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About APX

APX accepts most payment options including Mastercard, Visa, American Express, Discover,
and ACH. This allows you to collect payments to your operating and trust accounts.

Your Administrator is able to sign-up for APX within Amicus Attorney and pricing is simple. With
APX, there are no hidden fees or long-term contracts. Only a 3% flat fee is charged for credit card
transactions and $1 for ACH or E-check transactions.

Making payments easy for your clients helps you get paid quickly!

g Note: Abacus Payment Exchange (APX) is only available at this time with bank
, accounts and firms based in the United States.
[

To start using APX a firm must complete the onboarding process and be approved by our
payment processing partners. Only after successfully completing the underwriting can a firm start
to handle credit card and ACH payments.

Your Administrator signs up from within Amicus Attorney by going to Administration > Firm
Settings and selecting Abacus Payment Exchange (APX) to display the Billing — Abacus
Payment Exchange (APX) dialog.
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Setting up APX

To begin the Onboarding process:

1. Go to the Firm Settings window.
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2. Click Abacus Payment Exchange (APX) under the Billing heading to display the
Billing - Abacus Data Exchange (APX) screen.

]ﬁ‘i{ Firm Settings — X
Billing - Abacus Payment Exchange [(APX)
2 AP
- [N

ABACUL PAYMENT EXCHANGE

Increase Revenue and Improve Cash Flow

CreditCard and ACH/e-check payment processing allow clients to pay for your senvices quickly
and securely.

Payments are deposited directly into your accounts improving cash flow and reducing collecion
efforts.

Abacus Payment Exchange Setup Learn More /Enroll

o« P | Apply |V’ oK \G Cancel
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3. Click the Learn More / Enroll button to display the first screen of the Onboarding wizard

Get Started Today!

AP,

APX integrated payment processing system,

2 AP) -.—m

Ly W AR AR

4. Click LEARN MORE ABOUT APX or the video Start Button “ to watch a short video

about the APX integrated payment processing system.
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5. Click SIGN UP FOR FREE to begin the Onboarding wizard. The first step, About the
Business section displays. Some of the fields are populated with information retrieved
from the firm member contact card. Scroll down and click in the fields to edit or enter new

information.
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e Click the Help @ iconto display information about the field.

e Clickthe down ~ arrow to select an option from the drop-down menu that

displays.

e Fields with an asterick * are Required.
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6. Click Go to step 2 to move to the About the Owner section in the wizard.
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Click in the fields to enter or edit new information about Owner 1.
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7. Click ADD ADDITIONAL OWNER to add multiple owners and complete the fields.
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8. Click Go to step 3 to display the Add Bank Account section.

AP

a Aboun the Busaneas 0 Aboan the D o A Bardk Account d  Terms and Condiion

Operating Account

Placin add your opedasng Bank stooust sulomats: sy vib Flasd or manaally
Nede: Linking your Bank socounl v Plasd aliows you i suls onboard and st collscing payments

Plasd Manuaily
() Add cprates soooues va Plasd (5] A capaeratong sotcunil Fmanusty

Trust Account

Pipare add yeur Irgel hank sccound sptomatcally va Prlaed &r manyaly
Nete: Linkes pous Bank socount wa M afigud pou b3 sots anbowd and DUt colleetang payementd
Pladd Mlanyally
Ej Add rrust aosou via Plas) {1-'} R Inad] acdtuml maraaaly

Back 1o #lep 2

There are two options to add a bank account.

i. We have partnered with Plaid to make it easier to complete the process
of securely linking and verifying your bank account in seconds.

ii. Manual Verifications will require you to enter your bank account
information and upload an image such as a blank check or a bank
statement. The verification is done after you have completed the
Onboarding wizard and clicked on Submit.

/ Note: Manual Verifications may take as much as two business days to
verify the bank accounts and complete the Onboarding.

e Click the @ Plus icon under the Plaid fields to Add accounts via Plaid for the
Operating and Trust Accounts.

e Or, click the @ Plus icon under the Manually fields to Add accounts manually
for these accounts. If you use Plaid to link to your bank the following screen
displays.
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e Click Continue to add a bank account.

9. A prompt displays informing you that a Bank account has been successfully added!
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10. Click OK. The bank account is added to the appropriate field under Plaid.
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11. If you choose to add your bank account Manually, the following dialog displays.
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12. Complete the fields, drag and drop or browse to securely add a bank statement or a void
check in the Supporting Documents field.
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13. Click Add Operating Account when you are finished. The account displays under the
Manually field.
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14. Click Go to step 4 to display the Terms and Conditions section.

AP Abacis Payment Exchamge As

Terms and Conditions
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1 Bank Dlickosure 5o Merchant Tarms snd Condithons documents fo Ba very erd Before you conbins

& | v r] D5 LN

& | haree read and un

By elciing | Agres below pisa sckncwlidge that you have resd, underitind, sod sgroe 10 Be Bound by the termi shove

Agree 10 et ahove informaton
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Back to step 3

15. Click the Bank Disclosures link to display the following screen.

emwmuﬁ4 omﬂm ﬂmanmm °1_uum

Bank Disclosure

Bank Disclosures

(e |
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16. Click the Merchant Terms and Conditions link to display the following screen.

GMHML

ammm Qmmmn o'l'l-ﬂm

Merchant Terms and Conditions

Terms And Conditions

Absrut Addendum

17. Return to the Terms and Conditions screen and click the | Agree checkboxes to

acknowledge that you have read, understood, and agree to the terms outlined in the
screens.
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18. Click Submit to complete your APX Application.

Ap‘ : Abacus Paymaent Exc g il Shgniup

a Youi b sstteaalully eompletid AP Application’

Submit Confirmation

Wiour AP gocount has been pubmitied sucoessiully sod once it i3 approved, you will feceeve 8 welcome empd

Bt conficent with AFXT

e Bre bEie 1 Bl i ST Bionl B IR L Sena it G SufiSedt leET

Do 3 traning Laesion ;_-ﬂ

19. Click Book a training session or return to the Firm Settings screen.

il Firm Settings - x

Billing - Abacus Payment Exchange (APX)
2 AP
- [

ABACUS PAYMENT EXCHANGE

Increase Revenue and Improve Cash Flow

Credit Card and ACH/e-check payment processing allow clients to pay for your services quickly
and securely.

Payments are deposited directly into your accounts improving cash flow and reducing collecion
efforts

“our application is being processed and may take up to two business days.
Please check back again later.

Youwill be notified by e-mail when itis completed

Contactus at §68-633-9668 if you have any questions.

< P | % Apply | ¢ OK | @ Cancel

e You will receive Email Notification Approval. This may take up to 2 business days.
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APX Defaults

After APX is enabled and the bank accounts are mapped, you create and associate Payment
Methods for Credit Card and ACH to the primary client on a file. The Credit Card and ACH data
are encrypted into a payment method which allows you to reuse them for future receipts.

Defaults when entering a payment:

For General Receipt and Trust Receipt, the default payment method is ‘Credit Card
Payment (APX)’

Your clients will be able to make and pay outstanding bills in the Client Portal using Credit
Card or ACH.

You can send your clients an email with an embedded URL to allow them to pay their bills
using the URL. You receive notification of the payment, and the Amicus Database is
updated to the appropriate matter/file.

You can setup a payment schedule (Recurring Payment) to automatically process APX
payments at the schedule interval you define. You are notified of the payments and the
Amicus Database is updated for the appropriate matter/file.

You can setup defaults on your matter/file to process APX receipt when finalizing your
bills to your client.
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APX Test Transaction

When you onboard to APX a Congratulatory message displays notifying you that your APX
account is active.

1. Click Get $5 Gift to get started testing the APX workflow.

j/ Firm Settings o %

Billing - Abacus Payment Exchange (APX)

Accountis activeand is able o accept the following:
American Express, Visa MasterCard, Discover and ACH (e-Checks)

APX Merchant Account Mapping:
Operating Account 1= General >

TrustAccount 1 = Trust =

Note:  This SCCOUNTMAPDING Fepresents the recording of
g APX transactons 1o your AmicusBank Accourt

The actual depositwill be made to the bank account
'you provided during the APX onboarding process.

== Congratulations, APX account is active!
Test APX and $5.00 will be deposited into your
bank account.
Get 5 Gift
Settings Reports
i Email Notifications | | APXDisbursementReport

: APX Transaction Report

: APX Chargebacks Report

< P % Apply | OK | ® Conce

2. An APXintake form displays. Ensure that the details are correct and add email(s) in the
We will send a transaction details to this email(s) field if you wish.
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4 APK Regisration

AP : Abacus Payment Exchange

APX Test Transaction
€ voce wrxPayment

v
© wot12business days Exchange.

v
€D checkitouton your bank sccount

Tran

ion Date Transaction Amount Description
(& 04/11/2022 $5.00 APX Test Transaction
Deposit To

Acct #...0019 | Corporate Checking

We will send a transaction details to this email(s).

apxv2ga@gmail.com

Enter up to 10 email addresses, separated by commas.

3. Click Get $5 Gift to complete the transaction.

APX (Abacus Payment Exchange) Guide

@ AP). Test Transaction /e @r® giving you $5 to test your APX account. This
test transaction helps you experience the seamless and
integrated payment flow offered by Abacus Payment

Please complete this form to get a $5.00 deposit into your account.

© 2024 CARET
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Expanded Email Settings for APX

The new APX Email Settings options allows for greater control over how internal firm members
are notified about APX transactions.

Enable or disable specific notifications and adjust distribution lists so that the right team members
are informed. Transactions could include failed payments, refunds, voids, recurring payments and
more.

1. The following dialog displays for firm members that have opted into sending Email
Notifications after they click on APX under the Billing section in Firm Settings.

W1 Fitm Settings - *

Billing - Abacus Payment Exchange (APX)

= AP

Agcouniisachveand s able fo acceptthelollowing
Amarican Express, Visa, MasterCard, Discovery and ACH (e.Chacs)

AP hberchant Account Mapping
Operating Account 1 « Genaral .

Trust Account ¥« Trust

Wotes  This accour ihe i
AP A Actions 10 your AmicusBank Accourt

Theactual deposit will be mada bo thebank account
youprovided duing the APX snboarding process.

Settings. Report:
Em.nriom\:@:ﬁ APX Disbursement Repodt
AP Transaction Repot
ARX Chargebacks Report

< P |7 Apply | 0K | ® e
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2. A Firm/Business Email Notifications window displays with a scroll bar on the right side
so you can easily scroll down to the notification you want to send.

1§ APX Registration - o X

Ap : Firm/Business Email Notifications M

Transaction

Online Payment T

Receive a notification when credit card or ACH (eCheck) transaction has been created,

Manage List(0)

Transaction Failed
Receive a notification when credit card or ACH (eCheck) transaction has been failed

ON &

Manage List(0)

Transaction Returned [N

Recelve a notification when credit card or ACH (eCheck) transaction has been returned

ON &

Manage List(0)

Disbursement

Disbursement Created

Recelve a notification when a disbursement has been initiated

ON &

Manage List(0)

Disbursement Processed ON &

Recelve a notification when a disbursement has been processed

Manage List(0)

Disbursement Failed
Receive a notification when a disbursement has been failed

__ Manamelistioy

3. By default the various email notifications are enabled. To change this setting slide the
toggle switch from ON to OFF.

