
BSA Pro Tutorial 
 
BSA Pro will SAVE YOU TIME because it's so easy to use and is designed 
specifically for law offices.  This tutorial will help you get acquainted with BSA's 
most important features.  After a few minutes, you may no longer need this 

tutorial. In that case, feel free to quit using it and explore on your own.  If you've never used a billing program before 
or don't have much computer experience, you may find the entire tutorial helpful.  In that case, follow it through to 
the end. 
 
 BSA is easy to install. If you haven't done so already, please install BSA on the computer you wish to use it on. 
Installation instructions accompanied the CD version of BSA and are on the web site for the download version.   
 

START BSA - Once it's installed, you can start BSA by selecting  Start | Programs | 
seaBILL Co. | BSA Pro or by double clicking on the desk top icon you created during the 
installation. 
 

 
The first thing you see when you start BSA is a splash screen with the date. 
Check to be certain the date is accurate before continuing since dates are 
critical in entering charges, calculating interest, printing bills, etc.  Select 
CONTINUE. 

 
 
From the Home Menu, you can access every feature of BSA. 
From Home Menu, you can: 
1. Add some charges or enter payments on a client's bill 
2. Make changes or simply view current or finalized bills 
3. Add new Clients or new Matters for existing clients to the 

system 
4. Print your bills or reprint old bills 
5. Make changes such as name and address modifications to 

existing Clients or Matters 
6. Permanently or Temporarily Delete Clients or matters 
7. Change your set up information such as Firm Name, Interest Rates, Biller Rates or Bill Formats 
8. Use the built in Trust Accounting functions 
9. Perform miscellaneous Utilities such as Backing Up your data 
10. Generate Reports of your billing activities. 
 

Part 1 - View a Bill 
 

BSA comes with sample data, so you can immediately begin exploring. Let's 
look at a client's bill.  From Home Menu, select CHANGE OR VIEW 
BILLS  (item #2 above). 

 
 

You'll see a Client/Matter List. You have clients and your clients may have 
more than one matter you handle for them. Every client has at least one 
matter. So, in BSA, every client has at least one matter. This list appears 
when you need to select the client/matter you are about to work on.  The 
list is sorted alphabetically by default but you can change it to sort by Case 

Number or File Number by selecting Set Up | Client List from Home Menu.  This list shows 2 clients and 
3 matters. Safeway Insurance Company has 2 matters and John Smith has only one matter.  Let's look at the 
current bill for John Smith's WILL CONTEST. 
     Select Smith, John by clicking on his name.  (You can also use the keyboard by pressing the down 
arrow until John Smith's name is highlighted and then pressing ENTER. Also, to find a name quickly, type 

 

 

 

 

 



in the Search Box near the top and the closest matching name will be highlighted. To search by Matter, 
type a slash ( / ) and start typing; the closest matching matter will be highlighted.) 
 

 
This takes you to the current bill for John Smith.  You can see the 
current date, the client's name and case number, if any. You can 
also see the balance due and the matter description: WILL 
CONTEST. 

 
You can see in the lower part, the itemized entries that make up 
the current charges. They are listed by category of charge (Fees, 
Expenses, Other Charges and Payments).  In this bill, we have 
only Fees and Other Charges in the current bill.  For a closer look 
at one of the entries or  to make a change to one of the entries, 

simply click on it. Let's click on the first Fee entry dated 4/2/2000 which is a  
Telephone Conference with Client for $45. 
 

 
A Zoom box appears that allows you to see and change any of the 
parts of this entry. You can also Spell Check the Description. There 
are icons in the lower left and right that let you make Client or 
Matter notes. And, there's a calculator icon you can select if you 
need to do some tricky math. But, with BSA, all you have to do is 
enter the time and BSA will calculate the charge for you based on 

the biller's rate. 
     If you press the TAB or ENTER keys, you'll move from the Date column to the Biller Column.  At that point, 
the biller button near the top of the Zoom box becomes available so you can change the biller code. Select TAB or 
ENTER again and you can change the Description of services.  Notice the Short Cuts button becomes available to 
you.  Short Cuts allow you to enter an entire Description by pressing one button.  (You set up Short Cuts from the 
Set Up screen from Home Menu.)  You can also Spell Check your descriptions at this point.  If you press TAB or 
ENTER again, you'll be in the Hours column where you can change the time. Let's change the Hours entry to  . 
5 (for ½ hour). You'll notice when you first move to a column, the text in the column is highlighted in blue.  This 
means you can simply start typing and the new information will replace the old.  After you've changed the Hours 
entry to .5, press TAB or ENTER again, you'll be in the Amount column and you'll see that BSA re-calculated the 
amount due for this entry based on the rate for this biller.  (You can set up the biller rates from Set Up from Home 
Menu.  Billers all have default billing rates but you can establish a custom rate for every matter by biller if you 
want.)  When you're done, you can either SAVE your Changes, CANCEL your changes or DELETE the entry. 
Let's SAVE the changes.  The Zoom box will disappear and the current bill detail list will show the change we 
just made. 

