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Main Topics

Main Topics

This Help explains how to use Amicus Billing. It supplements the basic Amicus instructions
provided in the Amicus Attorney User Help.

Topic Description
Welcome About this Help and What's New
Getting Around Log into Amicus, and exit. Use the Amicus Navigation Pane,

modules, and Billing Home screen.

Setting Up Your Office

Customize your Amicus Office (preference settings).

Stay informed by viewing today's billing reminders and the Billing

Dailies Manger.
Files Manage activities related to your client matter files.
Clients Manage details on the clients you work with. View, share and

pay invoices in the Client Portal.

Time, Fees, and Expenses

Manage your billable and non-billable time spent and the client
expenses accrued.

Trust Manage your client trust funds.

Billin View and create client file bills, enter bill payments, do bill write-
=g ups/downs, and generate reminder statements.

Reports Run reports. Customize reports and templates.

APX (Abacus Payment
Exchange)

A payment solution that uses a single platform to process Credit
Card and ACH payments.

Keyboard Shortcuts

Use <CTRL> and Function keys to navigate and work more
quickly.

Third-Party Links

Link with QuickBooks.
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Welcome

Welcome

Welcome to Amicus Billing!

Amicus Billing adds billing, collections, and trust capabilities to Amicus. It makes Amicus a
complete practice management solution that manages both the professional and business side of
your practice.

Amicus Billing is a separately licensed component. If you would like to add this powerful billing
solution to your Amicus Office, contact the Amicus Sales Office.

About this Help

This Billing User Help explains in detail how to use the many features of Amicus Billing. It
supplements the basic Amicus instructions provided in the Amicus User Help.

It is imperative that those who are designated as Administrators read the Amicus Billing
Administrator Help for details of customizing Amicus Billing, and the Amicus Attorney
Administrator Help for details on basic customization, managing users, importing information, and
administering the database.

Definitions

e Billing User is a Firm Member who has access to the Billing modules and functions.

e Billing Supervisor is a Billing Userwho has Billing access to all Billing modules and all Files
and Clients.

e Amicus Administrator has access to firm setup (both basic and Billing-related) and
administrator functions and utilities.

Document Conventions

The following typographical conventions are used in the documentation:

e Text that you should enter exactly as printed is shown in Courier font, e.g. 3/28/2022.
e Keys that you press are shown in uppercase within angle brackets, e.g. <DELETE>.
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Welcome > What's new

What's new

We are excited to announce the following enhancements in Amicus Billing:
August 2022

APX (Abacus Payment Exchange) Test Transaction

Onboard to APX and receive a $5 gift to see for yourself how funds flow through the portal and
into your bank account.

APX Disbursement Report

The new APX Disbursement Report comes directly from APX. It allows you to view funds that
were collected from APX and disbursed into your bank account. You can select a Report Period
and/or enter search criteria to filter the report.

Expanded Email Settings for APX

The new APX Email Settings options gives greater control over how internal firm members are
notified about APX transactions. Enable or disable specific notifications and adjust distribution
lists so the right team members are kept informed. This could include failed payments, refunds,
voids, recurring payments and more.

Removing APX Payment Methods via the Client Portal

A new Remove button allows clients to have greater self-serve options by being able to delete
their own APX payment methods. A payment method cannot be deleted if it is tied to a recurring
payment schedule.

Removing APX Payment Methods via PayNow

Clients who are sent a PayNow link allowing them to quickly pay their invoices can now manage
their own saved payment methods. Payment methods that are tied to a recurring payment
schedule cannot be deleted.

Bills can now be exported to a single PDF

Saving multiple draft bills to a single pdf file makes it easier to share multiple bills for review
before they are finalized. This same capacity extends to finalized bills should you wish to save
them as a single PDF.

New features have been added to the Tutorial Office

You can now use sample data provided in the Tutorial Office to create bills and run most reports.
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February 2022
Introducing Abacus Payment Exchange (APX) 2.0

APX 2.0 takes secure credit card and ACH payment processing to another level. Firms already
using APX will appreciate the significant improvements. New users will benefit from the
accelerated Onboarding Experience, which will get them up and running in APX 2.0 within
minutes!

Seamless Integration

Abacus Payment Exchange is fully integrated within Amicus Attorney. It streamlines your billing
and collections by taking care of your credit card and ACH payment processing needs. This
allows you to focus more energy on your practice. Designed for law firms, APX handles both
operating and trust account transactions and ensures trust deposits remain whole. There is no
duplicate entries of information into multiple systems..

Updated Interface

Key improvements have been introduced to the look and feel of the APX 2.0 platform. Forms for
entering credit card and banking information have an improved usability for both firm members
and clients using the Client Portal. Even the onboarding screens have been updated to make it
easier for new firms to start using the system. Ease-of-use improvements abound..

New PayNow Email Templates

The PayNow capability lets you email payment links with your invoices to clients so they can
quickly pay their bills. This capability dramatically reduces the collection time for firms. The new
HTML payment request template ensures a more professional look and feel when sending
PayNow links to your clients. The elegant new design is great right out of the box, but firms can
also customize the look and feel of the payment request template with any HTML editor.

Improved Pay Now Customer Experience

Clients who receive a PayNow request email will also appreciate an improved experience.
Clients can view the details about their invoices and outstanding payments, and easily add new
credit card or ACH details to pay their bills. They can also save card or account details for use on
future payments to speed up transactions.

New APX Portal to track payments

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.

Improved APX Reporting

The updated APX Transaction Report makes reconciliations much easier since it now references
the Client Name, Matter ID and File Name. There is no need to run reports from multiple
sources. All the information you need is contained in the APX transaction report, and available at
your fingertips!.
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Simple Onboarding

APX 2.0 includes access to the new APX Portal where firms can get an even greater insight into
their payment processing. New reports, chWhen you decide to make the move to APX 2.0, the
Onboarding process is a breeze. You do not have to wait for approval. Firms can start processing
payments immediately after signup. The 2-3 business day wait times are a thing of the past. Sign
up today so you can start taking advantage of APX 2.0!

New Recurring Payments

Amicus now leverages the power of APX 2.0 to support recurring payment options that schedule
payment processing. With weekly, bi-weekly, monthly and quarterly options, you are in control
of when payments should be made. You can even do one-off scheduled payments for a later
date, that does not require a recurrence pattern. Payments can be made to operating or trust
accounts as needed.

June 2021
New Interface

We are pleased to announce the rollout of our new User Interface (Ul) for Amicus 20.7. The
same great workflows, features and functionality that Amicus users have been accustomed to
have been maintained in the updated UlI.

Dashboards

e The Home screen dashboards on the ATTORNEY-side and BILLING-side give you an up-to-
date summary of the various aspects of your practice.

New Notification changes
e A new alerting system includes alerts and prompts when synchronization goes off-line for
any reason.
More Dynamic File Details
e The updated Ul maximizes the entire screen real estate in our File Details dialogs meaning
that you can explore more data without scrolling. The reading panes have been improved,

“People on File” is now hidden, and the vertical layouts have been switched to horizontal
layouts.

Clear Search Tool
e A new Clear Search tool displays in the Amicus taskbar after a search has been completed in
select modules.
Enhanced Security
e Our enhanced security for Exchange / Office 365 Connections tracks Contact, Calendar &
Email Integrations and improves performance. Amicus now allows for Token-based
authentication, although users can continue to connect using their Username and

Password. The XML manipulation API's have been replaced with Microsoft XML Core
Services (MSXLM).
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Daily Checks

e There is now a nightly service that runs in the background to keep Amicus humming and a
RefreshEventCache can pick back up where it left off.

Optimizations

e Amicus 20.7 has optimized its resources to handle the surge in virtual private network
(VPN) usage resulting in significant improvement in the way Amicus handles auto-updates.
Subsequent updates will benefit from this change.

Reports

e Improvements to our reports.

Printing Options

e New printing options that make it easy to print copies of emailed bills.
June 2020

Get Paid Faster - Accept Credit Cards link

e |tis now easier to sign up for APX (Abacus Payment Exchange) with the addition of a Get
Paid Faster - Accept Credit Cards link in the Trust Receipt and Receive Payment dialog.

March 2019
Pay Now emails

e You can now include an embedded URL provided by the Abacus PayNow service in emails for
clients to click and easily make an APX payment.

Reversing APX payment methods

e APX now has the ability to reverse APX payment methods.
APX Payment Method List

e APX now has a new APX Payment Method List report that lists all Primary Clients with their
Payment Method.

Apply Taxes using Activity Codes

e There is now an option to apply taxes individually on Time Entries using Activity Codes.

New Security Profile

e A new Security Profile allows the responsible lawyer to change time entries on draft bills.
Expanded UTBMS Activity Code List

e The UTBMS Activity Code list has been expanded.
Reprint bills

e Amicus Billing Users can now reprint Bills.
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Referral Report

e The new Referral report is a handy way to track how clients are being referred. The report
can be filtered to display only necessary information.

Managing edits to time entries

e A new Time and Fees Change Reason option activated by the firm Administrator appears at
the bottom of theTime Entry Details dialog.

Time and Fee Journal Report

e Tracking changes has been added to the Time and Fee Journal report so you can see the
reason for the time entry change when Include Corrections is selected on the report.

APX

e New videos have been created to show you how to Set up and Manage a Payment in APX.
October 2018

APX
The following enhancements have been made to APX (Abacus Payment Exchange).

e An existing payment method can now be edited.

e You can now apply an APX - Credit Card / ACH payment while creating a bill on single,
consolidated and split billing.

e The Bill Summary report has been updated to include the APX payment option in the Payment
amount field.

Import Time/Fees and Expenses

You can now import Time/Fees and Expenses (Client Costs) from a CSV file in both Amicus
ATTORNEY and BILLING views. The Actions menu now includes the Import options of Time /
Fees and Expenses.

Activating and De-Activating [For Administators Only]

There is now the capability to activate the Amicus Billingfunctionality at a later date for additional
licenses. Updating Amicus Billing at a later date allows a user to continue to work and post time
entries to other Billing softwares.

A Use Amicus Billing checkbox has been added to the Time - Accounting System dialog. This can be
accessed by selecting Accounting under the Time tab in Firm Settings.

When an additional Amicus Attorney/Billing user license is purchased as a bundle users can toggle
this selection on/off even after the Billing wizard is completed.

Updating Billing Licenses [For Administrators Only]

Amicus can be upgraded to include a Billing license in the Evaluation period.
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Billing Behavior on Client Expense

The Client Expense Details dialog has been updated to include Billing Behavior. This can be
accessed from any module in the BILLING side.

September 2018

Address fields

The five US Virgin Islands territories (American Samoa, Guam, Northern Mariana Islands, Puerto
Rico, U.S. Virgin Islands) have been added to the State Address pull-down lists:
e For the following dialogs:
o Credit Card payment method
o E-Check payment method
e On the following tabs during the Onboarding process:
o Firm Address Basic Details tab
o Home Address on Personal Information tab
o Addresses on the Verification tab

e Client Portal — Clients can now view and share their invoices in the new Billing module of the
Client Portal. As well, they can make payments via credit card and ACH. Afterwards they
can generate and print a report of all Client Portal billing activities

e Billing Security — a heightened security feature has been added which enables the user to
control access while performing billing functions and viewing of certain billing modules and
reports.

e APX — Abacus Payment Exchange (APX) is a payment solution that uses a single platform to
process accounts and bill clients so you get paid the same day. With APX, there are no
hidden fees or long-term contracts. Only a 3% flat fee is charged for credit card
transactions. APX accepts most payment options including Mastercard, Visa, E-Checks,
ACH, American Express, and Discover.

e APX - Credit Card and ACH Report — A new report has been added to the Reports module

Amicus Billing User Guide 13



Getting Around
Getting Around

In Amicus Billing, navigating to your records, accessing commands, working with lists, and so on
are mostly the same. If you are a Billing User, the Navigation Pane has a tab to switch between the

Attorney side and the Billing side.

Related Topics

¢ Billing Users and Billing Supervisors
¢ Amicus Navigation Pane

e The modules

e Amicus Floating Toolbar

¢ Billing Home Screen

e Getting help

Amicus Billing User Guide 14



Getting Around> Billing Users and Billing Supervisors

Billing Users and Billing Supervisors

The Billing Security Profiles feature allows firms to have more control and flexibility in assigning
Firm members access to billing functions.

Actions are hidden from a Firm Member when they do not have access to the function.

To accommodate firms with existing experience using Amicus Billing predefined security profiles
have been included.

Default levels of access

e Billing Supervisor- Users assigned to this role have the highest level of access. This
role is uneditable by the firm. Billing Supervisors manage all billable files and primary
clients for the firm (including restricted billable files and clients). They can create / edit
/ delete all billing related transactions. By default, only Billing Supervisors can access
the Trust and Billing modules.

e Billing User Access — This is the most common security profile. Firm Members with this
security profile can create billing related transactions for files they can access.
However; they cannot access all modules/grids such asDailies, Trustand Billing. Firms
can edit this profile to customize it to their needs. To access Other Firm Member’s Files
and Contacts ensure that this option is enabled on the Attorney side.

e No Billing Access-A firm member without access to any of the billing functions. This is

an Amicus Attorney user with a Billing Profile set to No Access. A Firm cannot edit this
profile.

/“ Note:

— In addition, a Firm Administrator can create new Billing Security Profiles.
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Profile Assignments

1. Profile Assignments are set for new Billing Licensed Firm Members.
e ForAdministrators the Billing Security Profileis set to Billing Supervisor.
e For all other new firm members the Billing Security Profileis set to No Access.

2. TheAdministratorassigns a Billing Profileto Billing firm members.

3. An existing Billing Security Profile can be used as a template for a new profile by
selecting the Copybutton.

4. The copy inherits the settings of the copied security profile. Access to Billingfunctions
is determined by your Firm Member designation, set by the Amicus Administrator.

Related Topics

e Getting Around

¢ Amicus Navigation Pane
e The modules

e Amicus Floating Toolbar

Amicus Billing User Guide
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Getting Around > Amicus Navigation Pane

Amicus Navigation Pane

TheAmicus Navigation Pane provides tabs for switching between the Attorney and Billing sides
of Amicus, as well as controls for switching between modules and filtering the Index lists of
items. It may also provide additional controls and information.
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ATTORNEY mThe Attorney-Billing tabs at the top allow you to flip between

Files
Show
Active - Only Billable
Faor:
Firm Files +) My Files
% Responsible Lawyers -
All 2
Primary Clientz -
All 2
Type All -
Special | Mo Zelection -

Include only Files with

AR & WIP - Balances

A Office
Dailies
Files
Clients
(Y Time, Fees & Expenses

Trust

§ Billing

Reports

Related Topics

the two sides of Amicus.

e The name of the module is identified near the top.

e The control panel in the middle section provides:
Various filter controls

Navigation lists

Date assignment mini-calendars

Commands

Information, etc., appropriate to the current
view.

Secondary windows and dialogs may also have a control panel.

O O O O O

The tabs at the top enable you to quickly switch between
Billing modules or Attorney modules.

Drag the divider above the Office button downward to make
more space for the control panel section.

The wide buttons will change to icons across the bottom.

A Office

Dailies
Files
Clients

() Time, Fee

i Trust

e Getting Around in Navigator View

e The modules

¢ Amicus Floating Toolbar

Amicus Billing User Guide
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Getting Around > The modules

The Modules

The module you have open is shown in the main window. Switching to another module changes
the content of that window, rather than opening a separate window.

Note:
/‘ Each time you open a File or Contact/Client record, a separate window appears
allowing several Files and Contact/Client records to be open at the same time, in

addition to the main module window. Similarly, you can have open multiple Time
Entries, Expense Entries, Receive Payments, Trust Receipts, and so on.

You can easily access a module from the Navigation Pane or the View menu. Also keep in mind
that Amicus is highly integrated—for example, while working on a File you can access the Clients
associated with it, the accumulated Time Entries and Expenses, the related Bills and Payments,
and so on.

Some of the Billing-side modules correspond to Attorney-side modules, but some are available
on only one side or the other. The following modules are available on the Billing side. Note that
you can switch your view of an individual File or Contact/Client details dialog between the
Attorney and Billing side independently of the side currently shown in modules or other details
dialogs.

Amicus Billing User Guide 19



Use this module

To do this

Set your preferences for how Amicus works, use the Help
Center, perform administrative tasks if you have access
rights, or exit Amicus.

This matches the Attorney-side Office module, with only a few
differences.

I Files

Work with your client matter files.

This corresponds to the Attorney-side Files module.

2 (Clients

View contact information for individuals and companies,
and a firm directory. Maintain current phone, address,
and related details on all your clients.

This correspondss to the Attorney-side People module.

Time, Fees & Expenses

Manage your billable and non-billable time spent and the
client expenses accrued.

This correspondss to the Attorney-side Time Sheets module.

3
g

Manage your client trust funds. (Although all Billing Users
have access to Trust functions from other modules, only
Billing Supervisors have access to the Trust module.)

B Billing

View and create client file bills, enter bill payments, do bill
write-ups/downs, and generate reminder statements.
(Although all Billing Users have access to billing functions
from other modules, only Billing Supervisors have access
to the Billing module.)

M Reports

Run reports. Customize reports and templates.

Related Topics

e Getting Around
e Amicus Navigation Pane
e Amicus Floating Toolbar

Amicus Billing User Guide
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Getting Around > Amicus Floating Toolbar

Amicus Floating Toolbar

If you are a Billing Useror Billing Supervisor, the Amicus Floating Toolbarincludes Billing-related
navigation controls: 7rust, Billing, and Reports.

Related Topics

e Getting Around
¢ Amicus Navigation Pane
e The modules
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Getting Around > Billing Home Screen

The Billing Home Screen

The Billing Home screen provides convenient access to the commonly used Billing functions. It is
the default screen on the BILLING side of the Office module and is also available from the
Navigation pane.

Vilil Amicus Attorney

m File # Edit O / Go oA s  Feedback

ATTORNEY BILLING w=> Heather Gavel
Office rlm] E
A Home
@ Repors $ 50,453.11 $55,331.65 $8,730.00 $ 114,834.85
n Merge Templates

(3 Help Center

Current ($0.00)
I > 20 days ($3,110.00)
B > 60 days ($3,000.00)
B > 90 days ($900.00)
W > 120 days (348,321.65)

8. Open Another Office

& Return to My Office Current ($29,957.42)
I > 20 days (§11,661.50)

B > 60 days ($486.16)

W > 90 days ($2,234.66)

[ Firm Settings W > 120 days ($6,113.07)

[ Custom Pages and Records

Administration

&% User Management

2 New File Intake Management

£ Import

Navigator

i, b
(S i i
—
Receive Trust Transfer Create Bill Reminder Write
Payment to AR Statement Up / Down

Last Refresh

9:55 AM @ Start Timer

Click a tile or on a dashboard to go to a list view or choose a secondary function from a pull-
down list.

Click the plus icon to quickly add a new File, Time Entry, Expense, Trust Receipt, Trust Check;File to
File Transferor Draft Bill.
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File
Tirne Entry

Expense

)Mo N

Trust Receipt
Trust Check

File To File Transfer

' O &I

Drraft Bill

Click a tile in the Navigator section to go to the corresponding dialog. Click on the Tip of the day
to go to the corresponding Online Help. Click Start Timer to quickly start the Amicus timer.

For more information, see Getting Around.
Related Topics

¢ Getting Around

¢ Amicus Navigation Pane
e The modules

e Amicus Floating Toolbar
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Getting Around in Navigator View > Getting Help

Getting Help

"Amicus Attorney User Help", "Amicus Administrator Help", "Amicus Billing User Help" and "Amicus Billing
Administrator Help" are available from theHelp Buttonon the right-hand side of themenubar in any
module.

m File »/ Edit O 4 Feedback

ATTORNEY BILLING Attorney User Help F1

Office Attorney Administrator Help
A Home Billing User Help

£ Preferences BILLING Billing Administrator Help
[ Reports $8,730.00 Show Logs

ﬁ Merge Templates Send Log

(3 Help Center

About Amicus

-B. Open Another Office

Q Return to My Office Current ($0.00)

B > 30 days ($3,110.00)

Current ($32,803.65)
B > 30 days ($8,815.57)

Administration

B > 60 days (34586.16) B > 60 days ($3,000.00)
2, UserManagzment B > 90 days ($2,234.66) N > 90 days ($900.00)
E] Firm Settings B > 120 days ($6,113.07) B > 120 days (348,321.65)

[™ Custom Pages and Records

Mew File Intake Management

+ import

Mavigator

i, N
(5] &3
Receive Trust Transfer Create Bill Reminder Write
Payment to AR Statement Up / Down

Last Refresh
11:35 AM

r default Billing Rate through your Time

@ Start Timer

Office module.

ClickOffice > Help Centerto view the Amicus Help Center. Here you will find Userand Administrator
Helpto supplement the main help, as well as Support, Contact Informationand Other Resources, or
check the Amicus Attorney Technical Resource Guides/Updates section on our website.

Related Topics

e Getting Around in Navigator View
¢ Amicus Navigation Pane

e The modules

e Amicus Floating Toolbar
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Setting Up Your Office

Setting Up Your Office

Out of the box, the Amicus Attorney modules and features are set up in such a way as to meet
the needs of most users. However, you can customize the application to your exact
specifications.

To view or change any of your preferences, choose Office > Preferencesin the Navigation Pane.
Or, for preferences relevant to a particular module, you can choose Tools > Preferences on the
top menu for that module.

The Preferences view and dialogs are the nearly same on the Billing side as on the Attorney side.
The differences are:

e My Application - Defaults on Login preferences
e Dailies Dashboard pages

For all other preferences, see the Amicus Help Center or User Guide.
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Setting Up Your Office > My Application - Defaults on Login preferences

My Application - Defaults on Login preferences

To set your defaults on Login:

1. Select Office > Preferences to display the Preferences window.

2. Select Defaults on Login under theMy Application heading.

| ¥ Preferences — e
1
My Application - Defaults on Login .
e
|
| Default Module %) Attorney View Billing View | Office - Maximized -
Dizplay Mode Main Menus | Textand lcons -

Current Short Display | Apr 23721
Edit
Current Long Display Fri April 23, 2021

Automatically open another Firm Member's Office %

Home Default View # | Amicus Home -
. o2 ]
L] & ] T

| ﬂ u ! H Screen Optimization

- W= ]

1 : If you use a higher resolution to better
| ' m =suit your screen (> 900 vertical), vou
' may want to increase your main

e —— AMICUS Screens and text size.

=.‘- Apply increase based on my resoluion
| H S '_ e Andincreasetext size to Medium

" (Applies only to select views)

4 P | B Defaults | K, Apply | ¢ OK | ® Cancel

3. In this view, you can specify the following Billing-side related settings:
e Choose whether the Attorney or Billing side is displayed first at login by
selecting the appropriate radio button.

4. If you choose to display theBilling side first, the option to select whose Office opens
automatically is not available.

5. Logout of Amicus Attorney and log back in to view the changes.
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Setting Up Your Office > Dailies Dashboard pages

Dailies Dashboard pages

Three Billing-related graphical data views are available for your Billing-side Dailies Pages. These
views (Dashboard elements) are included in the Billing Manager Dailies Page, but you can also
add them to other Dailies Pages of your own design.

Creating a new Dashboard Page

To create a new Dashboard Page for your Dailies module, select Preferences from the sidebar
control panel in the Officemodule to display the Preferences window.

1. Select Dailies Pages under the Dailies heading and click New to display the New Dailies
Page dialog box.

Wil Preferences — >

Dailies - Pages

Today's Practice Reminders =]

Today's Overview —

. Remove
Firm MNews

News Headlines

Legal News Move Up
Sports Scores
Move Down

Stocks
\weather

— Add Separator
My Desktop 1
My Desktop 2
Instant MNata Fotre j Set As Default

Current Default: Todsy's Practice Reminders

4 r B | %, Apply | & OK | @ Cancel
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2. Complete the fields as follows:

e Select the Add a Dashboard Page radio button.

e Select the appropriate radio button under Create my new Dashboard:

Wil Mew Dailies Page — it

(% Add a Dashboard Page Add a Web/URL Page

Create my new Dashboard:

Based on an existing one

(® From aBlank Page

Dashboard Page Mame: | Performance Reports

|:| Makethis Page my default Dailies Page

e Enter the new Dashboard Page Name.

3. Click OK. The Dashboard Designer appears-see the next section.

Designing a Dashboard Page

The Dashboard Designer allows you to select, place, size, and define your choice of Dashboard

elements.
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Vil Dashboard Designer
& File [F] Edit [J View 9, Tools €%

Tocreate a new section simply
drag and drop a selected View. Performance Reporis

Actions

List Views
Work In Progress

Summary Views

Add a New ltem Views
Tool Views

Other Views -

| k Paointer

4G Time Fee Collection
4Gk Account Receivable
48§ \work In Progress
& Web/URL

I Windows Explorer
E Run Program

[}
Account Recervable

Time Fee Collection

@ Cancel

Anywhere/Portal Layout 21 . Save 8t Close

Adding Sections

Add one or more Sections to a Page. Each Section represents a Data View. The control panel at
the left displays the lists of available Data Views. The Billing graphical Data Views are in the
Other Views list.

Display the appropriate list in the control panel and then either double-click the desired Data
View or drag-and-drop it to the desired position. A Section displaying that Data View is created
automatically. Resize and move the Section as desired.

Tip:
O You can add more than one copy of the same Data Views to the same Page. For
example, that way you could easily compare the Time Fee Collection data for
- different filter settings, such as different date ranges of different Responsible
Lawyers.
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The three Billing-related Data Views, available under the "Other Views" heading, are:

e Work in Progress view: The table and pie chart in this element show how much work was

performed but not yet billed-for the last 30 days, the 30-day period before that, and
so on.

e Accounts Receivable view:The table and pie chart in this element show how much
work was billed but not yet collected-for the last 30 days, the 30-day period before
that, and so on.

o Time/Fee Collection view: The bar chart in this element shows how much work was
performed, how much was billed, and how much was collected-month by month over
a selected date range.

For more details about using these views, see Billing Manager.
Related Topics:

e Setting Up Your Office
e Dailies Dashboard pages
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Dailies

Dailies

Once the firm is licensed for Amicus Billing, two additional pages are shown to Billing Users in
the Billing-side Dailies module:

Today's Billing Reminders

Vijil Amicus Attorney

m File / Edit O View — Go X Tools & 1 Feedback @ Help

ATTORNEY

BILLING

Fri, April 23, 2021 Today's Billing Reminders

Dailies

Work in Progress

What's Going on Today?™ .
You have 4Files where Total WIP exceeds the File threshold.

jloday;s BrachiosRemindas You have 3Files with Total WIP older than the File threshold

Today's Billing Reminders

Today's Overview

Billing and Accounts Receivable

Firm News

News Headlines Drafts Bills are ready for you to review.

Legal News

Sports Scores 5 Active Files have not been billed in the minimum period set in the File Alert.
Stock . . "

Woe;:er 5Files have Accounts Receivable balances greater than the File threshold

3Files have Accounts Receivable balances older than the File threshold.

My Desktop 1 .
My Desktop 2 2Files have not made a payment on their accounts within the period set in the File Alerts.

Instartt Data Entry 1Files have Accounts Receivable balances and funds in Trust or General Retainer.
Billing Manager

1Files need to replenish their minimum Retainer Balances.

B gilling Billing Reminders as of Apr 23, 2021 12:29:47 PM.  Refresh

mr

Amicus can optionally alert you about various billing-related conditions on Active Files: Files that
have Total WIP exceeding a threshold amount, Files that have Draft Bills (ready for review), Files
on which no Payments have been received recently, and so on.

These alerts are set for each File, from the Admin > File Alerts view of the Billing-side File
Details.

Some alerts appear for the Responsible Lawyer only, and some can be set to appear for various
Billing Users. For more information, see Setting Billing alerts for a File.
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Billing Manager
Amicus shows three graphical views of billing data:
Work in Progress view
e The table and pie chart in this element show how much work was performed but not

yet billed-for the last 30 days, the 30-day period before that, and so on.

WIP

Current ($32,803.65)
B = 30 days ($8,815.57)
B = 60 days ($486.16)

B = 90 days ($2,234.66)
B > 120 day= ($6,113.07)

e Show data for the Files you can access - either for the firm or limited to particular
Responsible Lawyers, File Types, or Billing Categories.
Expenses are included.

e Unposted Time Entries are not included, nor are Time Entries with Billing Behavior set
to "No Charge - Show on Bill" or "No Charge - Don't Show on Bill".

e Accounts Receivable view The table and pie chart in this element show how much work
was billed but not yet collected-for the last 30 days, the 30-day period before that,
and so on.

Current ($0.00)
B > 30 days ($3,110.00)
W > 60 days ($3,000.00)
B > 90 days ($900.00)
B = 120 days ($48,321.65)

e Show data for the Files you can access: either for the firm or limited to particular
Responsible Lawyers, File Types, or Billing Categories.
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Time/Fee Collection view

The bar chart in this element shows how much work was performed, how much was billed, and
how much was collected-month by month over a selected date range.

e After you change a filter in this view, you must click Refresh to update the graph.

Time Entry Tracking

60
50 —
40 P
30

20

10

0
Mar 21- Mar28- Apr04- Aprii- Aprié-
27 Apr03 10 17 23

e Show data for the date range you specify (up to 12 months).

e Show data for the Files you can access: either for the firm or limited to particular
Responsible Lawyers, Working Lawyers, File Types, or Billing Categories.

o Working Lawyer: For fees entered, this is the 7imekeeperon the Time Entries. For
fees billed and fees collected, this is the Firm Member to whom the fees will be

or have been distributed.
o Unposted Time Entries are not included, nor are Expenses.

Related Topics:

e Setting Up Your Office
e Dailies
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Files

Files

The Files module on the Billing side is similar to the one on the Attorneyside, with some extra or
slightly different functions and information available on only one side or the other.

The Files module is where you coordinate all activities that are related to your client matter files.
The information in Amicus Files is shared with modules on both Billing and Attorney sides as
appropriate.

On the Billing side, you will generally be working with Billable Files that have a Primary Client
assigned.

Use the Attorney-Billing buttons at the top of the control panel to switch between the Billing
and Attorney versions of the Files Index or particular File Details.

Related Topics

e Adding a File

e Looking up Files

e Using the Files Index

e Working with File details

e People on a File

¢ Filling in accounting information for a File
o Setting Billing alerts for a File

e Working with transactions on a File

e Using other information on a File

e Refunding General Retainer
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Files > Adding a File

Adding a File

When adding a file in Amicus Billing you can set the following requirements on billable files :

e Client IDand Matter ID

o Automatically provide the next available Client IDand/or Matter ID and, if so,
might or might not let users change that ID. If you can and do change an
automatic ID, you will be asked whether you'd like to reset the next available ID
for the firm (to the number following the one you entered)

1. To set requirements on billable files select Office > Firm Settings to display the Firm
Settings window.

2. Select Client and File Numbering under the Billing heading to display the Firm Settings
dialog box.

| v
|
| Client and File Numbering
Wif Amicus Attorney — [m] >
ClientFile Mumbering Method:
m File ,» Edit o
ATTORNEY BILLING |
— Glisntand Matter ID's are Required
Siizs [ . Firm Settings
A Home = Matter ID's mustbe unique by | Client -
L& Preferences 1 [
M Reports
i Auto Number Client 1D -/ ToDo's
B nMerge Templates sEes
E Next Glient ID RLINES
K3 Help Center il Automatic Numbering of
g ‘Client and Matter ID's will
n only apply to numeric values.
M. Open Another Office A Please ensure that the ID's
— d Aute Number Matter 1D end with numbers.
q FirstMatter IDfor new Client  °%7 le Codes
A ticns
1
ity
e e e Run Duplicate Checker
[ Custom Pages and Records [ Jric:
B3 New File Intake Management o
+ import 5
I
f |
q
E
f |
|
£
|
- P | %, Apply | & OK | & Cancel
B Billing
General - NextInvoice N =
[Siientand File Numberin; or Client/Matter 1d
FaymentH
Bank Acco
Trust - Tru
Lawyer Fee Distribution - Default fe
Bill Prafiles - Filz
Transaction Des
Interest & Reminder Statements - D
Emailing Bills - Setdefaults for

3. Complete the fields by selecting the checkboxes and entering information in the
corresponding fields or selecting options from the pull-down menu.

4. Click Run Duplicate Checker to ensure that you don't start the number with an invoice
number already in the system.
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/" Note:

mmmmm  Adding a File on the Billing-side is the same as adding one on the Attorney-side.

Related Topics:

e Looking up Files
¢ Using the Files Index
e Files
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Files > Looking up Files

Looking up Files

You can look up Files on theBilling side in various ways:

e |n the Files Index—see Using the Files Index.

e Using the QuickFind Files function in the Files Index.

e Doing a Whose File Is It? search—this is the same as on the Attorney side. For details,
see the "Files > Looking up Files > Whose File Is It? searching” topic in the Attorney User
Help or User Guide.

e Using the Select Files dialog to associate Files with other records—see the "Common
Functions > Selecting Files"topic in the Attorney User Help or User Guide.

The global Search function is available only on the Attorney side. For details, see the "Search”
topic in the Attorney User Help or User Guide.

Related Topics

e Files

e Adding a File
e Using the Files Index
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Files > Using the Files Index

Using the Files Index

The Files Index window appears when you open the Files module. It shows a list of your Files,
filtered according to your preference settings.

1. To open the Billing-side Files Index, click the Files button in the Navigation Pane,
and if necessary, click Billing at the top of the Navigation Pane.

il Amicus Atterney

= File O View — Go * Tools # Actions

# Edit

ATTORNEY BILLING
. + - v| Q, showing My Active Files - 22 || N N R DD
Show File 2 Client Matter ID Unposted Fees WIP Fees WIP Expenses AR Gen.Retainer Trust
Active -| EAoniyBilabie WM Alladin Purchase  ALLMA/97088 560.00 4,440.00 358.72 2,585.00 0.00 7,500.00
ror B Baily re Kipling BALIA/2345 380.00 5,420.00 133.82 0.00 0.00 1500000
B Berwood Directorshi AUTG/33402 0.00 2.100.00 245.00 8380.00 0.00 0.00
Firm Files ST B8 Berwood vs Wright  BERCO/67999 0.00 3,460.00 0.00 6,430.00 0.00 0.00
5 Responsible Lawyers - |Bm Blank Purchase Fron BLAHA/B877S 0.00 0.00 0.00 0.00 0.00 0.00
B 2 B Blank vs Bittle BLAHA/0003 0.00 0.00 0.00 0.00 0.00 0.00
B8 Cooperman v. Coope COOPER/054433 40,00 1,640.00 0.00 0.00 0.00 825.00
Primary Clents " mm Dom Coop v, Philips DOMCA/88500 0.00 5,180.00 800.00 1,730.00 0.00 0.00
B a = B FirstHome Developr FIRSTH/206226 0.00 520,00 357.75 5.958.65 7.500.00 0.00
B Gallagher Will GALGE/97025 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 BB Markham Realty re G 12345/239 120.00 4,260.00 0.00 1,380.00 0.00 4,810.50
B Neighbor re Rhodes NEIGH/94238 0.00 0.00 1,705.00 0.00 1500000  14,815.00
B North America Truck NATRK/003 0.00 1,600.00 23.32 45000 0.00 3431435
[[Jinciude only Files witn B North America Truck NATRK/002 0.00 560.00 384.70 1.002.00 0.00  10,000.00
AR B WIP - Balances BB North America Truck NATRK/001 0.00 1,107.50 56.80 1,512.00 0.00 5,000.00
AAAAAAAAA B Parker Agency PARKER/984643 440,00 840.00 130.33 1,650.00 0.00 0.00
B RichterPurchase  RICSU/990701 1,080.00 500.00 500.00 0.00 0.00 0.00
BB Silverthom re Sales T KIFNAL/99843 1,200.00 3,890.02 65.25 744.00 0.00 1,195.00
B Sutherland v, Smith « SUTH1/020001 0.00 1,600.00 0.00 900.00 0.00 0.00
B Sydenham re Public FRANKSYD/32597 0.00 0.00 0.00 500.00 0.00 0.00
B8 Widgetco Share Pur 119/6679 310,00 750.00 55.00 2,500.00 0.00 6,275.00
Totals 4,870.00  41,537.42 5265.69  55331.65 22,500.00  99,834.85

2. The File list shows information such as the Client Matter ID, File Name and balances for
WP Fees and Expenses, AR, Trust, and General Retainer.

e Above the list, a title indicates how many Files are shown in the current list. At
the bottom of the list, totals for the currency columns appear.
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Showing particular kinds of Files

You may have a large number of Files. Using options in the control panel, you can filter the list of
Files shown.

Depending on your assigned Security Profile or Firm Member Designations, you might have the
following option: select Firm Files to show all Files regardless of whether you are assigned to
them, or select My Files to show only the Files to which you are assigned.

e Filter the list to show Files for "All" Firm Members, or only Files for selected assigned
"Firm Members', "Responsible Lawyers", or "Introducing Lawyers".

e Filter the list to show Files for "All" Clients, or only Files for selected assigned
"Clients" or "Primary Clients".

e Optionally, filter the list to include only those Files with non-zero balances for AR,
WIP, both AR and WIP, or AR and/or WIP.

Related Topics

e Files

e Adding a File
e Looking up Files
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Files > Working with File details

Working with File details

On the Billing side, theFile Details window includes information about Firm Members and Clients
on the File, related Files, transactions on the File (Time/Fees, Billing, Trust, etc.), and bill images.
General, accounting, and billing settings are also available.

Vil Baily re Kipling - O X

m File / Edit 3

ATTORNEY BILLING

Baily re Kipling
Clients On This File People on this File 2L/ EEY a2 -
Firm Members . . .
MName Send Bill Attention or c/o Details
(& Contacts whoseroleis -
Janet Baily Ms. Janet Baily
Classified as a ClientRole Author
House of Grant
37 Forsyth v B
Marmora ON KOK 2M0
Canada
(613) 555-8844 B
File Facts (613) 555-8874 B
All Transactions anetbaily? @yashoo.com vEB
Time / Fees
Expenses
Bills
Trust - -
General Retainers Send Bill To Edit Bill to Name Billing Address: Primary -
T Janet Baily
Il images . 37 Forsyth
Alternate Contact Aftention clo
Related Files D Marmora OM KOK 2MO
. Canada
Custom Pages Y
@ Admin Admin - General
m Short File Name Responsible Lawyer [l
Accounting
Bill Settings | Baily reKipling | ,% Jack McCoy
File Alerts File Type VWarn Responsible Lawyer if
|CiviILitigatiUr| - | NoTimeEntryformorethan days
Special Status Total Time hours
Mone v| IfResponsible Lawyeris onvacation:
Reg'ic‘t Portal ® Open Closed Call me at my cottage if anything comes up for this file.
FileOpened Thu, Mar 11, 2021 v
i
Index & Print | B Save & Close
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File brad views

To display a particular view of the File Details window, use the navigation list in the control
panel.

File Facts

Ml All Transactions

Time / Fees
Expenses

Bills

Trust

General Retainers
Bill Images
Related Files
Custom Pages
Admin

Related Topics

e Restricting access to a File
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Files > Working with File details > Restricting access

Restricting access to a File

File Restriction settings are the same on the Billing side as on the Attorney side, and affect both
sides.
To restrict a File:

1. Click the Restrictbutton near the bottom of the control panel in the File Details window
to display theRestrictions dialog box.

Wi Restrictions — g

|:|‘u"|5ible only to Assigned Firm Members

[ Edits permitted only by:

o
=

2. Select the desired options, and click OK. The no-entry image on the Restrictbutton
turns red.

3. Billing Supervisors can access the Billing side of all Billable Files, including Files they are
not assigned to and Files that are Restricted.