VY APX Registration = o X

Ap : Firm/Business Email Notifications I

Transaction

Online Payment Transaction Notification OFF 11D
Recelve a notification when credit card or ACH (eCheck) transaction has been created {’ju

Transaction Failed

Recelve a notification when credit card or ACH (eCheck) transaction has been failed

ON &

Manage List(0)
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4. Click Manage List to display the Manage Recipient List - Online Payment
Transaction Notification window. This is where you add in email address(es) for the
recipients of the notification separated by commas. Click Save when you are done.

@ i Regaion TUETR

Manage Reciplent List - Online Payment Transaction Notification

Please provide address(es) of recipients who should receive this notification, separated with commas.

e m

5. The number of recipients displays beside Manage List. You can add your own email so
that you get notified as well.

|3 40X Regaration T= @ x
Ap : Firm/Business Email Notifications

Transaction

Online Payment Transaction Notification oN &
Receive a notification when credit card or ACH (eCheck) transaction has been created

Manage List(z) [N

e You can Maximize and Minimize the window using the controls at the top. Closing the
window automatically saves your changes.
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The email address(es) you entered in the Manage Recipient List window appear in the
Notification will be sent to following email(s) field in an item you create on the

Firm/Business Email Notifications list, for example a New Recurring Payment
Schedule.

5 APRecuringPaymentsFarm

New Recurring Payment Schedule

Please make sure that all informaticn and payment method are inputted correctly.
File Deposit 1o

Cooperman Gooperman LLP Operating (General) ~ ~
Payment Method

MasterCard - 5490 | Exp. 12/24 | 100 Excellent Drive,LA, CA,
Charles Coopperman (ccooperman13@aa.com)

Entered By: Duena Amicus User

The recipients will receive an email notification with the type of notification displayed in
the subject line. In this case New Recurring Payment Schedule.

[New Recurring Payment Schedule

Dear Gustomer

This i o el et Schedule was crea
Cooperman LLP

The recurring payment details are shown below:

Thank you for choasing APX.
This s an

a0 aufomaled message. Piease 00 nol vy i 006 ema.

e If the Recurring Payment is deleted from the schedule the recipients will receive

another notification.
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Managing Payment Methods

To open the APX Payment Methods screen:

1. Click Office > People in the left navigation pane to display your contacts.

Vil Amicus Attorney - m} X
m File , Edit
ATTORNEY BILLING
o Showing My Contacts 94 Contacts [ AR
Show the following People Name Company Name Phone Group Contact Date Marked =]
® Gontacts 2 Clark M. Adrmiral Admiral Heating (532)555-9354 Clients, Holiday Card ~ Today r
Firm Directory 2 Philip J. Agrarian Dewey, Cheatem & Howe (212) 555-6398 Lawyers, Personal, Oppos Today r
2 Mathew Alladin (312) 555-0708 Clients, Holiday Card~ Today r
@ My Contacts O Firm Contacts e House of Grant (613) 555-8844 Clients, Holiday Card  Today r
@ In ANY Group Bernard F. Barklay City of Chicago (312) 425-5601 Judges r
In sslectsd Groups  ® David Barrett Brown & Co. (313)555-0499x384  Prospects, Holiday Card  Today -
2 Battalion Steel Company Battalion Steel Company  (212-555-5601) Clients r
& Samuel Bestty Beatty & Perrin (312) 555-8585 Clients, Lawyers, Opposin Today r
varkod [ed Tummaea <] & Amie Becker Dewey, Cheatem & Howe (416)977-6633 Lawyers, Oppasing Couns r
2 Gary Berwood Berwood Construction Lt (212) 555-0099 Clients, Holiday Card ~ Today r
Include My Inactive Contacks 3 Berwood Construction Ltd. Berwood Construction Lt (212)555-9999 Clients r
2 Jonathen Bittle Bittle Inc. (541) 555-8875 Parties, Vendors r
2 Bonnie B. Black Kitchen Stuff Galore (715)555-9628 Other, Personal Today r
2 Harold Blank Blank Industries (312) 555-4949 Clients, Holiday Card ~ Apr 20720 r
2 Maude Blank (312) 555-4949 Clients, Holiday Card ~ Jun 05/18 r
2 Ronald Blstchford R T. Industries Ltd. (312)555-9598 %345 Clients Today r
Blue Holly Mattress Co, Blue Holly Mattress Co, (212 -555-2256)x201  Clients r
Douglas Brackman MeKenzie Brackman (212)555-1286 Lawyers, Parties Today r
City Tressurer's Office Municipal Tax Office  (416) 555-5099 Municipal Offices Vesterday r
Whipper Cone City of Boston (617) 555-8344 Judges Jun01/21 r
Jirm M. Conperman The Mega Bank (225)555-3342223  Clients, Holiday Card  Today r
Tanya Cooperman (323)555-7624 Parties r
Sandra R, Couples Critical Medical Center  (215) 555-8870 Prospects, Other Today r
The Assessment Department  Municipslity of Metropoli (416) 555-9869 Other Today r
Dewey, Cheatem & Howe Dewey, Cheatem & Howe (212) 555-6398 r
Gary Dry=dsle First National Bank of Hac (718) 5555522 Clients, Bankers Today r
Claude Erskine-Brown Crown Prosecutor's Office 020 7865 5555 Lawyers r

2. Click a contact from the People Index to display their Contact Card.

Il Janet Bailey

m File »# Edit 0

ATTORNEY EILLING

Janet Bailey

Rasirs

Contact QuickEdit

<Enter/Paste Phone,
Address, Email etc. info

here=
Apply | above to:
Business -
] )
Restrict Partal

< D >

2 Actions

New Contact Ctrl+M

Mark Contact

Her latest works are”

"The mysteries of Civic Procedure”
"nightmare with the IRS"

"UCC and the Unknown"

= Notes X
. Last Contacted by Me
Generate a Document Ctrl+D
My Notes
All People Notes Delete Contact Oct 27121 -

Fil

&= Manage APX Payment Methods — Remind me to keep in
Firm Members L touch with this Person
Groups 145 Main Street B
Related Feopl Buffalo New York 14201 svery |0 |days

elated Peaple United States
Referrals

l—ITms Contactis on my
Events ! Inactivelist
Communications
Chronology
Documents Main Note
Custom Page Janet Bailey is a lawyer and an author of mystery stories.
Custom Record
w Likes red wine and baseball.

1 Feedback

B Delete & Print [*)] Generate Document

B Save &Close

APX (Abacus Payment Exchange) Guide

© 2024 CARET

23



3. Click Actions > Manage APX Payment Method from the top menu bar to display a
screen listing APX Payment Methods for the contact.

Vil Janet Bailey - APX Payment Methods — *

2 AP

ABACUS PAYMENT EXCHANGE

: JanetAmex

Type Account Account Name Expiry Default
Checking X0252 Janet Bailey r
Personal Saving 1533 Janet Bailey r
MasterCard *0008 JanetMasterCard 1221 r
Discover XE009 JanetDiners 12121 I~

v |

r

Business Saving  X9799 Janet Bailey

M Delete | 4/ SetDefault | - Add | 4/ OK
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Adding an APX Payment Method

Click OK to return to the client card or Add if you wish to add another APX Payment method.

e The Payment Method dialog displays with information retrieved from the client card.
Adding a Credit Card

1. Click the Credit Card radio button on the right side to enter Credit Card information.

Billing Address Vs

JANET LEY

New Payment Method

@ Credit Card visa @ B

* Name on card
* Card Number

* Expiration

© eCheck/ACH
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2. Some of the fields are populated with information retrieved from the client card. Click into
the fields to edit or enter new information.

Wil Janet Bailey- APX Payment Method - X

Billing Address

* First name * Last name

Janet Bailey
* Billing address

88 Milestone
* City * State/Province

New York NY -
*Zip * Country

90565 USA -
* Email

jbailey@gmail.com

CANCEL m

Cancel

3. Click Save to save the New Payment Method. You are returned to the Payment Method
screen where you can continue to add APX Payment Methods.

Adding an E-Check / ACH Payment Method
Select Action > Manage APX Payment Method on the contact card, then click ADD to add
a new payment method.

1. Click the eCheck / ACH radio button, then click in the fields to edit or enter new

information.
Vil Janet Bailey- APX Payment Method - x

HEATHER GGAVEL

88 MILESTONE

NEW YORK NY 90565

qaheatherg@gmail com

New Payment Method

O Credit Card

@® eCheck/ACH

* Name on account

Janet Bailey
* Routing Number * Account Number
012456789 876243209080

* Account Type

Business Checking -
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2. Click Submit to return to the APX Payment Method screen where the new information
has been added.

Wit Janet Eail

¢ Feedback @ Help

& Actions

m File # Edit B View *\ Tools

ATTORNEY BILLING

+

Janet Baily
= Notes
All People Notes Ms. Janet Baily Last Contacted by Me
Files Author

Firm Members House of Grant Today ~

Groups 37 Forsyth ve me to keep in
Related People Wil Janet Bailey - APX Payment Methods S X% fhinisPerson
Referrals 120 days
Events
‘Communications '
Chronology 4
Documents - 4
Custom Page ABACUS PAYMENT EXCHANGE
Custom Record Type Account Account Name Expiry Default
Checking X0252 Janet Bailey r
Personal Saving X1533 Janet Bailey m}
Contact QuickEdit MasterCard X008 JanetMasterCard 1221 F .
Discover XE003 JanetDiners 12121 Primary
<Enter/Paste Phone, : = f JanetAmex v l_ j
- v
‘:"d’f“’ Email etc. info Business Saving | X758 Janet Bailey [a]
ere Business Checking X0552 Janet Bailey 1221 O r
Yoo
Apply | above to! =
™
e
= I
Restrict Portal 3 Delete | ¢ SetDefault | Add | ¢ OK r
< > —
D B Delete & Print B Save &Close

3. Click Add in the footer to continue to add APX Payment Methods or select an APX
payment and click Delete to delete an APX Payment Method. Click OK to return to the

client card.

Editing an Existing APX Payment Method

APX Payment Methods are not editable. It is recommended that you Delete an existing Payment
Method and Adding an APX Payment if you need to change a billing address or email details.
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Making a Payment

To make a payment in Amicus Attorney you must have access to the BILLING side of Amicus
Attorney.