 
Now, Select the BILL SUMMARY  button on the right side of the screen. 
 

 
 

The top part of the Bill Summary screen shows the client's address and 
phone numbers as well as the Matter Description.  This makes it easy 
for you to contact the client to talk about his bill. 
 
 

 
The bottom part of the Bill Summary screen shows you the Balance 
details, all the Payments received (date and amount) as well as the last 
statement date and Trust balance.  This information is, again, useful if 
you need to talk with a client about his bill.  You might want to study 
this screen for a few moments. 

 

 

 

 

 

 

 



 
Select HOME MENU  to return to the Home Menu. 
 
 

Part 2 - Add Charges to a Bill 
 
You've just seen how easy it is to keep track of your bills.  Let's see how we would Add New Charges or Payments 
to a Client's bill. 
 

To add charges to a client's current bill or record payments received from 
clients, select this button. 
 

 
Again, you'll see the client/matter list so you can select the matter you want to 
add the charges to.  Let's select John Smith again. 
 
 
 

 
 

This screen pops up so you can select the type of entry you want to make.  In BSA, 
you can enter Fees (time-based charges), Expenses (costs), Other Charges 
(miscellaneous entries including credits other than payments) and Payments. 
Let's select FEES and enter some charges. 
 

 
 
You'll see a ledger card-like screen that allows you to 
enter all the information for the various types of charges 
in BSA.  This is the FEE entry screen where you can 
enter the Date, the Biller who performed the service, a 
Description of the service, the time spent and BSA will 

automatically calculate the Amount.  You must enter something for all the columns shown (Date, Biller, 
Description, Hours, Amount) but these columns need not all appear on your bills.  BSA needs this 
information to produce reports and calculate bills.  (You can control what columns print on your bills by 
customizing the Bill Format). 
     BSA starts with the date and enters the last date used. If this is the first entry during this session with BSA, BSA will 
enter today's date.  You can change it and BSA will then use that date until it is changed again.  Notice that you can 
advance the date one day by selecting the Plus sign on your number keypad on the right side of your keyboard. You 
can also decrement the date by one day by selecting the Minus sign on your number pad.  If you want to use these keys 
( + or -  on your number pad) for other purposes and don't want the date to change when you press them, you can 
disable this function by clicking the check box near the 'date chg' label to disable this function.  Let's accept whatever 
date you're now seeing by simply pressing TAB or ENTER. 
 

You're now automatically advanced to the BILLER column.  BSA will put in the last Biller Code that 
was used.  (To select a different Biller, press the Biller button to see your biller list.)  If this is the first 
time in this screen, you will see your list of Billers automatically and you can select the appropriate 

biller.  The Biller list shows you the Biller Name, Hourly Rate and whether it is a custom rate for this matter.  If it is a 
custom rate, there will be the letter 'Y' in the Custom column.  If you haven't changed the biller names yet, select SG1. 
(If you have, just select any biller.)   
 

After you select the biller, you are moved automatically to the Description column.  This is where you 
enter a description of the services rendered.  It can be virtually as long as you want.  You can speed the 
input process by using Short Cuts.  To use Short Cuts, Select the Short Cuts button near the bottom 

center of the ledger card. 
 

 

 

 

 

 



You'll see a list of Short Cuts.  We've pre loaded the program with several 
common short cuts.  (You can change them by selecting Set Up from Home 
Menu and then Short Cuts.)  You can either click on the short cut you want or 
press the Function Key on your keyboard that corresponds to the one you want.  
For example, if you want to put 'Attend Deposition' in the Description column, 
either click on that item in the list of short cuts or press the F9 key.  You can 

VERY quickly enter such common entries by pressing the appropriate function key WITHOUT having 
to show the list of Short Cuts.  (To print a list of your short cuts after you've set them up, select Reports 
from Home Menu and then Set Up Reports and finally Shortcuts.)  Select Attend Deposition (either 
click on it or press the F9 key.)  You'll see the words 'Attend Deposition' are entered in the Description 
column with a trailing space so you can begin typing immediately to finish the description.. 
 