Related Topics

e Restricting access to a File
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Files > People on a File

People on a File

You can view and edit a list of the People associated with the File, or change information about
them, or contact them. The list may include Firm Members and Contacts.

This topic covers:

e Looking up People on a File

e Assigning a Person to the File

e Specifying a Client's billing information on a File

e Specifying information for a Firm Member on the File

You can e-mail, call, and otherwise contact People on the File from the Billing side, just as from
the Attorney side. For details, see the "Getting in touch with People on a File" topic in the Attorney

User Help.
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Files > People on a File > Looking up People on a File

Looking up People on a File

You can see and change information about thePeople associated with a File in the People section
of the File Detailswindow. This feature is somewhat different on the Billing side.

People on this File 22 S EEHCa -
MName Send Bill Attention or /o Details

Janet Baily Ms. Janet Baily
Author

House of Grant

37 Forsyth v B
Marmora ON KOK 2M0
Canada

(613) 555-8844 wB
(613) 555-8874 B
janethaily? @yahoo.com v E
SendBill To | Edit Bill to Name Billing Address: Primary hd
Janet Baily
A ! ; 37 Forsyth
Alternate Contact Attention cio Marmora ON KoK 2M0
Canada

At the top of the People section is a list of People associated with the File. For Clients (or Client-
classified Contacts), the list indicates whether bills should be sent to them and shows the
attention or cc name (if any). The list is filtered by your selection of options at the top of the
control panel (see below).

In the list, the Primary Clienton the File is shown in bold.

The lower part of thePeople section shows details about the Person currently selected in the list
of People on the File. The Business Cardshows the Person's contact information. For a Client,
the area below the Business Card controls whether bills should be sent to them, the attention or
cc name (if any) to be used on those bills, and the mailing address.

Filtering the People list

You can use options at the top of the control panel to limit the People list to only Firm Members,
or only Contacts whose Role on the File is classified as a Client Role.
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Files > People on a File > Assigning a Person to the File

Assigning a Person to the File

At any time, you may add or remove Firm Members or Clients on the File. Any Contact you
assign to the File is automatically assigned the "Client" Role on the File (and assigned to the
"Clients" Contact Group), and you can then edit the bills section below their Business Card to
specify whether and how bills should be sent to them.

Related Topics

e People on a File
e Specifying a Client's billing information on a File
e Specifying information for a Firm Member on the File
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Files > People on a File > Specifying a Client's billing information

Specifying a Client's billing information

On theBilling side of File Details, you can specify how Bills are sent to Clients and other Contacts.

Copies may be sent to multiple Contacts if desired.

Sending Bills to the address of a Client on the File

In the People on the Filelist inFile Details:

1. Select the Client whose name and address you want used on Bills. (This is the Primary

Client by default, but you may select a different Client.)

People on this File 2 2 /S =EEBEBQ a

MName Send Bill Attention or cfo Details
Janet Baily Ms. Janet Baily
Author
House of Grant

37 Forsyth

Marmora ON KOK 2K0
Canada

(613) 5558844

(613) 555-8874
janetbaily2 @yahoo.com

Send Bill To Edit Bill to Name Billing Address: Primary
Janet Baily
A : . 37 Forsyth
Alternate Contact Aftention clo Marmora ON KOK 2M0

Canada

=]

v B

-

e Select the Send Bill To checkbox.

e Optionally, override the default name that will appear on the Bill (the Client's
Full Name). Click Edit Bill To Name and enter the desired text—for example, Mr.
& Mrs. Smith. Note that a typed-in name will not be affected by any subsequent

changes to the name of the Client in their Client record.

2. Select which of the Client's addresses to use (e.g. their Business Address).

e Optionally, set Bills to include an Attention line with the name of another

Contact—for example, if the Primary Client is a Company, you could send Bills to
the Company with an Attention line that names a particular Contact at the
Company. Select the Alternate Contact checkbox and Attention option, and then

click the Select People icon and select the desired Contact.
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Sending Bills to the address of a Contact who is not a Client on the File

For example, you might want to send Bills directly to a Client's accountant at the accountant's
address.

1. In the People on the File list in File Details, select the Client whose name you want used
on Bills. (This may be the Primary Client or another Client.)

People on this File 2 2 /S EEHCa -
MName Send Bill Attention or ¢/o Details
Janet Baily Mathew Alladin Ms. Janet Baily

Author
House of Grant

37 Forsyth A=
Marmora ON KOK 2M0
Canada

(613) 555-8844 wb
(613) 555-8874 B
janetbaily2 @yahoo.com v E

SendBill To | Edit Bill to Name Janet & Bill Baily Billing Address: Primary -
Janet & Bill Baily
Alternate Contact Attention clo ’;';“?:E:"::;rt’:"" Alladin
. Marmara ON KOK 2M0
am Mathew Alladin Canada

2. Select the Send Bill To checkbox.

3. Optionally, override the default name that will appear on the Bill (the Client's Full
Name). Click Edit Bill To Name and enter the desired text. Note that a typed-in name
will not change if the name of the Client is later changed in their Client record.

4. Select the Alternate Contactcheckbox and c/o option, and then click the Select People
icon and select the desired Contact.
5. Select which of the c/o Contact's addresses to use (e.g. their Business Address).

Related Topics

e People on a File
e Assigning a Person to the File
e Specifying information for a Firm Member on the File
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Files > People on a File > Specifying information for a Firm Member

Specifying information for a Firm Member

In Amicus Billing, you can mark a Firm Member on the File as the Introducing Lawyer, that is, the
person who brought the matter to the firm.

To choose this designation, select Introducing Lawyers from the dropdown list in the Navigation
pane and click the People icon to select the lawyer(s) from the Select People window.

Wi Amicus Attorne,

m File £ Actions

# Edit

ATTORNEY

BILLING

Showing My Active Files - 0

Files
Show File £ Client Matter ID Unposted Fees WIP Fees WIP Expenses AR
Active - wa Only Billable -
& only \jjif Select People - O X
For:
Firm Files (®) My Files Shaow |= m Member(s v| |InMyW0rkgmup -
(@ | Introducing Lawyers - Type Last Name or Select from List
o
DA” = Lindsay Dole || |
Primary Clients - Mame 4| Type Current Selection
Lindsay Dole
I Al L Lindsay Dole Assistant
. - ’ Perry Mascn
Heather Gavel Managing Partner =
Txpe |AII - | Perry Mascn Partner -
Special | No Selection -

[“JInclude only Files with

AR & WIP - Balances

Double-click selects and closes

|' Mone |\/ QK |® Cancel

Related Topics

e People on a File
e Assigning a Person to the File
e Specifying a Client's billing information on a File
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Files > Filling in accounting information

Filling in accounting information

Use the Admin > Accounting brad view of theFile Detailswindow to fill in client and matter
information, billing information, and accounting link details.

Note:
\g Some of the fields in this brad view are crucial for the proper functioning of the
/ link between Amicus Attorney and your accounting system. For more
— information, see the relevant

Link Guide, available from the Office Help Center.

Related Topics:

¢ Filling in general client and matter information for a File
¢ Filling in basic billing information for a File

¢ Filling in billing settings for a File

o Split Billing
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Files > Filling in accounting information > Filling in general client and matter information

Filling in general client and matter information

To fill in client and matter information for a File, open the File Details window, choose Admin >
Accounting on the navigation list in the control panel.

The top right section of the Admin Accounting brad view provides the client matter fields.

As on the Attorney side, specify the Primary Client, client and matter names and IDs, and so on.

il Baily re Kipling

% Feedback @ Help

£ Actions

m File / Edit G View *\ Tools

BILLING

ATTORNEY

+ v BALJA/2345

Baily re Kipling

Clients On This File People on this File hd

Firm Members
Admin - Accounting

% Contacts whoseroleis

Primary Client :. Janet Baily
Full Client Name Janet Baily
Full Matter Mame First Edition Publishing
Client ID BALJA
File Facts
Matter ID 2345

All Transactions

Time / Fees

Expenses

Bills

Trust

General Retainers

Bill Images

Related Files

Custom Pages
© Admin

Client's Business Type
Iatter Came To Us Because

Other

FileBilling Category
FileBilling Rate

Task-Based Billing

Other...

Existing client

Billable

MHormal

General

| ~ccounting
Bill Seftings
File Alerts

e

Restrict Portal

< D >

Index & Print

| B Save & Close

Specifying the primary client

To specify the Primary Client on the File, click the People Select button and select the relevant
Contact. If the Contact already has a Client ID, it will be automatically assigned to the File.

Specifying client and matter names

The Client and Matter Names default from the Primary Client selected and Short File Name
entered. Edit them if necessary.
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Specifying Client and Matter IDs
If you select an existing Primary Client who has a Client ID, their ID is provided.

For new Files and new Primary Clients, the Client ID and/or Matter ID might be automatically
provided. If so, you might be able to override the defaults. These features depend on your Billing
firm settings.

If required, ensure that a Client ID and Matter ID are specified. The Client ID must be unique—a
Client cannot have more than one Client ID, and two Client cannot share the same Client ID.
Depending on your firm settings, Matter ID must be fully unique, or merely unique for the
particular selected Client.

Related Topics:

¢ Filling in accounting information
e Filling in basic billing information
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Files > Filling in accounting information > Filling in basic billing information

Filling in basic billing information

To fill in basic billing information for a File, open the File Details window, choose Admin >
Accounting on the navigation list in the control panel.

e The bottom section of the Admin > Accounting brad view provides the basic billing
information fields for the File Billing Category, File Billing Rate (or Time Tracking Rate),
and a Task-Based Billing option. For details on these fields, see the corresponding
fopic in the Attorney User Help or User Guide. an E-billing option is also provided.

Time Tracking Rate Mormal

Task-Based Billing Litigation Codes

-
E-bill Type: LEDES1998B

Percentage—on the Billing-side version of this view, a Percentage field is available if
the File Billing Rate is set to "Contingency". Specify the percentage of the
Judgement/Settlement amount that will go to the firm. A Firm Setting determines
whether the amount that goes to the firm covers both fees and client expenses, or
fees only (leaving client expenses to be charged separately).

FileBilling Categary Contingency

Time Tracking Rate Maormal

Task-Based Billing

Percentage
50 %

E-bill Type—If the File is set for Task-Based Billing, you may additionally set it for E-

billing. Select the LEDES 1998B, LAS (Legalgard/Litigation Advisor), or Chubb format.
When a Bill on the File is posted, an E-bill format version of the Bill will be

automatically generated. (Enter E-bill information in the Custom Page provided—see
Working with the E-billing Custom Page.)

File Billing Category

Contingency h
Time Tracking Rate Marmal h
Task-Based Billing Litigation Codes e
E-bill Type, LEDES1998B h

Percentage

B0 o

Additional billing options can be set for the File in the Admin > Bill Settingsview.
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Files > Filling in accounting information > Filling in billing settings for a File

Filling in billing settings for a File

While basic billing settings for a File are available in the Admin > Accounting brad view (Billing
Category, Billing Rate, etc.), many additional settings are provided in the Admin > Bill
Settings brad view on the Billing-side File Details window.

Vil Baily re Kipling

m File / Edit O

ATTORNEY BILLING
Baily re Kipling
Clients On This File Admin - Bill Settings

Firm Members ~

= Contacts whose roleis
%) UseBill Profile Main* - Change Bill Settings Save as Mew Bill Profile

Templates Billing Behavior and Quoles

conungency
Bill Template Standard New Rate B60.00 %
Reminder Statement  Standard Judgment / Settlement

Email Bills

File Facts

Email Bills to:
All Transactions etballyz hi
Primary Client Primary Email: loﬁnljl THATEES

Time / Fees Billing Behavior
Ex Alternate Email Address
penses " - If Fees > Quoted Amount  Bil WP Fees
Bills
If Fees = Quoted Amount Bill Quoted
Trust

General Retainers FeeReductions appear as Courtesy Discount

Bill Images Include APX Requestfor Payment with E-mail
Related Files
Custom Pages Lawyer Fee Distribution and Split Billing
ta Admin .
Distribution Method  Prorated - Edit
General
Accounting Split Bills between File Matters Edit
Bill Settings| Retainers and Billing and R
File Alerts ~
e aie Minimum  Trust Retainer Balance Required Send Statements Charge Interest
Amount 0.00 Trigger 0.00
To pay new charges at billing:
Use Trust Funds
(-] Mass Billing
Use Credit Card/ ACH

Restrict Portal Exclude from Mass Billing

« 0 o Bill Only Expenses v

Index & Print | B Save & Close

Assigning a Bill Profile
Settings for many of the options in this view can be provided by assigning a Bill Profile.

When you create a new File, an appropriate Bill Profile is automatically assigned: the Profile
assigned to the File's Primary Client (if any), else the default Profile for the firm. You may assign
a different Profile at any time by selecting it in the Use Bill Profile pull-down list.

If the Amicus Administrator later changes the settings for any options in the Bill Profile, those
changes will apply in all existing Files assigned that Profile.
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If a user later changes the Bill Profile assignment for the Primary Client (in the Balances view of

Client Details), they may optionally change the Profile assigned in all existing Files for that
Primary Client.

Customizing the settings for a File

If you wish to edit any of the Bill Profile-controlled options, first select the Customize Bill Profile

option to disassociate the File from any Profiles. If the Amicus Administrator later changes the

settings for options in the Bill Profile, those changes apply will not apply in this File.

Saving your customized settings as a new Bill Profile

If you have customized Bill Profile-controlled options for a File, you may click Save Settings as
New Bill Profile to create a new Profile with those settings and assign that Profile to this File.

You and other Firm Members can then assign the Profile to other Files as desired.

Bill Profile-controlled options

Wi Baily re Kipling - 0O X%

m File / Edit 03 View *\ Tools % Actions % Feedback @ Help

ATTORNEY BILLING
+ W BALJA/Z345
Baily re Kipling
Clients On This File Admin - Bill Settings
Firm Members ~

% Contacts whoseroleis

& UseBill Profile Main* - Change Bill Settings Save as Mew Bill Profile

Templates Billing Behavior and Quotes

Contingency
Bill Template Standard New Rate 60.00 %
Reminder Statement  Standard Judgment / Settlement

Email Bills

File Facts

Email Bills to:

All Transactions etbaillyZ h
Primary Client Primary Email: gﬂ; IR

Time | Fees Billing Behavior
Expenses Alternate Email Address
& If Fees =Quoted Amount Bil WIP Fees
Bills
If Fees =Quoted Amount Bill Quoted
Trust
General Retainers FeeReductions appear as Courtesy Discount
Bill Images Include APX Request for Payment with E-mail
Related Files
Custom Pages Lawyer Fee Distribution and Split Billing
@ Admin
Distribution Method  Prorated - Edit
General
Accounting Split Bills between File Matters Edit
Bill Settings Retainers and Billing and Remi Sk
File Alerts Minimum | Trust Retainer Balance Required Send Statements Charge Interest
Amount 0.00 Trigger 0.00
To pay new charges at billing:
Use Trust Funds
(-] . Mass Billing
X Use Credit Card / ACH
e P Excludefrom Mass Billing
< D 3 Bill Only Expenses W

Index & Print | B Save & Close
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¢ Templates—Select the Bill and Reminder Statement Templates. You can set the
Reminder Statement Template to "Use Firm Setting", which means the Template
specified for the firm in Billing - Interest and Reminder Statements. The Bill Template
is used only if the File is Billed via "Bill Single File" rather than as a Consolidated Bill for

the Client.

If the File uses a Retainer trigger or is involved in Split Billing, choose the "Standard
New" Bill Template.

Templates can be created and edited from the Reports module. To see a sample
printout for your selected Template, click Preview.

e Retainers & Billing—Choose whether Trust on a File is applied to new charges when a
Bill is posted.

e Mass Billing—Choose whether the File is excluded from Mass Billing (that is, only allow
Single File Billing), and whether only Expenses (not Fees) will be Mass Billed (e.g. in
Contingency Files).

e Billing Behavior—If a Fixed Fee File, or a Billable File with a Quoted Amount, is included
in Mass Billing, choose what to do if the Fees amount is greater than the Fixed
Fee/Quoted amount: bill the Fees amount, adjust the Fees amount down to the Fixed
Fee/Quoted amount, or exclude this File from the Mass Billing run. Similarly, choose
what to do if the Fees amount is less than the Fixed Fee/Quoted amount.

If the Fees amount on a Fixed Fee File, or a Billable File with a Quoted Amount, is
reduced at the time of billing (either manually in Single File Billing or automatically in
Mass Billing), choose whether to show that reduction as a Courtesy Discount item on
the Bill or simply adjust the Fees total without explanation.

e Interest and Reminder Statements—Choose whether the File is included when mass
generating Reminder Statements. Also choose whether interest is charged on the File
and those charges appear on Bills and Reminder Statements. (Interest is charged on
the File only if interest is charged at the firm, as determined by the Billing - Interest &

Reminder Statement setting.)
E-mail Bills options

These options effect the case where:

e A Firm Member posts multiple Bills together, regardless of whether or not they have
E-mail Integration enabled

e A Firm Member who does not have E-mail Integration enabled posts a single Bill.
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Choose whether any Bill for this File will be selected by default for e-mailing.

Email Bills

Email Bills to:

|anetbally @yanoo.c

Primary Client Primary Email: s

Alternate Email Address

Include APX Request for Payment with E-mail

Additionally, choose where the Bill e-mail will be sent by default: to the Primary Client's primary
e-mail address (specified in their Contact record) or to the alternate e-mail address you specify
here. To send e-mails to multiple addresses, enter them here, separated by a semicolon (e.g.
johndoe@gmail.com; sskinner@springfieldeschool.com)—the Bill e-mail will be sent To the first
address, and Cc the other addresses.

Retainers & Billing options

Choose whether a minimum Trust or General Retainer balance should be maintained for the File
and if so, set the minimum and trigger (threshold) amounts. If the balance falls below the trigger
amount, Bills on the File can request the Client to replenish the balance. For example, if you set a
minimum balance amount of $5,000 and a trigger of $1,000, and the File's balance falls from
$1,500 to $900, the Bill can request a replenishment of (5,000-900)= $4,100.

Retainers and Billing

Mirmimum  Trust - Retainer Balance Required

Amaourit Trigger

To pay new charges at billing:

Use Trust Funds

Use Credit Card / ACH

If you set this feature for a File, be sure to set the File to use the "Standard New" Bill Template.
(The Template may be edited to suit your firm's needs.)
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Quotes and Discounts options

e For Billable Files—Choose whether to set a quote or discount for the File and, if so,
which.

Billing Behavior and Quotes

se Qluotes and Discounts
se Quoted Amount  Fee Quote

Apply Discounts to Fees

— - i
AL o L W

If using a Quoted Amount, enter the Fee Quote. The Billing Behavior options
(described above) determine how this affects Bills.

If using a Discount to Fees, enter the Discount percentage or flat amount to be
applied in the Bill. If Mass Billing, the Discount calculation is applied automatically. If
Single File Billing, the user is given the choice of applying the Discount or not.

e For Fixed Fee Files—The Fee Amount for the File, set in the Admin > Accounting
view, is shown here. The Billing Behavior options (described above) determine how
this affects Bills.

Billing Behavior and Quotes

Fixed Fee Amount |3.5UD.UU

e For Contingency Files—The Contingency Rate (Percentage) for the File, set in the
Admin > Accounting view, is shown here. When a Judgement/Settlement amount is
available, enter it so that Fees can be automatically calculated.

Billing Behavior and Quotes

LContingency
Rate 60.00 %

Judgment / Settlement | 37,320.33

e For Task-Based Billing Files—The Fees are billed. Quotes and discounts are not
applicable.
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Lawyer Fee Distribution options

These options determine how Fees are distributed among lawyers (Timekeepers) when
Payments are made by clients.

¢ Payment Method—Choose whether to distribute all Fees to the Responsible Lawyer
on the File, or prorate Fees based on the dollar value of each Timekeeper's work on
the Bill being paid, or distribute Fees based on a flat percentage specified for each
Timekeeper.

Lawyer Fee Distnbution and Split Billing

Distribution Method  Prorated - Edit

[ ] splitBills between File Matters Edit

e Origination Fee—To distribute a percentage of Total Fees to one or more
Timekeepers for having brought the client matter to the firm, click Edit and, in the
Fee Distribution Details dialog that appears, select each of those Timekeepers and
set their percentage. These Fees are distributed first, and the remaining amount is
distributed as determined by the Payment Method.

These Timekeepers do not need to have done work on the File, or even be assigned
to it. No relationship is imposed between this option and the Originating Lawyer
designated for the File.

Fee Distribution Details

Distribution Method Based on Percentage -
LD I Mame Initials % of Fees
= Lindsay Dole LD 100.00

<Chck hereto add a new Lawyer allocabon:

Percentage Splits

Mame Initials % Splits Met %
= Lindsay Dole LD 20.00 0.00:
E‘. Heather Gavel HG 20.00 0.00

<Chck hereto add a new Lawyer allocabon:

Unallocated 0.00 Allocated 100.00
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e Percentage Splits—If the Payment Method is "Based on Percentage", use the
Percentage Splits section of the Fee Distribution Details dialog to select the
Timekeepers to receive Fees distributions. In % Splits, set each Timekeeper's
percentage, to be calculated on the Fees amount that remains after Origination Fees
are subtracted. The Net % column shows the Timekeeper's percentage of Total Fees
adjusted for Origination Fees. 100% must be allocated.

Fee Distribution Details

Distribution Method Based on Percentage R
e Mame Initials % of Fees il
- 0.00
<Click here to add a new Lawyer allocation: J
( : ™
e I Name inifals | % Sgliks Net %
& Lindsay Dole LD 20.00 18.00
- Heather Gapel HG 80.00 72.00

<Click here to add a new Lawyer allocation>

Unallocated 0.00 Allocated 100.00

Split Billing options

When billing, you can have Fees and Expenses from a "Master" File) always allocated amongst it
and one or more other "Sub" Files. For details, see Split Billing.
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Admin - Bill Settings

#) UseBill Profile Flat Fee Bill Profile - Change Bill Settings Save as New Bill Profile

Templates Billing Behawior and Quotes

Gontingency
Bill Template Rate %
Reminder Statement Judgment / Settlement

Email Bills
Email Bills to:
%) Primary Client Primary Email: ]DﬂnI:IIB‘IDElII‘,'EQ}'ﬂnDD.C

Billing Behavior
Alternate Email Address

If Fees = Quoted Amount Bill WIP Fees
If Fees <Quoted Amount Bill Quoted

FeeReductions appear as Courtesy Discount

Include APX Request for Payment with E-mail

Lawyer Fee Distnbution and Split Billing

Distribution Method  Prorated - | Edit I
I [] splitBills between File Matters Edit I

Tax options

If the firm charges Sales Taxes on Fees and/or Expenses, choose whether they apply to this File.
(The general Tax options are set for the firm by your Amicus Administrator.)

Tax

Charge Sales Tax
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Files > Filling in accounting information > Split Billing

Split Billing

You might be doing work for multiple Clients and want to split fees and expenses between two
or more of them. For example, you could set up a class action case this way. Or you might want
to allocate the Fees and Expenses on one File to other Files for the same Client.

Amicus lets you create a "Master" File in which you enter all Fees and Expenses that are to be
split among it and the "Sub" Files. Billing the Master File will automatically create separate Bills:
one for the Master File and one for each of the Sub Files. The Sub Bills also include any
individual Sub File Fees and Expenses.

Note that you can still bill a Sub File separately if you like.

Setup

1. In the File Details of the file you want to set as the Master File, select Admin > Bill
Settings from the left navigation pane to display the Bill Settings view.

Admin - Bill Settings

Use Bill Profile Flat Fee Bill Profile - Change Bill Settings Save as Mew Bill Profile
Templates Billing Behavior and Quotes
Bill Template ;ztne"ngmw e
Reminder Statement Judgment / Settlement
Email Bills

Email Bills to:

Primary Client Primary Email: ]DEHI?IEIDE.II}'ZQ}'EHDD.C

Billing Behavior

Alternate Email Address
If Fees = Quoted Amount Bill WIP Fees

If Fees =Quoted Amount Bill Quoted
Fee Reductions appear as Courtesy Discount

Include APX Request for Payment with E-mail

Lawyer Fee Distnbution and Split Billing

Distribution Method | Prorated - | Edit |
I Split Bills between File Matters Edit I

2. In the Lawyer Fee Distribution and Split Billing section, check the Split Fees between
File Matters option.
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3. The Split Billing Details dialog displays.

Split Fees  [] Expenses

Add Remaove
File Client Fee % Expense %
Blank Purchase From Bittle Harold Blank 70.00
Gallagher 'Will George Evan Gallaghs 40.00
Parker Agency Eill Parker 35.00
FirstHome Developments FirstHome Builders 20.00
Silverthorn re Sales Tax Susan Kifnal 40.00
Alladin Purchase Mathew Alladin 100.00

Allocated % 265.00 100.00
Unallecated % -165.00 0.00

o Choose whether to split the Fees, Expenses, or both.

o The first File listed is the Master File. Add other Files as Sub Files for splitting the
charges.

o Enter the percent allocation(s) of the total charge for each File. If you set the
Master File's allocation(s) to zero, its Fees/Expenses will be entirely allocated to
the Bills on Sub Files.

1. Ensure that the Master and Sub Files are set to use the "Standard New" Bill Template.
(The Template may be edited to suit your firm's needs.)

In order to be included in a Split Billing group, a File must:

Be Open and Active.

Not be assigned a "Non-Billable" File Billing Category (in the Admin > Accounting
view).

Not be set for Task-Based Billing (in the Admin > Accounting view), and thus not set
for E-billing.

Not belong to an existing Split Billing group. That is, a File cannot be the Sub of more
than one Master, or serve as both Sub and Master.

Not be part of a consolidated billing arrangement for a Client
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Split Billing option in a Sub File:

e Once a File has been specified as a Sub File, the Split Billing option in its Admin > Bill
Settings view will be disabled.

Other details

e Fixed Fee or Contingency:

o The Master File's settings are used, and thus affect the amounts allocated to Sub
Files when billing.

o The Sub Files' settings are ignored.

e Time and Expenses: On the Master File, create the Time and Expense Entries to be
split. Ones created on Sub Files will only affect Bills on those particular Files.

e Creating Bills:

o Inorder to Bill the Master File (with its Sub Files), none of the Sub Files can
already have a current Draft Bill, Final Bill, or Reminder Statement.

o When you Bill the Master File (with its Sub Files), the Sub File Bills will include
both allocated Fees/Expenses and any Sub File-specific Fees/Expenses within
the billing period.

o For convenience, the Select Files dialog includes a "Split Billing" option to list
just Master Files.

e Mass Billing: Split Billing Files are always excluded from Mass Billing. The Mass Billing
options (in a File's Bill Settings) are ignored.

e Fee Discounts:
o The Master File's "Apply Discounts to Fees" setting (in Bill Settings) is ignored.
o Each Sub File's "Apply Discounts to Fees" setting affects fees allocated from the
Master File as well as fees from Time Entries on that specific File.
e Taxes, Trust and General Retainer transfers, and Fee Distributions: Specific to the

individual Bills.

e Payments, Write-Ups/Downs, Reminder Statements, and Interest on Bills: Perform on
the individual Bills.

e Undoing or deleting Bills: Undoes/deletes all Bills associated with the split, not
individual Master or Sub Files.
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Files > Setting Billing Alerts

Setting Billing Alerts for a File

Use the Admin > File Alerts brad view of the Billing-side File Details window to select File billing
activity conditions upon which the Responsible Lawyer and/or selected Firm Members should
be alerted.

These alerts will appear in the Today's Billing Reminders section of the Billing-side Dailies module.

File Alerts
Work in Progress
Warn Responsible Lawyer if
Total WIP v| is greaterthan 5| 500.00
is olderthan 7 days

Billing

Warn if: ﬁ
|:| Draft Bill is ready to review

ABill has not been created for 3 days

Accounts Receivable

Balanceis greaterthan % | 1000.00
[] Aging Exceeds days

] Payment has not been received for| 90 days
¥ since AR date

File has an AR balanceand Funds in Trust or
General Retainer

iFile requires Retainer replenishment
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WIP (Work in Progress) alerts

Set alerts to warn the Responsible Lawyer when the Total WIP (fees plus expenses) balance,
WIP Fees balance, or WIP Expenses balances:

e Exceeds the amount you specify
e Includes an item (Fee and/or Expense) older than the number of days you specify

Billing alerts

Set alerts to warn the selected Billing Users when:

e A Draft Bill exists (and thus is ready for review)

¢ No Bills have been posted within the specified number of days, or the most recent
AR date of a posted Bill is older than the specified number of days (assuming that
the File is Active)

Accounts Receivable alerts

Set alerts to warn the selected Billing Users when:

e The AR balance is greater than the specified amount

e The account is getting stale—an unpaid Bill is older than the specified number of
days

e It's been too long since payment—no Payments (or Trust or General Retainer
transactions) have been received on any unpaid Bills for the specified number of
days

e Money is owing (AR balance) but funds are available in Trust or General Retainer

e The Trust or General Retainer balance is less than the trigger specified for the File
(and thus needs to be replenished)

Related Topics

¢ Filling in billing settings for a File
e Creating Bills
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Files > Working with transactions on a File

Working with transactions on a File

The Transactionsviews of File Details provide a detail list of billing transactions on the File and

an account overview below. Each of these views shows the same overview but a different detail

list:

o All Transactions (File account overview)

e Time/Fee transactions

e Expense transactions

¢ Bill transactions

e Trust transactions

e General Retainer transactions
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Files > Working with transactions on a File > File account overview

File account overview

To view a summary of transactions on a File, go to the BILLING side of the File Details window
and navigate to any of theTransactions views.

Account Overview

Unposted Posted WP Billed ‘Write Up /Down Paid AR
Hours 0.00 17.30 17.30 0.00
Fees 0.00 11,785.00 3,480.00 8,325.00 0.00 1.895.00 5.430.00
Expenses 608.00 0.00 605.00 0.00 605.00 0.00
Taxes 0.00 0.00 0.00 0.00
Interest 0.00 0.00 0.00 0.00
Totals 0.00 12,380.00 3,460.00 §,930.00 0.00 2,500.00 §,430.00

Trust 0.00 General Retainer 0.00 Last Bill Oct 2120 Last Payment Mov 0120

&= Print |

The table shows current balances for the File:

Unposted—Unposted hours and Fees (including any Non-Billable or No Charge Time).

Posted—Posted hours, Fees, and Expenses—both unbilled and billed. (including any
Non-Billable or No Charge Time). Items on Draft and Final Bills are included.

WIP (Work In Progress)—Posted but unbilled hours and Fees, and unbilled Expenses
(excluding any Non-Billable items). ltems on unposted Bills sitting in Draft or Final
are included.

Billed—Billed hours, Fees, Expenses, Taxes, and Interest. Posted Interest is included,
memo interest is not. Fees, Expenses, and Taxes reflect any adjustments made at the
time of billing or later via Write Ups/Downs. Only items on posted Bills are included.

Write Up/Down—Write Up/Down amounts for Fees, Expenses, Taxes, and Interest.
Paid—Paid Fees, Expenses, Taxes, and Interest.

Accounts Receivable—AR balances (billed but not-yet-paid) for Fees, Expenses, Taxes,
and Interest.

Below the table are shown additional balances and dates for the File:

Trust balance
General Retainer balance
When the File was last billed (AR date of the last Bill)

When a Payment against a Bill was last received on the File (excluding receipt of
General Retainer or Trust)
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Drilling down to detail information

If an account overview value appears underlined when you move the cursor over it, you can drill
down to related details. For example, click the WIP Fees amount to display the Time/Fees view
filtered to hide billed, unposted, Non-Billable, and No Charge Time. Or click the Last Billed date
to display the Bills view with the last Bill highlighted.

Hiding the overview

You may sometimes want to expand the details section of the Transactions view to see more
items. To hide the overview, simply click the down arrow icon at the right of the Account
Overview heading. To redisplay the overview afterward, click the up arrow icon.

Related Topics

e Files
e Working with transactions on a File
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Files > Working with transactions on a File > Time/Fee transaction details

Time/Fee transaction details

To see Time/Fee transactions on a File, open theTime/Feesview of File Details. Or open the All
Transactionsview and, if necessary, sort by Type.

'lﬁl’— adin Purchase — O X
m File # Edit 0J View * Tools £ Actions ¢ Feedback @ Help
ATTORNEY BILLING People on this File M
Alladin Purchase
Clients On This File + - A8 088

Firm Members
#) Contacts whoseroleis Time [ Fees -
From Mar 11/2020 To Today Show  Billed & Unbilled -
w4 Unposted L4 Mon Billable wd Mo Charge Only Unposted
9
Type Date Initials Description Hours Rate Amount Invoice # Status
Time Apr 2321 HG Telephone call to 1.50 200.00 300.00 Unposted
Time Apr 22/21 HG Telephone call to 1.30 200.00 260.00 Unposted
File Facts Time Apr 21721 HG Telephone call F 0.20 200.00 40.00 WP
All Transactions Time Apr 19721 HG Review agr't of Pi 2.00 200.00 400.00 WP
® Time Apr 1921 HG Review agr't of Pi 460 200.00 920.00 WP
Expenses Time Apr 19721 HG Telephone call fru 0.20 200.00 40.00 WP
Bills Time Apr 1321 HG Telephone confer 340 200.00 620.00 WP
Trust Time Apr 0521 HG Reviewing docun 4.50 200.00 500.00 WP
General Retainers Time Mar 30/21 HG Filing Documentz 4.00 200.00 200.00 WiP
Bill Images Time Mar 24/21 HG Reviewing Docur 330 200.00 660.00 WP
Related Files Time Mar 10/21 ED Drafting Documer 220 200.00 440.00 Mo Charge - Show
Custom Pages FR Oct 03720 HG Initial consultatio 0.00 0.00 2,500.00 1001 Billed
Admin
Account Overview =
Unposted Posted WIP Billed Write Up /Down Paid AR
Hours 2.80 2440 2220 0.00
Fees 560.00 7,380.00 4.440.00 2,500.00 0.00 0.00 2,500.00
Expenses 44372 358.72 35.00 0.00 0.00 35.00
Taxes 0.00 0.00 0.00 0.00
Q Interest 0.00 0.00 0.00 0.00
Restrict Portal Totals 560.00 7.823.72 4,798.72 2,585.00 0.00 0.00 2,585.00
Trust 7,500.00 General Retainer 0.00 Last Bill Mov 22/20 Last Payment
| I >
dex & Print | B Save &Close

The types of Time/Fee transactions listed are: hourly Time Entries ("Time"), Flat Rate or File Fee
Time Entries ("FR"), and Fee Adjustments ("Fee Adj", done at the time of billing).

The information shown includes the transaction date, Timekeeper ("Initials"), hours (for Time
Entries), Billing Rate (for Billable and No Charge Time Entries), amount, Invoice Number (of the
Bill which includes the Time Entry or Fee Adjustment), and status.

The Invoice Number may be: blank, "Draft", "Final", or a number (if the transaction is included on
a posted Bill).
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The Time Entry status may be:

e Unposted— not yet posted

e No Charge—set to "No Charge" and posted (billed or not billed)
e WIP—set to "Bill" and posted but not yet billed

e Billed—set to "Bill" and billed

Filtering the list

In the All Transactionsview, you may filter transactions by date range and choose to include
billed only, unbilled only, or both.

Additionally, in the Time/Fees view, you can choose to include unposted Time Entries and Flat
Rate Fees, Non-Billable Time Entries, and/or No Charge Time Entries. Or you may choose to
show only unposted Time Entries and Flat Rate Fees.

Related Topics

e Files
e Working with transactions on a File
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Files > Working with transactions on a File > Expense transaction details

Expense transaction details

To see Expense transactions on a File, open the Expenses view of File Details. Or open the All
Transactionsview and, if necessary, sort by Type.

Expenses +
From Mar 11/2020 To Today Show  Billed & Unbilled -
Date Expense Code Description Reference & Units Rate Amount Invoice #
Apr 02721 Postage Postage 1.00 12.50 1250
Mar 26/21 Title Search Title Search 1.00 85.00 85.00
Mar 26/21 Court Fees Court Fees 1.00 136.22 136.22
Mar 0821 Filing Fee Filing Fee 1.00 125.00 125.00
Mow 22/20 Court Filing Fees 1.00 85.00 85.00 1001

The information shown for an Expense includes the transaction date, Expense Code (if any),
reference number (if any), units and per unit rate or flat rate (if appropriate), amount, and Invoice
Number of the Bill on which the Expense is included (or "Draft" or "Final" if included on a Bill
that is not yet posted).

Working with transactions

To open the details of an Expense for viewing, editing, or deleting, double-click it.

Filtering the list

In the All Transactions and Expenses views, you may filter transactions by date range and choose
to include billed only, unbilled only, or both.

Related Topics

e Files
e Working with transactions on a File
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Files > Working with transactions on a File > Bill transaction details

Bill transaction details

To see Bill transactions on a File open the Bills view of File Details. Or open the All Transactions view
and, if necessary, sort by Type.

Vil Alladin Purchase

m File / Edit & ools A s % Feedback @& Help

ATTORNEY BILLING
Alladin Purchase
MAJ/ST08S
Clients On This File bk M
Firm Members
# Contacts whoseroleis All Transactions
From Mar 11/2020 To Today Show  Billed -
Biled & Unbilled
Date 7 Details Billed Reference # Amount
Unbilled
Type Description Invoice # Status
Nov 22/20 2500
Exp Court Filing Fees 1001
File Facts Nov 22/20 Invoice # 1001 2,585.00
Bill Fees: 2.500.00 Expenzes: 8500 1001 Outstanding
= All Transactions|
. 3 : Oct 03720 Heather Gavel - 2,500.00 2,500.00
(= Flat Rate Initial consultation with Client re: Zoning bylaws and Commissions findings on suitabili . 1001 Eilled
Ex . . . -
HPENSE Jun 24120 Mathew Alladin - Accti 1 - Trust - Repté 0002 0002 7.500.00
EilE Trust Receipt Retainer 1001
Trust
General Retainers
Bill Images
Related Files
Custom Pages
Admin
Account Overview =
Unposted Posted WIip Billed Write Up / Down Paid AR
Hours 2.80 24.40 22.20 0.00
Fees 560.00 7,380.00 444000 2,500.00 0.00 0.00 2,600.00
Expenses 443.72 358.72 85.00 0.00 0.00 85.00
Taxes 0.00 0.00 0.00 0.00
° Interest 0.00 0.00 0.00 0.00
Restrict Portal Totals £60.00 782372 4798.72 2,686.00 0.00 0.00 2,536.00
Trust 7,500.00 General Retainer 0.00 Last Bill Nov 22/20 Last Payment
a >
Index & Print | B Save & Close

The information shown for a Bill includes the AR Date, Invoice Number, new charges (Fees,
Expenses, Taxes, and total), amount paid, outstanding balance owed, and aging (for outstanding
Bills, the number of days since the AR Date).

Invoice Numbers ending in an "i" (e.g. "2698i") indicate Bills for interest posted by Reminder

Statements.
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Bills view - transactions for a Bill

In the Bills view, click the + icon for a Bill to expand the list, showing a sublist of the transactions
on that Bill:

e Bill—original Bill

e  WU/WD—Write-Ups and Write-Downs

e Payment—Trust to AR Transfers done at the time of billing or later, General Retainers
applied at the time of billing or later, or Receive Payments done after billing

The transactions are shown in date sequence from oldest to newest. For each transaction, the
list shows the date, Invoice Number or reference number, amount, and resulting outstanding
balance.

All view - transactions for a Bill

In the All Transactions view, Write-Ups/Downs and Payments are listed. Payments include
Receive Payments done after billing, Trust to AR Transfers done at the time of billing or later,
and General Retainers applied at the time of billing or later.