2. Click the BILLING tab at the top of the left Control Panel on the Home window to display
the Dashboard.

3. Click the Files module in the left Control Panel of the Navigator window to display the
Files Index.

Wil Amicus Attorney

o

m File

# Edit

ATTORNEY BILLING
Files Showing My Active Files
Show Fi Time Entry Unposted Fees WIP Fees WIP Expenses AR Gen.Retainer Trust
Active ~ [EoniyBilabie @A Alladin P Expense Entry 560.00 4,440.00 358.72 2,585.00 0.00 7,500.00
for W Bailyrek gy 380,00 5.420.00 133.82 0.00 0.00 1500000
I — M Berwood [ — 0.00 2,100.00 245.00 8,380.00 0.00 0.00
M Bewood T 0.00 3,460.00 0.00 6,430.00 0.00 0.00
® | Responsible Lawyers . I BlankPu —————— 0.00 0.00 0.00 0.00 0.00 0.00
Bai o M Blankvs Reminder Statement 0.00 0.00 0.00 0.00 0.00 0.00
= Write Up/Down
M Cooperr : 40.00 1,640.00 0.00 0.00 0.00 825.00
Primary Clents " mm Dom Coopv. Philips DOMCA/88500 000  5180.00 800.00 1,730.00 0.00 0.00
& < B FirstHome Developn FIRSTH/206226 0.00 520.00 357.75 5,958.65 7,500.00 0.00
m Gallagher Wil GALGE/97035 160.00 1,480.00 0.00 0.00 0.00 0.00
Type | Al ~| mm Jamison Inc. 20304/949393 580.00 2,180.00 45000 19,610.00 0.00 0.00
Special B Markham Realty re C 12345/239 120.00 4,260.00 0.00 1,380.00 0.00 4,910.50
B Neighbor re Rhodes NEIGH/94238 0.00 0.00 1,705.00 0.00 1500000  14,815.00
8 North America Truch NATRK/003 0.00 1,600.00 2332 45000 000 3431435
[ inciude only Files witn B North America Truch NATRK/002 0.00 560.00 384.70 1,002.00 000 10,000.00
AR & WP - Balances [ Morth America Truck NATRK/001 0.00 1,107.50 56.80 1,512.00 0.00 5,000.00
BB Parker Agency PARKER/984643 440.00 840.00 130.33 1,650.00 0.00 0.00
B FRichter Purchase  RICSU/990701 1,080.00 500.00 500.00 0.00 0.00 0.00
I Silverthom re Sales T KIFNAL/99843 1,200.00 3,899.92 65.25 744,00 0.00 1,195.00
8 Sutherland v. Smith .« SUTH1/020001 0.00 1,600.00 0.00 900.00 0.00 0.00
B Sydenham re Public FRAMKSYD/32587 0.00 0.00 0.00 500.00 0.00 0.00
BB Widgetco Share Purc 119/6679 310.00 750.00 55.00 2,500.00 0.00 6,275.00
B Billing
M r
Totals 487000  41,537.42 526569  55331.65 2250000  99,834.85
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4. Click Transaction at the top of the screen and select Receive Payment to display the
Receive Payment dialog.

Vil Receive Payment X

Receiptto 1- General - Date Today Rept#

Payment is for: () Client @& File () Invoice# Baily re Kipling

Method Credit Card Payment (APX) - AMEX ¥1904 - Janet Baily - Add

Received from | Janet Baily Amount 0.00 | Check | Enter Check # |

Description | Payment on Account |

Invit Date Client Matter Billed Balance | Payment | Rinr. Avai Apply Rin = Distribution

W 1000 Jun01-21 100,700 800.00  750.00 50.00  0.00 0.00 Datails
Totals 0.00 0.00 0.00 0.00

Unallocated payments will be applied as a General Retainer 0.00 Allocate Retainerto Files

E] Apply General Retainer Balances against Bils

Primary Client Mame File Mame (DDOD/D00)
Billing Category WIP Fees 0.00 General Retainer 0.00
AR: 0.00 WIP Expenses 0.00 Trust Balance 0.00

e & New | . Save & Close | 0 Cancel

e Select a Payment Method from one of the following options in the pull-down menu:
e Credit Card Payment (APX)
e ACH Payment (APX)
e Check
e Cash
e Credit Card (Manually)
o Electronic
e Other

e Enter the charge in the Amount field
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5. Complete all other fields by entering information or selecting from the pull-down menus.
Some of the fields may be populated with information retrieved from the client card. Click
Pay Now to display the following prompt:

Vil Receive Payment x
Receiptto 1- General - Date Today Rcpt#
Payment is for: () Client @ File () Invoice# ily reKipling

Method Credit Card Payment (APX) - AMEX X1904 - Janet Baily - Add
Received from | Janet Baiy Amount 0.00 | Check | Enter Check # |
Description Payment on Account Amicus
Invit Date Client M Iy Rtn | Distribution
|
K 100,70 A charge for $800.00 will now be run on the 00 Details
F# 1000 Jun01-21 AMEX card ending in 1004 belonging to Janet ===
Baly.
Do you want i procesd?
Yes | ® No
Totals v ® 0.00
Unallocated payments will be applied as a General Retainer 0.00 Allocate Retainer to Files
[:] Apply General Retainer Balances against Bills
Primary Client Name File Mame (DODD/00)
Billing Category WIP Fees 0.00 General Retainer 0.00
AR: 0.00 WIPExpenses 0.00 Trust Balance 0.00

| ﬁ. Save & New | . Save & Close | 0 Cancel

6. Click Yes if you would like to proceed with the transaction. A Payment Processed
prompt displays with a Confirmation #.

Amicus

Payment Processed

@ Successful credit card transaction
for 3800.00.

Confirmation #: 11400145

e Click Copy to copy the content to the clipboard or click OK to return to the Receive
Payment dialog box.

e |f the credit card process was unsuccessful a prompt displays notifying you of the

reason. If the problem continues, please contact technical support for assistance with
the Transaction ID. Click OK.

e An expired card cannot be processed.

7. If Print client receipts for banks accounts is set, a Print Receipt prompt displays.
Click OK to print the receipt.

8. Click Cancel to return to the Files Index.
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Allowing an APX Payment

You can apply an APX - Credit Card / ACH payment while you are creating a bill allowing for
greater efficiency. APX payments are allowed on single, consolidated, and split billing.

1. On the Draft Bill screen, click on the Transfers tab on the Create Bills dialog to include

an APX - Credit Card / ACH payment. Below is an example of a Consolidated bill with
an APX payment applied.

Vil Create Bills

& File P Edit O View ¥¥ Actions ol Feedback ? Help
Bill Options Show (@) My Bills [] showonly Billforfiles wherethe  Responsible Lawye = o
O Al Bills - My Files
Bill File AIIBills - Al Files  When Printing / Previewing Bills sot by List Sort Order | Listbills with: | Al -
Mass Bill
iIr Date Client Matter ID Client File Name Charges Transfers Met Bill
Draft Bills = I Oct 1718 1151 Josse Carter CONSOLIDATED 101.75 101.75 0.00
Final Bills = 1151/006 Josse Carter Carter Vs Kumar 2375 2375 0.00
1151/005 Josse Carter Carter Vs Lamar 78.00 78.00 0.00
Bill Overview Fees | Expenses Transfers‘ Fee Distribution |
Fees 2000 Amount Available  Balance
Discount 0.00
General Retainer 13.76 200.00 186.25
Expenses 375
Taxes 0.00 Trust Bank Account
Interest (Memao) 000 | | 1-Trust - 0.00 0.00
Total New Charges 2375
T . 2575 APX - Credit Card | ACH
ransters -
_— 1 - General (A4PX ~ | | 10.00
Salance Forward 0.00 | | | CreditCard Paym ~ | Discover X3067 : Josse Carter  ~  Add
New Balance 0.00

| ::, Print Bill Summary | ﬁ Print | E Send to Final | 3 Close

2. Inthe APX - Credit Card / ACH section you can add an APX payment method or select
from the pull-down menu if the payment method is already on file.

3. After entering the amount you would like to charge on the credit card/ACH, click Apply
to save the changes.

When you finalize the bill, the credit card / ACH transaction will be in process.
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Viewing APX Transactions

APX payments are prefixed with (APX) on the Billing reports (Cash Receipt and Trust Journal).
Payments are handled in the same manner for both types of APX payments:

e Credit Card Payments (APX)

e ACH Payments (APX)

The Billing View Files Details

There are multiple places where you can access the Receive Payment dialog. You can access it
from the Billing dashboard or from the Action menu and from the File Details.

1. To access the Receive Payment dialog from the Billing dashboard select Receipt
Payment under the Dashboard section of the Billing Home screen:

Vil Amicus Attorney

m File » Edit ) Go N Tools £ A 4 Feedback

ATTORNEY BILLING w=== Heather Gavel
Office "ﬂ" T o« s
# Home _
M Repors § 54,955.61 $ 73,654.68 § 8,730.00 $ 114,834.85
n Merge Templates

‘] Help Center

8. Open Another Office

& Return to My Office Current [$0.00)

W > 20 days (32,110.00)
> 60 days ($2,000.00)
W > 90 days ($900.00)

W > 120 days (§66,644,68)

Current [$31,258.64)
B > 20 days ($11,825.58)
W > 60 days ($2,282.96)
W > 90 days ($1,437.86)
[ Firm Settings B > 120 days ($8,150.57)
[™ Custom Pages and Records

Administration

2% UserManagement

B2 New File Intake Management

&+ import

A ot (S m &

[0 Dailies Receive Trust Transfer Create Bill Reminder Write
Payment to AR Statement Up / Down

Last Refresh
12:00 PM

Reports from the Office module to gain Q

CT) Start Timer

ight to your clie
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Or, open a file and go to the Taskbar, click on the Transactions icon and select
Receive Payment from the pull-down list.

il Baily re Kipling

m File  Edit 0 View %\ Tools #£ Actions

ATTORNEY

BILLING

Baily re Kipling

Clients On This File Time Entry

The Receive Payment dialog displays:

Vil Receive Payment

1 Feedback @ Help

BALJA/2345

Firm Members Expense Entry f

@ Contacts whoseroleis Bill Today Show | Billed & Unbilled o
Receive Payment Reference # Amount
Trust L Invoice # Status
Reminder Statement 80 Hrs = 200.00 380.00
Write Up/Down #ter to First Edition - Unposted
JR— ooy~ 40 Hrs = 200.00 1,080.00
. Time Reviewing legal issues raised by client’s literary work (reading novel); WP
May 31/21 Heszther Gavel - 2.00 Hrs * 200.00 400.00

Receiptto |1 - General (APX Enabled) v|  Date Tody Rept#
Payment is for: O Client @ File O Invoice# i BucksStar
Method |Cred'rt Card Payment (APX) w | | -Mo card on record - | Add

Received from | Star Bucks |

Description | Payment on Account
v v Date Client Matter Billed Balance Payment Rinr.Avai Apply Rin  Distribution
¥ 1025 Feb2317 1022/001 955.00 415 0.00 0.00 0.00  Details
¥ 1098 Jun26/17 1022001 1,090.60 1.015.85 0.00 0.00 0.00 Details
M 1100 Jul11/17 1022001 3.00 3.00 0.00 0.00 0.00  Details
¥ 1002 Mar27/18 1022/001 186.00 186.00 0.00 0.00 0.00 Details
[ 1031 Jan15119 1022/001 975.50 975.50 0.00 0.00 0.00  Details
Totals 3.210.10 2.184.50 0.00 0.00
Unallocated payments will be applied as a General Retainer 0.00 Allocate Retainer to Files
Apply General Retainer Balances against Bills
Star Bucks BucksStar 10221001
Eillable WIP Fees 0.00 General Retainer 0.00
AR: 2,184.50 WIP Expenses 0.00 Trust Balance 0.00
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To enter a credit card / ACH transaction for the Trust bank account:

1. Select Action > Trust Receipt or open the File Details window and select File Facts >
All Transactions or Trust from the navigation bar.