Spell check your entry by selecting that button.  BSA comes with a free legal dictionary 
in addition to the Standard English Dictionary so you don't have to add over 10,000 
common legal terms. You can add new words simply by selecting that option after the 
spell checker has flagged them.  Press the TAB or ENTER key. 
 

The Cursor moves to the Hours column to let you enter the time you spent on this service.  
You enter the time as parts of an hour. So, if you spent 2 and ½ hours on a service, you'd 
enter 2.5.  If you spent 20 minutes, you'd enter .33. Remember, there is a calculator icon to 
help you calculate the time fraction. Also notice, there is a Timer button in the bottom right 

of the ledger part of the screen.  Let's click on  the TIMER  button. 
 

A timer begins to run to mark the time elapsed since you pressed the button.  
Let's stop the timer by pressing the STOP button. The rounded elapsed time 
will be automatically entered in the Hours column for you.  (You can control 
how the time is rounded by selecting the Setting button when the timer is 
running.  You'll see that you can control the rounding to any value you want.)  

 
After you enter your time for the service, BSA will calculate the Amount due based on 
the rate for the biller. So, if the Biller you selected for this entry has a $180 per hour 
rate and you entered .5 hours for the time, BSA will enter $90 in the amount column. 
Notice that the amount is colored blue. 

   This means you can change it simply by typing.  If, for any reason, you want to change the calculated 
amount, type in the amount you want. If the Biller you selected for this entry has a normal rate of $180 
per hour but you set up a custom rate for this matter for this Biller of $100 per hour and you entered .5 
hours in the Hours column, BSA would put $50 as the suggested amount for this entry.  
  Again, you can change it simply by typing over it.  (Custom Rates for matters can be set by selecting 
Change Client/Matter from Home Menu and then selecting Change Matter and selecting the Matter and 
then selecting Biller Rates and establishing the new rate.) 
 

Once you have entered an Amount, press ENTER or TAB and you will be moved to the start of the next line to 
enter more time for this matter. To enter an Expense, click on the Expenses button near the top of the ledger card.  
When you do so, the ledger card changes slightly in coloration (blue) and lay out to allow you to enter expenses.  
You can, at any time, click one of these buttons to enter that type of charge on a bill.  The Payment ledger is colored 
green and allows you to enter payments you receive from clients.  The Other Charges ledger is black and is useful 
for charges or credits that don't fit into one of the other categories.  Other Charges is the only type of transaction that 
allows you to enter a negative number. So, you'd probably want to enter credits here.  You could enter miscellaneous 
credits in Payments but that would cause the Payments reports to be inaccurate if the credit isn't actually a payment.  
 

Once you're done exploring the various ledger cards, select the Home Menu button 
near the bottom of the screen and the program will ask if you want to save the entry 
you just made.  For this tutorial, let's save it by clicking the YES button and you'll 
return home.  (Now that the entry we made is saved, it no longer appears in the Add 
New Charges or Payments to Bill ledger screens of BSA. Instead, it appears in the 

Change or View Bills screens as a current entry.) 

 

 

 

 

 



 
Part 3 - Add a New Client 

 
Let's spend a moment learning how to Add New Clients and New Matters.  
From Home Menu, select Add New Client/Matter.  You'll then see a screen that 
asks whether you want to add a new Client or a new Matter for an existing 

Client. As we said, every client has at least one matter and some might have many matters. For now, let's just Add a 
New Client by selecting that button. 
 

This screen allows you to enter the name, address, etc. information for your 
client.  Notice that you have 4 address lines, 4 phone lines and 1 case and 1 
file number.  The labels on these boxes are suggestive and you don't have to 
follow them exactly. For example, if you don't use the term 'Case Number' 
but call it a Client ID, you can still use the Case Number box to enter the 
information.  Also, you don't have to enter something in every box - but the 
client does have to have a name, either a first name, a last name or both.  So, 
let's put in the following for our new client: 
 

Last Name:  Anderson  First Name: Andrew 
Address Line 1:  123 Baker Street  Address Line2: Suite #3 
City:  Reedville  State: CA  Zip:  90210 
Phone1: (213) 555-5555  Phone2: FAX (213) 555-4444  Case No.: 01-1001AA 
 

Notice this screen also allows you to enter client Notes.  Client Notes do not 
print on the bill and are for internal office purposes.  They might be as simple 
as the client's birthday or a spouse's first name.  They can be as long as you 
want. 

 
 
You can have a Consolidated Bill Summary for Clients. A Consolidated Bill Summary 
is a sheet that prints with the bills that shows the totals of all matters for a given client.  