Filtering the list

In the All Transactions view, you may filter transactions by date range and choose whether to
include bills.

Additionally, in the Bills view, you may choose to include paid bills only (those with no
outstanding balance), outstanding bills only (those not paid in full), or both.

Accessing a Draft or Final Bill on the File

The list does not show a Draft or Final Bill on the File, if any. To access that Bill, click the
Transactions button and choose Bill.

Related Topics

e Files
e Working with transactions on a File

Amicus Billing User Guide 73



Files > Working with transactions on a File > Trust transaction details

Trust transaction details

To see Trust check and receipt transactions on a File open the Trust view of File Details. Or open
the All Transactions view and, if necessary, sort by Type.

Vi Alladin Purchase - O *
m File / Edit O View ools Actions  Feedback @ Help
ATTORNEY BILLING People on this File T
Alladin Purchase

- - hd ALLMA/ST088
Clients On This File v
Firm Members
% Contacts whoseroleis Trust Mew ¥ .
From Mar 11/2020 To Today Show Checks & Receipts -
Bank Accounts Al -
Date Account Chk/Rcpt # TolFrom Description Receipt Check Invoice #
Jun 24/20 1- Trust 0002 Mathew Alladin Retainer 7.500.00 1001
File Facts
All Transactions
Time / Fees
Expenses
Bills
bl Trust
General Retainers
Bill Images
Related Files
Custom Pages
Admin
Account Overview =
Unposted Posted WP Billed Write Up /Down Paid AR
Hours 280 2440 2220 0.00
Fees 560,00 7,380.00 4.440.00 2,500.00 0.00 0.00 2 ,500.00
Expenses 443.72 358.72 5.00 0.00 0.00 35.00
Taxes 0.00 0.00 0.00 0.00
° Interest 0.00 0.00 0.00 0.00
Restrict Partal Totals 560.00 7.823.72 4,798.72 2,585.00 0.00 0.00 2,585.00
Trust 7,500.00 General Retainer 0.00 Last Bill Nov 22/20 Last Payment
a >
Index & Print | B Save & Close

The information shown for a Trust transaction includes the transaction date, Trust Bank
Account, check or receipt number, who the check is to or the receipt is from, the receipt or
check amount, and the Invoice Number of the Bill on which Trust was applied (if any).

Filtering the list

In the All Transactions view, you may filter transactions by date range.

Additionally, in theTrust view, you may choose to include checks only, receipts only, or both. If
the firm has more than one Trust Bank Account, you may choose to show transactions for a
particular one.

Amicus Billing User Guide 74



Files > Working with transactions on a File > General Retainer transaction details

General Retainer transaction details

To see General Retainer transaction details on a File, open theGeneral Retainersview of File
Details. Or open the All Transactions view and, if necessary, sort by Type.

Wil Neighbor re Rhodes

m File » Edit 0 View %\ Tools & Actions  Feedback @ Help

ATTORNEY BILLING People on this File
Neighbor re Rhodes
Clients On This File
Firm Members
® Contacts whose roleis General Retainers Mew = ]
From Sep 282017 To Today Show Receipts -
Date Account To / From Invoice & Receipt Application
Mar 20/21 1- General B: Anne Neighbo Retainer 15,000.00
File Facts
All Transactions
Time / Fees
Expenses
Bills
Trust
®
Bill Images
Related Files
Custom Pages
Admin
Account Overview =
Unposted Posted WIP Billed Write Up / Down Paid AR
Hours 0.00 11.30 0.00 0.00
Fees 0.00 2,260.00 0.00 0.00 0.00 000 0.00
Expenses 1,706.00 1,708.00 0.00 0.00 0.00 0.00
Taxes 0.00 0.00 0.00 0.00
° Interest 0.00 0.00 0.00 0.00
Restrict Portal Totals 0.00 3,965.00 1,705.00 0.00 0.00 0.00 0.00
Trust 14,515.00 General Retainer 15,000.00 Last Bill Last Payment
N
Index & Print | @ Save &Close

The information shown for a General Retainer transaction includes the transaction date, Bank

Account, and additional information depending on the type of transaction:

e Retainer receipt: receipt number, who the receipt is from, amount.

e Retainer application: Invoice Number of the Bill on which retainer was applied and the

amount applied), Bank Account balance after the transaction.

e Retainer refund: check number, who the receipt is to, amount.
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Filtering the list

In the All Transactions view, you may filter transactions by date range.

Additionally, in the General Retainers view, you may choose to show General Retainer receipts
only, applications only, refunds only, or all types.

Related Topics

e Files
e Working with transactions on a File
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Files > Using other information on a File

Using other information on a File

You can view and work with other useful information related to a File: the Bill Images view
(described below) and the Related Files view (which, as on the Attorney side, allows you to set
and view a list of Files that are related to this one).

Working with Bill images

To open the PDF or Word images of posted Bills on a File, go to the BILLING-side of the File
Details window and navigate to the Bill Images brad view. Images of Reminder Statements
posted with interest are also accessible. These images are also available from the Billing Index.

\g Note: Your Administrator has a Firm Setting to control whether the images for Bills
, (and Reminder Statements posted with interest) are automatically saved in PDF
mmmmm format, Word format, or both.

m File » Edit O View % Tools #£ Actions ¢ Feedback @ Help

ATTORNEY BILLING
{General Account)

A IMM Cases/IMM.0000

Clients On This File People on this File 2 2A /s EECa -
Firm Members : :
MName Send Bill Attention or c/o Details
& Contacts whoserole is
Lilbim IMM Cases
One Yonge Street B
Torento ON M7JEYE
Canada
File Facts
) m@gmail.com
All Transactions o meilcom vE
Time / Fees
Expenses
Bills -
SendBill To | Edit Bill to Name Billing Address: Primary -
s IMIM Cases
. Cejaalcunes Alternate Contact Attention clo '[F)Jreo:f§8ﬁlsr¢:r;destvs
B m - Canada
Related Files -
Custom Pages Bill Images [ ]
Admin
Date Invoice #
May D621 362683
May 06/21 362684
May 0321 362678
You can:

e Open the PDF or Word image of a Bill or Reminder Statement
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e Send the PDF (else Word) image of a Bill, or a Reminder Statement posted with

interest, as an attachment on an e-mail to the Primary Client (if E-mail Integration is

enabled)

e Open the E-bill text version on a Bill (created if the File was set for E-billing)

e Send the E-bill version of a Bill as an attachment on an e-mail to the vendor (if E-mail

Integration is enabled)

e Delete the PDF, Word, and E-bill versions of a Bill or Reminder Statement

TIP: If you do not have E-mail Integration enabled, you may instead open the PDF and

then send it as an e-mail attachment from the Amicus Tasks Toolbar (assuming you
pu— have enabled that Toolbar in Adobe Reader or Acrobat).

Working with the E-billing Custom Page

If the File is set to use a standard e-billing format (LEDES 1998B, Legalgard/Litigation Advisor,
or Chubb), a special Custom Page is provided so that you may enter the additional information
required in the E-bill. From the Billing side of the File Details window, navigate to the Custom

Pages > E-bill Information or E-bill Information (Chubb) view and complete the fields.

m File »# Edit D View

ATTORNEY BILLING

Clients On This File E-bill Information o
Firm Members
) Contacts whoseroleis
LEDES 195988
invdescr |
clientmatterid |
File Facts
All Transactions Legalgard/Litigation Advisor
Time / Fees
Expenses diviame | | Date Instructed
Bills
Trust
e divoffice | |

Date Litigation
Commence

General Retainers

Bill Images
Related Files
[™M Custom Pages

E-bill Informatio

E-bill Information (Chubt) | |

claimnum |

Type of Instruction
claimrep | Code

Phase of

invs: :
= Instruciton Code

Admin

matterid | |

Total
Indemnity/Damages

Billing Currency | |

ACEs % of
e @ Court Track Code | | Ligbility
Restrict Paortal
< D 5 Class of Business code | | Insured
Index & Print | @ Save &Close
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m File

# Edit OV

ATTORNEY

BILLING

—— — -—
Clients On This File

Firm Members

(® Contacts whose role is

File Facts

All Transactions
Time / Fees
Expenses
Bills
Trust
General Retainers
Bill Images
Related Files
[™ Custom Pages
E-bill Infarmation

E-bill Information {Chubb

Admin

e (]

Restrict Portal

4, Tools

£ Actions

E-bill Information {Chubb)

Division Name:
Division Office
Claim Number:

Claim Representative
Imvoice Seguence:

Matter ID

Date of Loss/ Claims-Made Date

Occurrence D

Line of Business Code

Insured Name

Claimant’s Name

Diate Suit Petition Filed/Hearing

Jurisdiction Type
Jurisdiction State
Opposing Law Firm

Shared Percentage

< D >

Index

1 Feedback

112/112.0095

OO T

@ Help

= Print

| B Save & Close

Related Topics

e Files

e Working with transactions on a File
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Files > Refunding General Retainer

Refunding General Retainer

Use the General Retainer Refund function to reimburse General Retainer funds on a File back to a

Client.

TIP: If your firm has set up a "petty cash"” or "slush fund" File and paid General Retainer funds on
it, you can use this function as a simple way to write checks from a General Bank Account.

Creating a Refund

On a Billing-side File Details window:

2. Select General Retainers from the navigation pane on the left and select New >Retainer
Refund.

il Baily re Kipling

m File / Edit & View N\ Tools £ Actions % Feedback @ Help

ATTORNEY
Baily re Kipling

BILLING

R BALJA/2345

Clients On This File ~
General Retainers New i+ [ ]
Firm Members —
- etainer
%) Contacts whoserole is From Mar 26/2021 To Today Show  Alltransactions
Retainer Refund
Date ¥ | Account To {From Description ChkiRcpt# | Invoice & R

File Facts

All Transactions
Time/ Fees
Expenses
Bills
Trust

Q] ners etaner
Bill Images
Related Files

Custom Pages

Admin
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3. The General Retainer Refund dialog box displays:

Vil

From 1 - General - Check Enter Check # Date Today
Zero Dollars™ 0100 Method Check -
Show Refund on Bill

Description | Retainer Refund to Client

File B Eaily reKipling
Janet Baily Baily reKipling BALJAS2345
Billable WIP Fees 5.420.00 General Retainer 0.00
AR: 0.00 WIP Expenses 133.52 Trust Balance 16,000.00

| [ Save&MNew | [ Save&Close | 8 Cancel

4. Enter basic information for the check:

o From—Trust Bank Account from which money is being withdrawn.
o Check #—Optional identification number.

o Date—Date of the check.

o To—The name of the person to whom payment is being made.

o Amount—Dollar value of money being paid.

o Type—Method of payment (check or other).

o Description—Description of the payment.

o File—Which File's General Retainer is being refunded. Balances for this File are
shown at the bottom of the screen.

5. If Refund check printing is allowed at your firm (as set by your Amicus Administrator), and

the payment Type is "Check", then a Print option is available at the right. Select that
option to have a check printed when you Save the transaction.

6. Select the Show Refund on Bill option if you want this transaction shown on the Client's
next Bill on this File.

7. Click Save & New or Save & Close to save the Refund.

When a Refund is saved, Minimum Retainer Balance on the File is disabled.

Printing checks

The Amicus Administrator can set your firm to allow General Retainer Refund to check printing

and if so, whether to print automatically or ask first.
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Prirter

Mame: RICOH Aficio MP 171 e Properties...
Status: Feady
Type: PCLE V4 Driver for Universal Print
Where:  No Setting
Commert: Mo Setting [ ] Prirt ta file
Prirt range Copies
() Al Mumber of copies: 1 =
(_)Pages from: |D | to: |E'
1 2 3 Collate

() Selection 1= 2t 3!

QK Cancel

A check can be output in the following ways:

e When you save a new General Retainer Refund (if you've selected the Print option).

e When you open an existing General Retainer Refund and either click Print (if the
check was not previously printed), or click Reprint (if allowed by your Administrator).

e When you run the Checks report from the Reports module (including reprinting if

allowed).

Related Topics

e Files

Working with transactions on a File
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Clients

Clients

The Clients module on the Billing side is similar to the People module on the Attorney side, with
some extra or slightly different functions and information available on only one side or the other.

On the Billing side, you will working with Contacts who have a Client-classified Role on one or
more Files (regardless of whether or not they are assigned to the "Clients" Contact Group).

The Firm Directory is also available on the Billing side, as on the Attorney side.

Use the Attorney-Billing buttons at the top of the control panel to switch between the Billing
and Attorney versions of the Clients/People Index or particular Client/Person Details.

Related Topics

e Adding a Contact

e Looking up Clients

e Working with Client records

e Working with a Client's details
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Clients > Adding a Contact

Adding a Contact

When you add a new Contact from anywhere other than from People On The File list or Primary
Client field in File Details, note that the Contact is not automatically assigned a Client-classified
Roleon a File and so will not appear in the Billing-side Clients Index. This is the same even if you
add the Contact from the Billing side.

Related Topics

e Clients

e Looking up Clients

e Working with Client records

e Working with a Client's details
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Clients > Looking up Clients

Looking up Clients

You can look upClients on the Billing side in various ways:

¢ In the Clients Index—see Using the Clients Index.

¢ Using the QuickFindfunction in theClients Index—see the "Finding Clients (QuickFind)"
topic in the Attorney User Help or User Guide.

e In thePeople On This File list in the File Details window—see Pegple on a File.

e Using the Select People dialog to associate People with records— see the Common
Functions > Selecting People topic in the Attorney User Help.

e Doing a Whose File Is It? search—see the Files > Looking up Files > Whose File Is It?"
Searching topic in the Attorney User Help.

The global Search function is available only on the Attorney side. For details, see the Search topic in
the Attorney User Help.

Related Topics

e Adding a Contact
e Working with Client records
e Working with a Client's details
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Clients > Looking up Clients > Using the Clients Index

Using the Clients Index

The Clients Indexwindow appears when you open the Clientsmodule on the Billing side. It shows
a list of your Clients arranged alphabetically by name.

This topic covers:

e Showing particular kinds of Clients

¢ Client balances and totals

o Editing a Client's basic information or viewing a Client's details
e Expanding a Client row and listing their Files

To open the Clients Index, click the Clients navigation button in the Navigation Pane. Or, open
the People Index on the Attorney side and then click the Billing button to switch to the Billing
side. If the Clients Index is already open, clicking Clients merely brings that window to the
foreground—it does not open a second copy of the Index.

=] Go s A 3 v Feedback

ATTORNEY BILLING

Cliente showing My cliens 33 clients [
Show the following People Client Name - Client ID Phone WIP AR Trust Gen. Retainer =
@ Clients [ Battalion Steel Company (- BATSTL (212-555-5601] 0.00 0.00 0.00 0.00
Firm Directory [ Berwood Construction Ltd. BERCO (212)555-0009 3,460.00 £,430.00 0.00 0.00
- Blue Holly Mattress Co, [1] BHMCO (212 -555-325¢ 0.00 0.00 0.00 0.00
- M_YC”?'_”B [ FirstHome Builders (1) FIRSTH (914) 555-9524 877.75 5,058.65 0.00 7,500.00
Firm Clients [ Jamison Inc. (1) 20304 (773)555-5768 2,630.00 19,610.00 0.00 0.00
[ North America Truck Ltd, | NATRK (212)555-3012 3,732.32 2,964.00 4931435 0.00
Shoiw Primary Clients " & Clark M. Admiral (1) ADMHE (532) 555-9354 0.00 7.768.00 15,000.00 0.00
[ Mathew Alladin (1) ALLMA (312) 555-0708 4798.72 2,585.00 7,500.00 0.00
[T include only Clients with [ Janet Baily (1) BALIA (613) 555-8544 555382 0.00 15,000.00 0.00
R - Balances | B Gany Benwood (1) AUTO (212)555-9999 2,345.00 8,380.00 0.00 0.00
& Harold Blank (2) BLAHA [312)555-4049 0.00 0.00 0.00 0.00
G- Jim M, Cooperman (1) COOPER (225)555-3342 1,640.00 0.00 825.00 0.00
G- Elizabeth Fairchild (1) FAIREL [613) 555-5487 40,00 0.00 0.00 15.00
G Guthrie Featherstone (1) 233445 020 555 8457 0.00 0.00 0.00 0.00
[ George Evan Gallagher (1) GALGE (541) 555-9966 148000 0.00 0.00 0.00
G Steven Hanley (1) STEVHAN {617) 555-5571 0.00 0.00 0.00 0.00
[ Samuel Hunt (1) GARGA (617)555-8713 2,037.50 745.00 0.00 0.00
[} Veronica G, Kennedy (1) KENVE (617)555-9874 180.00 0.00 0.00 0.00
[ Susan Kifnal (1) KIFNAL (212)555-8876 3.065.17 744,00 1,195.00 0.00
[ Harold Markham (1) 12345 =011 (044) 555 4,260.00 1,380.00 4,910.50 0.00
- Anne Neighbor (1) NEIGH (313)555-0404 1,705.00 0.00 14,815.00 15,000.00
- Bill Parker (1) PARKER {416) 555-2110 97033 1,650.00 0.00 0.00
[ Susan Richter (1) RICSU [416)555-6633 1,000.00 0.00 0.00 0.00
[ James Sutherland (1) SUTH1 (312) 555-4949 1,600.00 900.00 0.00 0.00
[ Frank Sydenham (1) FRANKSYD (212)555-8745 0.00 500.00 0.00 0.00
[ Helen Teague (1) TEAHE (617)555-6598 0.00 0.00 0.00 0.00
e o c (e ccc o000 e  connn oo 0o

8 Totals 50,060.61 67,099.65 114,834.85 22,515.00 LI
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For Clients, the list shows information such as the name of the Client, the Client ID, the Primary
phone number, the Client ID, the WIP and AR balances, and the Trust and General Retainer
balances. Above the list, a title indicates how many Clients are shown in the current list. Only
Clients are shown—those Contacts who have a Client-classified Role on one or more Files. To
sort the list by the information in a column, click the column heading.

For the Firm Directory, the list shows the same information as on the Attorney side: the name of
the Firm Member, the Company Name, the Primary phone number, and the Firm Groups to
which they belong. You may filter the Firm Directory the same way as on the Attorney side.

Showing particular kinds of Clients

You may have a large number of Clients. Using options in the control panel, you can filter the list
of Clients shown (assuming that you first select the Clients option to show only Clients, rather
than selecting Firm Directory to show only Firm Members).

e Depending on your assigned Security Profile or Firm Member Designations, you
might have the following option: select Firm Clients to show all Clients regardless of
whether you are assigned to them or select My Clients to show only the Clients to
which you are assigned.

e Filter the list to show "All" Clients or only "Primary Clients" (those Clients who are
Primary Client on one or more Files).

e Optionally, filter the list to include only those Clients with non-zero balances for AR,
WIP, both AR and WIP, or AR and/or WIP.

Client balances and totals

If filtering the list to show All Clients, the WIP, AR, Trust and General Retainer balances shown
for each Client are the totals for all Files on which they have a Client-classified Role. If showing
only Primary Clients, the balances shown for each Client are the totals for only those Files on
which they are the Primary Client.

The totals shown at the bottom of the Clients Index are the totals for the Files on which the
Clients you have filtered the list to are the Primary Client.

The balances and totals include only those Open Billable Files that you have permission to view.

Editing a Client's basic information or viewing a Client's details

As on the Attorney side, you can open the Person Edit dialog for a particular Client by selecting
them, right-clicking on the list, and choosing Edit on the shortcut menu that appears. Or to view
the Person Details record for a particular Client, double-click them in the list.

Expanding a Client row and listing their Files

In the Clients Index, the number of Open Billable Files each Client is on is shown in parenthesis
to the right of their name. To expand the Client row and show these Files in a sublist, click the
"+" icon to the left of their name.
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B Morth America Truck Ltd. [ NATRK (212)555-3012 3,732.32 2,964.00 49,314.35 0.00

File Client Matter ID Responsible WIP AR Trust Gen. Retainer
North America Truck Ltd, - NATRK/001 HG 1.164.30 1,512.00 5,000.00 0.00
North America Truck Ltd. - NATRK/002 HG 944,70 1,002.00 10,000.00 0.00
MNorth America Truck Ltd. - NATRK/003 HG 1,623.32 450.00 34,214,335 0.00

For each File, the File name, Client Matter ID, Responsible Lawyer, and WIP, AR, Trust, and
General Retainer balances are shown. You can double-click a File to open its Details dialog.

If the list is filtered to show All Clients, all Files on which the Client has a Client-classified Role
are shown in the sublist (and those on which they are the Primary Client are shown in bold). If

showing only Primary Clients, only those Files on which they are the Primary Client are shown.

Only those Files that you have permission to view are shown.

To collapse the File list for a Client, click the "-" icon to the left of their name.

Related Topics

e Adding a Contact

e Looking up Clients

e Working with Client records

e Working with a Client's details
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Clients > Working with Client records

Working with Client records

As on the Attorney side, you can print information about Clients, generate documents from their
records, have Amicus assist you in getting in touch or keeping in contact, change Firm Member
assignments, change Group assignments, and check for duplicates.

Related Topics

e Adding a Contact
e Looking up Clients
e Working with a Client's details
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Clients > Using the Client Portal

Using the Client Portal

Once a Client has received their Client Portal invitation e-mail, clicked the link in it, and set up
their access, they can log in to the Portal.

(.‘_-i AMIcus: Ted Baker Logout
T A
Home | Files | Documents | Notes  Billing

Ted Baker, Welcome to the Donnell & Dole LLP Client Portal

G

G

) Last Snapshot at 3:15 pm

You have There are no new documents You have no new notes You have

since you last logged in. since you last logged in.
active file. bills

What a Client can see in the Portal:

e Files that have been shared to them.

e Shared Documents, Notes, Appointments, and Tasks on those Files—from separate
modules or from the Details views of the associated File.

e [nvoices that have been shared.

, Note: For privacy and security reasons, Clients are provided limited information. For
example, a File's Summary is not shown.

What a Client can do in the Portal:

e Add new Documents on their shared Files. These are automatically shared, and
assigned to the File's Responsible Lawyer.

e Clients may download an existing shared document, edit it, and upload it as a new,
separate Document.

e If Documents are Amicus-Managed at your firm, Clients may also Check Out/In the
current version of an existing shared Document.
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¢ Add new Notes on any of the shared Files (and optionally on a Document or Event).
These are automatically shared, and a Sticky Alert is sent to the File's Responsible
Lawyer.

e For privacy and security reasons, Clients cannot otherwise edit or delete existing
items.

e View and share their invoices.

e Make payments via credit card and ACH.

e Generate and print a report of Client Portal billing activities.
e Remove APX Payment Methods

Related Topics

e Sharing Invoices

e Viewing Invoices

e Paying Invoices
e Reporting

Amicus Billing User Guide 21



Clients > Using the Client Portal > Sharing Invoices

Sharing Invoices

The Client Portal allows you to share both paid and unpaid invoices with your client. Payments
associated with a shared invoice are automatically shared. If a firm does not have APX enabled
the 'Pay Now' option on the portal view is disabled.

»
/ Note: To learn more see Sharing Information via the Client Portalin the Amicus
Attorney User Help.

Each shared invoice will display an Invoice Number, Date and theTotal Payment amount Billed per
invoice. The amount is net of write up/down and includes fees, expenses, taxes, and interest (if
posted as AR).
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Sharing invoices by default in the Client Portal

To share finalized bills by default in the Client Portal:

1. Open an available file in the BILLING-side, go to Admin > Bill Settings to display the following

dialog:

i Alladin Purchase

m File ~ Edit & View

ATTORNEY

BILLING

Alladin Purchase
Clients On This File
Firm Members

®) Contacts whoseroleis

File Facts

All Transactions
Time{Fees
Expenses
Bills
Trust
General Retainers
Bill Images
Related Files
Custom Pages
W Admin
General
Accounting

Bill Settings|

File Alerts

e o

Restrict Portal

* Tools

£ Actions

Admin - Bill Settings

4 Feedback

ALLMA/ST088

& UseBill Profile Main* - ChangeBill Settings Save as Mew Bill Profile
Templates Billing Behavior and Quotes

Bill Template Standard New - Fixed Fee Amount
Reminder Statement  Standard -

Email Bills
[_] Email Bills to:

Primary Client Primary Email: %enle@sympuum.m

Alternate Email Address

Include APX Requestfor Payment with E-mail

Retainers and Billing

Billing Behavior
If Fees »Quoted Amount Bill WIP Fees
If Fees =Quoted Amount Bill Quoted

FeeReductions appear as Courtesy Discount

Lawyer Fee Distribution and Split Billing

Distribution Method  Prorated -
D Split Bills between File Matters

Interest and Reminder Statemenis

Edit

Edit

0

Index

o An option Share new bills in Client Portal is visible and available only when a file is

DMinimum Trust ~ Retainer Balance Reguired

Amount 0.00 Trigger 0.00

To pay new charges at billing:
UseTrustFunds
[ Use Credit Gard / AGH

Share new bills in Client Portal

Send Statements Charge Interest

Mass Billing

Exclude from Mass Billing

Bill Only Expenses

ey

@ Help

]

= Print

shared in the Client Portal. By default, it is unchecked.
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2. Check Share new bills in Client Portal to automatically share new bills for single and mass
billing. Also, invoices with or without an outstanding balance will be shared in the Client
Portal. The following prompt message displays:

Portal Sharing

Would you like to share all prior outztanding
invoices on this file?

3. Click Yes to close the dialog and flag all prior outstanding invoices on this file to be
available in the Client Portal.

o Go to the Bills screen to include paid invoices.

Removing an invoice from the Client Portal

To remove an invoice from the Client Portal:

Partal

1. Select the invoice and click on the portal icon |- to display the following prompt:

Wil Portal Sharing — x

Misibleto clients on thefile who have portal access

2. Uncheck the Visible to clients on the file who have portal access box, select OK.

The selected invoice is no longer shared in the Client Portal and the portal icon is removed from
the Portal column.
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Vil Alladin Purchase

m File » Edit OV

 Feedb:

ATTORMEY

BILLING
Alladin Purchase
Clients On This File ALLMA/97088
Firm Members

- Bills [
(® Contacts whoseraleis MNew - [ ]

From Mar 01/2017 To Today Show Paid & Outstanding -

Date v InvE Fees Expenses Taxes Interest Total Payments
Hiov 22730 0 750000 500 0.5 0760 358500 0.00

File Facts

All Transactions
Time/Fees
Expenses

B EE
Trust
General Retainers
Bill Images
Related Files

Custom Pages

Admin
Account Overview -
Unposted Posted WIP Billed Write Up /Down Paid AR
Hours 280 2440 2220 0.00
Fees 560.00 7.380.00 4.440.00 2,500.00 0.00 0.00 2.500.00
Expenses 443.72 358.72 85.00 0.00 0.00 8500
Taxes 0.00 0.00 0.00 0.00
o o Interest 0.00 0.00 0.00 0.00
Restrict Partal Totals 560.00 782372 479872 2,585.00 0.00 0.00 2,585.00
Trust 7.500.00 General Retainer 0.00 Last Bill Nov 22/20 Last Payment
8
Index & Print | B Save & Close

Sharing invoices in the Client Portal

1. Open a file with an invoice. The portal icon == P&l | displays at the top of files that

have been shared.
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Vil Alladin Purchase

o

m File

# Edit

ATTORNEY

a % Feedback @ Help

BILLING
Alladin Purchase
Clients On This File ALLMA/ST088

Firm Members

(@ Contacts whoseroleis Bills New v L
From Mar 0172017 To Today Show  Paid & Outstanding -
Date ¥ Inv# Fees Expenses | Taxes Interest Total Payments Balance Aging (d) | Portal
Nov 22:20 1001 2,500.00 85.00 0.00 0.00 2,585.00 0.00 2,585.00 155 [+,

File Facts

All Transactions
Time {Fees
Expenses

& EE
Trust
General Retainers
Bill Images
Related Files

Custom Pages

Admin
Account Overview =
Unposted Posted WP Billed Write Up /Down Paid AR
Hours 2.80 2440 2220 0.00
Fees 560.00 7,380.00 4,440.00 2,500.00 0.00 0.00 2,500.00
Expensss 44372 358.72 5.00 0.00 0.00 5.00
Taxes 0.00 0.00 0.00 0.00
° o Interest 0.00 0.00 0.00 0.00
Restrict Portal Totals 560.00 7,823.72 4,795.72 2,585.00 0.00 0.00 2,585.00
Trust 7,500.00 General Retainer 0.00 Last Bill Mov 22/20 Last Payment
a -
Index & Print | B Save & Close

2. Go the BILLING-side and select Bills. Click on the Portal option to display the following
Portal Sharing message:

Wil Portal Sharing - X

MVisibleto clients on thefilewho have portal access:

3. Select the box beside Visible to clients on the file who have portal access.
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4. Click OK to share the selected invoice in the portal or Cancel to return to the previous
screen.

,“‘ Note: The Portal Sharingdialog option default is dependent on the invoices selected.

e If you select an un-shared invoice(s) and click on the portal icon ™ F2ral | the dialog

option defaults to unchecked.

e If you select a shared invoice(s) and click on the portal icon the dialog option defaults

to checked.

e If you select a mixture of shared and un-shared invoices and click on portal icon the
dialog option defaults to checked.

A portal icon is added to the portal column when an invoice is shared to indicate that the invoice
is shared.

¢ Feedback @ Help

Alladin Purchase

Clients On This File UL RIS
Firm Members
(@ Contacts whose roleis Bills New - o
From Mar 012017 To Today Show Paid & Outstanding -
Date ¥ Inv#t Fees Expenses | Taxes Interest Total Payments Balance Aging (d) | Portal
Nov 22/20 1001 2.500.00 85.00 0.00 0.00 2,585.00 0.00 2,585.00 155 o

File Facts

All Transactions
Time / Fees
Expenses

B EE
Trust
General Retainers
Bill Images
Related Files

Custom Pages

Admin
Account Overview =
Unposted Posted wWiP Billed Write Up /Down Paid AR
Hours 2.80 2440 2220 0.00
Foos 560.00 7,380.00 4.440.00 2,500.00 0.00 0.00 2 500.00
Expenses 443.72 358.72 85.00 0.00 0.00 85.00
Taxes 0.00 0.00 0.00 0.00
Q ° Interest 0.00 0.00 0.00 0.00
Restrict Portal Totals 560.00 7,623.72 4,798.72 2,565.00 0.00 0.00 2,585.00
Trust 7,500.00 General Retainer 0.00 Last Bill Nov 22/20 Last Payment
B>
Index & Print | @ Save &Close
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Deleting invoices in the Client Portal
After reviewing your bills you may realize a mistake has been made. For example, the cutoff date

on a bill was incorrect.

\g
, Note: There are multiple areas where you can delete an Invoice.
I

1. An easy way to delete the bill in the BILLING-side is to go to Billing module and filter the
list of invoices using the controls in the left pane.

Vilil Amicus Attorney

% Feedback

m File » Edit 0 View — Go N Tools & Actions @ Help

ATTORNEY BILLING —
w
Billing = | L=
ShowBils dateq | Before . [T ClientMatt Client Date ¥ | Inv# Fees | Expense  Taxes | Interest Total | Payment Balance  Aging (d
i [~ 11906679  Frank \William Mar 0521 571 5,000.00 0.00 0.00 0.00 500000 250000 250000 66
2021 |~ I FRENKSYE Frank Syden Feb 1637160661 515706 Open 0007661 B6d 66 Biid 06 g4
SUTH1/02004 J Sutherl Feb04/21 526 0.00 500.00 0.00 900.00 95
Show Bills for All - r ' ames suler e View Bill
[~ ALLMA/S708! Mathew Alladi Dec 06720 1001 2,500.00 . 2,585.00 000 258500 155
View Bill History
[~ 20304/94933 Jamison Inc. Dec06/20 516 25,000.00 it Bill P7.360.00 7.750.00 19.610.00 155
I Himage
For: [~ AUTO/33402 Gary Berwood Dec 0620 510 17.500.00 2 7.830.00 950000 8380.00 155
o K - Open File -
s ® My Files T KIFNAL/9984 Susan Kifnal Dec 0820 523 1.575.00 1.644.00 500.00 74400 155
[~ PARKER/984 Bill Parker  Dec08/20 522 18,500.00 Bill 9,150.00 17.500.00 1650.00 155
(@ Responsible Lawyers - [~ FIRSTH/206: FirstHome Bui Dec 06/20 512 17.500.00 Reminder Statement 245865 1250000 555865 155
Al 2 [~ NATRKOO1 North America Dec 08120 859 £.300.00 Trust > |651200 500000 1512.00 155
[T NATRKIO0Z North America Dec 08720 859 3,650.00 Receive Payment 450200 350000 100200 155
Primary Clients v [~ NATRKIOD3 North America Dec 0620 859 7.500.00 Write Up/Down 845000 800000  450.00 155
[ - [~ BERCO/6798 Berwood Cons Nov 04/20 501 8325.00 - 2593000 250000 643000 187
rint
Type |All - Delete
Collapse All
["] Include Closed Files
“““““ Show Fields

000 123371 7115000 5222165

Frank Sydenham Sydenham re Public Commission of Inguiny FRANKSYDV3..
Eillable WIP Fees 0.00 General Retainer 0.00
AR: 1 WIP Expenses 0.00 Trust Balance 0.00

2. Highlight the invoice on the main screen and right-click to display a shortcut menu.
Select Delete to delete the bill from the list.

e |f the invoice was shared in the Client Portal based on the file settings the following
prompt displays:
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Amicus Attorney

Deleting this inwvoice will remove it from the

lient portal.
A

Do you want to delete selected invoices?

o Click Yes to delete the selected invoice.
e |f the invoice was not shared in the Client Portal the following prompt displays:

Amicus Attorney

I E Do you want to delete selected invoices?

o Click Yes to delete the selected invoice.
Viewing shared invoices with other shared items

Open the File Details in theATTORNEY-side to display theFile Factsin the left navigation pane. The
(O EETETTEIETE selection displays the following:
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Viiil Alladin Purchase

m File # Edit 0J View * Tools £ Actions  Feedback @ Help

BILLING

ATTORNEY
Alladin Purchase

+ ALLMA/97088

People on this File Shared with Clients
Contacts 1 of 1 b b |G i@ G A0 W~ | Pagewidth - Find | Next
Firm Members Baker vs Baker

All The items listed below are visible to the client(s) on this matter through the Portal

as of Tue, Apr 03, 2018 11:00 AM

#) Contacts whoseroleis

* | Subject * | Shared By

*  Date Shared
[® 422021 2:39PM Invoice # 1100 Heather Gavel
rfr 41212021 236 PM Invoice # 1087 Heather Gavel
EF 4/2/2021 236 PM Invoice # 1088 Heather Gavel

Page 1of 1

Classified asaClientRole =

File Facts

Summary

Status Report
Motes

Related Files
Events

Time Spent
Communications
Documents
Research
Chronology
Custom Pages
Custom Records

(1, } Shared with Clients

Admin

e

Restrict Fortal

0 o>

Index & Print | @ Delete | B Save &Close

e Date Shared
o Date and time the invoice was shared
e Subject

o Lists the Invoice Number and the totals of the amount Billed and Paid at the time of
sharing the invoice.

e Shared By
o Lists the Firm Member(s) who share the invoice.

Related Topics

e Using the Client Portal

e Viewing Invoices

e Paying Invoices

e Client Portal Reporting
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Clients > Using the Client Portal > Viewing Invoices

Viewing Invoices

This topic covers:

e Accessing the Invoice list

e Viewing Payments

e Viewing a Bill Image

e Viewing History

Accessing the Invoice list

Log into the Client Portal to view the Bills tile on the Home Page and the Billing option on the
Menu bar.

e «  Ted Baker Logout
jf AMICUS

Home | Files | Documents = Notes | Billing

Ted Baker, Welcome to the Donnell & Dole LLP Client Portal

G G

) Last Snapshot at 3:15 pm

You have There are no new documents You have no new notes You have
since you last logged in. since you last logged in.

active file. bills

e The Billing tile:

o Lists the number of invoices available in the portal for all the shared files to the
Client. For example, "You have 3 bills".

o If no invoices are shared a message displays "There are no shared bills".
o Mousing over the Billing tile changes the text to "“Show me my bills".

5. Click on the Bills tile or the Billing option on the Menu bar to open the Client Portal Billing
module. All shared invoices for this client are listed.
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imf AMICUS'  Ted Baker Logout
(TS
Home | Files | Documents = Notes | Billing

Ei1llisle) P Open File \:g View Bill T2 ViewHistory | &g View Payments | Ej Pay Now

&) Last Refresh 3:16 FM ] File Name Invoice Dale Billed Paid Due

Show [Z] Baker vs Baker 1100 Apr2, 2018 §750.00 50.00 §750.00

All v Bills [] Baker vs Baker 1089 Feb 1, 2018 $150.00 $0.00 $150.00

from (12282017 [ [ Baker vs Baker 1087 Jani, 2018 5$220.00 $0.00 $220.00

6. Select an invoice and click on one of the following tabs in the Billing module:

w Open File
. ¥V P - Opens the selected file and defaults to the "Document” selection

of the "File Details" screen.. This tab is disabled when an invoice is not selected.

'“& R - Opens a PDF of the selected bill. This tab is disabled when an
invoice is not selected.

- _| & - . -
ey Displays the invoice history including the billed amount and
payments. This tab is disabled when an invoice is not selected.

° '“‘-ﬁ View Payments _ Displays the invoice payments when a row has been

selected. When an invoice has not been selected it is disabled.

) EE' Pay Now _ Enabled only when the firm is APX enabled. This option allows
you to take advantage of Abacus Payment Exchange (APX) service to make
payments by Credit Card and ACH on outstanding invoices. Payment is the same as

Receive Payment by the Client where the payment may be distributed to multiple
files.

o You can select "Pay Now" without having to select an invoice.

o If there is an outstanding amount the option of an existing payment method is
presented if there is already a payment method for this client.

= This method is only available to the primary client on the file.

= You can add a payment method.

= Make a payment.
o If there is no outstanding amount you will be able to add a payment method.
o When making a payment you can select the amount you wish to pay.

= Enter the amount you wish to pay.

»  The default amount to pay is the outstanding amount.
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7. Filter the list of invoices using the controls in the left pane.

Ellirie
&) Last Refresh 4:08 PM
Show

All v  Bills

from |1228/2017

Show - Choose from one of the following options:
All - Lists all shared invoices for this user. This is the default.

Outstanding - Lists shared invoices with an amount due and includes invoices with
partial payment.

Paid - List shared invoices with zero amount due.

Date selection - Sorted by invoice date starting with the more recent invoice. There is no
"To" option as the current date is always used when displaying the invoice list.

from - Defaults to the start of the current month. Use the calendar controls to change
this date.
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Viewing Payments
To view the payments of the shared invoices:

1. Click View Payments in the Billing module. When an invoice has been selected a screen
displays the invoice payments from the most recent payment.

Date Invoice Receive From Description Amount
Sy Aprafg 1100 Vinay Hari (APX) Payment 52222
¥ Aprsng 1100 Vinay Hari (APX - Voided: 02-04-2018) Payment )
&y Apr2fs 1100 Vinay Hari (APX) Payment 566422
&¥ Aprifs 1100 Vinay Hari {APX) Payment 52522
Wy ApriM8 1100 Vinay Hari (APX) Payment 56.22
| Close |

2. The payment list is View Only. The columns consists of:

= Date - Payment date.

= Invoice - This is the invoice number the payment was applied against.
®  Receive From - Who made the payment.

m  Description - Prefix with "APX" if the payment was by APX.

= Amount - This is the payment due. The amount is a strikeout if it is for
voided and refunded transactions. Deleted regular transactions (non-APX)
are not included.

o The columns are updated when you select "Pay Now" and complete a payment
by credit card or ACH.