Wi Baily re Kipling - 0O %

m File

/# Edit Q@ ™ Feedback @ Help
ATTORNEY
BALJA/2345

Bailyre

Clients On This File

Trust New ~ [
Firm Members
® Contacts whoserolels From Apr 26/2021 To Today Show  Checks & Receipts -
Bank Accounts Al -
Date ¥ Account Chk/Rept# ToiFrom Description Receipt Check Invoice #
Jun 06/2021 1-Trust 0032 ABC Co. Trust to AR transfer 69.00 1028
Jun 08/2021 1 - Trust 0030 ABC Co. Trust to AR transfer 30.00 1094
o Jun 09/2021 1-Trust 0034 ABC Co. Trust Transfer to AR 100.00 1096
I Jun 10/2021 1 - Trust 0033 ABC Co. Trust Withdrawal 1.00 1097
Time / Fees
Expenses
Bills
&
General Retainers
Bill Images
Related Files
Custom Pages
Admin
Account Overview -
Unposted Posted WIP Billed Write Up /Down Faid AR
Hours 1.90 2710 27.10 0.00
Fees 380.00 5,420.00 5,420.00 0.00 0.00 0.00 0.00
Expenses 133.82 133.82 0.00 0.00 0.00 0.00
Taxes 0.00 0.00 0.00 0.00
e Interest 0.00 0.00 0.00 0.00
Restrict Portal Totals 380.00 5,563.62 5,563.62 0.00 0.00 0.00 0.00
Trust 15,000.00 General Retainer 0.00 Last Bill Last Payment
< D >
Index & Print | B Save &Close

2. Click on the Transactions icon in the Taskbar and select Trust > Trust Receipt from the
pull-down list.

=} " Fe

3

1

@ Help

BILLING
BALJA/2345

Clients On This File ety

Expense Entry New v &
Firm Members
%) Contacts whose roleis Bill Today Show  Checks & Receipts -
Receive Payment . -
Trust » Trust Receipt Description Receipt Check Invoice #
: Reminder Statement Trust Check Trust to AR transfer 59.00 1008
Write Up/D: Trust Transfer to AR
B i et Trust to AR transfer 30.00 1094
4 File to File Transfer ;
File Facts Jun09/2021  1-Trust Trust Transfer to AR 100.00 1006
5 Jun 10/2021 1 -Trust 0033 ABC Co. Trust Withdrawal 1.00 1097
All Transactions
Time / Fees
Expenses
Bills

APX (Abacus Payment Exchange) Guide ©2024 CARET 34



3. The Trust Receipt dialog displays:

'lﬁl’ Trust Receipt —

Receiptto | 1 - Trust (AP¥ Enabled) - | Date:  Today Receipt #
From: ﬁ |Ranurex Contact 022 | Amount: 1DD.DEI-| Ref# l:l
Method | Credit Card Payment (AFX) | |V|s.a X4747 - Ranorex Contact 0% « | Add

Description: | Retainer

File Client Matter D Client Description Amount Mew Balan
wm Ranorex File 0 1044/005 Ranorex Contac: Retainer 100.00 100.00
<Click here to add a new File allocation:

Primary ClientName File Mame (0DD00AD00)
Billing Categary WIP Fees 0.00 ‘General Retainer 0.00
AR 0.00 WIP Expenses 0.00 Trust Balance 0.00

e A description is always displayed.

4. Select the payment method and the amount you would like to process, then click PayNow
to process a trust receipt on the credit card / ACH payment method.

APX (Abacus Payment Exchange) Guide ©2024 CARET 35



Printed Receipt (New Paymen

To print receipts for bank accounts:

1. Select Office > Firm Settings from the navigation pane to display the Firm Settings

window.

Wil Amicus Attorney

m file ~/ Edit O

ATTORNEY
Office
M Home
X Preferences
[ Repors
B Merge Templates
k3 Help Genter

B Open Another Office

\gl Return to My Office
Administration

&, User Management

[3 Firm Settings

[™ Custom Pages and Records

2 New File Intake Management

1 Import

B silling
M Reports

APX (Abacus Payment Exchange) Guide

BILLING

Customer Experience Improvements - Anonymize us:

E Documents

Management - Mana
Assembly -
Indexing - D
Encryption - Securs
Online Services - Link with thi

B Files
File Types - File type desci
Special Status - C|
Business Types - |
People Roles - Rol
Matter Came to us
Document Groups - Dox

2 Peaple

People Groups - Fir
Prefix -
Suffix -

Address - A
Relationships - Kinds of re
Firm Member Types - C:
Firm Member Availability -
Firm Member Warklnad -

Activity Codes - Activity, T
Billing Categories - Bil
Billing Rates - Eilling
User Rates - Tim

Accounting - Link
ault pr

Track Changes - Manage Justifications foredits

@8 Outlook | Exchange / Office 365 Link

Contacts, Galendar and E-mail - Link config

€Y Maintenance

Utilities - D
Updates - Chec

tilities

kup
or Amicus Upd

@ Client Portal

Portal Setup - Configure Client P

§ Biling

General - Next I,
Clientand File Numbering -
Payment Hierarchy - Determ

& File Format
ring for Client/Matter Id

Bank Accounts - Ger

Trust- Trust,
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2. Scroll down to the Billing section and select Bank Accounts to display the Billing -

Bank Accounts dialog.

il Firm Settings - X

Billing - Bank Accounts

1 Geners! (Default) Genersl
1 Trust (Default) Trust Zid
Remove
[ Showinsctive
Aecounts
Receipt
Prinlc\ienlrecem!sforbankam:mnts |
Use the | Receipt ~ | templatefor printing Recepts |Promptmeto = | printreceipts

E-mail client receipts
Send Client Receipt E-mail to {2l

Check

[[]Enablecheck printingfor | Trustand RetainerRefund  ~ | [Promptmeto  ~ | printehecks
usame:|templaterorprinnngchm ["] Allow checks to be reprinted
Use \ vl printer for printing checks.

‘Order Amicus Attorney compatible checks  online or call 1-800-544-3427.

« P | %, Apply | ¢ OK | @ Cancel

3. Select the Print client receipts for bank accounts checkbox.
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To generate an APX - Credit Card and ACH Report:

1. Select Office > Firm Settings from the navigation pane to display the Firm Settings

window.

2. Scroll down to the Billing section and select Abacus Payment Exchange (APX) to
display the Billing - Abacus Payment Exchange (APX) dialog.

Vil Firm Settings

‘Operating Account

TrustAccount

Billing - Abacus Payment Exchange (APX)

= APX

ABACUS PAYMENT EXCHANGE

Accountis activeand is able to acceptthe following:
American Express, Visa, MasterCard, Discovery and ACH (e-Checks)

APX Merchant Account Map ping:

1-General -

1-Trust @

Note:

This account mapping represents the recording of
APXransacfions to your AmicusBank Account

The actual depositwill be made to the bank account
you provided during the APX onboarding process.

Settings

Email Notifications

Repors

APX DisbursementRepart

APX Transaction Report

APXChargebacks Report

< P % Apply |V
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Firm Settings

Activity Codes -
Billing Categories - Bi
Billing Rates - Billing R
User Rates - Timel
Accounting - Lin
Import - Set default p
Track Changes - Manage Justifications for edits

B§ Outlook / Exchange / Office 365 Link

Gontacts, Galendar and E-mail - Link configuration

€Y Maintenance

Utilities - D
Updates - Check f

tilities

) Client Portal

Portal Setup - Configure Client Portal Settings

Billing

General - Next Inv Number and Invoice File Format
Clientand File Numbering - Set Aut
Payment Hierarchy - Determine
Bank Accounts - Generaland Trust
Abacus Payment Exchanae (APX) - Credi

ing for Client/Matter Id

Trust - Trust detaults Tor Billing

Lawyer Fee Distribution - Default fee distribution
Bill Profiles - File Billing Defzults
Transaction Description Defaults - Data Entry
Interest & Reminder Statements - Default rai
Emailing Bills - Set d

ults for emailing of Bills v
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3. Click APX Transaction Report to display the APX - Credit Card and ACH Report
dialog.

Vijil Generate - APX - Credit Card and ACH Report — O x

APX - Credit Card and ACH Report

From: Today Te: Aug 252022

4. Complete the following fields by entering information or selecting from the pull-down
menus:

e From and To dates
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5. Click OK to generate the report.

G Abacus Payment E-“ha“g‘e Firm AA Toronto08 Inc
4850 Eastgate Mall, San Diego Tran Period 08/01/2021 - 09/21/2021 as of 09/21/2021 13:50:17 PM
- CA92121-1977

APX Transaction Report

Fund Date Txn Date Txn Status Txn D Inv. # Method Payee File Matter ID Client Acct. Amount
11_tok_6
t1txn_614 149238
09/21/2109:09  09/21/21 9e304e2a  551d2d2f Personal Heather
am 09:00am  APProved 30864494 | 681813c2 Saving GG o021 |$275
4d25 0210921
09
t1_tok_6
t1txn_614 149¢238
09/21/2109:09  09/21/21 9e240ad6  551d2d2f Personal Heather
am 09:09em  Velded 45ed7680 | 6818f9c2 Saving GG o021 6178
0da0 0210921
09
Daily Total 54.50
t1_txn_614
09/20/2116:09  09/20/21 8f37c23d Persanal Heather
pm 16:09pm  Approved offasscrb 19 Checking  GGavel 021 510,00
79
t1_tok_6
t_txn_614 148f10b0
09/20/2116:09  09/20/21 ] 81706fd0  d4f665e9 Heather G
pm 16:00 pm Voided 4SeBdcée | 18agscz  V5° Gavel 0018 §3.00
b3f 0210920
16
11 _tok_&
1_txn_614 148f10b0
09/20/2116:09  09/20/21 Voided 8f11e3114 daf665e9 Visa Heather G 0021 $2.00
pm 16:09 pm 09aB67ee  18adBc2 Gavel
Se8 0210920
16
Daily Total $15.00
Total 5 transaction(s) $0.00 $19.50
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Voiding and Refunding an APX transaction

APX payments cannot be deleted as we must maintain an audit trail for all Credit Card / ACH
transactions. All APX payments have an option in the footer to Void/Refund the transaction.

