “New” menu is available from al four database, and should be used when
creating new records in any of the databases. Selecting an item from the “New”
menu will:
- Moveyou to the correct database if you are not already in it
Put you in the correct screen for data-entry if you are not already in it
Create anew record for you to begin entering information into
L et you delete the current record in the current database. Be careful asthis
cannot be undone!




Tips, Tricks, and Frequently Asked Questions

Importing a Logo
The image can be either PICT (Mac only), BMP (windows only), GIF (both), or
JPEG (both).

Dialing Preferences

If you choose to use the “Dial” button to phone your clients, you should set up the
“Diaing” preferences. These can be found by looking in the “Edit” menu for
“Preferences’ and opening the “ Application” preferences. A pull-down menu in
the appearing dialog box will let have your computer recognize certain prefixes
and replace them with alternate prefixes.

Faxing Blue Box Invoices

Faxing can now be done from the Preview window, as long as there is the correct
faxing software on your machine (any software that fakes the printer drivers should
work). In some cases you will have to enter the Chooser before or after faxing.
See your fax manual for more information.

Generate Database Swapping

The Generate database stores no data. It stores only the layouts for printing and
the formulafor creating the text version of the invoice. Y ou can modify the
layouts and the formulas if you have aregistered version of the program and
FileMaker Pro. Y ou can download a 30-day trial of FileMaker Pro from
www.filemaker.com. You can swap out different versions of this data without
effecting the data within the program.

What are the different versions?

Starting with Blue Box Invoices 1.2 the four versions of the program now cover
Mac (2 of them) and PC (the other two of them). One Mac and one PC version is
for users who have FileMaker Pro, and the others are for userswho do not. Thisis
adifferent breakdown than before, when there were International and Domenstic
versions on the program. See below for why there is no longer a need for the
International Version. If you have FileMaker Pro Version 4, the advantages of the
FM version are:
- Smaller filesize

Quicker download

No run-time needed to be loaded into memory

Easier to modify the layouts
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What happened to the International Version?

Changes of the International Version were incorporated into the “base” version
starting with BBI 1.2. Thereisno longer aneed for adifferent version. Issues are
resolved in the following manner:

- Dates— All dates are now “standard” dates fields, which allows FileM aker to
use the standard fields. When you first open the program, FileMaker will ask if
you want to use the System Preferences; you should say yes.

Currency — A more advanced currency formatting system has been incorporated
into this version than ever existed in the International version.

Labels— Since all 1abels are modifiable, they can be customized for local
languages & laws.

Tax ID —More important in non-US countries, the program now stores Tax 1D
and displaysit at the top of the invoice.

Paper size — Print Setup is now available whenever anything is printed. The
user can now choose L etter, A4, or whatever size they want to.

Layout — An international version of Generate is available, which slimsthe
fields dlightly so that an invoice will fit onto A4 paper. With aregistered
version and FileMaker Pro, you can customize the layout even further to fit
country standards.

What do invoices look like?
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Thank you for pour business!!
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Blue Box Softwar e and Consulting License

PLEASE READ THIS LICENSE AGREEMENT ("LICENSE") CAREFULLY BEFORE USING THE
SOFTWARE. BY USING THE SOFTWARE, YOU ARE AGREEING TO BE BOUND BY THE TERMS OF
THISLICENSE. IFYOU DO NOT AGREE TO THE TERMS OF THISLICENSE, DO NOT USE THE
SOFTWARE.

1. License. The software and documentation accompanying this License, whether on disk, in read only memory, or
on any other media (the “ Software”), are licensed to you by Blue Box Software and Consulting. Y ou own the disk
on which the Software is recorded but Blue Box Software and Consulting and its Licensor(s) retain title to the
Software. This Software and any copies which this License authorizes you to make are subject to this License.

2. Permitted Uses and Restrictions. This License allows you to use the Software one computer. This License allows
you to make as many copies of the Software in machine-readable form as you need for backup purposes only. You
must reproduce on such copy the Blue Box Software and Consulting copyright notice and any other proprietary
legends that were on the original copy of the Software. Y ou may also transfer your license rights in the Software,
the backup copy of the Software, the related documentation and a copy of this License to another party, provided the
other party reads and agrees to accept all the terms and conditions of this License. The Software contains
copyrighted material, trade secrets and other proprietary material and in order to protect them you may not
decompile, reverse engineer, disassemble or otherwise reduce the Software to a human-perceivable form. Y ou may
not sublicense, modify, rent, lease, or create derivative works based upon the Software in whole or in part. 'Y ou may
not distribute the Software for profit in any form, including, but not limited to, electronic information service
distribution, bulletin board distribution, and magnetic or optical media distribution, except with the expressed
written permission of Blue Box Software and Consulting. Non-profit distribution of the software is permissible
without prior written notice, providing that the Software is not modified in any way, and the complete works of the
Software are included in the distribution package.

3. Termination. This Licenseis effective until terminated. Y ou may terminate this License at any time by
destroying the Software and all related documentation and all copies thereof. Y our rights under this License will
terminate automatically without notice from Blue Box Software and Consulting if you fail to comply with any of the
term(s) of this License. Upon termination you must destroy the Software and related documentation and all copies
thereof.