3. Click Close to return to the previous screen.
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Viewing a Bill Image

To review a shared invoice, select an invoice and click on View Bill. A PDF image of the bill displays
in the Document Viewer.

QAAPXv2 Corp
1 Yonge Street New York, NY 65305-1
8004722289

Invoice Summary Please fill out the following information to make a payment. All fields are required.
Invoice # 1038

P g
Issued 09/17/2021 STy e n ol 4

Amount $9.00 HEATHER GAVEL G

Total UsD32.00 ONE YONGE STREET SIDEROAD ONE
CHICAGO NY 60695
gaheatherg@gmail.com

Payment Method

I

@ Heather GGBank
ACH ..0021 | Personal Saving

m|i

Heather GavelGown
MasterCard ..0007 | Expires 12 / 21

|

m

ACH ..4123 | Personal Saving

Heather G
Visa ..4242 | Expires 12 / 21

Total Payment Amount. USD9.00

O
O H Gavel
O

When vou click P iment method as

é‘ AP) © 2021 - AbacusNext, All Rights Reserved
A message displays informing you to contact the firm if the image does not exist.

A scrollbar becomes available if the page content cannot fit on the screen. If the invoice is multiple pages,
click the next arrow to navigate to any subsequent pages.

Click Download to save the image to your computer. Click Close to close the Document Viewer.
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Viewing History

Select an invoice and click View History to get a summary of the payments on the selected bill in
date order starting with the most recent.

Click Download to save the image to your computer. Click Close to close the Document Viewer.

Related Topics

e Using the Client Portal
e Sharing Invoices

e Paying Invoices

e C(Client Portal Reporting
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Clients > Using the Client Portal > Paying Invoices

Paying Invoices from the Billing Module

The "Pay Now" feature is enabled only when the firm is APX enabled. This option allows your
client to take advantage of Abacus Payment Exchange (APX) service to make payments by
Credit Card and ACH on outstanding invoices. You can add a payment method even if there is
no invoice to be paid. Void or Refund must be done at the firm level.

You can make a partial payment or choose to pay multiple bills at the same time. You cannot
overpay a bill. You cannot edit a payment transaction in the Client Portal after it has been
submitted. This must be done by a firm member.

Payment Methods

All valid payment methods associated with the primary client on the file are available in the
Client Portal.

1. Log into the Client Portal and select the Billing module to see all the invoices shared in
the portal for all the shared files.

—_—

- . Logout

W iAMlCUS Ted Baker g
WP a7 TorNEY
Home | Hles | Documents | Notes Billing
Fillirle) #¥ OpenFile 2, View Bill 7 ViewHistory | & View Payments | E Pay Now

@ Last Refresh 2:45 PM | File Name Invoice Date Billed Paid Due
Show [ Baker vs Baker 1100 Apr2, 2018 $750.00 $0.00 5750.00

Al v | Bills

] Baker vs Baker 1089 Feb1,2018 $150.00 $0.00 515000
from |12/01/2017 = [] Baker vs Baker 1087 Jan1, 2018 $220.00 52000 $200.00

£ Baker vs Baker 1085 Dec 1, 2017 §215.00 $0.00 §215.00

2. Click "Pay Now" to display the Payment screen.

e |f you select an invoice first the Payment screen will show the amount outstanding on
the invoice in the Pay field.
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=

Invoice 1100 Amount Due: §750.00
Dated Apr2, 2018 Pay: $750.00

File Baker vs Baker

Payment Method: |Payment method not avaiable. Add | Remove

‘When you click the “Submit” button you are agreeing to charge the payment method as specified.
An email receipt will confirm the transaction

l CanctLJ

If you do not select an invoice the Payment screen shows the total outstanding on all
currently shared invoices in the Client Portal

Invoice 1100, 1089, 1087, 1085... Amount $1335.00

Pay §1,335.00

Payment Method: |Payment method not available. Add | Remove

When you click the *Submit” button you are agreeing to charge the payment method as specified.
An email receipt will confirm the transaction.

l Cance]_J
The Payment screen contains the following components:

o

Invoice — The first four numbers display followed with "..." if there are more
invoices.

= Click on"..." to display the remaining invoices.
Amount Due - Total amount left on the invoice(s).

Dated - The date you are making the payment. This field does not display if you
are making a payment for multiple invoices.

Pay - The default payment is the full amount.
= You can make a partial payment by clicking in this field and entering the
amount you want to pay.

= |f the amount entered is more than the default, a message displays letting
you know that this is not allowed.

File - The name of the file. This field does not display if you are making a
payment for multiple invoices.
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o Payment Method - This field contains the APX method that is being used to pay
the invoice.

= Select from the pull-down list if multiple payment methods exist and
include both Credit Card and ACH.

= Click Add to display the Payment Method dialog to add an alternate
payment method or if "Payment method not available" displays in the
textbox. SeeAdding a Payment Method.

3. When you add a new Payment method it is automatically added to the primary client and
becomes the current Payment Method.

baof
Invoice 1100, 1089, 1087, 1085 ‘S’L‘:é’_“”t $1,335.00
Pay: 5335.00
Payment Method: | Savings - x7899 (Ted Baker) v | Add | Remove

When you click the “Submit” button you are agreeing to charge the payment method as specified
An email receipt will confirm the transaction.

L Submit J| Cancel |

e A Payment Services Agreement appears at the bottom of the screen.

4. Click Submit to activate the payment processing. The following message displays while
waiting for a response from APX.

bayf
Invoice 1100, 1089, 1087, 1085 ‘SL”;“”t $1,335.00
- $1,335.00
Processing Payment
Payment Me 1 Add | Remove

When you click the “Submit™ button you are agreeing to charge the payment meinod as specified
An email receipt will confirm the transaction.
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& Note: When processing a payment on multiple invoices the default method
/ implemented in Amicus Billing determines the payment distribution of fees,

e SXPENSES, interest, and taxes. The payment starts with the oldest outstanding
invoice, and then the next oldest until all payments are fully distributed.

e If the payment is successful, a receipt will be issued and the Payment screen closed.
A Confirmation # is issued by APX.

April 03, 2018 $335.00
Memao: Payment on account.
To: Donnell & Dole LLP
Credit Card: VISA 4510140011384222
Confirmation #: 12707733
| Print || Close |

e If the payment is unsuccessful, a message prompt displays and you will be able to

print a record of the failed payment with the Transaction ID.

April 03, 2018

$335.00
Memo: The APX transaction could not be processed at this time.
If this problem persists please contact the firm at 1-888-111-2222,
To: Donnell & Dole LLP
Credit Card: VISA 4510140011384222

Transaction ID: 9067505

| Print || Close

o An email is also sent to the lawyer.

5. Click Print to print a hard copy of the receipt or click Close to return to the initial Client

Portal screen. If the payment was unsuccessful you are returned to the Payment screen
to make edits and retry.
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6. The Paid column of the Billing module screen is updated with the successful payment and
the Balance Due is reduced by the payment amount for the selected invoice.

7. The new payment displays on the list when you select View Payment or View History.

e For partial payments, the distribution of fees, expenses, interest, and taxes is applied
using the "Payment Hierarchy" from the firm settings.
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Removing APX Payment Methods via the Client Portal

The option to pay invoices 24/7 via the Client Portal is beneficial to your firm, as well as your
clients. The list of available payment methods can be cleaned up effortlessly.

1. Click Remove to the right of the Payment Method field to remove a payment method
from the dropdown menu. The Remove button is disabled if a payment method does

not exist.
g
Invoice 1100, 1089, 1087, 1085 ’S'Ee“_“”t $1,335.00
Pay: §335.00
Payment Method: | Savings - x7899 (Ted Baker) v | Add | Remove

When you click the *Submit” button you are agreeing to charge the payment method as speciiied
An email receipt will confirm the transaction.

| Submit || Cancel |

2. Attempting to delete a payment method that is being used by a recurring payment
schedule displays a prompt informing the user that the deletion is not possible.

Adding a Payment Method

The Add option on the payment screen is always enabled. Adding a payment method saves it to
the primary client contact on the file in the Client Portal.

1. Click Pay Now on the Billing module to display a Payment screen listing all the valid
payment methods previously saved on the file primary contact.
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2. Click Add to display an APX application screen.

Wi Janet Bailey- AP

Billing Address Vs

JANET BAILEY

38 MILESTONE

NEW YORK NY 90565
jbailey@gmail.com

New Payment Method

@ Credit Card

visa @ B wew

* Name on card
* Card Number

* Expiration

MMIYY

(O eCheck/ACH

()

Cancel

e Select either the Credit Card or E-Check / ACH radio button.
e |f you selected Credit Card select the card type and complete the following fields:
o Name on Card - Enter your name as it appears on your credit card.
o Clients Card Number - Enter the credit card number.
o CVV Code - Enter the 3 or 4-digit security code on the back of your credit card.

o Expiry Date - Use the calendar controls to enter the expiry date of your credit
card.

o Billing Address - Enter your billing address.
o Send Email Receipt - Enter an email address.

3. Click Submit to return to the Payment screen. The new valid payment method is saved to
the primary client contact card.

Related Topics

e Using the Client Portal

e Sharing Invoices
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Clients > Using the Client Portal > Reporting

Client Portal Reporting

After sharing a number of documents, notes, and invoices in the Client Portal, you may like to

view a report of your activities.

Viewing of Shared Invoices on the Reports

To view a list of the shared invoices:

1. Go to Office > Reports > Client Portal. Then select All Client Portal Shared Records -

2.

Selected File and select the file you want. The following report displays.

\ilil Viewing - All Client Portal Shared Records - Selected File

|:| 1 of 1

+ Date Shared
A 212712018 10:47 AM
A 22712018 10:44 AM

% | E @ - | PageWidth

% | Subject

MNorth America Truck Ltd. Corportate Matters
The items listed below are visible to the client(s) on this matter through the Portal

APX Payment of $500.00
APX Payment of §3500

as ofTue Feb 27, 2018 12:52 PM

Shared By =
Morth America Truck Ltd.
Morth America Truck Ltd.

[‘f 212612018 253 PM
|3|> V2912018 11:05 AM
Pf V2912018 11:05 AM

Imvoice # 1128
Imvoice # 1129
Imvoice #1130

Heather Gavel
Heather Gavel
Heather Gavel

121242017 8:55 AM
12132017 1211 FM
A 121412017 1:50 PM

Invoice #1132
Invoice #1134

APX Payment of $400

FPage 1of 1

Morth America Truck Ltd.
Heather Gavel

Heather Gavel

Invoices previously shared for the file are now included on the report in addition to the

documents and notes shared on the file in the Client Portal.

The columns of each invoice are:

. 'J
o Billlcon PJ

o Date Shared - Date and time the invoice was shared

o Subject - Invoice Number

o Shared By - The firm member who shared the record
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Viewing of Client Portal Payments on the Report

After receiving a sticky note that a client has made a payment to the Client Portal you may want
to get a report on the payment along with other portal activities.

Go to Office > Reports > Client Portal. Then select My New Client Portal Changes - Date
Range to display a dialog box. Use the calendar controls to select a Start Date and use
today's date for the End Date to display the following report.

1.

gl Viewing - My Mew Client Portal Changes - Date Range - (u] x
|_| i of 1 P wwm W H- pagewidth
GG TEAM 3 Gavel & Gown Software
Heather Gavel
Mew Client Portal Changes
Mon, Feb 27, 2018 1200 AM to Tee, Feb 27, 2018 1155 PM
= Doe = Sublea = FieName = | Chisnt =
A 0F2TROIE 10047 AM | APX Payment of S600.00 HNorth Amenca Truck Lt Corport ate HMorth Amedca Truck Lid
Matters
A OXZTr2018 1044 AM  This is reldedto CP Morth Amenca Truck Lid Corportate HNorth Amesica Truck Lid
Watters
r‘_- QXITR20ME 1040 AM | Invoice & 1130 Paymentof $1,075 .85 Horth Amedca Trock Lid Corport ate Mot Amedca Trock Lid
- Matters
Total Nurmber of lems Displayed [ 3 ]
Prinfed by Heather Gavel onas of Tue, Feb 27, 20180222 PM Fage 1of 1

2. The report now includes bill payments made in the Client Portal for the selected date

range.
Each billing row consists of:

o Billlcon |1
o Date - Date and time of payment
Subject - Invoice Number and Amount of Payment

]

Note: There can be multiple records on the same date and time when the payment is

g
/ for multiple invoices.
I

File Name - File name associated with the paid invoice

[

o Client - Primary Client name

When a payment is applied to multiple invoices, list one row for each invoice the
payment is allocated against. The displayed payment amount shows the amount applied

to that invoice.
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Viewing Portal Payments from the File Index

In addition to running the report from Office > Reports, you can go to the File Index and click
View Recent Client Portal Activity to run the report My New Client Portal Changes - Date Range for
today's date.

Vil Amicus Attorney - m} X
m File » Edit View Go ools % Feedback @ Help
ATTORNEY BILLING

Showing My Active Files - 26 | SRR

Show File Matter ID RL =1
Active - Alladin Purchase 47088 HG
— Baily re Kipling 2345 M
Berwood Directorship 33402 HG
Firm Files < IS Berwood vs Wright 67999 HG
Blank Purchase From Bittle 88775 HG
Blank vs Bittle 0003 M
Business Development 20013 HG
CLE Seminars 65897 HG
Cooperman v. Cooperman 954433 HG
Dorn Coop v. Philips Shoes 88500 HG
Type |Al - Firm Administration 97995 HG
Special |No Selection - FirstHome Developments 206226 HE

Gallagher Will 97033 HG
Jamiscn Inc. 040303 HG
Markham Realty re General 239 PM
Neighbor re Rhodes 94238 HG
Morth America Truck Ltd. v. Adrian Brown 003 HG
North America Truck Ltd. v. Just-in-Time Insurance 002 HG
Morth America Truck Lid. v. Low Point 001 HG
Parker Agency 0954643 HG
Richter Purchase 990701 HG
Silverthorn re Sales Tax 00343 M
Sutherland v. Smith et al 020001 HG

Sydenham re Public Commissicn of Inquiry 32597 HG -
B Technology Committee 95008 BD
Bm Widoetco Share Purchase 6679 HG hd

Email for Client Portal Payment

This option can be set up in Amicus-ATTORNEY and BILLING.

&
, Note: Email must be set up for the file in User Management.
I

1. Open a file and go to Admin > General.
2. Select the Email Client Portal Alerts checkbox and pick an option from the pull-down list.

o Nightly digest to responsible Lawyer

o Nightly digest to assigned Firm Members
o Immediately to Responsible Lawyer

Immediately to assigned Firm Members
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%] T & 5 RecentClient Portal Activity - North America Truck Ltd. Corportate Matters - Message (HTML) 7 H - O X
MESSAGE

— ., . ¥ . . = ~y
%Ignore x E*a (E 6;1 ﬁﬁ L Meeting PayWaorks ; -y Rules Mark Unread a& i) Q
Del Reohr Renly F 4 Q) To Manager - y .@ OneMote H. Categorize ~ Transl D - z
. Delete eply Reply Forward [g - . - ove ranslate aom
S dunk All Bl More £ Team Email T . [EPActions- ™ Follow Up~ - Iy -
Delete Respond Quick Steps ] Maove Tags ] Editing Zoom -

Tue 2/27/2018 10:57 AM
noreply@abacusnext.com
Recent Client Portal Activity - North America Truck Ltd. Corportate Matters

To  Mohamed Edun

Dear Ms. Heather Gavel ,

North America Truck Ltd. has added information to the North America Truck Ltd. Corportate Matters File via the Client Portal.

Log into Amicus Attorney to view more details.

This is an automated message from Amicus Attorney

Please don't veply to this message

This is the current standard email for existing Client Portal functionality. The email is
also sent to the distribution list on a successful Client Portal payment processing.

3. In addition to the email notification, a sticky is sent to the responsible lawyer.

¥ Sticky Note - from Heather Gavel X

# Morth America Truck Ltd. Corportate Matters

NewPayment added by North America Truck Ltd. via Client Portal -
Feb27/18 10:47 AM

|x Delete ‘ Details | * Reply |‘ Forward |® Close

\g
, Note: When a Client Portal payment is unsuccessful a separate email is
Emmmmm sent to the responsible lawyer.
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Time, Fees and Expenses

Time, Fees and Expenses

The Time, Fees & Expenses module on the Billing side is similar to the Time Sheets module on the
Attorney side, with some extra or slightly different functions and information available on only
one side or the other. In particular, you can create Expense Entries from the Billing side, and
Billing Supervisors can see firm-wide views of time and expenses.

Use the Attorney-Billing buttons to switch between the Billing and Attorney versions of the
module.

This topic covers:

e Creating Time Entries

e Working with Time Entries

e Tracking Time Entries

e Creating & working with Expense Entries

¢ Managing edits to time entries

e Setting a default profile for Fees and Expenses
¢ Importing Fees and Expenses from CSV

e Reviewing Time Entries & Expenses

e Searching Time Entries

e Mass change to Time Entries
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Time, Fees and Expenses > Creating Time Entries

Creating Time Entries

You may create Time Entriesfrom both sides of Amicus. For example, choose File > New > Time
Entryfrom the menu in any module.

Wi Tirme Entry Details %

W File # Edit G View £ Actions

Timekeeper ,g Heather Gavel Date Today

File 8 lladin Purchase

Client: Mathew Alladin WIP: 4 798.72
Matter: Alladin Purchase From Kipling AR 2 5356.00
Client Matter ID; ALLMASTORE Fee Arrangement: Fixed 55,000.00
File Category Time Tracking Rate Rate Value

[Fixed Fes | [Normal | 200.00]
Activity Code

|<I‘u'|y:!\ctivity Codes= - | Al Activity Codes: g
Activity Descripfion

BillingBehaviorlNDChﬂrge-ShowonBil * | Total Fee: 40.00 ~

Entered by: Heather Gavel
Last Modified

ap | X =] Print | & Post | [f Save&New | 4 OK | @ Cancel

Filling in the Time Entry details

The Time Entry Details dialog is the same regardless of whether you open it from the Billing or
Attorney side of Amicus.

Fill in details as desired:

e Timekeeper (required)

e File (required in order to post the Time Entry)

e Date of activity (required)

e Billing Category (non-editable, from the File selected)
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Billing Rate (required)
Activity Code
Activity Description
Duration

Amicus Billing provides the following additional fields:

File settings and balances (display information only)
Billing Behavior
Total Fee

File information and balances

The Full Client Name, Full Matter Name, and Client/Matter ID appears at the upper left. For a billable
File, additional information appears at the upper right:

Fee Arrangement (if any)—Contingency percentage, Fixed Fee amount, Discount
percentage or amount, or Quoted amount.

WIP (Work In Progress)—total balance for unbilled Fees and Expenses. The Fees
include only posted, billable, "Bill" items, and excludes any Non-Billable or No
Charge items. Items on a Draft or Final Bill are included.

AR—Accounts Receivable total balance for billed but unpaid Fees, Expenses, Taxes,
and Interest. Posted Interest is included; memo Interest is not.The total reflects any
adjustments made either at the time of billing or later via Write Ups/Downs.

Billing Behavior

Indicate how the Time Entry should be treated when included in a Bill:

Bill—Add the Fee value to the Bill and, by default, show the Time Entry description,
hours, and value. "Bill" Time Entries are included in WIP.

No Charge - Show On Bill—Do not add the Fee value to the Bill but, by default, show
the Time Entry description and hours. Show the term "No Charge" in place of the
value. For example, you might wish to show descriptions of the work done on a
Contingency File. "No Charge" Time Entries are not included in WIP.

No Charge - Don't Show—Do not add the Fee value to the Bill and do not show any of
the Time Entry information. You can nevertheless track time spent on the File (and
therefore its profitability). On a Billable, Contingency, or Flat Fee File, the
information is used for calculating Lawyer Fee Distribution. "No Charge" Time
Entries are not included in WIP.

Total Fee

The value calculated for the Time Entry, generally Rate times Duration. However, for a Time
Entry with Billing Rate set to "File Fee" or "Flat Rate", this is simply the Fee Amount.
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Time, Fees and Expenses > Working with Time Entries

Working with Time Entries

Posting Time Entries

Posting a Time Entry simply marks it as complete, and ready for including on a Bill.
Billing-side totals affected:

e Posted Hours and Fees on the File (excluding any Non-Billable or No Charge Time).

e Work In Progress Hours and Fees on the File (excluding any Non-Billable or No
Charge Time).

Attorney-side totals affected:

e Billable and Non-Billable Hours for the year, shown in the Statistics view of Time
Sheets.

e The total value of posted time on the File, shown in the Time Spent > All My Time view
of File Details.

Editing Time Entries

You cannot unpost a posted Time Entry. However, it may be edited until it is included on a posted
Bill. If it is on a Draft Bill, it can be edited only from the Draft Bills view of the Create Bills dialog.
If it is on a Final Bill, the Bill must first be sent back to Draft.

Related Topics

e Time, Fees and Expenses

o Creating Time Entries

e Creating and working with Expense Entries

e Managing edits to time entries

e Setting a default profile for Fees and Expenses

e Importing Fees and Expenses from CSV

e Reviewing Time Entries & Expenses

e Searching Time Entries

e Mass change to Time Entries
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Time, Fees and Expenses > Creating and working with Expense Entries

Creating and working with Expense Entries

You can create Client-recoverable Expenses from the BILLING side of Amicus. For example, choose

File > New > Expense Entry from the menu in any Billing-side module.

Wil Client Expense Details

File [ Alladin Purchase

— x

W File # Edit 01 View

Date Today

Ref#

Client Mathew Alladin

Client/Matter 1D: ALLMASTOES

Matter Alladin Purchase From Kipling WIP: 479872

AR 2,585.00

To - City Treasurer's Office

Expense Code | Filing Fee

i | [:] Hard Cost

Quantity Unit Price

| 100 x| 0.00|= |

0.00

Description

Filing Fee for new property

Billing Behavior| Bill

Entered by: He:
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Filling in the Expense Entry details
Fill in details as desired:

e File - Enter the name of the file

e Date - Enter the date of activity

e Reference number - Enter a reference number (optional)

e To - Enter the Vendor

e Expense Code - Select an expense code (optional) from the dropdown list

e Hard Cost/Soft Cost flag—Hard Cost refers to "out-of-pocket" expenses, such as
courier fees, private investigator charges, and court transcript fees. Soft Cost refers
to other expenses, such as telephone calls and in-house photocopying.

e Quantity, Unit Price, and Total cost, depending on how the Expense Code has been
defined by your Administrator

e Description - Add an activity description (optional)

e Billing Behavior - Select an option from the pull-down list. The options are B/, No
Charge - Show on Bill and No Charge - Don't Show

When finished, click OK or Save & New.

Editing Expense Entries

In general, an Expense Entry may be edited until it is included on a posted Bill. If it is on a Draft
Bill, it can be edited only from the Draft Bills view of the Create Bills dialog. If it is on a Final Bill,
the Bill must first be sent to Draft.

Related Topics

e Time, Fees and Expenses

o Creating Time Entries

e Working with Time Entries

e Managing edits to time entries

e Setting a default profile for Fees and Expenses

e Importing Fees and Expenses from CSV

e Reviewing Time Entries & Expenses

e Searching Time Entries

e Mass change to Time Entries
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Time, Fees and Expenses > Managing edits

Managing Edits to Time Entries

Important: The Time and Fees Change Reason feature must be activated by your
Administrator.

To track a change to a posted time/fee entry:

1. Select Time, Fees & Expenses from the control panel to display theTime, Fees &
Expenseswindow.

2. Use the filters in the left pane to list the appropriate time entries.

gl Amic

m File & View — Gc ¢ Feedback

/ Hdit

ATTORNEY

@ Help

BILLING

Time, Fees 8 Expenses

Typ Dat ¥ Timeke | ClientM File Description Ho Rate | Amou | Invoi | Status -2
@®Time-Fees OClientExpenses Time Apr 232 Heather ( ALLMASTC Alladin Purchas Telephone call to Mr. Mathew Allacin - spoke 1.50 20000 300.00 Unposte
For: @ My Files I Time Apr 23/2 Heather ( RICSU/S50 Richter Purcha: Telephone call to Ms. Susan Richter — spoke; 340 20000 620.00 Unposte
: Time Apr 232 Shirley S RICSU/90 Richter Purchas Letters to municipalities - 0.80 200.00 160.00 Unposte
Dated Between - | Time Apr 232 Shirley S COOPER/ Cooperman v. C Telephene call to Mr. Jim M. Cooperman -- spoke 020 20000 40.00 Unposte
Time Apr 23/2 Heather ( PARKER/S: Parker Agency Preparing documents; Telephone call to Ms. Susan K 2.20 20000 440.00 Unposte
B/32016 ~ | and| Today ~
Time Apr 23/2 Heather { GALGE/ST Gallagher Will reviewing file 0.80 200.00 160.00 Unposte
Forthefollowing Timekespers =
o Time Apr 2272 Heather ¢ ALLMA/STC Alladin Purchas Telephone call to The Assessment Department -- spc 1.30 200.00 260.00 Unposte
=
Time Apr 2272 Heather ¢ 20304/345: Jamison Inc. Rewviewing case-law 250 200.00 500.00 Unposte
QT ey IR Time Apr 2272 Perry Me 20304948: Jamison Inc.  Telephone call to M. Fred Jamison — spoke 020 20000 4000 Unposte
Time Apr 22/2 Perry Ma: 20304/943: Jamison Inc.  E-mail Fred with info requested on X2J Company - 0.20 20000 4000 Unposte
,5 Time Apr 22/2 Shirley S RICSU/990 Richter Purcha: Search property title - 120 20000 240.00 Unposte
Type Time Apr 222 Jack Mc( BALJA/234 Baily re Kipling Send Demand letter to First Edition - 1.90 20000 380.00 Unposte
@a OTime OFlatFes | Time Apr 222 Heather ( KIFNAL/SS Silverthorn re S research: drafting documents: Telephene call to Ms.. 3.70 300.00 1.110.00 Unposte
Billing Status Time Apr 22/2 Jack Mc{ KIFNAL/S® Silverthorn re S Telephone call from Ms. Susan Kifnal - spoke 0.30 30000 5000 Unposte
@& Qunbiled  OBilled Time Apr 222 Shirley S 119/6679  ‘widgetco Share Telephone call With Philip J. Agrarian 020 20000 40.00 Unposte
Time Apr 222 Elaine Wi 119/6679 fidgetco Share Teleph f with client 0.90 300.00 270.00 Unposte
Includ
newde Time Apr 22/2 Heather 123451233 Markham Realt, Telephone call from Mr. Harcld Markham — spoke  0.40 30000 120.00 Unposte
Non Billable [ Unposted Entries . ) .
Time Apr 22/2 Perry Ma 12345/233 Markham Realty Prepare for Board of Directors Meeting - 210 300.00 630.00 wIP

Time Apr 222 Perry Mz 12345239 Markham Realtr E-mail copy of document requested - 020 300.00 60.00 WP

Time Apr 21/2 Heather { ALLMA/STC Alladin Purchas Telephone call From Mathew Alladin 0.20 20000 40.00 WP

Time Apr 21/2 Heather ( GD&TH/S7 Firm Administrz staff interviews 1.90 0.00 0.00 No Cha
Time Apr 21/2 Heather ( RICSU/330 Richter Purchas Telephone call to Ms. Susan Richter — spoke 020 20000 40.00 WP

Time Apr21/2 Shirley S COOPER Cooperman v. C Review financial statements 360 20000 720.00 WP

Time Apr 21/2 Heather { NEIGH/34Z Neighbor re Rhv Telephone call to Dr. Anne Neighbor -- spoke 0.30 200.00 60.00 No Cha
Time, Fees & Expenses Time Apr21/2 Heather ( 12345/239 Markham Realty Call Mr. George Hamilton re: meeting date; ; Review 2.10 300.00 630.00 WP

T Time Apr 21/2 Heather ( DOMCA/BE Dom Coop v. Pt Telephone call to Mr. Frank R. Wainwright — left mes 020 20000 40.00 WP

Time Apr21/2 Heather ( PARKER/S Parker Agency Telephone call to Mr. Bill Parker - spoke 020 20000 40.00 WP LI

Unposted Non Billable Billable No Charge Totals

21.70 AD

4,870.00 173,432 42

3. Select a Time Entry from the list and double-click or right-click and select Open from the
pop-up menu to display theTime Entry Detailsdialog.
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- P |x Delete : Print | &

4. Making changes to the following fields will prompt you with the Time and Fees Change

Reason dialog after you click OK.
o Timekeeper
o Billing Rate
o Duration

Vit Time Entry Details d
m File » Edit 0 View &£ Actions

Timekeeper é Perry Masan Date Thu, Apr22, 2021

File I arkham Realty re General

Client: Markham Realty Inc. WIP: 4 260.00

Matter: General Matters AR: 1,380.00

Client Matter 1D: 12345239

File Category Billing Rate Rate WValue

Billable | |Premium - || 300.00
Marmal

Task Code A, Discount

sty Coce 4

Activity Description Flat Rate

Prepare for Board of Directo non-Billabie
Other

Billing Behavior| Bill ~ | Total Fes: 630.00 210

Entered by: Elaine Wassal at 3:41 PM Apr 26/21

Last Modified 9:01 AM Apr 26/21

| & Saved&New |4 OK | @ Cancel

5. A Time and Fees Change Reason dialog prompts you to Select a reason for this change from the

pull-down menu.
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il Time and Fees Change Reason - O >

Selectareason forthis change

Make aselection -

Make a selection

Incorrect Billing Rate
Timewas entered on thewrong dats

o The OK button is disabled until you select a reason.

o Click Cancel to return to the Time entry Details window without saving the
changes to the Time Entry.

o Click OK to save the time entry changes and return to the Time, Fees & Expenses
window.

6. To display the Time Entry Details dialog with the change reason, re-open the Time Entry
from the list.
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Vil Time Entry Details

m File # Edit 0 View £ Acfions

Timekeeper g Perry Mason Date Thu, Apr22, 2021
File I warkham Realty re General
Client: Markham Realty Inc. WIP:

Matter: General Matters AR

Client Matter 1D: 12345/239

File Categorny Billing Rate Fee Amount
Eillable | |FlatRate Ml
Task Code *,

Activity Code A

Activity Description

Prepare for Board of Director's Meeting -

Billing Behavior 5ill ~ | Total Fes: 200.00

Entered by: Heather Gavel at 11:18 AM Apr 27121
Last Modified 11:19 AM Apr 27/21
|Changeﬁeason:IncnrrectBiIIingHaﬁe I

o P | X Delete [ Print | 2 | B Save&New | ¢ OK | ® Cancel

o The Change Reason appears at the bottom.

Related Topics

e Time, Fees and Expenses

o Creating Time Entries

e Working with Time Entries

e Creating and working with Expense Entries

e Setting a default profile for Fees and Expenses

e Importing Fees and Expenses from CSV

e Reviewing Time Entries & Expenses

e Searching Time Entries

e Mass change to Time Entries
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Time, Fees and Expenses > Setting a default profile for Fees and Expenses

Setting a default profile for Fees and Expenses

Before you can use thelmport Fees and Expenses feature you must enable a default profile.

1. Go to Firm Settings in the left pane, click on Time > Import to display the Firm Settings
Time/Fees and Expense Import dialog.

% Feedback

@ Help

Wil Amicus
m File # Edit 03 View
ATTORNEY BILLING
Office )
A Home
1t Preferences g General

u Repo

s

B Merge Templat Wi Firm Settings

3 Help Center

B Dpen

g Return to My O

Admini

&, UserManagem

[} Firm Settings

[™ Custom Pages
Hew File Intake|

4+ Import

2. Select default profiles from the pull-down lists in the Time/Fee entries and Expense

Time/Fees and Expense Import
Another

stration

Mark time entries as posted

entries fields.

3. Click OK to complete the process.

Related Topics

Time, Fees and Expenses

Creating Time Entries

Mass change to Time Entries

Selectthe defaultimport profile for Time/Fees and Expenses.

Time /Fee entries Amicus Time Format

Expense entries: Amicus Expense Format -

« P | % Apply | ¢ OK | @ Cancel
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Firm Settings

(7] Calendar

EventCategoriss
Pricrities - Pri
Holidays - Hol
Court Rules -

alendars
rt Rules Settings

(O Time

Activity Codes - Activity, Ta
Billing Categories - Billable/
Billing Rates - Billing Rat:
User Rates - Time
Accounting - Links and Posting tem

r and security
onfiguration

Import - Set default profile fo Expenses |

Track Ghanges - Manage Justifications for edits

8 Outlook / Exchange / Office 365 Link

Contacts, Galendar and E-mail - Link configuration

€Y Maintenance

Utilities - Data
Updates - Check fo

ackup and utilities

cus Updates

€ Client Portal

Paortal Setup - Configure Client Portal Settings

{i Billing

General - Mext Invoice Number and Invoice File Format

for Appointments / ToDo's

~
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Time, Fees and Expenses > Importing Fees and Expenses from CSV

Importing Fees and Expenses from CSV

You can import Fees/Time Entries and Expenses (Client Costs) from a CSV file from Amicus

ATTTORNEY and BILLING views.

To import Fees and Expenses into Amicus:

1. Select Office >Actions in the main menu bar to display a pull-down list, click Import to
display another window with Time/Fees and Expenses:

Vil Amicus Attomey - Tutorial

 Feedback

@ Help

m File / Edit & View @ Actions
ATTORMEY BILLING Open an Office
. VN
Office "" Back to My Office Firm Settings
Eron Guest Access ~
Preferences
B Bk Geners T ncferRecords [} Calendar
[ sepors Firm Basics Startup Balances  » " Event Cal Appointments / To Do's
B MergeTemplates Fiscal Year- 2 tartup date p‘r’IZ':m; =gen Appointments / ToDo's
Firm Mews & Import » Time/Fees

k3 Help Center

Shared Resources = Mesting rooms, 2 eq)
Motifications - Automated system e-mail me|

Expenses

Holidays -
Court Rule:

Select Fees to display the Import - Time and Fees dialog.

Vil Import - Time and Fees

Data File:

[ First row in impert file contains Field Names

Import

O

X

Browse

View Log

| ® Cancel

OR Select Expenses to display the Import — Expenses dialog.

Wil Import - Expenses

Data File:

[ First row in import file contasins Field Names

Import

s

O

Browse

View Log

| ® Cancel

[

contains a header.
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3. Enter the path and name of the CSV file you would like to import into the Data File field
or click Browse to browse to the location of the CSV file.

4. Select Import to start importing theTime/Fees or Expenses into Amicus.

5. Use the View Log button to view the results of the import.

," Note: Records that are unable to be imported are listed in the log and saved in a

separate file (Failed_Import.csv). Make corrections as needed and re-import these
B records.

g
, Note: UTBMS Task and Activity codes are required on all time entries for Task Based
s Billing.

If the file is UTBMS enabled, then both the Task code and UTBMS activity code should be on
the import record. Otherwise, the record is treated as an exception and “Task Base Billing - Missing
Task/Activity codes"displays when a user selects "View Log".

Related Topics

e Time, Fees and Expenses

o Creating Time Entries

e Working with Time Entries

e Creating and working with Expense Entries

e Managing edits to time entries

e Setting a default profile for Fees and Expenses

e Reviewing Time Entries & Expenses

e Searching Time Entries

e Mass change to Time Entries
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Time, Fees and Expenses > Reviewing Time Entries and Expenses

Reviewing Time Entries and Expenses

On the Billing-side, the Time Fees & Expenses module provides the following two lists of items:

e Time-Fees view
e Client Expenses view
Note that the Attorney side provides a useful Statistics view.

Related Topics

e Time, Fees and Expenses

o Creating Time Entries

e Working with Time Entries

o Creating and working with Expense Entries

e Managing edits to time entries

e Setting a default profile for Fees and Expenses

e Importing Fees and Expenses from CSV

e Reviewing Time Entries & Expenses

e Searching Time Entries

e Mass change to Time Entries
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Time, Fees and Expenses > Reviewing Time Entries and Expenses > Using the Time-Fees view

Using the Time-Fees view

By default, the Time-Fees view of theTime Fees & Expenses module shows today's Time Entries
for all Timekeepers. Fee Adjustments done at the time of billing (in Bills that are now posted) are
also included. The list omits any Time Entries that are not assigned to a File.

To open the Time-Fees view, click the Time, Fees & Expenses button in the Navigation Pane, and
if necessary, click Billing at the top of the Navigation Pane and select the Time-Fees option.

Wil Amicus

m File / Edit
ATTORNEY

Time, Fees & Expenses

1+ Feedback

BILLING

Typ | Dat ¥ Timeke | ClientM File Description Ho Rate | Amou | Invoi Status ==
®Time-Fees (OClientExpensess | Time Apr 2372 Heather { ALLMA/STC Alladin Purchas Telephone call to Mr. Mathew Alladin — spoke 150 200.00 200,00 Unposte
For @ My Files S Timw Apr 23/ Heather RICSU/9¢ Richter Purch: Telephone call to Ms. Susan Richier — spoke; 3.40 200.00 680.00 Unposl
Time Lpr 232 Shirley S RICSUMSS0 Richter Purcha: Letters to municipalities - 0.80 200.00 160.00 Unposte
Dated  Since ~ | Time Apr23/2 Shirley S COOPERYX Cooperman v. { Telephone call to Mr. Jim M. Cooperman — spoke 0.20 200.00 40.00 Unposte
230017 > Time Lpr 232 Heather { PARKER/S Parker Agency Preparing documents; Telephone call to Ms. Susan K 2.20 200.00 440.00 Unposte
Time Apr 232 Heather { GALGE/ST Gallagher Will  reviewing file 0.20 200.00 160.00 Unposte
Forthefollowing Timek espers
o Time Lpr 2212 Heather { ALLMASTL Alladin Purchas Telephone call to The Assessment Department - spe 1.30 200.00 26000 Unposte
= Time Apr 22/2 Heather { 20304/949: Jamiscn Inc.  Reviewing case-law 250 200.00 500.00 Unposte
DGy P s Time Apr 2212 Perry Ma 20304/343; Jamison Inc.  Telephone callto Mr. Fred Jamison — spoke 020 20000 4000 Unposte
‘ File Type - | Time Apr 2272 Perry Ma 20304/943 Jamisen Inc. E-mail Fred with info reguested on XZJ Company -  0.20 20000 4000 Unposte
is‘ ATy - | Time Lpr 22/2 Shirley S RICSUSS0 Richter Purcha: Search property title - 120 200.00 24000 Unposte
Type Time Apr 2272 Jack Mc{ BALJA234 Baily re Kipling Send Demand letter to First Edition - 1.90 200.00 380.00 Unposte
@Al OTime (IFlatFee Time Lpr 2202 Heather ( KIFNALSS Silverthorn re S research; drafting documents; Telephone call to Ms. ! 3.70 300.00 1,110.00 Unposte
Billing Status Time Lpr 222 Jack Mc{ KIFNALSS Silverthorn re S Telephone czll from Ms. Susan Kifnal -- spoke 0.30 300.00 90.00 Unposte
@al Ounbiled O Billed Time Lpr 2272 Shirley S 11W6679  widgetco Share Telephone call With Philip J. Agrarian 0.20 200.00 40.00 Unposte
Time Lpr 2212 Elzine i 1196673 widgetco Share Telephone conference with client 0.30 300.00 270.00 Unposte
Include Time Apr 2272 Heather ( 12245239 Markham Realt, Telephone call from Mr. Harold Markham — spoke  0.40 30000 120,00 Unpaste
D Mon Billable D Unposted Entriss _ ;
Time Lpr 22/2 Perry Ma 12345/233 Markham Realt E-mail copy of document reguested - 0.20 30000 60.00 WP

Flat Apr22/2 Perry Ma 12345/233 Markham Realt Prepare for Board of Director's Meeting - 0.00 200.00 200.00 WIFP
Time Apr 21/2 Heather { ALLMA/STL Alladin Purchas Telephone call From Mathew Alladin 0.20 200.00 40.00 WiP
Time Apr 21/2 Heather { RICSUAS0 Richter Purchas Telephone czll to Ms. Susan Richter -- spoke 0.20 200.00 40,00 WiP
Time Apr 21/2 Shirley S COOPERS Cooperman v. { Review financial statements 3.60 200.00 72000 WiP
Time Lpr 21/2 Heather { NEIGH/34Z Meighbor re Rhv Telephane czll to Dr. Anne Neighbor -- spoke 0.30 200.00 &0.00 Mo Chal
Time Apr 21/2 Heather ( 12245/239 Markham Realt Call Mr. George Hamilton re: meeting date; ; Review 2.10 300.00 630.00 WiIP
Time Lpr 21/2 Heather { DOMCA/EE Dom Coop v. Pt Telephone czll to Mr. Frank R. Wainwright - left mez 0.20 200.00 40.00 Wik
Time Lpr 21/2 Heather ( PARKER/S Parker Agency 0.20 200.00 40.00 WiIP

BERCO/67 Berwood vs 'wiri Telephane call to Mr. Gary Berwood - spoke 0.20 40.00 WP j
Unposted Non Billable Billable Mo Charge Totals

Telephone call to Mr. Bill Parker - spoke

Time Lpr 21/2 Heather {

21.70 . 28. 294.00
4,670.00 002 42 173,002 .42

By default, the Time-Fees list shows the item type (Time, Flat Rate, or Fee Adjustment done at
the time of billing), date, Timekeeper, Client Matter ID, File Name, description, hours, Billing Rate
(or Time Tracking Rate), amount, Invoice Number (or Bill Status) of the Bill that includes the item,
and item status (see below). You can set the list to show the Audit ID and Primary Client Name
as well.
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The Time Entry status may be:

Unposted— not yet posted

No Charge—set to "No Charge" and posted (billed or not billed)
WIP—set to "Bill" and posted but not yet billed

Billed—set to "Bill" and billed

At the bottom of the screen, totals are shown for the currently displayed list. Hours and fees are
totalled for each item status.