The difference between voiding and refunding is as follows:

o Refunding a transaction returns money back to the customer’s credit card.

e Voiding a transaction cancels the original transaction as if it never happened.
Both transactions may take up to 5 days to process.

Voids are the first choice as they are more cost effective than refunds. However; they only work
on unsettled transactions. As a general rule, our payment processing partner recommends that
Firm Members confirm they have received the deposit into their bank account before issuing any
refunds.

An APX transaction can be voided on the same day as long as it hadn’t been settled. The
settlement time is 9 pm UTC, the time standard around the world. This is 3 pm Mountain Time or
5 pm Eastern Time. Transactions created after the 9 pm settlement time remain voidable until the
next day's 9 pm settlement.
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Voiding/Refunding APX Payments

To void/refund an APX payment, open an APX Receive Payment dialog:

1.

2.

APX (Abacus Payment Exchange) Guide

Click Void/Refund in the footer to begin the process.

Wi Receive Payment >
Receiptto | 1-General (APX Enabled) Date Today Rept # 1
Confirmation #: 11682754

Method Credit Card Payment (APX) AMEX X1004 ; josge Carter | Add

Received from | TEETen | Amount 100.30 | Ref#

Description | Payment on Account

v I Date ClientMatier  Billed Balance Payment Rinr.Avai Apply Rtn  Distribution

Totals. 0o0 000 0.00 0.00

Unallocated payments will be applied as a General Retiner 100.30 Allocate Refainerto Files
josseCarter Carter Vs Carter 1001/001
Billatie WIF Fees 0.00 General Retainer 100.30
AR: 0.00 WIPExpenses 0.00 Trust Balance 0.00

| 4 Void/Refund | [ Save&Close | 8 Cancel

e APX will validate if the transaction can be void/refund and will determine if the
transaction is in the voidable period or if it should be refunded.

One of the following prompts displays.

e |f a Credit Card transaction can be voided this is the first choice.

Amicus Amicus

Are you sure you wish to void this $100.30
credit cand fransaciion?

Are you sure you wish to refund this $15.30
credit card fransaction?

@

Click Yes to void/refund the transaction.

e A message prompt displays informing you that "A payment may take up to 1 or more
business days to be deposited into your bank account. The deposit cannot be verified
at this time. Are you sure you wish to void/refund this ACH transaction?"

Click Yes to display a prompt with a Confirmation # informing you that your payment

has now been voided/refunded.
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Amicus

@ The payment has now been voided,

Confirmation #: 11682754

5. Click OK to return to the Receive Payment dialog.

iijil Receive Payment X

Receiptto 1 - General (APX Enabled) ~  Date Todsy Rept# | 1

Confirmation # 11682754

Voided 19-09-2017
Migw Voided Enfrv

Method Cradit Card Payment (4PX) v |AMEXX1004:josse Carter | Add
Receivedfrom  josse Carter Amount 10030 | Ref#

Description Payment on Account |

v vl Date Client Matter BEilled Balance Payment Rinr Avai Apply Rin  Distribution

Unallocated payments will be applied as a General Retainer 100.30 | Allocate Retainer fo Files |
josseCarter Carter Vs Carter 10011001
Billable WIP Fees 0.00 General Retainer 0.00
o 0.00 WIPExpenses 0.00 Trust Balance 0.00

6. The Confirmation # is now red.

APX (Abacus Payment Exchange) Guide

e The text Voided with the date when the transaction was voided appear

underneath.

e Click View Voided Entry to view the voided transaction.
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7. Double-click on a Client Matter ID in the Files module to display the File Details
window.

Vil Cocperman v. Cooperman - [m} #

 Feedback @

m Fle » Edit @ View Help

% Tools £ Actions

ATTORNEY BILLING

N COOPER/954433

Cooperman v. Cooperman
Clients On This File

All Transactions
Firm Members

® Contacts whosercleis From May 05/2021 To Today Show  Biled & Unbilled -
Date ¥ Details Reference # Amount =
Type Description Invoice & Status
Jun 07721 Shirley Schmidt - General 0666
Time (APX - Voided 06-06-2021) Payment an Account

File Facts

P All Transactions

e The voided/refunded transaction displays with a strikethrough in the Amount column.

4 Notes:
, e ACH transactions may take up to 5 days to process

 ° When an APX transaction cannot be voided a refund will be issued

Printing a Void/Refund Payment

Double click on a void/refund payment and select Print from the footer of a Receive Payment or
Trust Receipt to view a printed copy with a water mark with Void for the void transaction and
Refund for a refund transaction .
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Voided and refunded transactions are included on Cash Receipts and Trust Bank Journal
reports along with the original transaction.

APX Disbursement Report

The Disbursement Report makes it easy to see the breakdown of each transaction. This allows
firms to easily reconcile funds that were collected through APX and disbursed into their bank
accounts. It comes directly from APX and is accessible to Firm Administrators.

Disbursements can include customer payments, or amounts refunded to a customer. Nightly bank
deposits can include funds from multiple transactions.

1. To view the Disbursement Report in Amicus Attorney, click on APX under the Billing
section in the Firm Settings to display the following dialog.
'T'. Firm Settings - x

Billing - Abscus Payment Exchange {APX)

= AP

Azeount ls activeand (s abis to accept the following
American Express, Visa, MasterGarg, Discover and AGH (e-Chadia)

AR erchant Account Mapping
Operating Aocount 1 Ganaral .

Trust Accownt 1 Trust

Moty This L
APX trans actions 1o your AmicusBank Accourt

Theactual depositwill be made bo ihe bank account
you provided duwing ihe APX onboarding process.

Settings Reports

Emall Hetifications [ ﬂPIOIiE‘!mHﬂRHUIl ]
APX Transaction Repot

APX Chargebacks Report

o P |7 apply | o 0K | @ Cance

2. Click APX Disbursement Report to display an APX Reports window, which can be
minimized and maximized using the controls at the top.
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3. Select the Report Period from the drop down and then click Run Report to complete the
report.

Tl APX Registration - o e

DISBURSEMENT

| 01/01/2022 - 06/07/2022 -

Please select a Date Range and click "Run Report.

e A progress bar displays while the report is running, and shows when the report is
complete.

4. The Disbursement Report displays with interactive fields. You can change the Report
Period and/or enter Search criteria, then click Run Report to display another report.

Wi APX Registration — (u] ®

DISBURSEMENT " 4

| Report Period @ search @
0 Run Report
01/01/2022 - 06/07/2022 - bl i

| No. of Disbursement Total Amount Disbursed Total Amount Refunded
| Expand All 7 $19.66 .§12.58
|
‘ > Disbursement Date: 06/05/2022- 1 transactions Disbursed: $1.17 Refunded:-$0.00

> Disbursement Date: 03/29/2022- 15 transactions Disbursed: $8.89 Refunded:-$1.31

> Disbursement Date: 01/25/2022- 7 transactions Disbursed: $2.10 Refunded:-§1.60$1.61

> Disbursement Date: 01/14/2022- 1 transactions Disbursed: $1.00 Refunded:-$0.00

> Disbursement Date: 01/11/2022- 2 transactions Disbursed: $2.21 Refunded:-$0.00

> Disbursement Date: 01/10/2022- 3 transactions Disbursed: $3.18 Refunded:-$0.00

e The No. of Disbursements, Total Amount Disbursed and Total Amount
Refunded displays clearly at the top of the report.

APX (Abacus Payment Exchange) Guide ©2024 CARET 46



5. Click Expand All to expand all the items in the report, or select the arrow to the left of an
item to expand it and see the transactions for that item.

& APX Registration - o X
s
DISBURSEMENT 5 L
Report Period 7] Search o

01/01/2022 - 06/07/2022 -
No. of Disbursement | Total Amount Disbursed Total Amount Refunded
Expand Al 7 | $19.66 -$12.58
e

Method P A b ed R a
3 01/24/2022 7:35 pm Cooperman visA 8106 AACummins  $1.10 $1.10 -$0.00
Cooperman APXCC
” 01/21/2022 7:29 pm Cooperman vIsA 8106 AACummins  $1.05 §1.05 -50.00
Cooperman APXCC
> 01/18/2022 7:36 pm Cooperman ﬁ AbacuseNext  $1.00 $1.00 -50.00
Cooperman L
. 01/17/2022 7:37 pm Cooperman visa 8106 AACummins  $1.11 1.1 -$0.00
Cooperman APXCC
J
| |
> Disbursement Date: 01/14/2022- 1 transactions Disbursed: $1.00 Refunded:-$0.00 I

6. Click the arrow to the left of the item to compress it back to the original report.

7. You can filter a Disbursement Report by entering a full or partial client name, matter or
file name in the Search field provided and click Run Report. Only items that match your
search criteria display.

3l APX Registration

|
DISBURSEMENT s L
|
Report Period (] Search @
| 01/01/2022 - 06/07/2022 v Cooperman| 0 I
|
| No. of Disbursement Total Amount Disbursed || Total Amount Refunded
| Expand All 4 $§7.67 ‘ $0.00
i
: > Disbursement Date: 06/05/2022- 1 transactions Disbursed: $1.17 Refunded:-$0.00
|
| > Disbursement Date: 01/11/2022- 2 transactions Disbursed: $2.21 Refunded:-$0.00
[
> Disbursement Date: 01/10/2022- 3 transactions J Disbursed: $3.18 Refunded:-$0.00

> Disbursement Date: 01/04/2022- 1 transactions Disbursed: §1.11 Refunded:-$0.00
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Firm Members can easily include a Pay Now link with emailed invoices that allows clients to
easily pay their bills by credit card.

Pay Now emails are generated from the Final Bill screen during the Create Bill process or from
the Billing module after the bill has been created.

A Pay Now email includes an embedded URL that clients can click on to easily make an APX
payment.

Sending a Pay Now Request

Important: A firm must have APX enabled on the general bank account to send a
Pay Now request from the Billing module.

To send an email with a Pay Now request
1. Go to the Firm Settings and select Emailing Bills under the Billing section to display
the Billing - Emailing Bills dialog.
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2. Click on the APXPayNow Format tab.

3. Select one of the following radio buttons from the Cover Email field.

e Use Template
e Use HTML Format

e Use Simple Format

4. Click on the dropdown arrow in the Select Template field to select a template.

Vigif Firm Settings

Billing - Emailing Bills

Send Bill E-mails to Draft Folder -

E-mail Bills turned on for new Files E]AF’)(RequestTumed on fornew Files

W’hen E-mailing Bills also print a paper copy

Standard E-mail Format | | APX PayNow Format |

Cover Email  Use Template Select Template APX Cover E-mail for Billz
() Use HTML Format
% Use Simple Format
Subject “our Invoice No. <<Invoice #== from <<Law Firm Name==
Body Dear <<Primary Attention Line==

Thank you for giving us the opportunity to serve you.

Please find attached cur account for services rendered, which we trust you will find in
order.

“our current balance on the invoice iz <<Billed Amount==. Please remit payment at your
earliest convenience.

For your convenience, we accept Visa, MasterCard, American Express, and Dizcover.

