
Service Mate for Small Business Accounting Version 2.0 User’s Guide 

 

Summary: 

Service Mate for Small Business Accounting (SBA) enables business owners to track time, 

material, expenses, and travel by employee.  All service and item type information is pulled 

directly from SBA.  There is no need to add item or service information.  Also all accounts are 

pulled directly from SBA.  These pulls reduce errors associated through missing accounts or item 

numbers.  This user’s guild details the functionality of Service Mate for Small Business 

Accounting. 

 

Time Entry: 

 
 

The time entry table tracks time by employee.  These rates are setup through 

Cards>>Rates>Employee.  With Service Mate you can set individual rates for your employees 

by the service item in SBA.  These rates will carryover to all invoices created by Service Mate.
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Material Entry: 

 
 

The material entry table tracks items for customers.  With Service Mate you can change to price 

of an item or default the price to SBA before billing.  Also when the description is changes, it 

will change the description in on the invoice.  These changes will carryover to all invoices 

created by Service Mate. 

 

Drop Lists populated by SBA Changes as instant. 

Now your employees do not need to login to the 
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Expense Entry: 

 
 

The expense entry table tracks expenses for employees.  Expenses are added as account line 

items to imported invoices.  You can change these accounts through Cards>>Expense Accounts. 



Travel Entry: 

 
 

The travel entry table tracks expenses for employees travel.  These expenses accounts are 

identified through two cards options Cards>>Rates>>Mileage and Cards>>Rates>>Travel.  

These Cards identify per mile charge and the time rate by employee.  All these entries are added 

as a invoice line item in SBA. 



Setup: 

 
These accounts are pulled from SBA.  They are used to identify accounts for Expense Entry. 

 

 
This window is used to identify the employee and service type rates. 

 

 
This window identifies the mileage charge and expense account used for company mileage 

charge. 

 

 
This window identifies the rate for travel by employee and the expense account to track to. 



Invoicing: 

 
 

This is the final stage for billing through Service Mate.  All employee entries will be grouped by 

customer and totaled through the Build option.  A report will also be made available at this time.  

After which, pressing invoice will create new invoices in SBA and update the tracking status to 

prevent double billing. 
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Service Mate: 

Service mate was created by Virtual Sails LLC. A New Castle, Pennsylvania based IT firm.  This 

product is copyrighted and protected by local and international law.  For Service Mate support 

contact support@virtualsails.net or call our support line at 1-877-893-6297. 

 

Virtual Sails LLC.  Virtual sailing you business into the future! 
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