Showing particular kinds of items

Using options in the control panel, you can filter the list of items shown.

Firm Files—By default, only the items on Files to which you are assigned are shown.
Depending on your assigned Security Profile, "My Files" and "Firm Files" options
might appear in the control panel. To show the items on all Files regardless of who is
assigned to them, select the Firm Files option. Or, to show only the items on your
Files, select the My Files option.

Dated—Show items for a specific date or date range.
Timekeepers—Show items for selected Timekeeper(s).

Include only Files where—Show items based on the Files to which they are assigned.
Select the option and specify the details ofReviewing Time Entries and Expenses this
File limitation: File Type, Primary Client(s), Responsible Lawyer(s), particular File(s),
or Billing Category.

Type—Show all, "Time" only (duration-based total fee), or "Flat Fee" only (Flat Rate-
or File Fee-based total fee).

Billing Status—Show all, unbilled only, or billed only.
Include Non-Billable

Include Unposted Entries

Related Topics

Reviewing Time Entries and Expenses

Using the Client Expenses view

Viewing Time Statistics
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Time, Fees and Expenses > Reviewing Time Entries and Expenses > Client Expenses view

Using the Client Expenses view

By default, the Client Expenses view of the Time Fees & Expenses module shows all Expense
Entries. Expense Adjustments done at the time of billing (in Bills that are now posted) are also
included.

To open the Time-Fees view, click the Time, Fees & Expenses button in the Navigation Pane, and if
necessary, click Billing at the top of the Navigation Pane and select the Client Expenses option.

ilil Amicus Attorney

m File

# Edit 0 View — Go % Tools £ Actions ¢ Feedback @ Help

ATTORNEY BILLING -
Time, Fees & Expenses ® x | R | E
Date ¥ | Client Matter ID Reference # File Description Amou | Invoice 2}
OTime-Fees @iC] e | May 02/40 NATRKIO02 Morth America Truck Lt Photocopying 6.25
For @ My Files T Apr 26/21 20304/949393 Jamison Inc. Hotel and Ledging 450,00 Draft
Apr 25/21 COOPER/954422 Cooperman v. Cooperm “pre-billing” Coping expenses 168.00
Dated  Since - | Apr 221 119/6679 ‘widgetco Share Purcha “pre-billing® Bulk mail postage for circular +650.00
3017 > Apr 21721 119/6679 ‘widgetco Share Purcha “pre-billing” Printing and binding for circular " 500.00
Apr 20/21 DOMCAJBEE00 Dom Coop v. Philips Sh “pre-billing™ Online Research 95.00
Apr12/21 COOPER/954422 Cooperman v. Cooperm Administration Charges 200.00 1002
Bpr 0721 119/6679 ‘wWidgetco Share Purcha Filing Fee 55.00
[ include enly Files where: Apr 05/21 DOMCA/S2500 Diom Coop v. Philips Sh “pre-billing™ Hiring outside engineer to investigate damage.  500.00
| FileType - | Apr 02721 ALLMA/ST0RS Alladin Purchase Postage 1250
is| All Types of La - | Mar 26/21 ALLMA/ST088 Alladin Purchase Court Fees 136.22 B
Type Mar 26/21 ALLMA/S7088 Alladin Purchase Title Search 85.00
@Al OHard O soft Mar 25/21 DOMCA/BEB500 Dom Coop v. Philips Sh Private Investigators 200.00
Billing Status Mar 25/21 PARKER/384643 Parker Agency Courier Charges to Celumbus, OH 65.01
@Al Ountilled  OBilled Mar 2321 DOMCA/BE500 Dom Coop v. Philips Sh Administration Charges 250,00 1003
Mar 11/21 RICSU/SS0701 Richter Purchase Property Assessment 400.00
Mar 08/21 ALLMA/STOEE Alladin Purchase Filing Fee 125.00
-------- Mar 06/21 NEIGH/S4238 MNeighbor re Rhodes Transcript Fees 125.00
Mar 06/21 KIFNAL/99243 Silverthorn re Sales Ta Online Research - Westlaw 6525
Mar 0521 AUTO/33402 Berwood Directorship  Hotel and Ledging 24500
Mar 05/21 NEIGH/54228 Meighber re Rhodes Private Investigators .200.00
Mar 03/21 NEIGH/S4238 Neighbor re Rhodes Mediation / Arbitration 320.00
Mar 02/21 PARKER/384643 Parker Agency Courier Charges to Knoxville TH 6532
Feb 26/21 RICSL/S90701 Richter Purchase Title Search 100.00
Feb 1821 NATRKQ0DZ Morth America Truck Lt: Courier Charges 56.02
Coi 444 AATDLONY T S B TN = —

1413.08 0.00 1413.08
14765.61 8556.65 226
16178.69

By default, the Client Expenses list shows the Expense type (Hard or Soft), date, Client Matter
ID, Primary Client Name, File Name, Description, amount, and Invoice Number (or status) of the
Bill that includes the Expense. You can set the list to show the Audit ID and Expense Reference
Number as well.

At the bottom of the screen, totals are shown for the currently displayed list. Hard Costs and
Soft Costs are totalled for unbilled and billed Expenses separately.
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Showing particular kinds of items

Using options in the control panel, you can filter the list of items shown.

e Firm Files—By default, only the Expenses on Files to which you are assigned are
shown. Depending on your assigned Security Profile, "My Files" and "Firm Files"
options might appear in the control panel. To show the Expenses on all Files
regardless of who is assigned to them, select the Firm Files option. Or, to show only
the Expenses on your Files, select the My Files option.

e Dated—Show Expenses for a specific date or date range.

e Include only Files where—Show Expenses based on the Files to which they are
assigned. Select the option and specify the details of the File limitation: File Type,
Client(s), Responsible Lawyer(s), File(s), or Billing Category.

e Billing Status—Show all, unbilled only, or billed only.
e Type—Show all, Hard Cost Expenses only, or Soft Cost Expenses only.

Related Topics

e Reviewing Time Entries and Expenses

e Using the Time-Fees view

e Viewing Time Statistics
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Time, Fees and Expenses > Reviewing Time Entries and Expenses > Viewing Time Statistics

Viewing Time Statistics

On the ATTORNEY-side, the Statistics view of the Time Sheets module provides a graph of your
actual billable time and goals for the month or year.

If you are a Billing Supervisor; or are assigned a Security Profile with appropriate rights, you can
choose to show the statistics for another Timekeeper.

To view Statistics on the ATTORNEY-side:

e Click the Time Sheets module in the left navigation bar and select the Statistics tab at
the top.

il Amicus Attorney

m File / Edit

ATTORNEY BILLING o
" Recalculate
S — | Recalciisie {8
2= Last
Unposted  Monthly ~ Statistics This Week  This Month This ear astirear
[ —— This Date
Show Statistics forthe "
following Timekesper Actual Billable 0 107.1 188.7 280.4
o Actual Mon-billable o 14.3 306 269
= (R R Actual Total 0 1214 2203 3073
SNITNIEEIEIIE T Billable Goal 87 148.5 1783 1712
Monthly Budget vs Actual - Hrs. Remaining to Reach Goal 367 415 1593.3 1431.6
Percentage Achieved to Date 0% 72.1% 10.6% 16.4%
Amuﬁls
Budget Projected Hrs. at Current Pace 0 1214 1182 459
Last Year Percentage of goal 0% 81.7% 56.3% 100%
Projected
>
This Year's Lastvear's
Goals Actuals
Billable Hours Total 1783 1712 Currentaverage billable hours per business day: 48
Non-billable H Total
on-billable Hours 144 164
Zvg. Billable Hrs. Month
3. Billable Ars. periia 145.8 1427 Averagerequired to achieve goal forthe 204
Ava. Billable Hrs. per Week 367 36 working days remaining to youthis year. 7.8
Avg. Billable Hrs. per Bus. Day 73 T2
Vacation Days 0 12 “ouhave 8remaining vacation days.

Related Topics

e Reviewing Time Entries and Expenses
e Using the Time-Fees view
¢ Using the Client Expenses view
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Time, Fees and Expenses > Searching Time Entries

Searching Time Entries

The Quick Find function provides different options on the BILLING-side than on the ATTORNEY-
side.

1. To search your Time Entries, click theQuickFindbutton at the top of the Time, Fees &
Expenses module to display the Find Time Entries dialog box.

Wil Find Expense Entries — O et

Search @Allﬂlient Expense Entries OEntries Shown in the Indec

ExpenseCodeis | EIEITYCTTS -
[ | Reference | |
Activity Codeis 2 )i Research

Task-based Billing Task Codeis %

Task-based Billing Activity is .‘,‘.

Specifying your search criteria

2. Choose whether to search All Time Entries or only Entries Shown in the Index, and specify
one or more of the following the search criteria:

o Select an option from the pull-down menu of the Entries with the Billing Category
of field

o Click the checkbox beside Activity Description contains and enter text in the
corresponding textbox

o Click the checkbox beside Activity Code is to enable the corresponding icon

= Click on the icon to display the Select Activity Code dialog box
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= Double-click on an option to select it and close the dialog box or select an
option under the All Activity Codes list and use the arrow buttons to move it
to the Current Selection window

o Click the checkbox beside Task based Billing Task Code is to enable the
corresponding icon

= Click on the icon to display the Select Task-Based Task Codes window

= Double-click on an option to select it and close the dialog box or select an
option under the Task-Based Billing Task Codes list and use the arrow
buttons to move it to the Current Selection window

o Click the checkbox beside Task based Billing Activity is to enable the corresponding
icon

= Click on the icon to display the Select Task-Based Billing Activity Codes
window

= Double-click on an option to select it and close the dialog box or select an
option under the Task-Based Billing Activity Codes list and use the arrow
buttons to move it to the Current Selection window

3. Click OK to begin the process.

Related Topics

e Time, Fees and Expenses

o Creating Time Entries

e Working with Time Entries

e Creating and working with Expense Entries

e Managing edits to time entries

e Setting a default profile for Fees and Expenses

e Importing Fees and Expenses from CSV

e Reviewing Time Entries & Expenses

e Mass change to Time Entries
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Time, Fees and Expenses > Mass change to Time Entries

Mass change to Time Entries

The Mass Time Entry Changefunction, available only toBilling Supervisorson the Billing side,

provides a quick way to change the Billing Rateor Billing Behaviorfor multiple unbilled Time
Entries.

1. To perform a mass change, select one or more Time Entries in the Time-Feesview of

the Time, Fees & Expensesmodule and choose Tools >Mass Time Entry Change to
display theMass Time Entry Changedialog.

1ﬁl’ JNass Time Entry Change

(@ Rate From |All ~ To | Discount w
Rate Value From 0.00 To 0.00
() Billing Behaviar From Al To | Bil

2. Choose whether to change theRateor Billing Behavior in Time Entries.

3. If you choose to change the Rate from or to "Other", enter a correspondingRate
Valueas well. Then clickOK. The function will skip any of the selected Time Entries that
are already billed, or that do not meet theFromcriteria, or that cannot be changed
because the To Rate is not available for the assigned 7imekeeper.

Related Topics

e Time, Fees and Expenses

e Reviewing Time Entries & Expenses
e Searching Time Entries

e Mass change to Time Entries
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Trust

Trust

TheTrust module, which is available only on the BILLING-side of Amicus, is where you manage
your client trust accounts.

Law firms often receive client funds that are deposited into a general bank account or trust bank
accounts before a bill is issued. These "unearned" funds are called retainers, where "unearned"
simply means the payment has not yet been applied against a bill. Retainers are normally used
against future services for which the client will be billed. The firm might require a retainer before
starting work on a client file.

Trust funds are funds held by the firm in one or more separate client bank accounts called trust
or escrow accounts. These funds might include retainers.

A firm might commonly use general retainers rather than trust retainers. General Retainers
(sometimes called "unearned retainers" or simply "retainers") are funds held in the firm's general
operating bank account.

TheTrust module provides functions for:

e Receiving trust funds from clients—see Receiving Trust.

e Issuing trust checks to pay client expenses from trust funds—see Paying Expenses from Trust

(Trust Checks).

e Transferring trust funds to AR to pay client bills or WIP expenses—see 7Transferring Trust to
AR

e Transferring trust funds between Files within the same trust account—see 7ransferring Trust
between Files.

e Trust funds can also be automatically transferred to AR to pay a Bill when the Bill is
posted. For details, see Billing a single File.

e To refund General Retainer, see Refunding General Retainer.

Related Topics

e Looking up Trust

e Receiving Trust

e Paying Expenses from Trust

e Transferring Trust to AR

e Transferring Trust between Files
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Trust > Looking up Trust

Looking up Trust

On the Billing side, you can look up Trust transactions in various ways:

e In the Trust Index—see Using the Trust Index.
e Select All Transactions > Trust in theFile Details—see Working with transactions on a File.

Related Topics

o Trust

e Receiving Trust

e Paying Expenses from Trust

e Transferring Trust to AR

e Transferring Trust between Files
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Trust > Looking up Trust > Using the Trust Index

Using the Trust Index

TheTrust Index window appears when you open the Trust module. It shows a list of your Trust
transactions.

1. To open the Trust Index, navigate to the Billing side of Amicus and then click the Trust
button in the Navigation Pane.

m File # Edit 0 View — Go %\ Tools £ Actions # Feedback
ATTORNEY BILLING

Trust = =
Date Type | ClientMa Client TolFrom File ChlkiRept Description Account | Receipt | Check

Showiransactions for Accourt Apri321 Chk COOFER/S Jim M. Coopen Clerk of the Cour Coopermany 0002 Filing Fee 1-Trust 55.00
a o || Apr 1221 TAR COOPER/S Jim M. Coopen Gavel & Gown LI Coopermanv 0001 Trust to AR transfer 1 - Trust 4,120.00
Apr 0821 Chk 123451239  Harold Markha Clerk of the cour Markham Re; 0003 Filing Fees 1- Trust 8950

Apr 06121 Rec 1234512359 Harold Markha Harold Markham Markham Rei 0005 Retainer 1-Trust 5,000.00

Mar 24/21 Rec COOPER/S Jim M. Coopen Jim M. Coopermi Cooperman v 0004 Retainer 1- Trust 5.000.00
For: (/M Files FIMAIS a2amt chk KIFNALSSE Susan Kifnsl  Clerk of the Cour Silverthomre 0005 Filing Fee 1-Trust 55.00
Mar 1121 Chk NEIGH/342 Anne Neighbor Clerk of the Cour Neighbor re F 0004 Filing fees 1-Trust 185.00

Feb22/21  Rec KIFNAL/SSE Susan Kifnal  Susan Kifnal Silverthornre 0007 Retainer 1-Trust 1.250.00

Feb 2121 Rec NEIGH/342 Anne Neighbor Anne Neighbor  Neighbor re F 0006 Retainer 1-Trust 15,000.00
Dated Between = Jan 2121 TAR 1196678  Frank Williams Gavel & Gown LI Widgetco She 0006 Trustto AR transfer 1- Trust 3,725.00
72017 | To | 430m021 |w Jan 0121 Chk NATRKI/OO: Morth America Dynamic Pl Serv North Americ 0007 Private Investigator F 1- Trust 685.65

Dec23/20 Rec BALIAZ34! Janet Baily Janet Baily Baily re Kipli 0003 Retainer 1-Trust 15,000.00

Nov 23720 Rec NATRKIODZ Morth America North America Ti Morth Americ 0009 Retainer for all three 1 - Trust 50.000.00

Include Chacks Receipts Oct24/20  Rec 118/667%  Frank Williams Frank Willizmse Widgetco Sh: 0001 Retainer 1-Trust 10,000.00

% Trust Transfers to AR Jun 24720 Rec ALLMASTD Mathew Alladin Mathew Alladin -~ Alladin Purch 0002 Retainer 1-Trust 7.500.00

Fileto File Transfers

Totals 108.750... 8.915.15

2. The screen shows information for each Trust transaction: the date, type of transaction,
Client Matter ID, Primary Client Name, check/transfer To name or receipt From name,
check/receipt number, description, Trust Bank Account number, and amount of
receipt or check/transfer. At the bottom of the list, totals for the currency columns
appear.

3. You can scroll up and down in the list of transactions, and sort it by clicking the heading
of the column you want it sorted by.
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Transaction types

The following types of transactions are listed:

e Chk—Trust check

e Rec—Trust receipt

e TAR-—Trust to AR transfer (done automatically at time of billing or via the Trust
Transfer to AR function)

e FFT—File to File transfer of Trust

Showing particular sets of transactions

You may have a large number of Trust transactions. Using options in the control panel, you can
filter the list of transactions shown.

e Account—By default, transactions for all Trust Bank Accounts are shown. Type or
select a particular Account to limit the list to one Account.

o Dated—By default, transactions for all dates are shown. To limit the list differently,
select one of the other options and specify the desired date(s).

e Include—Select which types of transactions to list.

Related Topics

o Trust

e Looking up Trust

e Receiving Trust

e Paying Expenses from Trust

e Transferring Trust to AR

e Transferring Trust between Files
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Trust > Receiving Trust

Receiving Trust

Use theTrust Receipt function to receive Trust funds from a Client and record them into a Trust
Bank Account for one or more of their Open, Billable Files.

To transfer a Client's Trust funds within a Trust Bank Account from one File to another, use the
File To File Transfer function instead—see Transferring Trust between Files.

To open the Trust Receipt dialog:

1. Click theTransactions button on the Amicus Toolbar in the Billing-side Files, Clients,

Trust, or Billing modules and selectTrust > Trust Receipt.

Or, right-click on a Bill, File, or Client in a Billing-side list and choose Trust > Trust

Receipt.

Clis Tirne Entry intID Phone
- Battalion Expense Entry (212-355-5601]
& Berwoeod Bill (212)555-09499
& Blue Hal Receive Payment (212 -555-325¢
@ FirstHomr - e
Trust ’ Trust Receipt
G- Jamiscn R — ]
Reminder Statement Trust Check
- MNorth Ar P
& Clark M. Wri_te_ Up/Down Trust Transfer to AR '
File to File Transf
& Mathew Alladin (1) ALLMA e o e franster B

2. The Trust Receipt screen appears.
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showing My Ciients 33 ciients [

wip
0.00
3,460.00
0.00
877.75
2,630.00
373232
0.00
4,798.72

AR Trust
0.00 0.00
6,430.00 0.00
0.00 0.00
5,958.65 0.00
19,610.00 0.00
2,964.00 49,314.35
7.768.00 15,000.00
2,585.00 7,500.00

Gen, Retainer =
0.00
0.00
0.00
7,500.00
0.00
0.00
0.00
0.00
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Wi Trust Receipt —

| Receiptto |1 - Trust - | Date:  Today Receipt# |o010 ‘
| From: A |.Iim M. Cooperman | Amount: Ref# I:I ‘

| Method | Check - Get Paid Faster - Accept Credit Cards ‘

Description: | Retainer |

File Client Matter | Client Description Amount | New Balan
FirstHome Devel FIRSTH/206226  FirstHome Build Retainer 0.00 0.00
| Cooperman v. C¢ COOPER/S54433 Jim M. Cooperm Retainer 0.00 82500 ‘

<Click here to add a new File allocation™

| Totals Unallocated 0.00 Allocated - ‘
Jim M. Cooperman Cooperman v. Cooperman COOPER/MSE4.
Billable WIP Fees 1,640.00 General Retainer 0.00

| AR: 0.00 WIP Expenses 0.00 Trust Balance 826.00 ‘

| x | E. Save B New | . Save & Close | @ Cancel

3. Enter basic information for the receipt:

Receipt to—Trust Bank Account to which money is being deposited.

Receipt #—Optional identification number, automatically incremented.
Date—Date of the receipt.

From—The name of the person from whom payment is being received.
Amount—Dollar value of money being deposited.

Pmt. Type—Method of receipt (check, cash, credit card, electronic, or other).
Check #—Optional identification number such as a check number or credit card
transaction number, which can be printed on reports or used for sorting.

e Description—Description of the payment (default provided from Firm Settings).

4. Examine and edit information in the list of Files as appropriate.

5. The list shows information about each File, including the amount being added to Trust
on the File, and new Trust balance on the File.

6. Enter the transaction description and amount for each File. Add additional Files (for the
same Client) to the allocation list if desired. You must allocate the total amount of the
Receipt.

7. Balances for the currently selected File in the list are shown at the bottom of the
screen.

8. Click Save & New or Save & Close to save the Receipt.
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Printing receipts

The Administrator can set your firm to allow receipt printing. If so, to always print automatically
or prompt first. Enter an email address in the E-mail Receipt to: field

il Output To >

Screen
Printer
|:| Guick Print (Default Printer)

E-mail Receipt to:

|mar'_.rblacksm'rth @mbcompany . com| |

A receipt can be output in the following ways:

e When you save a new payment to Trust.

e When you run the Receipts report from the Reports module. (This allows you to reprint
a receipt if necessary).

e Receipts cannot be printed for Trust Receipts that record Startup Trust Balances.

Related Topics

o Trust

e Looking up Trust

e Using the Trust Index

e Paying Expenses from Trust

e Transferring Trust to AR

e Transferring Trust between Files
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Trust > Paying Expenses from Trust

Paying Expenses from Trust (Trust Checks)

Use theTrust Checkfunction to pay Expenses (disbursements) for one or more Clients from a Trust

Bank Account.

Applying Trust

1. Click the Transactions button on the Amicus Toolbar in the Billing-side Files, Clients,
Trust, or Billing modules and choose Trust > Trust Check.

2. Or, right-click on a Bill, File, or Clientin a Billing-side list and choose Trust > Trust Check.

Showing My Active Files -

Fi
B Alladin P
Baily re k
Berwood
Berwood
Blank Pu
Blank vs

Cooperm

Time Entry

Expense Entry

Bill

Receive Payment
Trust

Reminder Statement

Write Up/Down

Dom Coop v. Philips DOMCA/88500

Unposted Fees WIP Fees

560.00 4.440.00
380.00 5,420.00
0.00 2,100.00
oo T 50000
Trust Receipt
0.00
Trust Check
0.00
Trust Transfer to AR
10,00

File to File Transf
ile to File Transfer ~ 30.00

3. The Trust Check screen appears.
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WIP Expenses
358.72
133.82
245.00
0.00
0.00
0.00
0.00
800.00

AR
2,585.00
0.00
8,380.00
6,430.00
0.00
0.00
0.00
1,730.00

Gen.Retainer
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Trust
7,500.00
15,000.00
0.00
0.00
0.00
0.00
825.00
0.00
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Wi Trust Receipt —

Receiptto |1 - Trust - | Date:  Today Receipt#
From: & [m M. Cooperman | Amount Refs ||
Method  [Check - Get Paid Faster - Accept Credit Cards

Description: | Retainer

File Client Matter | Client Description Amount | New Balan
FirstHome Devel FIRSTH/206226  FirstHome Builld Retainer 0.00 0.00
Cooperman v. Cc COOPER/S54433 Jim M. Cooperm Retainer 0.00 225.00

<Click here to add a new File allocation:

Totals Unallocated 0.00 Allocated -
Jim M. Cooperman Cooperman v. Cooperman COOPER/SE4. ..
Billable WIP Fees 1,640.00 General Retainer 0.00
AR 0.00 WIPExpenses 0.00 Trust Balance B825.00

| x | E. Save & Mew | . Save & Close | @ Cancel

4. If your firm is not set up to receive APX payments, Get Paid Faster - Accept Credit
Cards displays beside the Method field.

5. Clicking on this link opens the APX Guide where you can read about all the advantages
of becoming an APX enabled firm.

6. Enter basic information for the check:

From—Trust Bank Account from which money is being withdrawn.
Check #—Optional identification number, automatically incremented.
Date—Date of the check.

To—The name of the person to whom payment is being made.
Amount—Dollar value of money being paid.

Type—Method of payment (check or other).
Description—Description of the payment.

7. If Trust check printing is allowed at your firm (as set by your Amicus Administrator),
and the payment Type is "Check", then a Print option is available at the right. Select
that option to have a check printed when you Save the transaction.

8. Examine and edit information in the list of Files as appropriate.
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9. The list shows information about each File, including the amount being paid on the File
and new Trust balance on the File.

10. Enter the transaction description and amount for each File. Add additional Files to the
allocation list if desired. You must allocate the total amount of the Check. The
descriptions will appear in the Trust Statement section of the next Bill on each File.

11. Balances for the currently selected File in the list are shown at the bottom of the
screen.

12. Click Save & New orSave & Close to save the Payment.

Printing checks

The Amicus Administrator can set your firm to allow Trust check printing and if so, whether to
print automatically or ask first.

Printer
MName: RICOH Aficio MP 171 w Properties...
Status: Ready

Type: PCL& Y4 Driver for Universal Print
Where:  No Setting

Comment: Mo Setting [] Prirt to file
Print range Copies
(Al MNumber of copies: 1 =
() Pages  from: |E' | to: |D |
1 B 3 Collate
i) Selection 1= 2} 3}
oK Cancel

A check can be output in the following ways:

e When you save a new Trust Check (if you've selected the Print option).

e When you open an existing Trust Check and either clickPrint (if the check was not
previously printed), or click Reprint (if allowed by your Administrator).

e When you run the Checks report from theReportsmodule (including reprinting if
allowed).

Related Topics

e Trust
e Looking up Trust
e Receiving Trust
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Trust > Transferring Trust to AR

Transferring Trust to AR

Use the Trust to AR Transfer function to move money from a Trust Bank Account to a General
Bank Account, in order to pay Bills, WIP Expenses, and/or unposted interest for one or more
Clients and Files. Funds assigned to WIP Expenses or unposted Interest will be added to General
Retainer in order that they be paid on the next Bill that includes them.

e Any payment amount left unallocated to Bills (that is, any overpayment) will be
received as new General Retainer. This amount is shown below the list of Bills. Click
the Allocate To Files button to specify how this General Retainer is allocated across
the Client's Files.

Transferring Trust funds

1. Click the Transactions button on the Amicus Toolbar in the BILLING-side Files, Clients,
Trust, or Billing modules and chooseTrust > Trust Transfer to AR.

Or, right-click on a Bill, File, or Client in a Billing-side list and choose Trust > Trust
Transfer to AR .

Showing My Active Files - 22 |

Fi Time Entry Unposted Fees WIP Fees WIP Expenses AR Gen.Retainer Trust
B AlladinP  Expense Entry 560.00 4,440.00 35872 2,585.00 0.00 7,500.00
m Bailyrek gy 380.00 5,420.00 133.82 0.00 0.00  15,000.00
B Berwood  Receive Payment 0.00 2,100.00 245.00 8,380.00 0.00 0.00
W oBerwood - e " *50.00 0.00 £,430.00 0.00 0.00
Trust 4 Trust Receipt
™ BarkPu @ —————————— 0.00 0.00 0.00 0.00 0.00
Reminder Statement Trust Check
M Blankvs 0.00 0.00 0.00 0.00 0.00
Write Up/D Trust Transfer to AR
B Cooperr rite Up/Lewn st rEnsterie 10.00 0.00 0.00 0.00 825.00
B Dom Coop v. Philips DOMCA/22500 ADAAEEE |5y 200.00 1,7320.00 0.00 0.00

2. The Trust Transfer to AR dialog box displays.
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Wi Trust Transfer to AR —

& File [ Edit [ View ¥ Actions

From: | 1 - Trust - | Check # 0009 Date: Today
Transferto: |1 - General - | Receipt # I:I

Description; | IS SIERE S PN

File Client Matter Client AR WIP Ex Total Available  Transfer
@ Baily re Kipling BALJA/2345 Janet Baily 0.00 133.82 133.82  15,100.00 100,00 Details
@ Alladin Purchas ALLMAST088  Mathew Alladir  2,585.00 358.72 294372 7.500.00 258500 Details

<Click here to add a new File allocation>

Totals 25800 49254 307754  22.600.00 2,685.00
Janet Baily Baily re Kipling BALJAS234E
Billable WIP Fees 5,420.00 General Retainer 0.00

| X | [ Save&Mew | [l Save&Close | & Cancel

3. Enter basic information for the transfer:

From—Trust Bank Account from which money is being transferred.

Check #—Optional identification number, automatically incremented.
Date—Date of the check.

Transfer To—General Bank Account to which money is being transferred.
Receipt #—Optional identification number.

Type—Method of payment (check or other).

Description—Description of the transfer (default provided from Firm Settings).

4. If Trust check printing is allowed at your firm (as set by your Amicus Administrator),
and the payment Type is "Check", then a Print option is available at the right. Select
that option to have a check printed when you Save the transaction.

5. Examine and edit information in the list of Files as appropriate.

6. The list shows information about each File, including the balances as of today (AR, WIP
Expenses, and accrued unposted Interest if set for the firm and this File, and total),
Trust balance available (as of the Transfer Date or today, whichever amount is less),
and the amount being transferred.

7. Enter the amount to transfer for each File. Add additional Files to the allocation list if
desired.
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8. Balances for the currently selected File in the list are shown at the bottom of the
screen.

9. To view or edit the transfer distribution for a File, click Details. The Trust to AR
Distribution Details dialog appears.

Vgl Trust Transfer to AR - |

Description: | Trust Transfer to AR

File Client Matter Client AR WIP Ex Total Awvailable | Transfer
Alladin Purchas ALLMA/S7088  Mathew Allad 2.585.00 358.72 294372 7.500.00 2.585.00| Detail: |
din Purchas in 2 2 2 2 I alsl |
Baily re Kipling [ — . N
i Trust to AR Distribution Details - O X

<Click heretoadd|

FarFile: ALLMA/STOES - Alladin Purchase

AR: 2,585.00 WIP Exp: 358.72 Maximum Transferable AmountAllowed: 2,943.72
Mathew Alladin
FixedFee
Date Invoice # Billed Paid Qutstanding Apply
N HNov 22/20 1001 258500 0.00 2,585.00 2,585.00 Detzils

AR

General Retainer Application for WIP Expenses 0.00

Total Distribution 2,585.00

Remaining Trust Balance: 4,915.00

e Unpaid Bills on the File are listed, from oldest to newest. For each Bill the
amount outstanding is shown and you can edit the amount you want applied. If
there is accrued, unpaid interest on the Invoice (and unposted Interest if set for
the firm and this File), the interest owing is shown and you can edit the amount
you want applied. To transfer nothing for a Bill, simply clear the checkbox at the
left.

e If there are WIP Expenses on the File, you can enter below the list the amount
you want transferred to General Retainer (in order to pay those Expenses when
they appear on a Bill).

10. When finished, click OK.

11. Click Save & New or Save & Close to save the Payment.
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Printing checks

The Amicus Administrator can set your firm to allow Trust check printing and if so, whether to
print automatically or ask first.
A check can be output in the following ways:

e When you save a new Trust to AR Transfer.

e When you open an existing Trust to AR Transfer and either click Print (if the check was
not previously printed), or click Reprint (if allowed by your Administrator).

e When you run the Checks report from theReportsmodule (including reprinting if
allowed).

Related Topics

o Trust

e Looking up Trust

e Receiving Trust

e Paying Expenses from Trust

e Transferring Trust between Files
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Trust > Transferring Trust between Files

Transferring Trust between Files

Use the Trust File to File Transfer function to reallocate Trust balances from one File to another,
within a Trust Bank Account. This is typically, but not necessarily, between Files for the same
Primary Client.

Transferring Trust funds
1. Click theTransactions button on the Amicus Toolbar in the BILLING-side Files, Clients,
or Trust modules and choose Trust > File to File Transfer. Or, right-click on a File or
Client in a Billing-side list and chooseTrust > File to File Transfer.

2. The Trust File to File Transfer screen appears.

Wit Trust File to File Transfer B

Bank |1 - Trust hd | Date: Today
Accounts

~ Transfer From

» - Available: 15,000.00
From: [ ] |Ea|ry re Kipling |

Transfer: 0.00

Description: | Trust Transfer to AR

Mew Balance: 15,000.00

- Transfer To
File Description Transfer Mew Balance
Baily re Kipling Trust Transfer to AR 0.00
Alladin Purchase Trust Transferto AR 0.00

<Click here to add a new File allocation:

Totals 0.00
Mathew Alladin Alladin Purchase ALLMASTOES
FixedFee WIP Fees 4.440.00 General Retainer 0.00
AR: 2 535.00 WIP Expenses 35872 Trust Balance 7,500.00

[ x [ Ej. Save 8 New | . Save & Close | @ Cancel
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3. Enter basic information for the transfer:

Bank Account—Trust Bank Account within which Trust is being transferred.
Date—Date of the transfer.
Transfer From—File from which Trust is being transferred. The amount available
is shown at the right.

e Description—Description of the transfer.

4. Add one or more Files in the list below, and specify how much Trust should be
transferred to each. The new Trust balance on each File is shown.

5. Balances for the currently selected File in the list are shown at the bottom of the
screen.

6. Click Save & New or Save & Close to save the Transfer.

Related Topics

o Trust

e Looking up Trust

e Using the Trust Index

e Receiving Trust

e Paying Expenses from Trust
e Transferring Trust to AR
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Reports

Reports

The Reports module provides access to:

e Reports

e Bill Templates

¢ Reminder Statement Templates

e E-mail Cover Sheet Templates

e Also, access to Receipt Templates and Check Templates depending on your Firm Settings.

m File / Edit 01 View Go ools 14 Feedback

ATTORNEY BILLING

Reports I

Hepais Accounts Receivable by Client This report lists Accounts Receivable
Bill Journal balances for Files, a\_ong_with the aging
Bills of each outstanding invoice. Client
. Cash Receipts Report name and phone number assist you in
Reminder Statements collections. Trust and General Retainer

Client Accounting Ledger

E-mail Cover Sheets ba\ar_]r.es help |dem|f)_¢ Files that have
Client Expense Report Retainer balances which can be used
Checks to pay outstanding balances.

Client Listing
Client Payment Distribution
Client Profitability Report

Client Transactions

Reports can be edited. Report Client Trust Listing
data can be sorted, refreshed and
accessed directly from the Cover E-mail for Bills

generated Report
GL Transaction Report

Inveice History

Monthly Time Summary by Timekeeper
Retainer Replenishment

Settlement Statement

Time and Fee Journal

Time Billing and Collections

Trust Bank Journal

WP Report

‘write Up/Down Journal

Edit Run

Running Reports

Billing Users can run all Reports, but only for those Files & Clients they have access to. Billing
Supervisors can run all Reports for all Files and Clients. The Bill Summary report has been
updated to include the APX payment option in thePayment amount field.
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1 of 1 i P & O W Pagewicth -

Bill Summary
Client Matter ID Client Name Balance

Invoice Number File Name Resp Lyr. Forvard Fees Expenses Taxes Payments Interest Total
[T Tosse Carter e Tedoer W 20 ™ Tw i T 2

Draft Carter Vs Lamar
N51006 Josse Carter Terri Tedder 000 2000 000 000 1250 000 750

Draft Carter Vs Kumar
Totals 0.00 20.00 278 0.00 1525 0.00 7.8

Running Templates

Billing Users can run Templates to view the Bills, Reminder Statements, Receipts, and Checks
they have access to.

Editing Reports and Templates

e The display name and description of Reports and Templates can be edited by Billing
Userswho have report-editing rights. Simply right-click on an item in the list and
chooseProperties.

il Report Properties — O *

File Mame: Client Payment Allocation Report
Display Name: Cliert Payment Distribution

Description: This report displays payments made against Chent
Bills. It details how the receipt was allocated between
sttorneys for fees as well as expenses, interest and
tames. File totals appear, and summaries by Fes
Lawyer, File Type and Responsible Lawyer.

e The contents of Reports and Templates can be edited by Billing Users who have
report-editing rights and have Microsoft Report Builder installed at their
workstation.

For more information, see theUsing SQL Reporting Services with Amicus guide, available from the
Amicus Help Center and the Amicus Attorney Technical Resource Guides/Updates section of our
website.

Related Topics

e Referral Report
e Time and Fee Journal Report
e APX Disbursement Report
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Reports > Referral Report

Referral Report

As referrals are the leading way to get clients, theReferral report is handy to track how clients
are being referred.

To access the Referralreport:

1. Click on Firm Reports in the control panel on the ATTORNEY side and select
BusinessPlanningfrom the navigation bar.

m File »# Edit

O View 4% Tools #£& Actions

ATTORNEY BILLING
Office I
# Home
£ Preferences
M Reports
B Merge Templates Calendar
k4 Help Center Files
People
8. Open Another Office
SystemAdministration
l:.T Return to My Office
Administration Time
=% User Management
E] Firm Settings
[™ Custom Pages and Records
= Basic Reports provide asnapshot
Mew File Intake Management of your data.
+ 1 rt
= 'mpo Advanced Reports can be edited.
m Firm Reports Report data can be sorted,
refreshed and accessed diredly
from the generated Report.

2. Select Referral Report from the list that appears in the main screen.

3. A Referral Report dialog displays.
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Vjjil Generate - Referral Report — O X

Referral Report

From: Today To:  Today
File Type: Al il
Responsible Lawyer: ﬁ
Came To Us Because: Al >
Include Clesed Files: () Yes (® No
Summary Only: () Yes ® No

4. Complete the following optional fields to filter the parameters of the report.

File Open Date- Enter dates in the From andTo fields.

File Type - Select a type from the pull-down menu.

Responsible Lawyer- Click on the person icon and select a person from the list.
Referral Source - Enter the source of your referral.

Include Closed Files - Check the appropriate radio button, defaults to No.
Summary Only - Click Yes to display the summary only with no details, defaults
to No.