ICIick this link to pay enline <<PayNow URL=> I

Please do not hesitate to contact us if you have any guestions.
Sincerely,

<<Law Firm Name=>

P |

Apply | ¢ OK |@ Cancel

,‘b

Note: Check that the template defined in the Firm Settings for APX-URL Format
has the URL variable included. If the URL is missing and you continue the client

receives a standard e-mail without the Pay Now request.

APX (Abacus Payment Exchange) Guide
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Creating a Pay Now request from the Billing module

To create a Pay Now request:
1. Select the Billing module from the left navigation pane in the BILLING view.

2. Use the filters on the left to get a list of invoices you would like to send a Pay Now
request email.

3. Select one outstanding invoice (one without a payment) or click on the checkbox to select
multiple invoices.

4. Select the Add Pay Now payment request icon that becomes available to generate the
Pay Now request email for each selected outstanding invoice with an URL embedded in
the email.

5. Emails are sent to the draft folder or directly to the client based on the email selection in
the Firm Settings.

# Note: Pay Now request uses the email address defined on the file/matter Bill
, settings if this was setup, otherwise it uses the primary email address from the
mmmmmm primary client on the file/matter.
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Resending a Pay Now request

To resend a Pay Now request:
1. Select the Billing module from the left navigation pane in the BILLING view.
2. Use the filters on the left to get a list of invoices with a Pay Now request.

3. Select an invoice or invoices (use the checkbox to select multiple invoices) with a Pay
Now request.

4. Select Action > Resend Payment Request to recreate and resend the email(s) with the
existing URL(s).

5. Emails are sent to the draft folder or directly to the client based on the email selection in
the Firm Settings.
e A Confirmation message displays.

6. Click Yes to confirm resending the Pay Now request or No to return to the Billing
module without sending the Pay Now request.

Deleting a Pay Now request

To delete a Pay Now request:

1. Select an invoice or invoices (use the checkbox to select multiple invoices) with a Pay
Now request, the Delete icon becomes available.

2. Select the Delete icon to delete the Payment Request(s).
3. Click Yes on the Confirmation message to delete the select payment request.

Receiving a payment from a Pay Now request

When a Pay Now request payment is successfully completed by your client using the embedded
link from the email, the payment is automatically sent to your client file in Amicus and a
notification email of the payment is sent to the responsible lawyer on the file.

Viewing a payment from a Pay Now request

To view a payment from a Pay Now request:
1. Open the client's file.
2. Click on Bills in the Billing view.
3. Click the "+' sign on the bill where the payment was applied to list the payment record.
4. Open the payment record and perform void/refund if necessary.

becomes invalid and the client will be directed to contact the firm for assistance. At
mmmmmm this time, you will be able to create a new Pay Now request from the Billing module.

,ﬁ Note: The Pay Now link on the email is active for 90 days. After 90 days the link
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Paying a Pay Now Request

An email is sent to the user with the Invoice attached.

Mail - a

Your Invoice No. 1015 from Abacus Data Systems Demo Firm 06

v il.com ury il.com:
12:33 PM

To:

Jo) Invoice1015.pdt
we | 414KB

Abacus Data Systems Demo Firm 06

One Yonge.Road NewYark NY USA 90123

Hello Andy Cooperman,
Your invoice is ready and you can view it in the attachment

Invoice summary
Invoice# 1015 Issued Aug 02, 2022 Amount $80.30
Total USS$ $80.30

Please click on the "PayNow" button below te pay your invoice.
& PAY NOW

Thank you for your business and have a great day!
Abacus Data Systems Demo Firm 06

|mp AMICUS’ @ 2022 Amicus Attoney. All Rights Reserved.

The following window displays when the PAY Now button is clicked from the body of the email.

The user selects the appropriate radio button under the Payment Method section or clicks the +
plus icon to add a new APX Payment Method.

QAAPXvZ Corp
1 Yonge Street New York, NY 65805-1
8004722289

Invoice Summary Please fill out the following information to make a payment. All fields are required.
Invoice # 1058
Issued 09/17/2021 T s ’

Amount $9.00 HEATHER GAVEL G

Total UsD9.00 ONE YONGE STREET SIDERCAD ONE
CHICAGO NY 60696
gaheatherg@gmail.com

Payment Method

I

® Heather GGBank
ACH ..0021 | Personal Saving

e Heather GavelGown
MasterCard ..0007 | Expires 12 / 21

]

'e) H Gavel
ACH ..4123 | Personal Saving

O Heather G
Visa ..4242 | Expires 12/ 21

]

Payment Details

Total Payment Amount: USD9.00

e

é Ab): © 2021 - AbacusNext, All Rights Reserved

After the Payment Method is selected the user clicks PAY NOW.
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After the payment is processed a Payment Successful window displays.

QAAPXvZ Corp
1 Yonge Street Mew York, NY 65505-1
004722289

@ Payment Successful

We sent a payment receipt to this email address:

gaheatherg@gmail.com
QAAPXv2 Corp RECEIPT
1'Yonge Strest New York, Sep 17, 2021
MY 65805-1
8004722289

Payment on invoice #1058

Payment Summary

Payment amount U558.00

Balance Due US50.00
Transactionld t1_txn_6144dd1f44b059c4d0
df140
Name on card Heather GavelG
Payment Method American Express ... 1115
Expires 12/2021
Billing Address One Yonge Street
Chicago, NY,60696
usa
Email gaheatherg@gmail.com

DOWHNLOAD

@ ;‘;P). © 2021 - AbzcusNaxt, All Rightz Reserved

e Alink to DOWNLOAD the receipt displays at the bottom of the Payment Successful
window.

e APX also sends an email notification to the client.
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Client Portal Payment Options for APX

Invoices can be shared with all clients using the Client Portal, not just the Primary Client making
it easier for you to get paid.

It is not necessary for the primary client to pay invoices. Portal Payment Options for APX allow
for All portal users to add their own credit card or ACH information and pay via the portal.

To make invoices visible to all clients on a file:

1. Click the Visible to clients on the file who have portal access checkbox in the Portal
Sharing window.

i Portal Sharing = | = -

Thisinvoice will be visibleto all contact
with the role of client on this file.

2. Click OK.

In the Client Portal the primary client, as well as non-primary clients can use the Payment
Method associated with the login user or add a Payment Method to process a payment.

See Paying a Pay Now Request.

However, the Portal Activity log and report is updated with the activity of the non-
s primary client.

,ﬁ Note: The Payment Method is not saved when added by a non-primary client.
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New APX Portal to track payments

A new APX Portal is created as part of the Onboarding process.

APX 2.0 includes access to the new APX Portal where firms can get an even greater insight into
their payment processing. New reports, charts and graphs allow you to track payments and
monitor trends from an elegant dashboard with options to drill down for more details.

You will receive a link to the Account Portal in an email to get you started using the new APX

Portal.

Afterwards, you can log into the Account Portal and drill down to see information about your
payment processing, as well as any chargebacks.

X

& C @ portalapxn.abacusnextcom/dashboard

2 AP

# Dasttoara B quick Charge

= Payments

Payroant Retuims
& Managenent
Sale -
L +*
-

1l - Sales & Refunds
Web Alerts -

Emai Alerts

© Semtings
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v - a x
o= x @ :
0 a 2 |

NOTFICATIONS PROFILE LOG OFF

Account Balance

$0.00

Funds
Snapshot
vocessing

B
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APX Payment Method List

The APX Payment Method List allows for the selection of multiple clients. The report is available
to users with access to the Firm’s Reports (users with Amicus Admin access).

To run the APX Payment Method List report:
1. From the Office module on the ATTORNEY side, select Firm Reports > People.
2. Under Advance Reports, select APX Payment Method List.
3. Click on the client icon to select one or multiple clients or leave it blank for all clients.
4

Select the checkbox Include expired Payment Method, if you want to include both
expired and non-expired payment method(s) with your report. The default is to have this
option unchecked.

5. Click on Run to generate the report.

Gavel Law Firm

Payment Method List
as of Oct 18th, 2021

Client Name Type Account Account Name Expiry
lay Dee Master Card (Defauk) %1110 lackiDee 11/2025
Larry Grey AMEX %1002 Larry Grey 11/2025
Checking X8382 Larry Grey
VISA [Default) X1005 Larry Grey 11/2025

When the APX Payment Method List is generated:
e All payment methods for selected client(s) are included in the list.
e When no specific client is selected, the report is run for all clients.
e The default payment method is indicated in the Type column.

The APX Payment Method List report contains the Firm Name, as of today's date, the list of
payment methods grouped by clients.
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APX Recurring Payments

APX Recurring Payments allow you to schedule future payments from your clients using credit
card or ACH on predefined intervals.

The following APX Recurring Payment Schedules can be defined.

Single*® 1 Specified date

Weekly n Day of week
Bi-Weekly n Day of week

Monthly n Day of month
Quarterly n Day and month selection

* Use the Single payment schedule for postdated credit card or ACH payment.

APX Recurring Payment schedules are associated with open billable file/matter. Amicus allows
you to create, cancel or delete an APX Recurring Payment schedule for both the General Bank
Account and Trust Bank Account.

The APX Recurring Payment schedules process APX payments based on the defined recurring
period. The schedules are available to Billing Users and are available only after APX has been
configured for your firm. See Setting up APX.

Multiple payment schedules can be created for the same file.

Requirements

Firms must have the BILLING-side enabled.
e Firms must be APX enabled.
e Billing Supervisors will have full access to APX Recurring Payments.

e Billing User access will be based on the user's access to Receive Payment and Trust
Receipt.

This feature can be accessed from:
e The Action menu of the File Details, Billing and Trust modules.

e Or, the Recurring Payment Schedule Icon on File Details, and Billing and Trust modules.
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Creating a New Payment Schedule

To create a New Payment Schedule:

1. Select Recurring Payments > Create Recurring Payments from the Action menu.

il Amicus Attorney

" Feedback

@ Actions
Mew Bill

— Go

View

=)
BILLING

m File / Edit
ATTORNEY
Billing

Ctrl+N

Receive Payment

Show Bills dated: Between - 0 i rust Transfer to AR Fees Expense axes Interest otal Payment | Balance | Aging (d
ow Bills date
[~ 1002/003 50.00 0.00 50.00 5

[#

Reminder Statement

10172021 v | To | 117302021 |~ 10.00 0.00 0.00 0.00 10.00 0.00 10

[#

Write Up/Down — = 2
. 10.00 0.00 0.00 0.00 10,00 0.00 10
Show Bills for All i
10.00 0.00 0.00 0.00 10.00 0.00 1000 34
Delete Bill/Payment
=B Recurring Payments 4 Create Recurring Payment
® My Files Firm Files View Recurring Payments

Or, click the Recurring Payment Icon on the File Details, Billing Module or Trust Module
and select Create Recurring Payments.

