
Getting Started
Role-Based Checklist

CORE Owner/Admin

Set up your .Company profile

Settings > Company

Purchase and manage .CORE subscriptions

Settings > Company > Manage Subscriptions

Assign and manage .CORE users

Settings > Access & Permissions > Manage 

Users

Assign  to 

users.

security profiles and permissions

Settings > Access & Permissions > Security 

Permissions

Specify other company-wide/ .global settings

Settings

Set up  and .activities  expenses

Settings > Time & Expenses > Activity/

Expense Items

Set up your own .user preferences

User Settings

Create Contacts

Contacts > /  and . 

(optional) 

Employees Vendors Clients

Project Managers

Specify g lobal/company-wide 

.

project 

settings

Settings > Projects

Set up your own .user preferences

User Settings

Create .client profiles and their contacts

Contacts > Clients

C reate and  .projects templates

Projects

Set up project rules and options.

Project > Details

Time & Expense Users

Set up your own .user preferences

User Settings

E nter  on projects and activities.your time

T&E > Time Card/Time Entries/Timers

E nter  on projects.your expenses

T&E > Expense Entries

Su bmit your time and expenses for approval.

T&E > Time Entries or Expense Entries

Billing Managers

Specify g lobal/company-wide .A/R settings

Settings > Billing & Invoices

Set up your own .user preferences

User Settings

Create .manual invoices

Billing > Invoices > Manual Invoice

C reate .batch invoices

Billing > Invoices > Invoice Batch

R ecord client .payments

Billing > Payments

Accountants

Specify g lobal/company-wide accounting 

settings

Settings > Accounting

Set up your own .user preferences

User Settings

Create a .chart of accounts

Accounting > Chart of Accounts

C reate .vendor bills

Accounting > Payables > Vendor Bills

M ake .vendor payments

Accounting > Payables > Bill Payments
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https://corehelpcenter.bqe.com/hc/en-us/articles/4402467556759-Information
https://corehelpcenter.bqe.com/hc/en-us/articles/4402461245207-Manage-Subscriptions
https://corehelpcenter.bqe.com/hc/en-us/articles/4402461245079-Manage-Users
https://corehelpcenter.bqe.com/hc/en-us/articles/4402461212951-Security-Permissions
https://corehelpcenter.bqe.com/hc/en-us/articles/4402464601879-Settings
https://corehelpcenter.bqe.com/hc/en-us/articles/4402467582487-Activity-Items
https://corehelpcenter.bqe.com/hc/en-us/articles/4402461390999-Expense-Items
https://corehelpcenter.bqe.com/hc/en-us/articles/4402464593431-User-Settings
https://corehelpcenter.bqe.com/hc/en-us/articles/4402461336855-Employees
https://corehelpcenter.bqe.com/hc/en-us/articles/4402461337751-Vendors
https://corehelpcenter.bqe.com/hc/en-us/articles/4402461337111-Clients
https://corehelpcenter.bqe.com/hc/en-us/articles/32112175652119-Projects-General-Settings
https://corehelpcenter.bqe.com/hc/en-us/articles/32112175652119-Projects-General-Settings
https://corehelpcenter.bqe.com/hc/en-us/articles/4402464593431-User-Settings
https://corehelpcenter.bqe.com/hc/en-us/articles/4402461337111-Clients
https://corehelpcenter.bqe.com/hc/en-us/articles/4402464955671-Projects
https://corehelpcenter.bqe.com/hc/en-us/articles/4402476585751-Project-Templates
https://corehelpcenter.bqe.com/hc/en-us/articles/4402464593431-User-Settings
https://corehelpcenter.bqe.com/hc/en-us/sections/10637745022999-Time-Entry
https://corehelpcenter.bqe.com/hc/en-us/articles/4402465053207-Expense-Entries
https://corehelpcenter.bqe.com/hc/en-us/articles/32113342787223-Billing-Invoices-General-Settings
https://corehelpcenter.bqe.com/hc/en-us/articles/4402464593431-User-Settings
https://corehelpcenter.bqe.com/hc/en-us/articles/4404193473943-Invoices
https://corehelpcenter.bqe.com/hc/en-us/articles/4404193473943-Invoices
https://corehelpcenter.bqe.com/hc/en-us/articles/4402465115287-Payments
https://corehelpcenter.bqe.com/hc/en-us/articles/32114583873943-Accounting-General-Settings
https://corehelpcenter.bqe.com/hc/en-us/articles/32114583873943-Accounting-General-Settings
https://corehelpcenter.bqe.com/hc/en-us/articles/4402464593431-User-Settings
https://corehelpcenter.bqe.com/hc/en-us/articles/4402468552727-Chart-of-Accounts
https://corehelpcenter.bqe.com/hc/en-us/articles/4402468609943-Vendor-Bills
https://corehelpcenter.bqe.com/hc/en-us/articles/4402468609815-Bill-Payments


CRM Users

Create global/company-wide 

.

CRM profiles 

and templates

Settings > CRM

Create .CRM lists

Settings > CRM

Set up your own .user preferences

User Settings

Create and .leads prospects

CRM > Leads and Prospects

Create and .opportunities quotes

CRM > Opportunities and Quotes

HR Users

Create global/company-wide .HR lists

Settings > HR

Set up your own .user preferences

User Settings

Set up  for employees.benefits

HR > Benefits and Contacts > Employees > 

Details

Create  review templates  and performance 

reviews

HR > Reviews
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https://corehelpcenter.bqe.com/hc/en-us/sections/13651762000663-CRM-Settings
https://corehelpcenter.bqe.com/hc/en-us/sections/13651762000663-CRM-Settings
https://corehelpcenter.bqe.com/hc/en-us/sections/13651528307991-CRM-Lists
https://corehelpcenter.bqe.com/hc/en-us/articles/4402464593431-User-Settings
https://corehelpcenter.bqe.com/hc/en-us/articles/4402469052567-Leads
https://corehelpcenter.bqe.com/hc/en-us/articles/4402469052823-Prospects
https://corehelpcenter.bqe.com/hc/en-us/articles/4402469053847-Opportunities
https://corehelpcenter.bqe.com/hc/en-us/articles/4402469052439-Quotes
https://corehelpcenter.bqe.com/hc/en-us/sections/13651814413335-HR-Lists
https://corehelpcenter.bqe.com/hc/en-us/articles/4402464593431-User-Settings
https://corehelpcenter.bqe.com/hc/en-us/articles/4403082463127-Benefits
https://corehelpcenter.bqe.com/hc/en-us/articles/4402468658583-Review-Templates
https://corehelpcenter.bqe.com/hc/en-us/articles/4402468659095-Reviews
https://corehelpcenter.bqe.com/hc/en-us/articles/4402468659095-Reviews