5. Areport displays with Posted, Billed and Paidfees.

Abacus Data Systems (Amicus Support),PLLC
Referral Report

ClientiD FileName Resp. Lwyr Referral Posted Fees Billed Fees Paid Fees
MatterlD Client Name File Type Open Date

1010 Eilling Test Moh Edun Ref: $2,000.00

o002 TESTTT Administrative Law 19-Sep-2020

1022 BucksStar Duena Mendoza Ref: $1,035.00

001 Star Bucks Research 28-Feb-2020

121212 BurMerry Duena Mendoza Ref: Appelle Corp. $1,420.00

001 Bur Merry Adminisirative Law 16-Jan-2020

6. Billed and Paid fees are applicable for firms with BILLING activated.
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Reports > Time and Fee Journal Report

Time and Fee Journal Report

To view the reason for edits in the Time and Fee Journalreport:

1. Click on Reports in the control panel and Reportsin the left navigation pane to display a
list of reports for your firm, selectTime and Fee Journalfrom the list.

Vil Amicus Attorney - . _

m File 4 Edit O View — Go N\ Tools £ Actions # Feedback @ Help

ATTORNEY BILLING

Reports I

Accounts Receivable by Client

Reports This report details and summarizes
Bill Journal time a_nd fees created for all your Elles.
Bills The Billed status as well as the Billing
. Cash Recsipts Report Behavior appears for each entry
Reminder Statements o Summaries by Timekeeper,
E-mail Cover Sheets Client Accounting Ledger Responsible Lawyer, Activity Code, File

Client Expense Report Type and Billing Category are included
Client Listing
Client Payment Distribution

Client Profitability Report

Client Transactions

Reports can be edited. Report Client Trust Listing
data can besorted, refreshed and
accessed directly from the Cover E-mail for Bills

generated Report
GL Transaction Report

Invoice History

Monthly Time Summary by Timekesper

Retainer Replenishment

Settlement Statement

: Time and Fee Joumal

Time Billing and Collections
Trust Bank Journal
WIP Report

‘wirite Up/Down Journal

Edit Run

2. The Generate - Time and Fee Journal dialog displays.

3. Complete the necessary fields and select the Yes radio button in the Include
Corrections field.
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iif Generate - Time and Fee Journal — ] >

Time and Fee Journal

From: Feb 2172021 Tao: Feb 21,2021
‘wiorking Lawyer: -
Responsible Lawyer: -9 Heather Gavel
Assigned Firm Member: -9 Perry Mason
Intreducing Lawyer: &
Client: ol Markham Realty Inc.
File: ] Markham Realty re General
Eilling Category: Al ~
File Type: Al ~
Include Closed Files: ) res ®) No
Include Task Based Files: (@) res ) No
Billing Rate: Al i
Billing Behavior: Al i
Billing Status: Al =
Posting Status: Al ~
Transaction Type: Al =
Activity Code: Al ~
Minimum Fee Amount: | |
Minimum Duration (Hours): | |

| mnclude Corrections: @) Yes [T |

Description Contains: | |

4. The tracking reason is appended to the notation when the Time and Fee Journalreport
is generated.

QAToronto 05

Time and Fee Journal w
Client = Client MatterID ~ RespLyr ~ File Typ = File
Date > Audit ID T Tmk T Tvpe Code + Description Hrs Rate Value Inv__* Billing Behavior
ABC Company 1003/002 ME Commercial ABC Company
9/23/2018 4 ME Flat Rate 000 80.00 80.00 1000 Bil
John Smith 1001/001 ME Administratve Law ~ Test File 1
9/26/2018 T ME Flat Rate mis cellaneous 000 30000 300.00 1002 Bil
ABC Companv 1003/002 ME Commercial ABC Companv
9/27/2018 22 ME Time mis cellaneous 100 20000 200.00 Bil
——Transaction has been corrected : Incorrect Billing Rate —-— ‘l
ABC Companv 1003/002 ME Commercial ABC Companv
9/27/2018 24 ME Time mis cellaneous 100 30000 300.00 Bil

Related Topics

e Reports
e Referral Report

e APX Disbursement Report
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Reports >APX Disbursement Report

APX Disbursement Report

The Disbursement Report allow firms to easily reconcile funds that were collected through APX
and disbursed into their bank accounts. It comes directly from APX. Disbursements can include
customer payments, or amounts refunded to a customer. Nightly bank deposits can include
funds from multiple transactions.

To easily view funds that were collected through APX and disbursed to your bank accounts:

1. Go to Firm Settings and click on APX under the Billing section to display the
following dialog.

Wil Firm Settings - x

Billing - Abacus Payment Exchange (APX)

= AP

Azeaint s active and (s able to acceptih e follawing
Amarican Exproass, Visa, MasterCard, Discover and ACH (-Chacks)

AP Merchant Account Mapping
Dperating Account 1 = Danaral

Trust Accaem 1« Trust

AP trangactions 1o your Amicus Bank Accourt,

The actual depositwill be made to the bank ascount

[
|Hgle;  Thisactount mapping represents the reconing of
| youprovided during the ARX onboarding process

Setlings Repors

Emall Hotifcabons | iP.ﬁﬂlsEiemranenul! I
AP Transackion Repot

AP Chargebacks Report

- P | ¥ Apply |¢OH- l@ Cancel

2. Click APX Disbursement Report to display an APX Reports window. Use the
controls at the top to minimize/maximize the window.
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TSI APX Registration - O i

Ap : Reports

DISBURSEMENT

7] h @

Please select a Date Range and click "Run Report.

3. Click the down arrow in the Report Period to display your options. Either select one of
the choices given or use the calendar controls to customize your Report Period.

i APX Registration <o O X

Ap : Reports

DISBURSEMENT

(7] h@

nd click "Run Report.

i o &

Cancel

4. In our example, we selected to run the Disbursement Report from January 1st to
June 7th, 2022, then clicked Apply to close the drop down menu, and clicked Run
Report from the APX Reports window.
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51 APX Registration - (] X

AP : Reports

DISBURSEMENT

nd click "Run Report.
From | (3]  01/01/2022 To [3 06/07/2022 "

Cance‘ m

5. A progress bar displays while the report is running.

Wl APX Registration - o x:

Ap : Reports

; DISBURSEMENT

| Reports & ¢ (2]

01/01/2022 - 06/07/2022 . [ e

Please select a Date Range and click "Run Report.

6. After a few minutes 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. The No. of Disbursements, Total Amount Disbursed and
Total Amount Refunded display clearly at the top of the report.
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ﬁ APX Registration

DISBURSEMENT

[ 01 ’01-’%1322 -06/07/2022

Expand All

? Disbursement Date: 03/29/2022-

> Disbursement Date: 01/25/2022-

> Disbursement Date: 01/14/2022-

> Disbursement Date: 01/11/2022-

> Disbursement Date: 01/10/2022-

No. of Disbursement

7

Total Amount Disbursed Total Amount Refunded

$19.66 -$12.58

1 transactions

15 transactions

7 transactions

1 transactions

2 transactions

3 transactions

Disbursed: $1.17 Refunded:-$0.00

Disbursed: $8.89 Refunded:-$1.31

Disbursed: $2.10 Refunded:-$1.60$1.61

Disbursed: $1.00 Refunded:-$0.00

Disbursed: $2.21 Refunded:-$0.00

Disbursed: $3.18 Refunded:-$0.00

7. 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.

T/ APX Registration

DISBURSEMENT

Report Period @
01/01/2022 - 06/07/2022

Total Amount Disbursed Total Amount Refunded

5 01/24/2022 7:35 pm Cooperman visa 8106 AACummins  $§1.10 $1.10 -50.00
Cooperman APXCC

: 01/21/2022 7:29 pm Cooperman VISA 8106 AACummins  $1.05 $1.05 -50.00
Cooperman APXCC

, 01/18/20227:36 pm Cooperman & AbacuseNext  $1.00 $1.00 -50.00
Cooperman e

< 01/17/2022 7:37 pm Cooperman VISA 8106 AACummins  $1.11 S1n -50.00
Cooperman APXCC

N/

> Disbursement Date: 01/14/2022-

1 transactions

Disbursed: $1.00 Refunded:-$0.00

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

9. 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.
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rﬁ APX Registration = (m] X

|  DISBURSEMENT - R
| Report Peri 0 1 I 0
01/01/2022 - 06/07/2022 - Cooperman)| (%] Run Report
| No. of Disbursement Total Amount Disbursed Total Amount Refunded
| Expand All 4 $7.67 $0.00
|
1
| > 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
oy
» Disbursement Date: 01/10/2022- 3 transactions i Disbursed: $3.18 Refunded:-$0.00

> Disbursement Date: 01/04/2022- 1 transactions Disbursed: $1.11 Refunded:-$0.00

Related Topics

e Reports
e Time and Fee Journal Report

e Referral Report
e How to set up APX
o APX Defaults and Edits
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Keyboard Shortcuts

Keyboard Shortcuts

The keyboard shortcuts on the Billing side are similar to those on the Attorney side. The
following tables specify the <CTRL> and Function key shortcuts available.

e Universal shortcuts
e Additional shortcuts within particular modules

You can also navigate the menus and choose commands via the keyboard. To do this, hold down
the <ALT> key while pressing the underlined letters in the menu and command names. For
example, you could create a new Phone Message by pressing <ALT+F,N,M> instead of
<CTRL+SHIFT+M>. The <ALT> shortcuts can be used only in those windows and dialogs that
contain the corresponding menus.
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Keyboard Shortcuts > Universal shortcuts

Universal shortcuts

The following shortcuts are available in all main module windows and, in many cases, the
secondary windows and dialogs as well.

General (Attorney & Billing sides)

To switch sides... Press this...
Switch to the Billing side (from the Attorney side) CTRL+SHIFT+Z
Switch to the Attorney side (from the Billing side) CTRL+SHIFT+Z

Creating items (Billing side)

To switch sides... Press this...
New item appropriate to the current module CTRL+N

New Phone Call CTRL+SHIFT+P
New Phone Message CTRL+SHIFT+M
New E-mail CTRL+SHIFT+A
New Time Entry CTRL+SHIFT+Y
New Expense Entry CTRL+SHIFT+X
New Timer CTRL+SHIFT+T
New Event CTRL+SHIFT+E
New Sticky Note CTRL+SHIFT+K
New Contact CTRL+SHIFT+N
New File CTRL+SHIFT+F

Amicus Billing User Guide 168



Opening modules (Billing side)

To open...

Press this...

Office module

CTRL+SHIFT+0 (zero)

Files module

CTRL+SHIFT+3

Clients module

CTRL+SHIFT+6

Time, Fees, and Expenses module

CTRL+SHIFT+7

Trust module

CTRL+SHIFT+1

Billing module

CTRL+SHIFT+2

Reports module

CTRL+SHIFT+4

Online User Help

F1

Launching tools and editing text (Attorney & Billing sides)

To do this...

Press this...

Accounting Exchange (if using QuickBooks Link)

CTRL+SHIFT+C

Search CTRL+SHIFT+S
Print CTRL+P
Select all CTRL+A
Insert a Time Stamp in a text box CTRL+T
Undo your edits in a text box CTRL+Z
Clear the selected text DELETE
Cut the selected text CTRL+X
Copy the selected text CTRL+C
Paste text into a text box CTRL+V
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Keyboard Shortcuts > Additional shortcuts

Additional shortcuts within particular modules

Files Index (Attorney & Billing sides)

To do this ... Press this ...
Copy the Address of the Primary Client on the Selected File(s) CTRL+R
QuickFind (Files) CTRL+F
New File CTRL+N
Generate a Document CTRL+D
File Details (Attorney & Billing sides)
To do this ... Press this...
Open Previous File CTRL+J
Open Next File CTRL+K
Copy the Address of the selected Person (or People) CTRL+R
New File CTRL+N
Generate a Document CTRL+D
Client Index (Attorney & Billing sides)
To do this ... Press this...
Copy the Address of the selected Person (or People) CTRL+R
QuickFind (People) CTRL+F
New Contact CTRL+N
Generate a Document CTRL+D
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Client Details (Attorney & Billing sides)

To do this.. Press this...
Open Previous Person CTRL+J
Open Next Person CTRL+K
Copy the Address of the current Person CTRL+R
New Client CTRL+N
Generate a Document CTRL+
Time Module (Attorney & Billing sides)
To do this ... Press this...
QuickFind (Time Entries) CTRL+F
New Time Entry CTRL+N
Trust Module (Billing side)
To do this ... Press this...
New Trust Receipt CTRL+N
Billing Module (Billing side)
To do this ... Press this...
New Bill CTRL+N
Related Topics

e Keyboard Shortcuts
e Universal shortcuts
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Third-Party Links

Third-Party Links

Accounting: QuickBooks

If your firm is licensed for Amicus Billing, Amicus enables you to share data dynamically with
QuickBooks®. Amicus File and Client information is exchanged with QuickBooks Job and
Customer information, and File/Job Types.

You can take advantage of QuickBooks class lists, map Amicus Firm Members to QuickBooks
Sales Reps based on Employees, map Amicus Expense Codes to QuickBooks Item Names, and
have activities made available in QuickBooks. Billing Supervisors may import QuickBooks costs
to Amicus as client Expenses.

Client Bills are generated and paid within Amicus. Instead of exchanging Amicus Time Entries to
QuickBooks, the Link sends Amicus General Ledger transactions (Receipts, General Retainer
activity, Trust Receipts, Trust Checks, Trust to AR Transfers, and Trust File to File Transfers) to
QuickBooks. During setup, billing-related posting options are provided and your Amicus
Accounts must be mapped to QuickBooks Accounts.

Firm Members can also view, edit, and exchange the QuickBooks Job Bill To Address details
from the File that the Job is linked to. This address is kept synchronized between the programs.

Amicus record type

Exchange direction

QuickBooks record type

Files <-mm-> Jobs
Client Contacts <----> Customers
Vendor Contacts N Vendors

Billing Transactions

General Ledger Transactions

Expenses (Hard Cost)

(optional import)

Client Costs

For full details, including version requirements, see the QuickBooks Link Guide available from your
Amicus Office Help Center orthe Amicus Attorney Technical Resource Guides/Updates.
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Billing
Billing

The Billing module, which is available only on the Billing side of Amicus, is where you coordinate
activities that are related to your client matter bills, including bill payments, write ups/downs,
and reminder statements.

e Creating Bills
e Posting Final Bills

e Setting billing options

e Looking up Bills, Write-Ups/Downs, and Payments
¢ Receiving Client Payments

e Writing Bills up or down

¢ Sending Reminder Statements

e Reprint Bills
e Exporting bills to a single PDF

To refund General Retainer, see Refunding General Retainer.
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Billing > Creating Bills
Creating Bills

The flexible billing function enables you to generate bills for individual client files or for multiple
files for multiple clients. You can automatically post payments from trust and general retainer.

Other options include the ability to save draft and final bills, as well as print a summary report of
the drafts and final bills. You can also include non-billable no charge time on a bill.

This topic includes:

¢ Billing a single File

¢ Billing multiple Files (mass billing)

e Working with Draft Bills

e Posting Final Bills

o Setting Billing options

e Allowing an APX payment during Billing
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Billing > Creating Bills > Billing a single File

Billing a single File

Creating a Bill

To create a Bill for a single File, go to the BILLING-side:

1. Click Transactions on the taskbar in the Files, Clients, or Billing modules and choose
Bill. Or, right-click on an item in a File or Client list and select Bill.

2. If the File is a Contingency or Fixed Fee File, or is a Billable File with a Quoted Amount
or Discount defined, a dialog appears, showing relevant information and allowing you
to choose what amount to bill. For example, for a Quoted Amount File you can choose
to increase/decrease the Fees amount to the quoted amount.

3. Split Bill—If the File is set for Split Billing and is the Master File, separate Bills will be
automatically created for it and each of its Sub Files, with its Fees/Expenses allocated
between the Bills as pre-defined. Sub File Billswill additionally include any File-specific
Fees/Expenses within the billing period. For more information, seeSplit Billing.

4. The Create Bills dialog appears, open to the Bill Single File view.

i

m File / Edit 0 View £ Actions % Feedback
Bill Options
AR Date Today Include Charges up to Today
| Y Bill Fild] _
Bill Template  Standard New - Use Dates from Bill Options Edit/View Dates Check for unposted time
Mass BEill
File i i
Draft Gills B Berwood Directorship
Client Gary Berwood
Final Bills
Charges Transfers | Payments
Previous Balance 17,860.00 Amount Available Balance
Previous Payments and Write Up/Down -9,500.00 General Retainer 100.00 0.00 -100.00
Current Charges =l
1 -Trust = 0.00 0.00 0.00
Fees
Expenses 245.00
Taxes 0.00
Total New Charges 2,345.00
Use Bill Memo for this Bill
Transfers -100.00
Thank you for providing us the opportunity to serve you
Interest Charges (Memao) 0.00
Net Bill 10,625.00

| & Clear Selection F& Send to Draft | F2 Sendto Final | X Close

(4=
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5. Fill in basic details as appropriate:

e Specify the AR Date of the Bill, which appears on the Bill and is used for aging
and interest calculations (if any). Transactions later than this date will not be
included on the Bill.

o Choose whether to include allFile transactions up to a specified date, or include
particular types of transactions (Time/Fees, Expenses, Payments/Receipts, and
Trust) up to dates specified in the Bill Options view. To open that view, click
Edit/View Dates or click Bill Options in the navigation list in the Control Panel.
Unposted Time Entries are not included.

e The Bill Template set for the File is used by default. Optionally, select a different
Bill Template here. Templates can be created and edited from the Reports
module. To see a sample printout for your selected Template, click Preview.

e Optionally select or clear the Check for unposted time checkbox. If selected, the
next time you identify a File you will be warned if there are any unposted Time
Entries on it. (Unposted Time Entries are not included on Bills.)

e Select the File if not already selected. Once selected, the Primary Client's name
appears in the Client field, and the charges and transfer balances appear below.

e The Previous Balance amount is the Net Bill amount from the previous Bill for the
File, excluding any nonpostable interest charges.

e The Previous Payments and Write Up/Down amount is the total applied to
previous Bills for the File during the Bill transactions period chosen. This amount
does not include the entry or application of General Retainer on the current Bill.

e The current Fees amount includes fees from only Bill Time Entries for the Bill
transactions period chosen. Any No Charge Time Entries are excluded from the
fee calculation. However, "No Charge - Show On Bill" items, and optionally Non-
Billable "Bill" items, can be shown on Draft and Final Bills without a dollar value.

e Taxes are calculated on current Fees (assuming that the File is set for taxation)
and on current Expenses that are set for taxation.

e Interest charges are calculated if the File is set for that. A Firm Setting determines
whether or not these charges are posted to AR or merely shown as an item on
Bills.

e Optionally, adjust the amounts: Fees, Expenses, or Trust and/or General Retainer
transfer amounts and Trust Bank Account.

e Optionally, clear the Bill Memo option, or select it and enter or edit the text to be
printed on Bills.

Amicus Billing User Guide 176



6. Click Send To Final if you are satisfied with the Bill and are about ready to post it.
Otherwise, click Send To Draft to move the bill to Draft status for review and/or
adjustment.

7. From a Draft Bill, you can remove or edit Time and Expense Entries if necessary—see
Working with Draft Bills. You can change the status of a Final Bill back to Draft if you
need to make any changes.

Adjusting the Fees amount

Optionally, edit the Fees amount. When you Tab out of the field or click elsewhere, a Fee
Adjustment dialog appears, asking how you would like this change shown on the Bill. The option
set for the File is provided as the default.

Vil Fee Adjustment *

The Fees have been adjusted for this Bill.
How would you like to display this on the Bill?

() Only adjust Total Fees
(@) Show as a Fee Entry

Diescription
Courtesy Discount

You may choose any of the following:

e Fora Fees increase or decrease, simply adjust the Fees amount.

e Fora Fees decrease, optionally show a Courtesy Discount item on the Bill and, if desired,
edit the description to be shown.

e For a Fees increase, optionally show an additional Fee entry on the Bill, and, if desired,
edit the description to be shown.

e The Taxes, Total New Charges, and Net Bill amounts are automatically recalculated as
appropriate. Transfer amounts are recalculated for a Fees decrease, but not for a Fees
increase.
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Adjusting the Expenses amount

Optionally, edit the Expenses amount. When you Tab out of the field or click elsewhere, an
Expense Entry dialog appears. Enter the Expense information. When you click OK, that new
Expense is added to the Bill. It will be saved to the File when the Bill is posted.

The Taxes, Total New Charges, and Net Bill amounts are automatically recalculated as
appropriate. Transfer amounts are recalculated for an Expenses decrease, but not for an
Expenses increase.

Adjusting the Transfer amounts or Bank Accounts

Optionally, edit the amount of Trust to be applied to existing AR and to new charges (including
interest). And you can also edit the amount of General Retainer to be applied to new charges
(including interest). Amounts are applied in a standard sequence: General Retainer is applied
first, and then Trust to new charges (if set in the File's Bill Settings).

You can also select the Trust Bank Account from which money will be transferred, and the
"Receipt to" General Bank Account, to which that money will be transferred.

Related Topics

e Creating Bills

Billing multiple Files

Working with Draft Bills

Posting Final Bills

Setting Billing options
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Billing > Creating Bills > Billing multiple Files

Billing multiple Files (mass billing)

Tip: Mass Billing is an intensive process. We recommend that other users not
perform Billing transactions (including Time Entry posting) while the Bills are being
- created.

To create Bills for multiple Files (rather than one by one):

1. Click the Transactions button on the Amicus Toolbar in the Billing-side Files, Clients, or Billing
modules and choose Bill to display the Create Bills dialog.

Showing My Active Files -

Fi Time Entry Unposted Fees WIP Fees WIP Expenses AR Gen.Retainer Trust
B Alladin P Expense Entry 560.00 4,440.00 35872 2,585.00 0.00 7,500.00
Im EBailyrek Bill 380.00 5,420.00 133.82 0.00 0.00 15,000.00
B Berwood Receive Payment 0.00 2,100.00 245,00 8,380.00 0.00 0.00
B Berwood 0.00 3,460.00 0.00 6,430.00 0.00 0.00
Trust 3
B EBlankPu EEEE—— 0.00 0.00 0.00 0.00 0.00 0.00
Reminder Statement
B Blankvs 0.00 0.00 0.00 0.00 0.00 0.00
Write Up/Down
I Cooperr . 40.00 1,640.00 0.00 0.00 0.00 825.00

2. Select Mass Billfrom the navigation pane on the left.

Also, the Mass Bills view opens directly if you right-click on multiple Files in a Billing-side
File list, or one or more clients in a Billing-side Client list, and choose Bill.
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i

m File » Edit @ View £ Actions 14 Feedback

Bill Options AR Date Today Include Charges up to Today
Bill File Bill Template  Use File Setting - Use Dates from Bill Options Edit/View Dates
[ Mass Bill Client File Selection
Draft Bills All Clients - Files B8 alladin Purchase , Baily re Kipling...
Final Bills Responsible Lawyer File Inclusions and Exclusions
o
All Selected = Bill if Total New Charges ~ = (000
RIETED Create Bill for Past Due Accounts = |0.00
Al Selected I
Create Bill FPaymentsince lastbill
Billing Category Interest Settings
All Selected Billable = . -
Check for Unposted Time Apply ! Change Selecion
Client Matter ID Client File Eligible Reason
¥ ALLMASTOEE Mathew Alladin Alladin Purchase  Yes
I Janet Baily ¢ re Kipling Yes
v  AUTO/33402 Gary Berwood Berwood Directorsh Yes

tion | F® Send to Draft | F Sendto Final | X Close

(=1 =1

3. Fill in basic details as appropriate:

o Specify the AR Date of the Bills, which appears on the Bills and is used for aging
and interest calculations. Bills will not include transactions that are later than this
date.

o Choose whether to include all File transactions up to a specified date, or include
particular types of transactions (Time/Fees, Expenses, Payments/Receipts, and
Trust) up to dates specified in the Bill Options view. To open that view, click Bill
Options in the navigation list in the Control Panel.

o Select a single Bill Template to be used or choose to use the individual Templates
assigned for each of the Files (in the Admin > Bill Settings view of File Details).
Regardless of this setting, any Bills created for Primary Clients set for
Consolidated Billing will be created using the Template assigned in the Balances
view of their Person Details.

o Templates can be created and edited from the Reports module. To see a sample
printout for a single selected Template, click Preview.

o Choose whether to create Bills for all Files, only the Files for selected Primary
Client(s), or only the Files you select.

o |If you chose to create Bills for selected File(s) only, single Bills are created even
for those Primary Clients who are set for Consolidated Billing (in the Balances
view of their Person Details). The File's Exclude from Mass Billing setting (in the File
Details > Admin > Bill Settings view) is ignored.

o If you chose to create Bills for all Files or selected Client(s), you can optionally
filter the Billable Files further by one or more of the following:
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»  Selected Responsible Lawyer(s)
»  Selected File Type(s)

= Total new Charges (Fees plus Expense WIP), Fees only, or Expense WIP
only greater than a specified amount

= Overdue account balance greater than a specified amount

= A Payment has been made between the previous Bill's AR date and the
current AR date

Bills will not be created for Files that are marked Exclude from Mass Billing. If a
Primary Client is set for Consolidated Billing, all their Files that meet the
selection criteria and are not marked Exclude will be included on a single Bill.

o If desired, click Interest Settings to adjust how interest is applied to overdue
accounts. The default settings are supplied from Firm Settings > Billing - Interest
& Reminder Statements.

o |f desired, click Check for Unposted Time to run the Time and Fee Journal Report—it
will list any Unposted Time Entries up to your selected end date on the Files that
meet your selection criteria. (Unposted Time Entries are not included on Bills.)

o Click Apply/Change Selection to apply your selection criteria and list all Files,
showing which ones are included for Bill generation. The reasons why Files are
excluded are shown. To exclude additional particular Files, clear the checkbox for
each of those Files.

Fixed Fee Files are included if they have an amount specified, even if they have no
WIP or Time Entries.

Contingency Files are included if they have both a Judgment/Settlement and
Contingency Rate specified, even if they have no WIP or Time Entries.

4. Click Send To Final to create the Bills and move them to Final status, ready for posting.
Otherwise, click Send To Draft to create the Bills and move them to Draft status for
review and/or adjustment first.

Related Topics:

Creating Bills

Billing a single File
Working with Draft Bills
Posting Final Bills

Setting Billing options
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Billing > Creating Bills > Posting Final Bills

Posting Final Bills

The Final Bills view of the Create Bills dialog enables you to review and change some options for
Bills before posting them.

To view or edit the Final Bills:

1. Click the Transactions button on the Amicus Toolbar in the Billing-side Files, Clients, or
Billing modules and choose Bill to display the Create Bills dialog.

Showing My Active Files -

Fi Time Entry Unposted Fees WIP Fees WIP Expenses AR Gen.Retainer Trust
I Alladin P Expense Entry 560.00 4,440,00 358.72 2,585.00 0.00 7.300.00
B Bailyrek Bill 380.00 5.420.00 133.82 0.00 0.00 15,000.00
I Berwood Receive Payment 0.00 2,100.00 245,00 8,380.00 0.00 0.00
I Berwood Trust , 0.00 3,460.00 0.00 6,430.00 0.00 0.00
B BlankPu — 0.00 0.00 0.00 0.00 0.00 0.00
Reminder Statement
B EBlankvs 0.00 0.00 0.00 0.00 0.00 0.00
Write Up/Di
B Cooperrr sy 40,00 1,640.00 0.00 0.00 0.00 825.00

2. Select Final Bills from the navigation pane on the left.

3. Also, theFinal Bills view opens directly if you create a Bill on a single File and click Save
To Final.

% Feedback

i s = "y o
Bill Options Show My Bills Show anly Bill for files where the Responsible Lawye is =
All Bills - My Files
Bill File %) AllBills - All Files  ¥When Printing / Previewing Bills sortby  List Sort Order +  Listbills with: Al -
Mass Bill - - = -
ol Date Client Matter ID Client File Name Charges Transfers Net Bill
LEAEETE = Aug 0172020  BALJA Janet Baily Baily Re Kipling2 £00.00 000 800.00
=Y Final Bills|
Totals 0.00 0.00
Post Receipts to
1 - General ~ Bank Account

| € DeleteBills | F¥ SendtoDraft | W&, PrintPre &= PrintBill Summary | 5 Print & Post | 3 Close
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4. Choose to show all Final Bills you have permission to view, or only the ones you
created. Optionally, choose to show only the Bills for specific Responsible Lawyers, File
Types, Billing Categories, or Primary Clients.

¢ View, mark, edit, and delete Final Bills as desired.

e For a Consolidated Bill in the list, you can click the + button at the left to expand
the display, showing a sublist of the individual Files that have been billed
together on the same invoice for the client.

e To mark a Bill for processing together with other marked Bills, select the
checkbox at the left. For example, you can click Print & Post on the Amicus
Toolbar to print and post all marked Bills.

e If you wish to send one or more Final Bills back to Draft for further review or
editing, mark them in the list and click Send To Draft. Alternatively, right-click a
single Bill in the list and choose Send To Draft.

5. Select the sequence in which Bills are printed:

e By Responsible Lawyer (and then by Client Matter ID)

¢ By Client Name: Last Name if an Individual or Company Name if a Company
(and then by Client Matter ID)
By Client Matter ID
In the list sequence that Bills are currently sorted in the view.

% Note: If you choose to sort by Responsible Lawyer, the lawyer used for a
/ Consolidated Bill is the one on the File that comes first if sorted by
mmmmm  Client Matter ID.

6. When Bills are posted, this sorting controls the sequence in which Invoice Numbers are
assigned.

7. When ready, you may:

Click Print Preview to see the way your marked Final Bills will print.
Highlight a Bill in the list, right-click, and choose Print.
Click Print Bill Summary for a summary report of your marked Final Bills. This
report shows for each Bill: the Client Matter ID, Client Name, Short File Name,
invoice number, Responsible Lawyer, balance forward, and new amounts (Fees,
Expenses, taxes, interest, and total).

e Select the General Bank Account to which Trust Transfers to AR (if any) will be
posted.

e Choose whether to print checks for Trust Transfers to AR (if any), if Trust check
printing is enabled for your firm by the Administrator

e Print and post Bills—see below.
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8. When finished, click Close or click a different view in the Navigation Pane of the Create
Bills dialog.

Printing and posting Bills

1. Click Print & Post to both print and post your marked Final Bills. Or, right-click a Bill in
the list and choose Print & Post. One or more options dialogs will appear.

2. If you Print & Post a single Bill, and you have E-mail Integration enabled, you may
optionally display the Bill on the screen, and/or print it, and/or send it as an e-mail

attachment.

Vi Output To

Screen

Printer

Quick Print (Default Printer)
Include & paper copy of Email Bills
Send E-mail

3. If you Print & Post a single Bill and don't have E-mail integration enabled, or Print & Post
multiple Bills together, an E-mail Bills dialog appears so that you can confirm which Bills
you want e-mailed, and even edit the e-mail address(es) to be used.

4. Bills on the Files marked for e-mailing (in their Bill Settings) are selected by default, but
you may select other listed Bills as well.

5. Multiple e-mail addresses for a Bill must be separated by a semicolon—the e-mail will
be sent To the first address, and Cc the other addresses.

6. Upon clicking proceed, you may optionally display the Bills on the screen, and/or print
them.
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Vil Output To *

Printer

Quick Print (Default Printer)
Include a paper copy of Email Bills
Send E-mail

7. When a Bill is posted, an Invoice Number is assigned and a Trust Transfer to AR (if

appropriate) will occur. The Bill will vanish from the Final Bills list and appear in the
Billing Index.

8. If e-mailing multiple Bills, or a single Bill without E-mail Integration, note that the e-
mail(s) are either sent immediately or saved to Outlook's Drafts folder, depending on
which option your Amicus Administrator chose in Firm Settings for this feature. The
subject and body of those e-mails is also specified there.

9. If the File is set for E-billing, an E-bill format version of its Bill is automatically created
as well.

Tip: Posting a large number of Bills together is an intensive process. We recommend
that other users not perform Billing transactions (including Time Entry posting) while
- the Bills are being posted.

Related Topics
e Creating Bills
¢ Billing a single File
o Working with Draft Bills
e Posting Final Bills
o Setting Billing options
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Setting Billing options

Billing > Creating Bills > Setting billing options

The Bill Options function lets you to customize Bill creation to suit the requirements of your
firm. The settings affect only new Bills that are created afterward. Changing the settings has no
effect on existing Draftand Final Bills.

To view or edit the options:

1. Click the Transactionsbutton on the Amicus Toolbar in the Billing-side Files, Clients, or
Billing modules and choose Bill to display the Create Bills dialog.

+ |

Fi

e AlladinP
Baily re K
Berwood
Berwood
Blank Pu

Blank vs

Cooperm

Time Entry Unposted Fees
Expense Entry 560,00
Bill 380.00
Receive Payment 0.00
Trust 3 S
R E— 0.00
Reminder Statement

0.00
Wriife Up/Down 20,00

Showing My Active Files - 22 || DD

WIP Fees WIP Expenses AR
4,440,00 35872 2,585.00
5,420.00 133.82 0.00
2,100.00 245,00 8,380.00
3,460.00 0.00 6,430.00

0.00 0.00 0.00
0.00 0.00 0.00
1,640,00 0.00 0.00

2. Select Bill Options from the navigation pane on the left.

Wil Create Bills

m File # Edit & View

B
Bill File
Mass Bill
Draft Bills

Final Bills

Gen.Retainer
0.00
0.00
0.00
0.00
0.00
0.00
0.00

 Feedback @ Help

& Actions
Include on Bill
To Sort by Then by Then by
Tlma.‘ Fees Today Date < Timekeeper = Task
Expenses Mon, Jan 04, 2021 Date - ExpenseCode
Payments /Receipts Mon, Jan 04, 2021 Bank Account - Date
Trust Maon, Mov 02, 2020 Bank Account - Date -  Entry Type
Show:

Only New Trust Entries

4 Bill Memo

Thank you for providing us the opportunity to serve you..
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Include Mo Charge - Show on bill for File Inclusions and Exclusions.

Setas Default | ¢ Close

Trust
7,500.00
15,000.00
0.00
0.00
0.00
0.00
825.00
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3. View and set options as desired.

o Include which types of File transactions—Choose which types of File
transactions ( 7ime/Fees, Expenses, Payments/Receipts, and Trust) to include on
new Bills, and for each type specify the date up to which transactions will be
included. The Payment/Receipts and Trust settings affect the previous balance,
payments, and interest calculations on the Bill.

o For Trust transactions, you may choose to include only new entries (checks,
receipts, and Filetransfers). This ensures that transactions that have appeared on
a Bill will not appear again on subsequent Bills for the File.

o The transaction date can be overridden in the Bill Single File view, where you
can choose to simply include all transactions up to a single date. Although you
cannot change these options in Draft or Final Bills, you can, from the Draft Bills
view, choose to exclude particular Fee or Expense items.

o Bill Memo—You choose to can include a statement on Bills, and specify the text
of that statement, such as "We are now accepting credit card payments. Contact
John Schultz at 212 323-4321 Ext. 12 for more details."

4. This option (including the text of the memo) can be overridden in the Bill Single File
view.

5. When finished, you can go to the Bill Single File or Mass Bill view to create Bills using
these options. Or, click Set As Default to save these options for subsequent use by
you and other users—otherwise, your changes will be discarded when you close the
Create Bills dialog.

Related Topics

e Creating Bills

¢ Billing a single File

¢ Billing multiple Files

e Working with Draft Bills
e Posting Final Bills
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Billing > Creating Bills > Working with Draft Bills

Working with Draft Bills

The Draft Bills view of the Create Bills dialog enables you to review and modify details of Bills that
are in Draft status.

Viewing or Editing the Draft Bills

To view or edit the Draft Bills:

1. Click the Transactions button on the Amicus Toolbar in the Billing-side Files, Clients, or
Billing modules and choose Bill. Or, right-click on an item in a Billing-side File or Client list
and choose Bill to display the Create Bills dialog.

Fi Tirme Entry Unposted Fees WIP Fees WIP Expenses AR Gen.Retainer Trust
B Alladin P Expense Entry 560.00 4,440.00 358,72 2,585.00 0.00 7,500.00
BB Bailyrek Bill 380.00 5420.00 133.82 0.00 0.00 15,000.00
B Berwood Receive Payment 0.00 2,100.00 245,00 8,350.00 0.00 0.00
B Berwood Trast , 0.00 3,460.00 0.00 6,420.00 0.00 0.00
FUE]
B BlankPu 0.00 0.00 0.00 0.00 0.00 0.00
Reminder Statement
B Blankvs 0.00 0.00 0.00 0.00 0.00 0.00
Write Up/D
B Coopenr rite Up/Down 40.00 1,640.00 0.00 0.00 0.00 825.00

2. Select Draft Bills from the navigation pane on the left.

Also, the Draft Bills view opens directly if you create a Bill on a single File and click Send
To Draft.
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i

m File # Edit 0 View £ Actions

Show My Bills

 Feedback @ Help

Show only Bill for files wherethe  Responsible Lawye is

Bill Options
All Bills - My Files
Bill File All Bills - AllFiles  ¥When Printing / Previewing Bills sotby  List Sort Order = Listbills with: All -
hE=s I v Date Client Matter ID Client File Name Charges Transfers NetBill
B #  Apr26/21  20304/945393  Jamisonlnc.  Jamisoninc. 2.630.00 0.00  2.63000
Final Bills

Bill Overview

Fees

Discount

Expenses

Taxes

Interest (Memao)
Total Mew Charges
Transfers

Net Bill

Balance Forward

New Balance

2,180.00
0.00
450.00
0.00

0.00
2,830.00
0.00
2,830.00
19,610.00
22,240.00

Fees | Expenses | Transfers | Fee Distribution |

Date Lawyer Description Hrs. Rate Amount
¥ Mar 19721 Hezther Gavel Drafting Documen

¥ Apr0921 Hezther Gavel Telephene calls; r

¥ Apris2i Eleaner Frutt Megotiztions

| x Delete Bills | ‘. Print Preview | :5 Print Bill Summary | ﬁ Print | B8 SendtoFinal | X Close

3. Choose to show all Draft Bills you have permission to view ("All Bills"), or only the ones

you created ("My Bills"). And optionally, choose to show only the Bills for specific

Responsible Lawyers, File Types, Billing Categories, or Primary Clients.

4. View, mark, edit, and delete Draft Bills as desired.

For a Consolidated Bill in the list, you can click the + button at the left to expand the
display, showing a sublist of the individual Files that have been billed together on the

same invoice for the client.

To mark a Bill for processing together with other marked Bills, select the checkbox at
the left. For example, you can click Print Draft Bills on the Amicus Toolbar to print all

marked Bills.

The bottom part of the view shows details of the Bill currently highlighted in the list

above.

o The Bill Overview section at the bottom left shows the current Bill amounts: new
Fees and Expenses, total new charges, etc.

o The Bill details section at the bottom center and right provides separate views of
the Bill's Fees, Expenses, transfers, and fee distribution. For more information,

see below.
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5. Select the sequence in which Bills are printed (and previewed):

o By Responsible Lawyer (and then by Client Matter ID)

o By Client Name: Last Name if an Individual or Company Name if a Company (and
then by Client Matter ID)

o By Client Matter ID
o In the list sequence that Bills are currently sorted in the view

Note that if you choose to sort by Responsible Lawyer, the lawyer used for a
Consolidated Bill is the one on the File that comes first if sorted by Client Matter ID.

6. When ready, you may:

o Click Print Bill Summary for a summary report of your marked Draft Bills. This
report shows for each Bill: the Client Matter ID, Client Name, Short File Name,
invoice number, Responsible Lawyer, balance forward, and new amounts (Fees,
Expenses, taxes, interest, and total).

o Click Print Preview to see the way your marked Draft Bills will print. (The Invoices
Number is not included.)

o Click Print to print your marked Draft Bills for review and approval.

o Click Send To Final to create Final Bills from your marked Draft Bills. Alternatively,
right-click a Bill in the list and choose Send To Final.