Vil Amicus Attorney - O X
W file # Edit © View — Go % Tools @ Actions  Feedback @ Help
ATTORNEY BILLING -
-
Billing =
ShowBills dated: | Between ™ ClientMatt Create Recurring Payment es Expense Taxes Interest Total Payment | Balance | Aging (d
ow Bills date« he
[0 1002003 Por  yiew Recurring Payments om0 50,00 0.00 0oo 15000 0o 15000 1
10M2021 [ To| 11302021 |v [~ 1001001  Coopermaninruct iz 1005 10.00 0.00 0.00 0.00 10.00 0.00 1000 22
Show Bills fod A1 1617661 Cooperman | Oet 13731 105 6.0 000 000 [ [V R TV [0 [V I (VX1 2 S
ow Dills Tor -
[~ 1001001  Coopermanin OctO7Z1 1004 10.00 0.00 0.00 0.00 10.00 0.00 1000 34

2. The Create Recurring Payment window displays.

Vil Create Recurring Payment *

Selecta file to create a recuming payment schedule

File [ ]

Entered by

Firm Member 2 Heather Gavel

3. Click the File icon to display the Select File window. Select a file and click OK. The file
name displays in the File field.

ifjil Create Recurring Payment

Selectafiletocreatear nt schedul
File ooperman & Cooperman LLP
Entered by

Firm Member ‘g Heather Gavel
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4. Click Next to display the New Recurring Payment Schedule.

il APXRecurringPaymentsForm = X

New Recurring Payment Schedule

Please make sure that all information and payment method are inputed correctly.
File

Cooperman & Cooperman LLP

Payment Method Deposit to

ACH....1533 (Cooperman Escrow) - Operating (General)

* Recurrin g Type

* Start Date

* Description

Entered By * Email notice to intemal users

Heather Gavel hgavel@gmail.com

Enter up to 10 email addresses, separated by commas

5. Complete the following fields:

e The Payment Method field is populated if the primary client on the selected file
has a default payment method. Keep the default or select an alternate from the
dropdown menu if the primary client has multiple payment methods.

e Select either Operating (General) or Trust from the dropdown menu in
the Deposit to field.

e Select a Recurring Type from the dropdown menu.

* Recurring Tvpe
Single
Weekly
Monthly
Bi-weekly

Quarterly

e Enter an amount in the Total Amount field or the Recurring Amount field. APX will
calculate the amount for the other field.

e Select a date from the calendar controls in the Start Date.

e Select the End Date from the calendar controls or a value in the
Occurrences field. APX will calculate the value for the other field.

e Enter a description of the New Payment schedule in the Description field.

e The Entered By field is populated with the name of the firm member creating the
New Recurring Payment Schedule.
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e The Email notice to internal users is populated with the email of the firm
member creating the New Recurring Payment Schedule. You can also enter up
to 10 email addresses, separated by commas.

6. Click Create Schedule. Your newly created schedule is added to the list of existing
recurring payment schedules.

v
Ap . Recurring Payments 0]

(7} open B Delete

File Recurring Oceur. Start Date Next Pymt Total Amt Period. Amt status

Cooperman & Cooperman LLP Monthly 13 11-11-2021 11-11-2021 900.00 Not Started
Cooperman & Cooperman LLP Bi-weekly 0/6 11-19-2021 11-18-2021 1200.00 20000 Not Started
Cooperman & Cooperman LLP Monthly 12 11-10-2021 12-10-2021 30.00 15.00 Active
Cooperman & Cooperman LLP Monthly 113 11-08-2021 12-08-2021 150.00 50.00 Active
Coopermen & Cooperman LLP Bi-weekly 1/2 11-08-2021 11-22-2021 16.50 825 Active
Cooperman & Cooperman LLP Single 171 11-09-2021 At 275 275 Completed
Cooperman & Cooperman LLP Weekly 12 11-08-2021 11-15-2021 200 1.00 Active
Cooperman & Cooperman LLP Single 11 11-06-2021 - 175 175 Completed
Cooperman & Cooperman LLP Single 11 10-23-2021 = 10.00 10.00 Completed

Total Charged $88.75 Total Remaining $2224.25 Total Amount $2313.00 9 Item(s)

Payment Overview

7. Click the X at the top right of the Recurring Payments window to return to the Billing
module.

% Notes:
/ e APX payments are processed on the Recurring Payment schedule
I dates.

¢ An email notification is sent to the firm member's email address listed on
the Recurring Payment schedule.

e Recurring payments are automatically updated to the file/matter
associated with the Recurring Payment schedule.

e For Recurring Payments to the General Bank Account, payments are
first applied to any outstanding invoices at the time of the payment, and
any remaining payments are allocated to the General Retainer.

e For Recurring Payments to the Trust Account, a trust receipt is recorded
on the file/matter associated with the Recurring Payment schedule.
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ng an APX Recurring Payment

You can open an APX Recurring Payment schedule dialog and change the description, payment
method and email address.

di

To edit a Recurring Payment Schedule:

1. Select Recurring Payments > View Recurring Payments from the Action menu.

il Amicus Attorney

4 Feedback

@ Actions @ Help

Mew Bill

=)

W File /A Edit
ATTORNEY

Ctrl+N

BILLING

Billing Receive Payment
ShowBills dated: | Between ™| Client Mat TesfTeassmaR Fees  Expense | Taxes  |Interest = Total | Payment Balance | Aging (d
1002/003 100.00 50.00 0.00 0.00 150.00 0.00 150.00 1
Reminder Statement
10172021 | Ta| 11302021 | 1001001 10.00 0.00 0.00 0.00 10.00 0.00 1000 2
—_— ——————— Mt Write Up/Down - -
. 10017001 i — 10.00 0.00 0.00 0.00 10.00 0.00 10.00
Show Bills for All -
1001/001 10.00 0.00 0.00 0.00 1000 0.00 1000 34
Delete Bill/Payment
hae Recurring Payments 4 Create Recurring Payment
® My Files Firm Files View Recurring Payments

Or, click on the Recurring Payment Icon on the File Details, Billing Module or Trust
Module and select View Recurring Payments.

Wil Amicus Attorney

+¢ Feed
ATTORNEY

Billing

[ | Client Matt Create Recurring Payment les | Expense  Taxes | Interest  Total | Payment Balance Agingid
Show Bills dated: Between i )

[ 1002003 Por|  ViewRecurring Payments (0000 5000 0.00 000 150.00 000 150.00 1
1012021 || To | 11/30/2021 |v [~ 1001001  Coopermanin Uet rsrzT— 10 10.00 0.00 0.00 0.00 10.00 0.00 1000 2

: [T 1001/001 Coopermanl Oct13/21 1005 10.00 0.00 0.00 0.00 10.00 0.00 10.00 28
Show Bills for All -
[~ 1001/001 Cooperman In Oct 07/21 1004 1000 0.00 0.00 0.00 10.00 0.00 10.00 34 ‘

2. The Recurring Payment window displays with details on the right-hand side including a
dashboard with options to drill down for more details.

1 APXRecuringPeymentsForm

Ap i Recurring Payments
.

File Recurring Occur StartDate NextPymt TotalAmt Instaliment  Status Cooperman Cooperman

Bi-weekly payment schedule for Cooperman
Cooperman Cooperman Brweekly 1/2 12-11-2021 12-25-2021 §1.18 $059  Active Cooperman
Cooperman Cooperman Quarterly 112 12-11-2021 03-11-2022 $1.10 3055 Active st Tiah Sun, Dac 12/2021
(Cooperman Cooperman Biweekly 2 12-26-2021 Active Sun, Dec 26/2021

Cooperman Gooparman Weekly 212 12-11:2021 - $204 $102  Completed Sun, Dec 26/2021
Cooperman Cooparman Single 111 12-11-2021 $1.00 $1.00 Completed tatus Active
Cooperman Cooperman Monthly 112 12:08-2021 01-08-2022 $214 $107  Active o s (NI
Cooperman Cooperman Weekly 212 12-08-2021 o $2.06 $103  Completed I —
Cooperman Cooparman Monthly 112 12.07-2021 01-07-2022 $212 $106  Active —
Cooperman Cooperman Weekly 212 12:07-2021 $204 $102  Completed
Cooperman Cooperman Single 111 12.04-2021 s111 $1.11  Completed el Fement A8

I Crarged 103

Remaining §
W eeason
Total Charged $ 12.55 Total Remaining $ 4.30 Total Amount § 16.85 10 Itemis)

Payment Overview
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» Notes: When selecting Recurring Payment from the File Details, the existing
, Recurring Payment schedule associated with the current file displays. However,

——— selecting Recurring Payment from the Billing and Trust modules will list Recurring
Payment schedules for all files.

3. Select a recurring payment from the list and click Open to view the Recurring
Payment Schedule.

il APXRecurringPaymentsForm

Recurring Payment Schedule

& save @ cancel W Delete Active

File

Cooperman & Cooperman LLP

Payment Method Deposit to

Visa....4242 (Cooperman Cooperman)

* Recurring Type * Total Amount * Recurring Amount (7]

Bi-weel ® | 1650 825
“Start Date “End Date * Occurrences @
11/08/2021 ® 11/22/2021 2
* Description

Bi-weekly -Monday- payment schedule for Cooperman & Cooperman LLP

Entered By * Email notice to internal users
Amicus User

here1 @aaa.com,gaheatr

Enter up to 10 email addresses, separated by commas

Payment Overview

4. Click in the Payment Method field and select another option from the dropdown menu
to change the payment method. You may also click in the Description field and enter

a new description or click in the Email notice to internal users to enter a new email.
The other fields are non-editable.
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Payment Overview

1. Click Payment Overview to view your Recurring Payments for the selected file.

il APXRecurringPaymentsForm - ”

Payment Overview

Cooperman & Cooperman LLP Active

Payment Date Amount Status

Mon, Nov 08/2021 825 Successful

Total Charged $8.25 Total Remaining $8.25 Total Amount $16.50

2. Click Close to return to the Recurring Payment window.
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Cancelling an APX Recurring Payment

You can cancel an APX Recurring Payment schedule up until the day before the process date.

1. Select Recurring Payments > View Recurring Payments from the Action menu

il Amicus Attorney

m File L View — Go *\ Tools [EEEtalit] " Feedback @ Help

# Edit

ATTORNEY

New Bill Ctrl+N

BILLING

EE I 4

Billing Receive Payment
ShowBills dated: Between B I | Client Mai Trust Transfer to AR Fees  Expense | Taxes Intersst  Totsl | Payment Balance Aging(d
[~ 1002/003 Reminder Statement 100.00 50.00 0.00 0.00 150,00 0.00 15000 1
1012021 [v]] To| M/302021 [ 10.00 0.00 0.00 0.00 10.00 0.00
—_— Write Up/Down - -
10.00 0.00 0.00 0.00 10.00 0.00
Show Bills for All =
10.00 0.00 0.00 0.00 10.00 0.00
Delete Bill/Payment
For: Recurring Payments 3 Create Recurring Payment
(& My Files Firm Files View Recurring Payments

Or, click on the Recurring Payment Icon on the File Details or Billing Module or Trust
Module and select View Recurring Payments.

il Amicus Attorney

m Fle / Edit © View 4 Feedback
ATTORNEY BILLING
Billing
Show Bills dated: | Between . [T Client Matt Create Recurring Payment s Expense  Taxes Interest Total Payment Balance Aging (d
[T 1002003  Por  ViewRecuring Payments  [00.00 50.00 0.00 000 150.00 000 15000 1
10112021 [ ]| To| 11302021 |v [~ 1001001  Coopermamin uctisizr— 10 10.00 0.00 0.00 0.00 10.00 0.00 1000 2
show Bils ol A1 . F71001/001 " Cooperman i Oct 13721 105 10.00 0.00 0,00 00 i6.00 000000 28
[~ 1001001  Cooperman In Oct07/21 1004 10.00 0.00 0.00 0.00 10.00 0.00 1000 34 ‘

2. The Recurring Payment window displays. Select an Active Recurring Payment icon and
click Open to display the Recurring Payment Schedule.