If you represent a Client with 3 matters, you can select the Consolidated Bill Summary option and, in addition to the 3 
bills that will print for the client (1 for each matter), an additional sheet will print showing the combined totals of the 
Fees, Expenses, Payments and Other Charges for the matters. Let's select CONTINUE.   
 

This screen lets you describe the matter you're handling for the client. You could be 
specific and enter 'Ch. 13 bankruptcy' or you could simply enter 'General.' Let's enter 
GENERAL.  (You can also enter the beginning balances, if any, from this screen.) Then, 
select CONTINUE again. 
 

 
Finally, you can change the Biller Rates, Bill Format or Interest Rates.  If you don't make 
changes, the default rates and format  (you can enter these from Set Up) will be used. Select 
CONTINUE and you’re done - you've set up your first client and matter.! 
 
 

 
 

Part 4 - Firm and Biller Set Up 
 
Select SET UP from Home Menu. This shows you a screen that lets you enter  your Firm 
Name/Address, Biller s and Rates, Interest Rates, Bill Formats, etc.  
 

 
 
Select FIRM INFORMATION . 

 

 

 

 

 

 



Here, you can enter your firm name, address and phone that prints on the letter head 
section (the top) of the bill.  (You can also create custom  bill formats.)  Select BACK , 
and you'll see the Set Up screen again.  
 
 

 
At this point, let's add a biller.  To do this, select BILLERS AND RATES  from the Set Up 
screen.   
 

 
Select BILLERS AND DEFAULT BILLING RATES , to add a biller. 
 
 

 
 
You'll see a screen listing the billers already in the system. Since the evaluation 
copy comes with sample information, you'll see two billers already in the system 
(SG1 and SG2).   
 

 
 
Click ADD A NEW BILLER  to add a new biller. 
 

 
You can then enter a Biller Code to identify this Biller (often, people use their initials), the 
Biller's Name and his/her normal hourly rate. Once you're done, select SAVE and you 
have set up your firm and biller information.  (You can delete the preloaded billers by 
clicking on the name and then selecting the Delete Biller button).   Then, select HOME 
MENU to return to Home Menu. 

 
 

Part 5 - Help System 
 

If you select the Help button, BSA will open its detailed Help system that applies to the 
screen you were looking at.  Once in the Help system, you can read about the screen 
you were just in, search on specific terms or simply browse through the entire help 

system. (Close the Help system by clicking on the X in the upper right of the screen.)  
 

Part 6 - Print Bills 
 

From Home Menu, let's print some bills. Select the PRINT BILLS  button 
from Home Menu.  
 

 
Notice the Bill Cutoff Date that appears below the red lettering. All charges and 
payments through this date will be included in the bill.  If you want to change it, 
you can. This is a powerful feature since it lets you control how much of the entries 

get included in a finalized bill.  It also means you can enter as much information as you want without concern for the 
fact that last month's bills have not yet been printed and finalized.  Let's just accept today's date for the Bill Cutoff 
Date and select PRINT CURRENT BILLS . 

 
  The next screen lets you choose to print bills for All your matters or to select the 
matters you want to print.  Let's select FOR ALL MATTERS and you'll see a screen 

that lets you Print the bills.   
 

 

 

 

 

 

 



You can  print Drafts or Final copies of your bills or, you can Preview the bills.  Finally, you can 
finalize the bills without printing.  Let's select PRINT PREVIEW  to simply view the bills on the 
computer screen without printing them onto paper.  This gives you a good idea of how the bills will 
look when they print.  While previewing the bills, you can Zoom in on them by selecting that button 
(near the top right) and move to the next page, prior page & last page. 

 
When you're done previewing the bills, you could select Back to go back and actually print 
them in Draft or Final form or, if you're done, you'd select Home Menu.  Let's select 
HOME MENU and complete this tutorial. 

 
Conclusion 

 
We've covered the main functions you often use in a billing program: You've added a new client/matter, entered a biller, 
entered firm information, added charges, viewed bills and printed bills.  While there's much more to BSA, this is a good 
start. Trust Accounting is built in at no extra charge. There are also one button Reports and Utilities. BSA also comes 
with a free spell checker and legal dictionary and 30 days email support. If you purchase BSA, you receive a CD and a 
user manual on the CD. If you order online, you'll receive a price discount.  
  Thousands of lawyers and their staff across the country have switched to BSA in order to get a billing program they can 
actually use.  We hope you'll join those happy folks and try BSA! 
 
 
 

 