TIP: Sending a large number of Bills to Final Draft is an intensive process. We
recommend that other users not perform Billing transactions (including Time
Entry posting) while the Bills are being sent.

7. When finished, click Close or click a different view in the Navigation Pane of the Create
Bills dialog.
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Bill details - Fees view

The Fees view lists all Fees on the Bill, regardless of status. "No Charge" Fees, and optionally
Non-Billable "Bill" Fees are shown (and identified in the Description). The list also includes any
Courtesy Discounts (negative Fee Adjustments) done when the Bill was created. (Positive Fees
Adjustments done simply appear as additional new Fees.)

Fess  Expences | Transhers | Fae Dislibulion

W | Dats | Lawpa | Desciplion | Hrs. | Rata | Amouni |
[ Mar 1711 Heather Gavel Diratting Diocumend 273 20000 SE0.00
Mar 23411 ADJUSTHEMT 0.00 0.0 -B0.00

To open the Time Entry Details dialog for a Fee, for viewing, editing, or deleting, select it, right-
click, and choose Open.

To delete a Time Entry and its Fee, select it, right-click, and choose Delete.

To exclude a Time Entry and its Fee from the Bill (without deleting it), clear its checkbox.

If you wish to remove a Courtesy Discount Fee Adjustment from the Bill, delete the Bill and start
over.

Bill details - Expenses view

1. The Expenses view lists all Expenses on the Bill.

Fees | Expenses | Transfers | Fee Distribution |

Date Lawver Description Hrs. Rate Amount

W Mar 1921 Heather Gavel Drafting Documen 350 20000 700,00
I Apr 0821 Heather Gavel Telephone calls; r 450 200.00 S00.00
W Apr 1521 Eleanor Frutt Megotiations 290 20000 RE0.00

2. To open the Expense Entry Details dialog for an Expense, for viewing, editing, or
deleting, select it, right-click, and choose Open.

3. To delete an Expense, select it, right-click, and choose Delete.
4. To simply remove an Expense from the Bill without deleting it, clear its checkbox.

5. If you wish to remove an Expense Adjustment from the Bill, delete the Bill and start
over.
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Bill details - Transfers view

1. The Transfers view shows Trust and/or General Retainer Transfer amounts and balances.

Fees | Expenses Transfers| Fee Distribution |

A t Availabl Bal
moun vailable ance Apply

General Retainer 200.00 2800.00 25600.00

Trust Bank Account
1-Trust - 0.00 0.00 0.00

2. You can edit the amount of Trust to be applied to new charges (including interest). And

you can edit the amount of General Retainer to be applied to new charges (including

interest). Amounts are applied in a standard sequence: General Retainer is applied first,

and then Trust to new charges (if set in the File's Bill Settings).

3. If the File has funds in more than one Trust Bank Account, you can select the one from
which money will be transferred, and the "Receipt to" General Bank Account, to which

that money will be transferred.

4. When finished, click Apply.

Bill details - Fee Distribution

1. The File's Bill Settings show how Fees will be distributed among lawyers (Timekeepers)

when Payments to the Bill are made by clients.

2. The Fee Distribution includes those original Fees, and any adjustments that were done

manually in Bill Single File or automatically from a Discount, Contingency Fee, or Flat

Fee calculation.

Fees | Expenses | Transfers Fee Distribution |

Fees:52,180.00 + Adjustment:50.00 = Net Fees:52,180.00 Reset Apply
Lawver Met Fees Change Mew Fees Mew Fees %
2, Heather Gavel 1,600.00 0.00 1,600.00 7339
2, Eleanor Frutt 58000 0.00 580.00 26.61

<Click here to add a new Lawyer allocation>

Totals 2.180.00 0.00 2180.00 100.00
Left to Allocate 0.00
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3. You can change the distribution of adjustment among lawyers, but cannot change the
total adjustment (or Net Fees). Add lawyer allocations if desired. When finished, click

Apply. Or, to undo your changes, click Reset.

Related Topics

Creating Bills
Billing a single File

Billing multiple Files

Posting Final Bills

Setting Billing options
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Billing > Looking up Bills, Write-Ups/Downs, and Payments

Looking up Bills, Write-Ups/Downs, and Payments

On the Billing side, you can look up in various ways the posted Bills, the Write-Ups/Downs done
on Bills after they are posted, and the Payments done against Bills:

e In the Billing Index—see Using the Billing Index.

e |n the Transactions > All and Bills views of File Details—see Working with transactions
on a File

To look up Draft and Final Bills rather than posted Bills, open the Create Bills dialog (e.g. by
clicking Transactions > Bill on the Amicus Toolbar) and then navigate to the Draft Bills or Final
Bills view as desired. See Creating Bills.

Related Topics

Creating Bills
Receiving Client Payments

Writing Bills up or down
Sending Reminder Statements
Reprint Bills
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Billing > Looking up Bills, Write-Ups/Downs, and Payments > Using the Billing Index

Using the Billing Index

The Billing Index window appears when you open the Billing module. It shows a list of your Bills.

1. Toope
Billing

n the Billing Index, navigate to the Billing side of Amicus and then click the
button in the Navigation Pane.

m File

Billing

ATTORNEY

¢ Feedback

Edit & View
BILLING

ShowEils datec. | Betwaen . [ ClientMatt  Clisnt Dats ¥ Inw#  Fess | Expense  Taxes | Intsrsst  Total | Payment Balance  Aging (d
[~ DOMCA/SE5( Frank R.Wain Mar2321 1003 148000 26000 0.00 000 1730.00 000 173000 35
E2018 | v || To| 43012021 |v [™ 12345239 Harold Markh: Mar 2321 1004 2,880.00 0.00 0.00 000 283000 150000 138000 35
Sthow Bills fod adive . [~ 1198673 Frank William Feb1921 571 5,000.00 0.00 0.00 000 500000 250000 250000 &7
[~ FRANKSYD/ Frank Sydenh Feb01/21 1000 181500 8500 0.00 000 200000 150000 50000 85
[ SUTHVO200! James Sutherl Jan 2121 626 000 90000 0.00 000 90000 000 900.00 9%
For: [~ ALLMA/ST08f Mathew Alladi Nov2220 1001 2500.00 85.00 0.00 000 258500 000 258500 156
i Files o [~ AUTD/33402 Gary Berwood Nov2220 510 1750000 38000 0.00 000 1783000 950000 8380.00 156
[ FIRSTHi206: FirstHome Bui Nov2220 512 1750000 95865 0.00 000 1845665 1250000 595865 156
& Responsible Lawyesrs o [~ 2030494939 Jamisonlnc. Nov2220 516 2500000  2.360.00 0.00 000 2736000 775000 1961000 156
S 2 [~ PARKER/984 Bill Parker  Nov2220 522 1850000 65000 0.00 000 1915000 1750000 1.650.00 156
[ KIFNAL9984 Susan Kifnal Nov2220 523 1575.00 £3.00 0.00 000 164400 90000 74400 156
Primary Clients - [~ NATRKID03 MNorth America Nov 2220 859 750000  950.00 0.00 000 245000 800000 45000 156
(] a [~ NATRKIO2 Morth America Nov 2220 859 365000 85200 0.00 000 450200 350000 100200 156
[~ NATRKIOT Horth America Nov2220 859 630000 21200 0.00 000 651200 500000 151200 156
Type |Al - [~ BERCO/798 Berwood Cons Oct21/20 501 832500  605.00 0.00 000 833000 250000 643000 188

Special | No Selection -

2. The Bil

Name,

127.981.. 7265000 5533165
File Name
WIP Fess
WIP Expenses

Primary Client Name

Billing Category General Retainer

AR: Trust Balance

ling list shows information for each Bill: the Client Matter ID, Primary Client
AR Date, Invoice Number, new charges (Fees, Expenses, Taxes, and total),

amount paid, outstanding balance owed, and aging (for outstanding Bills, the number

of day

s since the AR Date), and the Responsible Lawyer initials. At the bottom of the

list, totals for the currency columns appear.

3. Files billed together in a Consolidated Bill for a Client are shown as separate Bills in the
list. These Bills have the same Invoice Number.

O

Reminder Statements for interest posted to Accounts Receivable are listed as
"Bills". They have a different Invoice Number than the original Bill(s) on which
the Interest is charged.

A File Summary for the currently highlighted Bill is shown at the bottom of the
Billing Index window.
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o You can scroll up and down in the list of Bills, and sort it by clicking the heading
of the column you want it sorted by.

Transactions list for a Bill
Click the + icon for a Bill to expand the list, showing a sublist of the transactions on that Bill:

e Original Bill (or Reminder Statement for Interest posted to Accounts Receivable)
e  Write-Ups and Write-Downs

e Payments—Trust Transfers to AR Transfers done at the time of billing or later,
General Retainers applied at the time of billing or later, and Receive Payments done
after billing

The transactions are shown in date sequence from oldest to newest. For each transaction, the
list shows the date, Invoice Number or reference number, amount, and resulting outstanding
balance.

- v 12345/239 Harold Marki Mar23/21 1004 2 _B20.00 0.00 0.00 0.00 282000 1.,500.00 1.,320.00 35
Type Date InviRef# Amount
Bill Mar 2321 1004 288000
Payment Mar 2521 9 1.500.0

Showing particular sets of Bills

You may have a large number of Bills. Using options in the control panel, you can filter the list of
Bills shown.

e Bills dated—By default, Bills for all AR dates are shown. To limit the list differently,
select one of the other options and specify the desired date(s).

e For which Files—By default, Bills on all Open Files are shown, including Files that are
also Inactive. To limit the list differently, select one of the following options instead:

o All—This shows Bills on any File regardless of File status. Bills on Files that are
Closed or Inactive are shown.

o Active—This shows only Bills on Active Files. Bills on any File that is Inactive or
Closed are hidden.

e For your Files or all Files—By default, only the Bills on Files to which you are assigned
are shown (My Files option). However, depending on your assigned Security Profile
or Firm Member Designations, you can select the Firm Files option to show Bills on
all Files regardless of who is assigned to them, select the Firm Files option.

e For whose Files—To show only the Bills on Files to which particular Firm Members are
assigned, select the type of Firm Member ("Responsible Lawyers", "Introducing
Lawyers", or any "Firm Members") and then click the People icon to select one or
more particular people.
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e Or, to show only the Bills on Files to which particular Primary Clients are assigned,
select the type of Client ("Primary Clients") and click the People icon to select one or
more particular Clients. To show only the Bills on Files to which a particular Client is
assigned (regardless of whether or not they are the Primary Client on the File), select
"Clients" and click the People icon to select a Client.

e For what File Type—To show only Bills on Files of a particular File Type, such as
"Corporate" or "Real Estate", select a type in the Type list box. Or, to include all Files
regardless of File Type, select "All".

e For what Special Status—To limit the list to Bills on Files assigned a specific Special
Status, select that Special Status in the Special box. Or, select "No Selection" to
include Files regardless of Special Status.

e Paid/unpaid—To limit the list of Bills based on their current balance, select an option
in the Show box at the bottom of the control panel: all Bills, only Bills with an
outstanding balance, or only fully paid Bills.

Related Topics

e Looking up Bills, Write-Ups/Downs, and Payments
e Working with Bills listed in the Billing Index

Amicus Billing User Guide 197



Billing > Looking up Bills, Write-Ups/Downs, and Payments > Working with the Billing Index

Working with Bills listed in the Billing Index

You can select one or more Bills listed in theBilling Index, right-click, and choose to:

¢ Receive Payment against the Bill (or multiple selected Bills if they have the same
Primary Client)

e Transfer Trust to AR in order to pay the Bills or cover WIP Expenses on the
corresponding Files

e Create a Reminder Statement for the balance owing on all Bills on the corresponding
File

e Write up/down the value of a Bill
e Open the corresponding File Details (if a single Bill is selected)
e Delete the Bill (if allowed)

e Open the PDF or Word version of the Bill image for viewing or reprinting (a Word
version can also be edited)

View the Bill history to generate the Invoice History Report

Related Topics

e Looking up Bills, Write-Ups/Downs, and Payments
e Using the Billing Index
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Billing > Receiving Client Payments

Receiving Client Payments

Use the Receive Payments function to receive a payment from a Client:

e Payment of Bills whereby money is deposited into a General Bank Account

o Payment of Bills via application of General Retainer amounts (money is deposited to a
General Bank Account but not yet applied, so not yet withdrawn from that account)

e Payment of General Retainer on Files (money is deposited into a General Bank
Account)

To receive money to Trust from a Client, use the Trust Receipt function instead—see Receiving
Trust

& Note:
/ Trust and General Retainer can also be applied against new charges at the time
of billing.

Receiving payment

1. Click the Transactions button on the Amicus Toolbar in the Billing-side Files, Clients, or Billing
modules and choose Receive Payment to display the Receive Payment dialog.

Or, right-click on a bill in the Billing Index, a file in the Billing-side Files Index, or a client in

the Billing-side Clients Index and choose Receive Payment. You can also right-click on a bill
in a Transactions view of File Details and choose Receive Payment.

Amicus Billing User Guide 199



Client Name B Client ID Phone WIP AR Trust
[+ Battalion Steel Company (- BATSTL (212-555-5601] 0.00 0.00 0.00
[+ Berwood Construction Lt BERCO (212) 555-9999 3.460.00 6,430.00 0.00
& Blue Holly Mattress Ce, (1] BHMCO Open 0.00 0.00 0.00
@ FirstHome Builders (1) FIRSTH blex 877.75 5,958.65 0.00
& Jamizon Inc. (1) 20204 RSt S it 63000 19,61000 0.00
& North America Truck Ltd. | NATRK W AR Ern 732.22 2,064.00 49,314.35
ft- Clark M. Admiral (1) ADMHE Time Entry 0.00 7.768.00 15,000.00
- Mathew Alladin (1) ALLMA Expense Entry 798.72 2,585.00 7,500.00
- Janet Baily (1) BALIA Bill 553.82 0.00 15,000.00
[+ Gary Berwood (1) AUTO Receive Payment 345.00 8.380.00 0.00
- Harold Blank (2) BLAHA Trust > 0.00 0.00 0.00
g} Jim M. Cooperman (1) COOPER Reminder Statement 640.00 0.00 825.00
ft- Elizabeth Fairchild (1) FAIREL Write Up/Down 40,00 0.00 0.00
[ Guthrie Featherstone (1) 233445 Print 0.00 0.00 0.00
B} George Evan Gallagher (1) GALGE 480.00 0.00 0.00
Expand All

E}- Steven Hanley (1) STEVHAN Collapse Al 0.00 0.00 0.00
Ft- Samuel Hunt (1) GARGA ,037.50 745,00 0.00
- Veronica G, Kennedy (1)  KENVE Showjieks 120,00 0.00 0.00
Vil Receive Payment X

Receiptto 1 - General +  Date | Apr27/2021 v| Rept#

Payment is for: @® Client () File (O Invoice# :. Berwood Construction Lid.

Method Check - Get Paid Faster - Accept Credit Cards

Received from | Berwood Construction Ltd. Amount Check

Description Payment on Account

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

¥ 501 Oct21/20 BERCO/(679S8 8.930.00 6.430.00 0.00 0.00 0.00  Details

Totals 8.930.00 6.430.00

[:] Apply General Retainer Balances against Bills

Primary ClientMame File Name
Billing Gategory WIP Fees 0.00 ‘General Retainer
AR: 0.00 WIPExpenses 0.00 Trust Balance

| % Save & New |

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

(DOOOMDOD)
0.00
0.00

2. Enter basic information for the receipt:

Gen. Retainer =
0.00
0.00
0.00

7,500.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

15.00
0.00
0.00
0.00
0.00
000

o Receipt to—General Bank Account to which money is being deposited. This field

is not used if you are only applying General Retainer.

o Date—Date that money is being received. Bills up to this date will be listed.
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o Receipt #(optional)—Number is automatically incremented (and overridable if
permitted by your Firm Settings).

o Show Bills Filtered By—Choose whether to list Bills for a Primary Client, a File, or
an Invoice Number, and specify which one. If showing Bills for a particular Client
or File, only outstanding Bills are listed. If showing Bills for a particular Invoice
Number, you can choose include paid Bills.

o Received from—The name of the person from whom payment is being received,
which will appear on the printed receipt. The default is the name of the Primary
Client on the File(s) for the Bills listed. You can type a name if desired.

o Amount—Dollar value of money being deposited. If only applying General
Retainer against Bills, enter zero.

o  Type—Method of payment (check, cash, credit card, electronic, or other).

o Check #—Optional identification number such as a check number or credit card
transaction number, which can be printed on reports or used for sorting.

o Description—Description of the payment (default provided from Firm Settings).

o Apply General Retainer Balances against Bills—Select this option to automatically
apply General Retainer on Files against the corresponding Bills listed (shown in
the Apply Rtnr. column). If multiple Bills are listed for a File, Retainer is applied in
date order, starting with the oldest Bill. Clear this option if you want to clear the
values in the Apply Rtnr. column.

3. Examine and edit information in the list of Bills as appropriate. (Skip this step if you are
only adding new General Retainer.)

The list shows information about each Bill: the Invoice Number, AR Date, Client Matter
ID, billed total, current balance outstanding, amount being paid from the new amount
submitted by the Client, current General Retainer balance on the corresponding File,
and amount being paid from General Retainer.

Allocating payment to Bills:

o When the list is displayed, General Retainer balances are automatically allocated
to the Bills first. (If there are multiple Bills on the same File, General Retainer is
allocated to Bills in chronological order, starting with the oldest Bill.) Then the
new payment amount is automatically allocated to the Bills, starting with the
oldest Bill first.

o If desired, edit the allocated amounts. Reducing the Payment amount on a Bill
increases the Unallocated Payment amount below the list accordingly, and
reducing the Apply Rtnr. amount increases the corresponding Rtnr. Avail. amount
accordingly. Amounts are not automatically reallocated to the other Bills.

o To skip payment of one or more of the listed Bills, clear the checkbox at the left
on those lines. This clears the Payment and Apply Rtnr. amounts for those Bills.
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Distributing payment within a Bill:

o When finished allocating new payment and General Retainer on a Bill, you can
click Details in the Distribution column to view or edit the distribution of that
total payment within the Bill. The Payment Distribution dialog appears.

il Payment Distribution x

Payment Total: 0.00

Account Billed Paid Cutstanding Apply
Expenszes £05.00 &05.00 0.00 0.00
iHG - Fees 7 g1 9% 47571R 1.607.50 (i i
FM - Fees 624375 142125 482250 0.00

Interest 0.00 0.00 0.00 0.00

Unallocated 0.00

The total payment is automatically allocated between Taxes, Expenses,
Timekeeper Fees, and Interest, as determined by settings for the firm, File, and
Bill. If desired, edit values in the Apply column to change the allocation, and click
OK.

4. Any payment amount left unallocated to Bills (that is, any overpayment) will be received
as new General Retainer. This amount is shown below the list of Bills. Click the Allocate
To Files button to specify how this General Retainer is allocated across the Client's Files.
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Wit General Retainer Application .

This client has multiple Files.
Select the Files to which you wish to apply the Retainer.
Retainer to Allocate:  -b0.00

File Client Matter Retainer Bala Retainer Alloca WP
‘widgetco She 113/6679 0.00 -50.00 205.00

geEIC0 o

Totals -50.00 805.00
Unallocated 0.00

All Open Files for the Primary Client are listed. Edit the Retainer Allocation fields to
distribute the full Retainer amount as desired and then click OK.

5. Click Save & New or Save & Close to save the Payment.

Printing receipts

The Administrator can set your firm to allow receipt printing and if so, to prompt first or always
print automatically.

il Qutput To x

Screen
Printer
[:] Quick Print (Default Printer)

E-mail Receipt to:
|mar)fb|adc5m'rth @mbcompary.com| |
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A receipt can be output in the following ways:

e When you save a new Payment.

¢ When you run the Receipts report from the Reports module. (This allows you to
reprint a receipt if necessary).

The receipt shows only the cash receipt amount, omitting any General Retainer amount applied
in the transaction.

Receipts cannot be printed for Payments that record Startup General Retainer Balances.

Related Topics

e Creating Bills

e Looking up Bills, Write-Ups/Downs, and Payments
e Writing Bills up or down

¢ Sending Reminder Statements

e Reprint Bills
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Billing > Writing Bills up or down

Writing Bills up or down

Use the Write Up/Down function to write up or down the amounts on a posted Bill and/or change
the Lawyer distribution of unpaid Fees on it.

Adjusting Bills

1. Click theTransactionsbutton on the Amicus Toolbar in the BILLING-side Files, Clients, or
Billing modules and choose Write Up/Down to display the AR Write Up/Down dialog.

Or, right-click on a bill in the Billing Index, a file in the BILLING-side Files Index, or a client in
the BILLING-side Clients Index, and choose Write Up/Down. You can also right-click on a bill
in a Transactions view of File Details and choose Write Up/Down.

Vil AR Write Up/Down >

File I Markham Realtyre G Imvoice #

Description |Write up/down on Invoice | | Lawryer Distribution
Item Billed Paid Qutstanding Change Mew Cutstanding

Fees 2,880.00 1,500.00 1,380.00 0.00 1,380.00

Interest 0.00 0.00 0.00 0.00 0.00

| n Save | @ Cancel
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2. Select a Bill to adjust. You may first select a File and then an Invoice Number (for one of
the Bills on that File). Alternatively, you may skip the File selection and instead select an

Invoice Number (from among all Bills, optionally including paid Bills).

For the selected Bill, the amounts billed, paid, and outstanding are shown for Fees,
Expenses, Taxes (if enabled for the firm), and Interest (if enabled for the firm). At the

bottom of the screen, summary balances are shown for the File.

3. Enter a transaction description.

4. To adjust the outstanding amounts on the Bill, enter a change amount (positive or

negative) or the new outstanding amount.

5. To adjust the Fee distribution among lawyers, click Lawyer Distribution.

il Lawyer Distribution
COriginal Unpaid Distribution: 1,280.00 + Change: 0.00 = Net Fees: 1,280.00
Current Payments Unpaid
Lawyer Distribution Applied Distribution Change

2, Heather Gavel 2,880.00 1,500.00 1,380.00 0.00
é Perry Mason 0.00 0.00 0.00 0.00
2 0.00 0.00 0.00 0.00

Totals 1,500.00 1,380.00 0.00

Left to Allocate 0.00

The total outstanding amounts are automatically allocated between the lawyers. If
desired, edit values in the Change or New Unpaid Distribution column. Add additional

lawyers if you like. When finished, click OK.

6. Click Save to save the Write Up/Down.

Related Topics

e Creating Bills
e Looking up Bills, Write-Ups/Downs, and Payments

e Receiving Client Payments
¢ Sending Reminder Statements
e Reprint Bills
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Billing > Sending Reminder Statements

Sending Reminder Statements

Use the Reminder Statements function for creating Statements of Account for money owing, to
send to Clients.

If Interest is applicable and set for posting, it will be posted to Accounts Receivable when the
Statement is generated. It will be assigned a different Invoice Number than the original Bill(s) on
which the Interest is charged and will be listed as a "Bill" in the Billing Index.

Creating Reminder Statements

1. Click the Transactionsbutton on the Amicus Toolbar in the BILLING-side Files, Clients, or
Billing modules and choose Reminder Statement. Or, right-click on an item in a BILLING-
side File or Client list and choose Reminder Statementto display the Reminder Statement
dialog.

2. Select Create from the left navigation pane.

Wil Reminder Statements

m File » Edit & View £ Actions

. Statement Date  Today Reminder Statement Template Use File Setting
Draft

Client Matter Selection

All Clients -_ Files ;Eﬂ”}' reKipling, Berwood vs Wright ...
Responsible Lawyer Interest Settings
Al ) Selected 2
Apply Interestto Overdue Accounts: Mo
File Type
Calculate Interest as of Invoice Date
Al Selected [

Interestis a Memao ltem Only

il iy Compounding Frequencyis  Simple

All Selected  Bilable

| & Clear Selection | P& Send to Draft | 3¢ Close

3. Fill in basic details as appropriate:

o Specify the Aging Date—Bills with a newer AR date will be excluded. Payments and
Write Ups/Downs up to this date will be included. If charging Interest, it will be
calculated up to this date.
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o Select a single Reminder Statement Template to be used, or choose to use the
individual Templates assigned for each of the Files (in the Admin > Bill Settings
view of File Details).

In general, any Bills for Interest will be created using the individual Templates
assigned for each of the Files (in the Admin > Bill Settings view of File Details).

o Templates can be created and edited from the Reports module. To see a sample
printout for a single selected Template, click Preview.

o Choose whether to create Statements for all Files, only the Files for selected
Primary Client(s), or only the Files you select.

o If you chose to create Statements for selected File(s), single Statements are created
even for those Primary Clients who are set for Consolidated Billing (in the
Balances view of their Person Details). The File's "Send Reminder Statements"
setting (in the File Details > Admin > Bill Settings view) is ignored, as is the grace
period and the minimum balance set for your firm by your Amicus Administrator.

o |If you chose to create Statements for all Files or selected Client(s), you can
optionally filter the Files further by one or more of the following:

»  Selected Responsible Lawyer(s)
»  Selected File Type(s)
= Selected Billing Categor(ies)

In this case, Statements will be created only for Files that are marked "Send
Reminder Statements" in their File Details > Admin > Bill Settings view, and
generally only for Files that have a balance currently owing that is greater than
the threshold amount, as set for your firm by your Amicus Administrator.
Statements will generally be created only for Files that meet both of the
following additional criteria:

= Are overdue (beyond their grace period), as set for your firm by your
Amicus Administrator

= Have a balance currently owing that is greater than the threshold amount,
as set for your firm by your Amicus Administrator

However, if any of the filtered Files is for a Primary Client who is set for
Consolidated Billing (in the Balances view of their Person Details), these
additional criteria are ignored—that is, the Statement will include all of the
Client's Files as filtered, regardless of their balance owing.

o Interest settings are summarized. If desired, click Interest Settings to adjust how
interest is applied to overdue accounts. The default settings are supplied from
Firm Settings > Billing - Interest & Reminder Statements. If you edit these
settings, those changes will apply to any new Statements you create before
closing the Reminder Statements dialog.

4. Click Send To Draft to move Statements to Draft status, ready for previewing and/or
generating.
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Generating Reminder Statements (and posting Interest)

The Draft view of the Reminder Statements dialog enables you to review Statements and
change an option before generating them.

1. Click the Transactions button on the Amicus Toolbar in the Billing-side Files, Clients, or
Billing modules and choose Reminder Statement. Or, right-click on an item in a Billing-
side File or Client list and choose Reminder Statement.

The Reminder Statement dialog appears. Go to the Draft view.

i

m File » Edit 0 View £ Actions  Feedback @ Help

Create When printing or previewing Statements sortby:  List Sort Order - Include Paid Invoicss

E m v Date Client Matter ID File Name Client Interest
W Lpr2& AUTO/33402 Berwo irectarship Gary Berwood
¥  Lpr2821 BERCO/6793% Berwood vs ‘wiright Berwood Construction Lid

| x Delete Draft Statement | '. Print Preview | #5 Generate Statements | 3 Close

2. Choose to show all Statements you have permission to view, or only the ones you
created.

3. Preview, mark, or delete Statements as desired.

4. For a Consolidated Statement in the list, you can click the + button at the left to expand
the display, showing a sublist of the individual Files included together on the same
Statement for the client.

5. To mark a Statement for processing together with other marked Statements, select the
checkbox at the left. For example, you can click Generate Statements on the Amicus
Toolbar to generate all marked Statements.
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6. Select the sequence in which Statements are printed:

o By Responsible Lawyer (and then by Client Matter ID)

o By Client Matter ID

o By File Type (and then by Client Matter ID)

o In the list sequence that Statements are currently sorted in the view

Note that if you choose to sort by Responsible Lawyer, the lawyer used for a
Consolidated Statement is the one on the File that comes first if sorted by Client Matter
ID.

If Interest is posted when Statements are generated, then this sorting controls the
sequence in which Invoice Numbers are assigned.

7. Choose whether the Statement should list any fully paid Bills on the File(s) it covers.

Otherwise, only the outstanding Bills are listed.

8. When ready, you may:

9.

o Click Print Preview to see the way your marked Statements will print. Or, right-
click a Statement in the list and choose Print Preview.

o Click Generate Statements to both print your marked Statements. Or, right-click a
Statement in the list and choose Generate Statement. These Statements will
vanish from the Draft list and appear in the Billing Index.

If interest is applicable and set for posting (rather than merely appearing as a
memo item), a "Bill" for the new interest will be posted when the Statement is
generated.

When finished, click Close or click a different view in the Navigation Pane of the Reminder
Statements dialog.

Related Topics

Creating Bills

Looking up Bills, Write-Ups/Downs, and Payments
Receiving Client Payments

Writing Bills up or down

Reprint Bills
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Billing > Reprint Bills

Reprint Bills

You may need to reprint a bill(s) in Amicus Billing.

,‘ Note:

—— The default format for printed bills is set in Firm Settings (either PDF/Word).

To reprint bills:

1. Click the checkbox in the Client Matter column header to select all bills.

m File

# Edit 0 View — Go % Tools £ Actions

ATTORNEY BILLING
Billing
W  ClientMatt Client Date ©
Show Bills dated: Between © .
W DOMCABES[ Frank R. Wain Mar 23/21
12M206  |v] To| 4302021 [v & 123451233 Harold Marki Mar 23721
Show Bills for Al . I 119/6679 Frank William Feb 19/21
| FRANKSYDS Frank Sydenh Feb 01/21
¥ SUTH1/02001 James Sutherl Jan 21/21
For: [ ALLMA/S708! Mathew Alladi Nov 2220
Firm Files ® My Files W AUTO/33402 Gary Berwood Nov 2220
[ FIRSTH/206z FirstHome Bui Mov 22020
(@ Responsible Lawyers - ¥ 20304/34938. Jamison Inc. Mo 22020

2. Unselect the bills you do not want to reprint.

3. Click the Print

i Output To

Screen
|| Printer

Quick Print (Default Printer)
|:| Include & paper copy of Email Bills
[ ] Send E-mail

Inv
1003
1004
571
1000
526
1001
510
512
516

oK
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Fees Expense
1,420.00 250.00
2.880.00 0.00

5.000.00 0.00
1.915.00 25.00
0.00 500.00

2,500.00 25.00
17.500.00 380.00
17.500.00 95860
25.000.00  2.360.00

pd

G Cancel

Taxes
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Interest
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Total
1,730.00
2.880.00
5.000.00
2,000.00
500.00
2,585.00
17.880.00
18.458.65
27.360.00

icon in the Taskbar to display the Output dialog.

% Fesdback @ Help

Payment = Balance | Aging (d

000 173000 36
1.500.00 1.380.00 36
250000 250000 62
1,500.00 500.00 86

0.00 50000 97

0.00 258500 157
5500.00 8380.00 157
12.500.00 595865 157
7.750.00 1961000 157
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4, Select the appropriate checkbox:

o Screen - Displays the selected bills on the screen.

o Printer - Sends the selected bills to the printer.

= Quick Print - Uses the default printer without prompting you to select a
printer.

5. Click OK. A progress bar displays while the bills are being printed.

6. When the reprinting is complete a Reprint Bills window displays with the following

information.

i Reprint Bills

30 of 40 kills was reprinted,

Unable to reprint the following hills:

Mumber

12346
12347
12345
12349
12350

12331
17357

2020/08/15
2020/08/15
2020/08/15
2020/08/15

2020/08,15
NFNLNRAS

File

SPF Participation 2077
Jeanneret Combustibles 54 - Audit 2015
ARC Finance 54 - Conzell économique
Jeanneret Combustibles 54 - Audit 2018
Jeanneret Combustibles S& - Fiscalité 2018
Sanhiku Sanitaires 54 - Audit 2015

Daina Celia - Figcalite 2017
Garilla Wwiatebes Sl - Canesils 2017

S[=] E3

o X of N bills reprinted.
o Alist of bills that Amicus Billing was unable to print.
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7. Click the Print icon for a report of the Reprint Bills.

Reprint Bills
Nav, 30th 2018
30 of 40 bills reprinted
Unable to reprint the following bills:
Number Date File
13245 2020-08-15 SPF Participations SA - Conseils 2017
13245 2020-0815 leanne ret Combustibles SA - Audit 2015
13247 2020-08-15 ARC Finance 54 - Conseil économique
13248 2020-08-15 Jeanneret Combustibles 54 - Audit 2018
13249 2020-08-15 leanneret Combustibles SA - Fiscalité 2018
13250 2020-08-15 Saniku Santaires SA - Audi 2015
13251 2020-08-15 Daina Celia - Fiscalité 2017
13252 2020-08-15 Gorilla Watches Sarl- Conseils 2017
13253 2020-08-15 CI5 Marin 5A - Review 2017
13254 2020-08-15 Ryser Pascale - Fiscalité 2017
13255 2020-08-15 Lengme Vincent - Fiscalité 2017
Related Topics
e Creating Bills
e Looking up Bills, Write-Ups/Downs, and Payments
e Receiving Client Payments
e  Writing Bills up or down
e Sending Reminder Statements
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Billing > Exporting bills to a single PDF

Exporting Bills to a single PDF

Saving multiple bills to a single PDF file helps ensure that your bills are easy to find and paid on

time.
.Imil. -
Fage Recipient Bl
4 ]on P M 44 4 of 1 P M 14 G o6 [ Print Print All
| @ Print x
General -~
mri— »ronto 09
[ ABS PDF Drriver w400 N H
M Microsoft Print to PDF Street - Suite 20
@ Microsoft XPS Decument Writer OnlO, ON
M8Y9T8
Status: Ready O rirttofie | P
Location:
Commert: Find Printer... Date: 7/27/2022
File Number: 1001/1001-1
) Invoice Number: Final
Number of copies: |1 5
11 32 g3
b
Cres || o
Hours Amount
05/13/2022 AU1 Email to Heather Gavel 0.10 20.00
Total Fees 0.10 $20.00
STATEMENT OF ACCOUNT
Prior Balance 60.00
AMOUNT DUE AND OWING TO DATE $60.00

Related Topics

e Billing

e Creating Bills

e Looking up Bills, Write-Ups/Downs, and Payments

e Receiving Client Payments

e Writing Bills up or down

¢ Sending Reminder Statements
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APX (Abacus Payment Exchange) > APX Recurring Payments

APX (Abacus Payment Exchange)

Abacus Payment Exchange (APX) is a payment solution that uses a single platform to process
Credit Card and ACH payments within Amicus Billing so you get paid quickly. It also makes
payments easy for your clients!

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.

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.

The APX Authentication token is updated when a task that triggers a call to APX is made, such
as adding a payment method, or making a payment. It is updated from the background of Amicus
and is not visible to the user.

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.

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

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

Related Topics

e How to set up APX

e APX Test Transaction

e APX Defaults and Edits

e Managing Payment Methods in Amicus Attorney
e Making a Payment in Amicus Attorney

e APX Payment Method List

e APX Recurring Payments

e APX Disbursement Report
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APX (Abacus Payment Exchange) > Accept Credit Cards

Accept Credit Cards

Your Firm Administrator must set up APX (Abacus Payment Exchange) in order for your
clients to use it. When your clients use APX it means you will get paid as quickly as your

bank allows.

If your Firm Administrator has not already set up APX for your firm, a Get Paid Faster -Accept
Credit Cardslink displays in the Receipt Payment and Trust Receiptdialogs making it even easier

to sign up for APX.

1. On the BILLING-side Home page click on Receive Payment or Trust Transfer to
AR under the Navigator section to display the corresponding dialog.

Wil Amicus Attorne

ATTORNEY
Office
M Home
¢ Preferences
ﬂ Reports
‘ Merge Templates
k3 Help Center

BILLING

B Open Another Office

lgl Return to My Office
Administration

&%, User Management

B Firm Settings

™ Custom Pages and Records

2 New File Intake Management

A import

M File / Edit = Go

A Tools & Actions

% Feedback

-m—],n— Heather Gavel

lednesday, April 28

AR BILLING
$73,654.68 $ 8,730.00

N

TRUST
§114,834.85

Current ($33,023.65)
W > 30 days ($10,060.57)
W = 60 days ($1,486.16)
W = 90 days ($2,234.66)
W > 120 days (38,150.57)

Current ($0.00)
W > 30 days ($3,110.00)
W > 60 days ($3,000.00)
W > 90 days ($900.00)
W > 120 days (366,644.68)

Navigator
i, h
(S Ei R
Receive Trust Transfer Create Bill Reminder Write
Payment to AR Statement Up / Down
Run Reports from the Office module to gain Last Refresh CT) Start Timer
s and business, 1:00PM

2. These dialogs can also be accessed from the Clients module by selecting a client and

right-clicking to display a pop up menu. Select either the Trust > Trust Receipt or
Receive Paymentoption.

3. If a firm is not already APX Enabled (approved) a linkGet Paid Faster - Accept Credit Cards

displays in the corresponding dialog.
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Vijil Receive Payment

Receiptto 1 - General - Date Today Rept#

Payment is for: ) Client @ File ) Invoice# [ Alladin Purchase

Method Check - GetPaid Faster - Ac Credit Cards

Received from | Wathew Alladin Amount Check
Diescription | Payment on Account |
It Date Client Matter Billed Balance | Payment @ Rtnr. Avai  Apply Rtn | Distribution
¥ 10071 Mov2920 ALLMA/S708 258500 2.585.00 50.00 0.00 0.00  Details

Totals 258500 258500 50.00 0.00
Unallocated payments will be applied as a General Retainer 0.00 Allocate Retainerto Files

Apply General Retainer Balances against Bills

Mathew Alladin Alladin Purchase ALLMASTOBS
FixedFee WIP Fees 4,440.00 General Retainer 0.00
AR: 2 585.00 WIPExpenses 353.72 Trust Balance 7,500.00

[ ﬁ. Save & New | . Save 8 Close | 9 Cancel

4. If you are not the Administrator for your firm, the link opens the APX Guide where you

can read about all the advantages of becoming an APX enabled firm.

Related Topics:

APX (Abacus Payment Exchange)
How to set up APX
Managing Payment Methods in Amicus Attorney
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APX (Abacus Payment Exchange) > How to set up APX

How to set up APX

To begin the Onboarding process:

1. Go to the Firm Settings window.

i Amicus Attorne,

m File / Edit o\

ATTORNEY BILLING

Office

# Home

£ Prefersnces

M Repors

B Merge Templates
(3 Help Genter

8. Open Another Office

8. Open Tutorial
Administration

2% User Management

2] Firm settings

[™ Custom Pages and Records

New File Intake Management

& Import

LUSTOMEr CXPErence IMprov ement - Anonymize u
Practice Automation Libraries - M
Tax Seftings - Tax

e
ge Cu

on Fees

d Expenses

-

Ej Documents.

Management -

Indexing -
Encryption
Online Servicss - Link

B Files

File Types - File ty
Special Status - C
Business Types - Client Business Typs
PeopleRales - R n Fil
Matter Came to u LI busin eg:
Document Groups - Document Groups per File Type

egories

2 People
People Groups - Firm ontact Group Names
Prefix - Name prefix o
Suffix - Name suffix
Communications - P

n People
Firm Member Types - Catex
Firm Member Availability
Firm Member Workload

Activity Codes - Activity, T
Billing Categories - Bi
Billing Rates - Billing Rate
User Rates - Timekeeperr:
Accounting - Links
Import - S

fault profile for Fees and Expe

Track Ghanges - Manage Justifications for edits

@8 Outlook | Exchange / Office 365 Link

Contacts, Calendar and E-mail - Link
ExchangeManagement - ScheduleIn

€Y Maintenance

Utilities - D
Updates - Che

utilities

 Client Portal

Partal Setup - Configure Client Portal Settings

Bi Billing

General - Next Invoice Numb: d

Clientand File Mumbering - Aute Numbering fol

Payment Hierarchy - Determine p

Bank Accounts - Gen d Trust
mﬂcus Payment Exchanae (APX) - Credit Card & ACH

Trust - Trustdefaults for E.Tmr;

Lawyer Fee Distribution - Default fee distribution

Bill Profiles - File Billing Defaults

Transaction Description Defaults - Data Entry

Interest & Reminder Statements - Default

Emailing Bills - Setdefaults for emailing of Bills w

iptions

2. Click Abacus Payment Exchange (APX) under the Billing heading to display the Billing -
Abacus Data Exchange (APX) screen.