3. Click Cancel from the taskbar to display a Cancel Payment Schedule prompt.

W/ APXRecuringPaymentsForm

Cancel Payment Schedule

Are you sure want to cancel a weekly payment
schedule for Cooperman & Cooperman LLP
permanently ?

APX (Abacus Payment Exchange) Guide ©2024 CARET 64



4. Click Close to return to the Recurring Payments window or Confirm to cancel the
payment schedule.

r
Ap A Recurring Payments @
[/} open
Q o F
File Recurring Occeur. Stan Date Next Pymt. Total Amt. Period. Amt Status
Cooperman & Cooperman LLP Bi-weekly 076 11-19-2021 11-10-2021 1200.00 200.00 Not Started
Cooperman & Cooperman LLP Monthly 1/2 11-10-2021 12-10-2021 30.00 15.00 Active
Cooperman & Cooperman LLP Monthly 143 11-08-2021 12.08-2021 150.00 50.00 Active
Cooperman & Cooperman LLP Bi-weekly 172 11-08-2021 11-22-2021 16.50 825 Canceled
Cooperman & Cooperman LLP Single 171 11-08-2021 -+ 275 275 Completed
Cooperman & Cooperman LLP Weekly 172 11-08-2021 11-15-2021 2.00 1.00 Active
Cooperman & Cooperman LLP single 111 11-06-2021 el 175 175 Completed
Cooperman & Cooperman LLP single 11 10-23-2021 1= 10.00 10.00 Completed
Total Charged $88.76 Total Remaining $1324.26  Total Amount $1413.00 8 Item(s)

Payment Overview

g Note: The Payment Schedule is permanently canceled. To resume a payment
, schedule, you must Creating a New Payment Schedule.
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Deleting an APX Recurring Payment

scheduled Start Date or if there are currently no successful payments on the
mmmmm schedule.

,ﬁ Note: An APX Recurring Payment schedule can only be deleted prior to the

To delete a Recurring Payment Schedule:

1. Select Recurring Payments > View Recurring Payments from the Action menu.

il Amicus Attorney

4 Feedback

@ Help

A Tools [EEEERGE

- Go

| File & View

# Edit

ATTORNEY BILLING New Bill Ctrl=N
gilling Receive Payment
Show Bills dated: Between - [T ClientMal 7, Transfer to AR Fees | Expense  Taxes | Interest | Total | Payment Balance Aging (d
[ 10021003 D et 100.00 50.00 0.00 000 15000 000 15000 1
10M/2021 [v]| To| 11/30/2021 |v - 1001001 10.00 0.00 0.00 0.00 10.00 0.00 1000 22
- Write Up/Down B
! .60 (X)) (X1} [/ I VX ] 00010700 28 !
Show Bills for All -
10.00 0.00 0.00 0.00 10.00 000 1000 38
Delete Bill/Payment
ox Recurring Payments 4 Create Recurring Payment
(@ My Files Firm Files View Recurring Payments

Or, click on the Recurring Payment Icon on the File Details or Billing Module or Trust
Module and select View Recurring Payments.

il Amicus Attorney

m fle » Edit O ) ¢ Feedback

ATTORNEY BILLING

Billing

Show Bills dated: Between . I” | Client Matt Create Recurring Payment les | Expense  Taxes  Interest Totsl | Payment Balance Agingid
[ 1002003 Por View Recuming Payments lo0.00 50.00 0.00 000 15000 000 150.00 1

1012021 ||| To| 11302021 |~ [~ 10011001  Coopermamim Uct Tz T005 10.00 0.00 000 0.00 10.00 0.00 1000 22

o Bits fodl a1 o = 0GT06T T Coopermani Ot i3iE 1605 6.6 (] (1] [T R (11 (VT I T 0
[~ 1001001  Coopermanin Oct07i21 1004 1000 0.00 0.00 0.00 1000 0.00 1000 34
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2. The Recurring Payment window displays.

W

Delete

Recurring Payments

Oceur

Start Date

Next Pymt

Total Amt

900.00

Period. Amt Status

Filo Recurring
man LLP Monthly
Cooperman & Cooperman LLP Bi-weekly
Cooperman & Cooperman LLP Monthly
Cooperman & Cooperman LLP Monthly
Cooperman & Gooperman LLP Bi-weekly
Cooperman & Cooperman LLP Single
Cooperman & Coaperman LLP Weekly
Cooperman & Cooperman LLP Single
Cooperman & Cooperman LLP Single
Total Charged $88.76 Total Remaining $2224.25

Payment Ove W

11-19-2021

11-10-2021

11-08-2021

11-08-2021

11-09-2021

11-08-2021

11-06-2021

10-23-2021

Total Amount $2313.00

11-18-2021

12-10-2021

12-08-2021

11-22-2021

I

11-15-2021

oEs

i

120000

30.00

150.00

16 50

200.00 Not Started
15.00 Active
50.00 Active
825 Active
275 Completed
1.00 Active
175 Completed
10.00 Complated
9 item(s)

3. Select the Recurring Payment schedule you wish to delete and click Delete in the
taskbar. A prompt displays asking if you are sure you want to delete the payment

schedule.

i APXRecurringPaymentsForm

Delete Payment Schedule

Are you sure want to delete a monthly payment
schedule for Cooperman & Cooperman LLP'

permanently ?
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4. Click Close to cancel the deletion and return to the Recurring Payments window or
Confirm to delete the payment schedule.

v
Ap ~ Recurring Payments

Recurring

Bi-weekly

Start Date

11-19-2021

Next Pymt

11-19-2021

Total Amt

Period. Amt Status

Not Started

Cooperman & Cooperman LLP

Cooperman & Cooperman LLP
Cooperman & Cooperman LLP
Cooperman & Cooperman LLP
Cooperman & Cooperman LLP
Cooperman & Cooperman LLP
Cooperman & Cooperman LLP

Caoperman & Cooperman LLP

Monthly
Monthly
Bi-weekly
Single
Weekly
Single

Single

11-10-2021

11-08-2021

11-08-2021

11-08-2021

11-08-2021

11-06-2021

10-23-2021

12-10-2021

12-08-2021

11-22-2021

et

11-15-2021

el

el

30.00

150.00

16.50

10.00

10.00

Active
Active
Active
Completed
Active
‘Completed

Completed

e The APX Recurring Payment schedule is deleted from the list of current

Recurring Payments.
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Viewing an APX Recurring Payment

Payments from a Recurring Payment Schedule are posted to the associated files/matters as an
APX payment.

Recurring payments posted to the General Bank Account are recorded as Receive Payment (if
the payment was applied to invoice(s)) or as a General Retainer if it was not applied to an
invoice.

Recurring payments posted to the Trust Bank Account are recorded as Trust Receipts.

Double-click the transaction to open it and view the Recurring Payment.

Wi Cooperman & Cooperman LLP — [m] X

m File / Edit 0 View 5 Actions % Feedbac

ATTORNEY BILLING
1001/002
Cooperman & Cooperman...

Clients On This File

All Transactions
Firm Members

@ Contacts whoseroles From Oct 22/2021 To Today Show Biled & Unbilled -
Date ¥ Details Reference # Amount =
Type Description Invoice # Status
Nov 10721 Cooperman Inc : 16 15.00
Ret (APX) Payment on Account
o Vil Receive Payment he
File Fact Foo A
ile Facts
Nev 0872 0
Y . Transactions| Ep Receiptto 1 - General (APX Enabled) - Date Today Rept # 16
Time ! Fees Mew 09/
Expenses Bill Confirmation #: A1000855
Bills Mowv 09/2 1]
Trust Payment
Method Credit Card Payment (APX) - isa X4242 : Cooperman Coopern - | Add
General Retainers Nov 08/
Bill Images Payme Receivedfrom  Cooperman Inc Amount 15.00 | Ref#
Related Files Nov032Z  pescription | Payment on Account 5
Ret
Custom Pages 2 -
- d Nov 08! Invit Date ClientMatter  Billed Balance = Payment | Rinr. Avai  Apply Rin | Distribution
min
Ret =
Account| -
| AR
Hours
Fees ‘O.DD
Expen: 0.00
Taxes 000
-] ) Interes Totals 0.00 0.00 0.00 0.00 0.00
Restrict Portal THE Unallocated payments will be applied as a General Retainer 15.00 Allocate Retainer to Files Y
il
/o
Index & Pri Cooperman Inc Cooperman & Cooperman LLP 1001/002
. Billable WIP Fees 0.00 General Retainer 1,849.00
AR 0.00 WIP Expenses 0.00 Trust Balance 2.00

| ¢ Void/Refund | [@ Save&Close | Cancel

The APX payment transaction is displayed with the confirmation number of the APX payment.

» Note: This Recurring Payment is an APX transaction and can be Voided or
' Refunded.
[
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Email Notifications after receipt of payment

An email notification is sent to the customer's email that contains receipt of payment.

Payment Receipt $100.00

RE:AAFile V- NB
Heather Gavel

One Yonge Street

San Diego, CAM7HSHT

Payment Summary

Amount Paid: $100.00
Payment Method: Visa

Auth Code: ATTINM
Card/Account number: x0086

Payment Date: July 17,2021 401
Transaction ID: 2693986

This is an automaled message. Fleass do nof reply.

Powered by

2 AP

KEACUS PAYMENT EXCHANGE

#azurs Cradit Garg ang ACH Paymant Proosssing

An email is also sent to the firm member after the final payment of Recurring Credit Card
Payments is received.
Final Payment of Recurring Credit Card Payments /s x

©Om yia sendgrid net

The final payment of Weekly recurring credit payment for $100.00 on AA File V - NB has been successfully
processed on 7/17/2021

summary of Recurring Credit Card Payment

Type Weekly

Payment Method: Visa 100086

Status Completed

First Payment Date: 2021-0717

Last Payment Date 2021-0717

Number of Payments: 1

Periodic Payment $100.00

Total Payment: $100.00
Sincerely,

Abacus Payment Exchange

This i3 &n aulemaled

carion Please 0o not reply

Powered by

I Tt e
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