4. Export Law Assurances. Y ou agree and certify that neither the Software nor any other technical data received
from Blue Box Software and Consulting, nor the direct product thereof, will be exported outside the United States
except as authorized and as permitted by the laws and regulations of the United States. If the Software has been
rightfully obtained by you outside of the United States, you agree that you will not re-export the Software nor any
other technical data received from Blue Box Software and Consulting, nor the direct product thereof, except as
permitted by the laws and regulations of the United States and the laws and regulations of the jurisdiction in which
you obtained the Software.

5. Government End Users. If you are acquiring the Software on behalf of any unit or agency of the United States
Government, the following provisions apply. The Government agrees that the Software shall be classified as
"commercial computer software" as that term is defined in the applicable provisions of the Federal Acquisistion
Regulation ("FAR") and supplements thereto, including the Department of Defense ("DoD") FAR Supplement
("DFARS"). If the Software are supplied for use by DaoD, it is delivered subject to the terms of this License and
either (i) in accordance with DFARS 227.7202-1(a) and 227.7202-3(a), or (ii) with restricted rights in accordance
with DFARS 252.227-7013(c)(1)(ii) (OCT 1988), as applicable. If the Softwareis supplied for use by any other
Federal agency, it is restricted computer software delivered subject to the terms of this License and (i) FAR
12.212(a); (ii) FAR 52.227-19; or (iii) FAR 52.227-14 (ALT I1l), as applicable.

6. Disclaimer of Warranty on Software. Y ou expressly acknowledge and agree that use of the Software is at your
solerisk. The Software and related documentation is provided “AS 1S’ and without warranty of any kind and Blue
Box Software and Consulting and its Licensor(s) EXPRESSLY DISCLAIM ALL WARRANTIES, EXPRESS OR
IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY
AND FITNESS FOR A PARTICULAR PURPOSE. BLUE BOX SOFTWARE AND CONSULTING DOESNOT
WARRANT THAT THE FUNCTIONS CONTAINED IN THE SOFTWARE WILL MEET YOUR
REQUIREMENTS, OR THAT THE OPERATION OF THE SOFTWARE WILL BE UNINTERRUPTED OR
ERROR-FREE, OR THAT DEFECTSIN THE SOFTWARE WILL BE CORRECTED. FURTHERMORE, BLUE
BOX SOFTWARE AND CONSULTING DOES NOT WARRANT OR MAKE ANY REPRESENTATIONS
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REGARDING THE USE OR THE RESULTS OF THE USE OF THE SOFTWARE OR RELATED
DOCUMENTATION IN TERMS OF THEIR CORRECTNESS, ACCURACY, RELIABILITY, OR OTHERWISE.
NO ORAL OR WRITTEN INFORMATION OR ADVICE GIVEN BY BLUE BOX SOFTWARE AND
CONSULTING OR AN BLUE BOX SOFTWARE AND CONSULTING AUTHORIZED REPRESENTATIVE
SHALL CREATE A WARRANTY OR IN ANY WAY INCREASE THE SCOPE OF THISWARRANTY.
SHOULD THE SOFTWARE PROVE DEFECTIVE, YOU (AND NOT BLUE BOX SOFTWARE AND
CONSULTING OR AN BLUE BOX SOFTWARE AND CONSULTING AUTHORIZED REPRESENTATIVE)
ASSUME THE ENTIRE COST OF ALL NECESSARY SERVICING, REPAIR OR CORRECTION. SOME
JURISDICTIONS DO NOT ALLOW THE EXCLUSION OF IMPLIED WARRANTIES, SO THE ABOVE
EXCLUSION MAY NOT APPLY TO YOU.

7. Limitation of Liability. UNDER NO CIRCUMSTANCES INCLUDING NEGLIGENCE, SHALL BLUE BOX
SOFTWARE AND CONSULTING OR ITSLICENSOR(S) BE LIABLE FOR ANY INCIDENTAL, SPECIAL OR
CONSEQUENTIAL DAMAGES THAT RESULT FROM THE USE OR INABILITY TO USE THE SOFTWARE
OR RELATED DOCUMENTATION, EVEN IF BLUE BOX SOFTWARE AND CONSULTING OR AN BLUE
BOX SOFTWARE AND CONSULTING AUTHORIZED REPRESENTATIVE HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES. SOME JURISDICTIONS DO NOT ALLOW THE LIMITATION OR
EXCLUSION OF LIABILITY FOR INCIDENTAL OR CONSEQUENTIAL DAMAGES SO THE ABOVE
LIMITATION OR EXCLUSION MAY NOT APPLY TO YOU.

In no event shall Blue Box Software and Consulting’ s total liahility to you for all damages, losses, and causes of
action (whether in contract, tort (including negligence) or otherwise) exceed the amount paid by you for the
Software.

8. Controlling Law and Severability. This License shall be governed by and construed in accordance with the laws
of the United States and the State of Pennsylvania, as applied to agreements entered into and to be performed
entirely within Pennsylvania between Pennsylvaniaresidents. If for any reason a court of competent jurisdiction
finds any provision of this License, or portion thereof, to be unenforceable, that provision of the License shall be
enforced to the maximum extent permissible so as to effect the intent of the parties, and the remainder of this
License shall continuein full force and effect.

9. Complete Agreement. This License constitutes the entire agreement between the parties with respect to the use of
the Software and related documentation, and supersedes all prior or contemporaneous understandings or agreements,
written or oral, regarding such subject matter. No amendment to or modification of this License will be binding
unlessin writing and signed by a duly authorized representative of Blue Box Software and Consulting.
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