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How can I set up a project? 

From the Work menu, choose Projects.

Click the Add New Project button or create first project 
button. 

1. Choose contact 

Choose the client you are carrying out this project for. 
If you haven't yet set them up as a contact yet, you'll 
need to do that. 

2. Project name and status 

Give the project a name. 

3. Time and money 

Choose the number of hours you'll be 
working each day on the project. So if a 
working day on this project would be 6 
hours, put 6.00 in the "Hours per day" 
box.  

Add your billing rate for this project that 
you want to use on time slips and on the 
invoices. 
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