Amicus Billing User Guide

218



'ﬁf( Firm Settings
Billing - Abacus Payment Exchange [APX)
2 AP
— 4

ABACUT PAYMINT EXCHANGE

Increase Revenue and Improve Cash Flow

CreditCard and ACHfe-check payment processing allow clients to pay for your services quicldy

and securely.

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

Abacus Payment Exchange Setup Learn More /Enroll

« P |5, Apply | OK | @ Cancel
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3. Click the Learn More / Enroll button to display the first screen of the Onboarding wizard.

Nij# APX Registration b3

r
Ap . Call us: (888) 633-9668

Get Started Today!

APX, Abacus Payment Exchange. allows you to process credit card payments and ACH
transaction securely from within your practice management software

L d @ (L] ®

PCl Data Security Transparent pricing Advanced ating wi Bt ine Recurring payments
Standard Reporting Accounts Pay!

APX integrated payment processing system

LYY

4. Click LEARN MORE ABOUT APX or the video Start Button Il to watch a short
video about the APX integrated payment processing system.

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 client contact card. Scroll down and click in the fields to edit or enter new
information.
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Tell us about your Business

. @ ]
A Ta ared Bcozihabepng Sastes -
L] @
A 2 ng, ared 1B 2
L7
3 T it
7] T ]
o L 7]
@ @
saneerample . - g
1] Y]
= dale Ave
L] L]
Broge " -
L] v @
Staten -
LT 7]
BEL aaie G landd dde
APX Merchant Account Setup * Berqure
¥ SRR B creabe an APK
addrony. ‘We w -
7]
= & e L
[7]

e Click the Help @ icon to display information about the field.

e Clickthedown ~ arrow to select an option from the drop-down menu that
displays.
e Fields with an asterick * are Required.

Amicus Billing User Guide 221



6. Click Go to step 2 to move to the About the Owner section in the wizard.

Owner 1
L' L
7] [¥]
M n|
1] ("]
7] ]
(] L]
[ na A
L7] L7}
7] v @
@ [7]
- 555) 5555151

e 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.

AP, Abacus Peyment Exchange Account Signup

o Bbuzas? ther 44 o Rlein st thap Chenvods B ] 4

ST Pl B [ el P Tt Frogaieloid OF o b whvatud of A whs GReCEY Of wxiercthy el ey frew paned a
o PPee O [P Cowrfali S bRt of e Ll ERCEy @ Tl BOgier 000 il verll ik ) il et Saneliz an] ieaponiddity A Laga
Erviity emchudes § gevarg] partrarthi. § orporgton lemated babdity Dormoaey o gther sttty Bl i forrmerd By 8 Sl ol puble Sonameet with §

mrrpbry of gt or pmdg ofice B sy perelr Butne s entity forrmasd m s dnded Shatet

B 2

LV ¥
¥ Ao
¢ L1
Lo
(V] v

Owner 2 (5 moaoy * Bppuired Narbdl
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8. Click Go to step 3 to display the Add Bank Account section.

Abacys Payment Exchangs Account Skgnup

o Ak Bawdy Azt i

Operating Account

Plardctir ookl your e afong Bank pee

Neoie: Lovkons ot bank socoun ma Plisd afowd pou K

Trust Account

Pleace add youar gt hank accoun! sgtomatically via F
Nedi: Linksg polf basl So0oonl vaa Pl Sldew

Plaid

() Add vrust sccoun via Plad

Lty

Back i siep T

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

e Or,click the @ icon under the Manually fields to Add accounts manually for

these accounts.

/‘i
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9. If you use Plaid to link to your bank the following screen displays.

s Payment Exchamge Account Signup

omﬂh Dussness elhm'lhetmnﬂ' emmm 4 Terms and Conditions

Operating Account =
Pleate add your operating bank stoount sutoml -
Mo Linding jouer bank sccound via Plasd alowid ﬁ_ - 1
Plakd o ﬁ .
. m= L5
@ e cperating asoount via Plad pecn mman aly

This applcation uses Flad
1o Ik your bank

Trust Account
SeIOL A AT — [
Plsase a0d your truwt bamk acoount sutomationl
Mo Linking pour bank sccound v Plaid alows .
Plasd & Priwita
(%) Add rrust aceount via Plad ' rraruty

Continua

- ]
i b m‘l I
!

e Click Continue to add a bank account.
10. A prompt displays informing you that a Bank accounthas been successfully added!

AP Abacus Payment Exchangs Account Signup

e Ak the Business e Akt The Craser o Add gk Account #  Terms e Conditione

(piing Aot

Plegne aded poor opeating bank accoun] sulomatcally via Plakd or mansually
Moy Linkng your bank soccant viy Plasd allows pou B9 Suls aaladtd and jtar coliecling papmani.

Plaid Plaid Session »
EMHM
Acct 8 -~ 4321 | Checking @ Mank acoount succesy hully added!

Trust Account Flad ses
Pleans ads pour Brust bank aocoont Babs  Lruwre youp pat
Moy Linking your bank stocont vl Plas  otherwie you s

= El

¥} Adiruan account wa Plaid i \alty

sahoiendy m
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11. Click OK. The bank account is added to the appropriate field under Plaid.

Ap‘ : Abacus Payment Exchange Account Signup

Operating Account

Pledce add yolsr operatng Bank soount sutomatealy wva Plasd of matsaly
Nt [inhing pour bk socoud s P abow pou i sohs oaBosdl s 100r) Soleshing sl

Plasd Masually

& Basi of Amatics
Acct 8 — &XFY | Cheking

Trust Account

Pl B yoasr trusl bk SO2oun Sstomatealy via Plikd of maneslly

Mg Lk bl Boro0rd vl Plsed Slows pou 1 send onbomtd e SL0T CORGC DG Py
Plasd Marually
() Add wrust account via Plaid (E) Aod tnust account man

B0 siep 3 G B pep &

12. If you choose to add your bank account Manually, the following dialog displays.

AP Abacus Payment Exchange Account Signup

0 About the Buy _— —
Add Operating Account Manually 4
Operating Acc

Plisgme add yoear opa
Noosti: Lk o

(£} A cparating

Trust Accouni

Please add youar trun

5 koo il Bupprmeny Checkeng -

Plaid * Bupporting Documents @

Rk v gt T mive B MBH, Aecepted Dy types oo, jpeq, poa pdf, ol Gb

(2} At st mece

haete o Browse files

13. Complete the fields, drag and drop or browse to add Supporting Documents in the last
field.
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AP ;
° Mt et Bt E_% Y
Add Operating Account Manually 4
Operatingce ™

Peadd s your Si
Hoteclinkig ol « upporting Documants @

Mlanrmem upload fie soe B RS Accephed Sle bypea o e D

Buginess Chagiong -

Flaid
() sgacperiang i B3 B8 Dvos here o Browis Niles

4]
Trust Account

Mmm m Bk Statasrsset = Soitds Fnparant do il iobs
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14. Click Add Operating Account when you are finished. The account displays under the
Manually field.
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15. Click Go to step 4 to display the Terms and Conditions section.
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17. Click the Merchant Terms and Conditions link to display the following screen.

t Gign
eﬁmwmn ammm ammum oru—mm
Merchant Terms and Conditions b

Terms And Conditions

Abwrus Addendum

[ - 1

18. 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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19. Click Submit to complete your APX Application.

APY.  Abacus Payment Exchange Account Signup
@ ¥ieu Pt Aitediilullp eompleted APK Applsatio

Submit Confirmation
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20. Click Book a training session or return to the Firm Settings screen.

ijjjf Firm Settings - x

Billing - Abacus Payment Exchange [APX)

2 APX

ADACUES PAYMINT IXECHAMGE

Increase Revenue and Improve Cash Flow

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

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

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

Youwill be nofified by e-mail when itis completed

Contact us at 885-633-9663 if you haveany questions.

« P |5, Apply | OK | ® Cancel
e You will receive Email Notification Approval. This may take up to 2 business days.
Related Topics

APX (Abacus Payment Exchange)

APX Test Transaction

APX Defaults and Edits
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Managing Payment Methods in Amicus Attorney
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APX (Abacus Payment Exchange) > APX Test Transaction

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.

| i/ Firm Settings - X
Billing - Abacus Payment Exchange [APX)

2 AP

ARACHE PAVMINT INCWANED

Account is activeand is ableto acceptihefollowing
American Express, Visa MasterCard. Discover and ACH (e-Checks)

AFX Merchant Account Mapping:
Operating Accourt 1 - General -
Trust Account 1 - Trust -

Note:  This account mapping represents the reconding of
T APXtransachions to your AmicusBank Account

The actual depositwill be made to the bank account
youprovided during the APX anboarding process.

— Congratulations, APX account is active!
Test APX and 55.00 will be deposited into your
bank account,
Get 55 Gift
Settings Reporks
! Email Motifications [ i APX Disbursement Report |

! APX Transaction Report !

! AP¥ Chargebacks Report !

o« P |5 Apply | ¢ OK | @ Conce

2. An APX intake form displays. Ensure that the details are correct and add email(s) in the
We will send a transacation details to this email(s) field if you wish.
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W1 APX Registration - o X

Ap : Abacus Payment Exchange

APX Test Transaction

 AP)! Test Transaction We are gwmg you $5 to test your APX account. This
test transaction helps you experience the seamless and

v integrated payment flow offered by Abacus Payment
é Wait 1:2 business days Exchange.

e: Make APX Payment

-

e\ Check it out on your bank account

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

Transaction Date Transaction Amount Description
5] 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.

Related Topics

e APX (Abacus Payment Exchange)
e How to set up APX
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APX (Abacus Payment Exchange) > APX Defaults and Edits

APX Defaults and Edits

When APX is NOT enabled for the General Bank Account:

1. Right-click on a file in the File Index or select Create Bill under BILLING on the Billing
Home Page to display the Create Bills dialog:

e The APX - Credit Card / ACH option is hidden.
2. Click Send to Draft to create a draft bill.
e Filter the bills from the pull-down menu in the Use bills with field.

When APX is enabled with not file selected.

1. Select Create Bill under BILLING on the Billing Home Page to display the Create Bills
dialog:

e The APX - Credit Card / ACH option displays.
2. Click Send to Draft to create a draft bill.
e Filter the bills from the pull-down menu in the Use bills with field.

When APX is enabled with the file selected.

1. Right-click on a file in the File Index or select Create Bill under BILLING on the Billing
Home Page to display the Create Bills dialog:

e Any change to the default payment method will reset the APX amount to zero.
e By default funds are utilized for transfer and payment in the following order:
1. General Retainer
2. Trust Retainer
3. Credit Card/ACH
e The Transfers amount on the left equals General Retainer + Trust + APX
transfers and changes dynamically when changes are made to these amounts.
2. The following message displays when the transfer is greater than current charges: "You
cannot enter a negative amount for any of the transfer/payment amounts. "
3. Select the Transfers/Payments tab to edit all the transfers.

Related Topics

e APX (Abacus Payment Exchange)

e How to set up APX
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APX (Abacus Payment Exchange) > Managing Payments in Amicus Attorney

Managing Payment Methods in Amicus Attorney

To open the APX Payment Methods screen:

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

Vil Amicus Attorney

m File / Edit # Feedback
ATTORNEY

Office

A Home
% Preferences M TODAY'S TASKS PENDING TIME ENTRIES
@ e 9 44 7

B MergeTemplates
&3 Help Center

& Open Another Offics

Import

Firm Reports

§

QOutstanding Communications

FromiTo Name Subject Phane Mumbe | File Date

r From Anne Neighbor RE: Deposition Date Neighbor re Rhodes ~ Apr 28/21
r B From Jane oo Wants to discuss the fils befors he (212) 555-9874  Cooperman v. Cooparr Apr 28/21
r To Philip J. Agrarian ‘Widgetco File \widgetco Share Purch: Apr 28/21
r From Janet Baily One more thing Baily re Kipling Dpr 28171
r From Gary Berwood RE: Progress on Berwood v \Wright Berwood vs Wright Apr 28/1
r oYy T Frank Sydenham JAsked his secretary to have him c: (212) 555-8745  Sydenham re Public C: Apr 28/21
r B From Fred Jamison I s to talk to you today! ) 555 Jamison Inc.

r | Fom Gary Drysdale Gary called and was very anxious (718) 555-5522

r B From Jonathan Fly ‘Would like to arrange dinner for lat 556-5555 Business Developmen Apr 27/21
r | Fom David Barrett Would like to set up a mesting for r +1 (313) 555-94¢ Business Developmen Apr 27/21

1:00 PM

insight to your clients and business.

UNASSOCIATED NOTES

60 S
& Return to My Office i ‘ Civil Litigation (8)
Residential Real Estat... (3)
Administration 40 e ——
30 — \ [ Corporate (3)
& User Management 20 \, 26 B Firm Administration (2)
[ Firm Settings 10 Business Development (1)
[™ Custom Pages and Records 0 AW Family Law (1)
. Mar 28- Apr04- Aprii- Apri18- Apr25- M Directorship (1)
2 NewFile Intake Management Apr03 i 7 24 28 Other ()
*
o

Run Reports from the Office module to gain O Last Refresh G) Start Timer

Time Entry Tracking Active Files

|»

Qe @O
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2. Click a contact from the People Index. In our example we will click Janet Bailey to
display her Contact Card.

il Amicus Attorney — O X
m File » Edit
ATTORNEY
People showing My Contacs 94 Contacts | N A NN
Show the following People Name Company Name Phone Group Contact Date Marked —
@ Contacs 2 Clark M. Admiral Admiral Heating (532)555-9354 Clients, Holiday Card Today r
Firm Dirsctory 2 rhilip). Agrarian Dewey, Cheatem & Howe (212) 555-6398 Lawyers, Personal, Oppos Today r
i -._ Mathew Alladin (312)353-0708 Clients, Holiday Card Today r
o L ETEEE Firm Centacts -._ Janet Baily House of Grant (B13)355-8844 Clients, Holiday Card Today r I
@ In ANY Group 3 Bernard F. Barklay City of Chicago (312) 435-5601 Judges r
in [0 ~|selected Groups | 2 David Barrett Brown & Co. (313)555-9490x384  Prospects, Holiday Card  Today O B
3 Battalion Steel Company Battalion Steel Company (212-355-5601) Clients -
2 Samuel Beatty Beatty & Perrin (312) 555-8585 Clients, Lawyers, Opposin  Today -
- 2 Amie Becker Dewey, Cheatem & Howe (416)977-6633 Lawyers, Opposing Couns -
-._ Gary Berwood Berwood Construction Lic (212) 335-9999 Clients, Holiday Card Today r
[ include My Inactive Contacs 3 Berwood Construction Ltd, Berwood Construction Ltc (212) 555-9999 Clients r
3 Jonathon Bittle Bittle Inc. (541) 555-8875 Parties, Vendors r
-._ Bonnie B. Black Kitchen Stuff Galore (715)555-9628 Other, Personal Today r
-._ Harold Blank Blank Industries (312)555-4949 Clients, Holiday Card Mar 10/20 r
-._ Maude Blank (312)555-4949 Clients, Holiday Card Apr25/18 r
-._ Ronald Blatchford R. T. Industries Ltd. (312) 555-9598 x345 Clients Today r
-._ Blue Holly Mattress Co, Blue Holly Mattress Co, (212 -555-3256)x201 Clients r
-._ Douglas Brackman McKenzie Brackman (212)555-1286 Lawyers, Parties Today r
=, City Treasurer's Office Municipal Tax Cffice (416) 555-5999 Municipal Offices Yesterday r
= Whipper Cone City of Boston (617) 555-8844 Judges Apr21/21 r
=, Jim M. Cooperman The Mega Bank (225)555-2342x223 Clients, Holiday Card Today r
= Tanya Cooperman (333)555-7634 Parties r
; Sandra R. Couples Critical Medical Center (215)555-8870 Prospects, Cther Today r
2 The Assessment Department Municipality of Metropoli (416) 555-9869 Other Today -
3 Dewey, Cheatem & Howe Dewey, Cheatem & Howe (212)555-6398 r
3 Gary Drysdale First Mational Bank of Hac (718) 555-5522 Clients, Bankers Today -
5 Claude Erskine-Brown Crown Prosecutor's Office 020 7865 5555 Lawyers r LI
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3. Click Actions > Manage APX Payment Methods from the top Navigation bar.

Wil Jenet Bailey

m File

7 Edit & View

ATTORNEY

BILLING
Janet Bailey

= Motes X

Main Mote

My Motes

All People Motes
Files
Firm Members
Groups
Related People
Referrals
Events
‘Communications
Chronalogy
Documents
Custom Page
Custom Record

Rasies v

Contact QuickEdit

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

here=
Apply | aboveto:
‘ Business - |
-] )
Restrict Portal

£ D >

A, Tools

L Actions % Feedback

New Contact Cirl+N

Mark Contact

Last Contacted by Me

Generate a Document Ctrl+D
Delete Contact Oct27i21 ot
Manage APX Payment Methods D Remind me to keep in
touch with this Person
145 Main Street B
Buffalo New York 14201 every [0 | days
United States

BTh\s Contactis onmy
Inactive list

Main Note

Janet Bailey is a lawyer and an author of mystery stories.
Likes red wine and baseball.

Her latest works are”

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

"UCC and the Unknown"

B Delete % Print  [*) Generate Document B Save & Close

4. A screen listing APX Payment Methods for the contact displays.

ifjil Janet Bailey - APX Payment Methods

= AP

ABACUS PAYMENT EXCHANGE

Type Account Account Name Expiry Default
Checking 0252 Janet Bailey r
Personal Saving X1533 Janet Bailey il
MasterCard X0008 JanetMasterCard 12721 |
Discover 6009 JanetDiners 1271 I

: anetAmex : v |
Business Saving ¥9789 Janet Bailey I~
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Adding an APX Payment

To add an APX payment, 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.

Vgl Janet Bailey- APX Payment Methor

Billing Address Va

JANET BAILEY

88 MILESTONE

NEW YORK NY 90565
jbailey@gmail.com

New Payment Method

(® Credit Card visa @ E fREm

* Name on card
* Card Number

* Expiration

MM/YY

(O eCheck/ACH

e

Cancel

2. Some of the fields are populated with information retrieved from the client card. Click into the
fields to edit or enter new information.
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i} Janet Bailey- APX Payment Method - :

Billing Address

* First name * Last name

Janet Balley

* Billing address

88 Milestone
* City * State/Province

New York NY v
T Zip * Country

90565 USA v
* Email

|bailey@gmail.com

Cancel

3. Click Save to save the New Payment Method. You are returned to the APX Payment
Methods screen where you can continue to add APX Payment Methods.
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Adding an E-Check / ACH Payment Method

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

Wil Janet Bailey- APX Payment Method

Billing Address Vs
HEATHER GGAVEL

88 MILESTONE

NEW YORK NY 90565

gaheatherg@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

al

N
=

Cancel

2. Click Submit to return to the APX Payment Method screen where the new information
has been added.
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'.ﬁ; anet Bail

m File »# Edit O View % Tools #£ Actions

ATTORNEY BILLING

Janet Baily
= Notes
E 7 = A
My Motes = L =

All People Motes Me. Janet Baily

Files Author

Firm Members House of Grant

Groups 37 Forsyth v B
Related People Wil Janet Bailey - APX Payment Methods
Referrals

Events

Communications % '
Chronology 4
Documents - 4

Girstom Page ABACUS PAYMENT EXCHANGE
Crmm =] Type Account Account Name
Checking X0252 Janet Bailey
Personal Saving X1533 Janet Bailey
Contact QuickEdit MasterCard X0008 JanetMasterCard
Discover X6009 JanetDiners

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

Apply | aboveto:

: JanetAmex

Business Saving X9789 Janet Bailey
Business Checking  X0552 Janet Bailey

Gl 1D

3 Last Contacted by Me
/ Today ~
.“.s [-

Default

<00

X

# Feedback

me to keep in
h this Person

120 | days

Primary ﬂ

(I I |

pry

I

I
Restrict Portal K Delete | ¢/ SetDefault | Add | ¢ OK r

‘ D ’ B Delete

& Print

10. 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.

11. ClickOK to return to the client card.

Editing an Existing APX Payment

B Save &Close

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

Related Topics

o APX (Abacus Payment Exchange)

e How to set up APX

e APX Defaults and Edits

e Making a Payment in Amicus Attorney
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APX (Abacus Payment Exchange) > Making a Payment in Amicus Attorney

Making a Payment in Amicus Attorney

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

1. Click the BILLING tab at the top of the left Control Panel on the Home window to display
the Billing Home screen.

Vi Amicus Atto

m File / Edit O View — Go %\ Tools £ Actions

BILLING

ATTORNEY
Office

i Heather Gavel

i Amicus Attorney

# Home
LA m fle , Edit @ View — Go N\ Tools & Actions
u Reports ATTORNEY BILLING

(3 Help Center | 4 Home

£ Preferences AR BILLING TRUST

$ 54,955.61 $ 73,654.68 $ 8,730.00 $ 114,834.85
o Return to M B MergeTemplates
Administratio| €§ Help Center
[ Custom Pag{¥ Return to My Office Current ($33,022.65)
= Administrtion B > 30 days ($10,060.57) B > 20 days ($3,110.00)
e M > 60 days ($1.486.16) W > 60 days ($3,000.00)
- 2% User Management B > 90 days ($2,224.66)
[ Firm Settings M > 120 days ($8,150.57) B > 120 days ($66,644.68)

B MergeTemp| Office A T
8 open Anoth| [ Reports
[ Firm Setting{ ¥ Open Another Offics
Current ($0.00)
W > 90 days ($800.00}
[ Custom Pages and Records

New File Intake Management
& Import

Navigator

_________ .
8 B 4
Receive Trust Transfer Create Bill Reminder Write
Payment to AR Ststement Up / Down

eports from the Office module to gain Last Refresh = .
W 1.00 PM (T) Start Timer

ght to your clients and business.

2. Click the Files module in the left Control Panel of the Navigator window to display the Files
Index.
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Vil Amicus Attormey

m File

(=]

# Edit  Feedback @ Help

ATTORNEY BILLING
Filee showing My Active Files - 22 | N
Show Fi Time Entry Unposted Fees WIP Fees WIP Expenses AR Gen.Retainer Trust
Active - [EonlyBilable B Alladin P Expense Entry 560.00 4,440.00 358.72 2,585.00 0.00 7,500.00
con m Bailyrek gy 380,00 5,420.00 133.82 0.00 000  15,000.00
- — BB Berwood e — 0.00 2,100.00 245,00 £,380.00 0.00 0.00
BB Berwood = ol 0.00 3,460.00 0.00 5,430.00 0.00 0.00
@® | Responsible Lawyers - B BlankPu - 0.00 0.00 0.00 0.00 0.00 0.00
' G~ o BB Blankvs Reminder Statement 0.00 0.00 0.00 0.00 0.00 0.00
= Write Up/Down
B Cooperr ; 40.00 1,640.00 0.00 0.00 0.00 825.00
Primary Clents " Bm Dom Coop v. Philips DOMCA/88500 0.00 5,180.00 200.00 1,730.00 0.00 0.00
& - BB FirstHome Developn FIRSTH/206226 0.00 520.00 357.75 5,058.65 7,500.00 0.00
BB Gallagher Will GALGE/97035 160.00 1,480.00 0.00 0.00 0.00 0.00
Type |Al | mm Jamisen Inc. 20204/940303 580.00 2,180.00 450.00 19,610.00 0.00 0.00
Special BB Markham Realty re G 12345/230 120.00 4,260.00 0.00 1,380.00 0.00 4,910.50
BB Meighbor re Rhodes  MEIGH/04238 0.00 0.00 1,705.00 0.00 15,000.00 14,815.00
B Morth America Truck MATRK/0032 0.00 1,600.00 2332 450,00 0.00 34,314.35
[Jinciude only Files with B8 Morth America Truck MATRK/002 0.00 560.00 384.70 1,002.00 0.00 10,000.00
AR & WIP - 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/084643 440.00 240.00 130.32 1,650.00 0.00 0.00
BB Richter Purchase  RICSU/990701 1,080.00 500.00 500.00 0.00 0.00 0.00
BB Silverthom re Sales T KIFNAL/90843 1,200.00 3,800.02 £5.25 744.00 0.00 1,195.00
BB Sutherland v. Smith . SUTH1,/020001 0.00 1,600.00 0.00 900.00 0.00 0.00
BB Sydenham re Public FRANKSYD/32507 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
Totals 4.870.00  41,537.42 5.265.69 55.331.65 2250000  99.834.85

3. Click the Transaction button at the top of the screen and select Receive Payment to display
the Receive Payment dialog.
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Vil Receive Payment

Receiptto |22 - Chase Bank (APX Ena ~ Date Today

Rept #

Paymentisfor. () Client @& File ) Invoice# [ Baily ReKipling

D Apply General Retainer Balances against Bills

Janet Baily Baily Re Kipling
Billable WIP Fees 0.00
AR: 800.00 WIPExpenses 0.00

| E. Save 8 Mew | . Save & Close | @ Cancel

o Select a payment Method from one of the following options in the pull-down

menu:

= Credit Card Payment (APX)
= ACH Payment (APX)
= Check
= Cash
= Credit Card
= Electronic
= Other
o Enter the charge in the Amount field.

If your firm is not set up to receive APX payments, Get Paid Faster - Accept Credit

Cards displays beside the Method field.

Amicus Billing User Guide

Method Credit Card Payment (APX) - AMEX X1004 : Janet Baity ~ | Add

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

Description Payment on Account

Invé Date Client Matter Billed Balance = Payment Rtnr. Avai | Apply Rin | Distribution

[¥ 1000 Aug 01-2021 1007/001 800.00 200.00 0.00 0.00 0.00 Details
Totals 800.00 800.00 0.00 0.00

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

10074001
General Retainer 0.00
Trust Balance 0.00
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ijjjf Receive Payment

Receiptto |22 - Chase Bank (APX Ena ~ Date Today Rept#

Payment is for: OCIient @File Olnvoice# I Baily ReKipling

Method Credit Card Payment (AFX) w Get Paid Faster - Accept Credir Cards
Received from | Janet Baily Amount 0.00 | Ref#
Description Payment on Account

o Clicking on this link opens the APX Guide where you can read about all the

advantages of becoming an APX enabled firm.

4. 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:

Wil Receive Payment

Receiptto 22 - Chase Bank (APX Ena ~ Date Today Recpt#

Payment is for: OCIient @File Olnvoice# B Baily ReKipling

Method Credit Card Payment (APX) w ANMEX X1004 : Janet Baily | Add

Received from | Janet Baily Amount 800.00 | Ref# I:I

Description Payment en 4 Amicus
v v Date Apply Rtn  Distribution
[ 1000 Aug01-20211 A charge for $800.00 will now be run on the 0.00 Details
AMEX card ending in 1004 belonging to Janet
@ Baily.
Do you want to proceed?
iDo not show me this again.
[JiDo not sh th
Totals ' Ves | @ Mo 0.00
Unallocated payments will be applied as a General Retainer 0.00 Allocate Retainer to Files
Apply General Retainer Balances against Bills
Janet Baily Baily Re Kipling 1007001
Billable WIP Fees 0.00 General Retainer 0.00
AR 800.00 WIP Expenses 0.00 Trust Balance 0.00

| . Pay Now | @ Cancel

5. Click Yes if you would like to proceed with the transaction. A Payment Processed prompt

displays with a Confirmation #.
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Amicus

Payment Processed

@ Successful credit card transaction

for $800.00.

Confirmation #: 11400145

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

o If 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.

= An expired card cannot be processed

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

7. Click Cancel to return to the Files Index.

Related Topics

e APX (Abacus Payment Exchange)

e Allowing an APX payment

e Viewing APX Transactions

o Voiding and Refunding an APX transaction
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APX (Abacus Payment Exchange) > Allowing an APX payment during Billing

Allowing an APX payment during Billing

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

1. Click on the Transferstab 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.

l il

m File »# Edit 0 View £ Actions % Feedback @& Help
Bill Options Show My Bills Show only Bill for files wherethe  Responsible Lawye is
All Bills - My Files
Bill File AllBills - All Files  When Printing / Previewing Bills sott by List Sort Order - Listbills with: Al -
Mass Bill X X . X
v Date Client Matter ID Client File Name Charges Transfers MNet Bill
W = | Dratt Bills = 2 Oct 17118 1151 Josse Carter CONSOLIDATED 101.78 101.78 0.00
Final Bills
1151/005 Josse Carter Carter Vs Lamar 78.00 78.00 0.00
|
Bill Overview Fees | Expenses Fee Distribution |
| Fees 2000 Amount Available Balance
| Discount 0.00
General Retainer 1375 200.00 186.25
Expenses 37s
Taxes 0.00 Trust Bank Account
Interest (Mema) 0.00 1 - Trust ~ 0.00 0.00 0.00
Total New Charges 2375
APX - Credit Card / ACH
Transfers -2378
| _— 1 - General (APX 10.00
I Net Bill 0.00
Balance Forward 0.00 Credit Card Paym | Discowver X9057 : Josse Carter ~ | Add
New Balance 0.00

| x Delete Bills | '. Print Preview | :5 Print Bill Summary | ﬁ Print | [8 SendtoFinal | X Close

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

Related Topics

e APX (Abacus Payment Exchange)

e Making a Payment in Amicus Attorney

e Viewing APX Transactions

e Voiding and Refunding an APX transaction
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APX (Abacus Payment Exchange) > Viewing APX Transactions

Viewing APX Transactions

APX payments are prefixed with (APX). When a transaction does not have a description
associated with it the Transaction Type is prefixed with (APX).

Payments are handled in the same manner for both APX payments:

e Credit Card Payments (APX)
e ACH Payments (APX)

The Billing View Files Details

To access the Receipt Payment dialog:

1. Select Receipt Payment form the Navigator section of the BILLING-side Home screen:

Nilil Amicus Attorney — O X

m File »~ Edit 0 Go %\ Tools £ Actions 1 Feedback

ATTORNEY BILLING Heather Gavel
Office rmTl Tt

M Home

£x Prefersnces wip BILLING TRUST
M Repors $54,955.61 3,654.68 $8,730.00 $ 114,834.85
‘ Merge Templates

(3 Help Center

-B. Open Another Office

& Return to My Office Current ($33,023.65) Current ($0.00)
P — W > 30 days ($10,060.57) I > 30 days ($3,110,00)
B > 60 days ($2,252.96) B > 60 days ($3,000.00)
&, UserManagement B > 90 days ($1,437.86) B > 90 days (5900.00)

[ Firm Settings B > 120 days ($8,150.57) W > 120 days ($66,644.68)
[™ Custom Pages and Records

2 Mew File Intake Management
4+ Import

MNavigator

(S m &

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

ves you Last Refresh

122 At () Start Timer

cus through a
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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.

Wi Baily re Kipling

m File # Edit 03\

1% Feedbac
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ATTORNEY BILLING
BALJA/2345
Baily re Kipling
- - Time Entry
Clients On This File
Firm Members EETEETy |
@ Conlacts whoseraleis Bill :ﬁpr 292021 ~ | Show Biled & Unbilled -
Receive Payment Reference # Amount 2
Trust L4 Invoice # Status
Reminder Statement 80 Hrs = 200.00 380.00
Wiite Up/Down tter to First Edition - Unpasted
fP— —emeeeem g A0 Hrs = 200.00 1,080.00
. Time Reviewing legal issues raised by client’s literary work (reading novel); WIP
File Facts
Bpr 21121 Heather Gavel - 2.00 Hrs * 200.00 400.00
e Time Provide preliminary opinion - WP
Time / Fees Apr 1921 Heather Gavel - 0.20 Hrs * 200.00 40.00
2. The Receive Payment dialog displays:
Vil Receive Payment *
Receiptto | 1-General (APX Enabled) v| Dae Today Rept#
Payment is for: () Client @ File ) Invoice# [ Baily reKipling
Method Credit Card Payment (APX) ~ | -MNocard on record - | Add
Recsived from | Star Bucks | Amount Ref #
Description Payment on Account
Il Date Client Matter Billed Balance = Payment Rinr. Avai | Apply Rtn | Distribution
W 1025 Feb23/21 1022/001 955.00 415 0.00 0.00 0.00  Details
[ 1098 Jun26/21 1022/001 1.09060 1.015.85 0.00 0.00 0.00  Details
W 1100  Jul11/21 1022001 3.00 3.00 0.00 0.00 0.00  Details
[ 1002 Mar27/21 1022/001 186.00 186.00 0.00 0.00 0.00  Details
W 1031 Jan15/21  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 Retainerto Files
D Apply General Retainer Balances against Bills
Star Bucks BucksStar 1022/001
Billable WIP Fees 0.00 General Retainer 0.00
AR: 218450 WIPExpenses 0.00 Trust Balance 0.00

| . | @ Cancel
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Trust Bank - Trust Receipt (Ul View)

To view the Trust Receipt dialog box:

1. Open the File Details window and select File Facts > All Transactions or Trust from the left
sidebar navigation bar.

W File / Edit

ATTORNEY

=}

View

BILLING
Baily re Kipling
Clients On This File

Firm Members

(®) Contacts whoseroleis

File Facts

All Transactions

Time / Fees

Expenses
Bills

-
m

General Retainers
Bill Images
Related Files
Custom Pages
Admin

Restrict Portal

*, Tools

« 0 >

Index

& Ac

- W

4 Feedback

BALJA/2345

o A description is always displayed

Trust Mew ¥ ]
From Oct 02/2017 To Today Show Checks & Receipts -
Bank Accounts Al ©
Date v Account Chk/Rept# ToiFrom Description Receipt Check Invoice #
Apr 2921 1 - Trust 0010 Janet Baily Retainer 100.00
Dec 28120 1 - Trust 0003 Janet Baily Retainer 15,000.00
Account Overview o
Unposted Posted WIP Billed Write Up /Down Paid AR
Hours 180 2710 2710 0.00
Fees 380.00 5,420.00 5,420.00 0.00 0.00 0.00 0.00
Expenses 13382 13382 0.00 0.00 0.00 0.00
Taxes 0.00 0.00 0.00 0.00
Interest 0.00 0.00 0.00 0.00
Totals 380.00 5,653.82 5,653.82 0.00 0.00 0.00 0.00
Trust 15,100.00 General Retainer 0.00 Last Bill Last Payment
& Print | B Save &Close

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

m File »# Edit 01\

ATTORNEY

BILLING
Baily re Kipling
Clients On This File

Firm Members

(@ Contacts whoseroleis

File Facts

All Transactions
Time / Fees
Expenses
Bills.

&

General Retainers

Amicus Billing User Guide

% Actions

Time Entry

Expense Entry

Bill Today

Receive Payment
Trust 3
Reminder Statement

Write Up/Down

Show Checks & Receipts

Trust Receipt Description

Trust Check Retainer
Trust Transfer to AR

File to File Transfer

BALJAI2345

New v

Receipt Check Invoice #

15.000.00
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3. The Trust Receipt dialog displays:

Vi Trust Receipt

Receiptto | 1 - Trust - | Date:  Today Receipt #
From: ; |Ranurex Contact 022 | Amount: 100.00 Ref# l:l
Method |Credit Card Payment (APX) A | Visa X4747 : Ranorex Contact 0Z ~ | Add
Description: | Retainer
File Client Matter ID Client Description Amount New Balan
Eaily re Kipling BALJAZZ4AS Janet Baily Retainer 100.00 15,200.00
<Click here to add a new File allocation:-
Totals Unallocated 0.00 Allocated 100.00
Primary Client Mame File Mame (0DDDO0A00)
Billing Category WIP Fees 0.00 General Retainer 0.00
AR: 0.00 WIP Expenses 0.00 Trust Balance 0.00

| x | E. Save 8 MNew | . Save 8t Close | @ Cancel

Printed Receipt and Bills (New Payment)

To print receipts for bank accounts:

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

Wi Amicus Attorney

m File / Edit

ATTORNEY
Office ﬁ
A Home [l
£ Preferences d General
[ Repors Firm Basics - Basic nforr bout the Firm

Fiscal Year - Currentfi nd Billing st
Firm News & Message -
Shared Resources - Meetin
Notifications - Autom
Reporting Services - Server Settings and Rep
Login Management - Mzp Single Sign On |

ﬁ Merge Templates
G] Help Center

8. Open Another Office
-B. Open Tutorial

ST TEIEEET Practice Automation Libraries - M
Tax Settings - Taxes onFees a

2% UserManagement

m Firm Settings

(%) Calendar

Event Categories - C
Priorities - Priority
Holidays - Ho
Court Rules - C

() Time

Activity Codes - Activity
Billing Categories - Bil
Billing Rates - Eilling

ifications
Entri

User Rates - Timekes 5 per user and security

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

Accounts dialog.
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& Actions

iy General

Firm Basics - Basic Informa
Fiscal Year- Current fiscal

Firm Mews & Message - Lo
Shared Resources - Mestin
Motifications - Automated sy
Reporting Services - Servel
Login Managemert - Map 5
Customer Experience Impr
Practice Automation Librari
Tax Settings - Taxes on Fesg

E Documents

Management - Managemen
Assembly - HotDocs Advan
Indexing - Document folder:
Encryption - Secure documg
Online Services - Link with

Bm Files

File Types - File type descri
Special Status - Clazzes de
Business Types - Client Bus
PeopleRoles - Role an File
IMatter Came to us...- Sourg
Document Groups - Documy

2 People

People Groups - Firm and
Prefix - Name prefix options
Suffix - Name suffix options

Vigif Firm Settings

Billing - Bank Accounts

Nomber | Name Toe
1 General [Default) General -
1 Trust (Default) Trust Edit
Remove
Show Inactive
Accounts
Receipt

Printclient receipts for bank accounts.

Usethe template for printing Recepts | Prompt me to ¥ | printreceipts.

E-mail client receipts

Send Client Receipt E-mail to | Draft Folder hd

Communications - Phone, B
Address - Address Labels
Relationships - Kinds of reld

Firm Member Types - Categories for describing Firm Members

Firm Member Availability - £

Firm Member Warkload - ‘Workload status categories

weailability status categories

Check
Enable check printing for |Tru5t and Retainer Refund hd | | Prompt me to * | printchecks.

Usethe | Check Middle | templatefor printing checks. Nlowcheckstobereprinm

Use | Microsoft XPS Document Writer

- | printer for printing checks.

Order Amicus Attorney compatible checks  onling or call 1-500-544-3427.

« P | K Apply | OK |

Payment Hierarchy - Determine payment order

I Bank Accounts - General and Trust Account details I
Abacus Payment Exchanae (APX) - Credit Card & ACH processing
Trust - Trust defaults for Billing
Lawyer Fee Distribution - Default fee distribution
Bill Profiles - File Billing Defaults
Transaction Description Defaults - Diata Entry default descriptions
Interest & Reminder Statements - Default rates and messages

3. Select the Print client receipts for bank accounts checkbox.
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Reports

To generate an APX - Credit Card and ACH Report:

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

Vil Amicus Attorney

m File /# Eit 2V
ATTORNEY BILLING
Office
A Home ~

01 Preferences

M Repors

ﬁ Merge Templates
ﬂ Help Center

B. Open Another Dffice

8. Open Tutorial
Administration

2% UserManagement

ﬂ Firm Settings

iy General

Firm Basics - Inform
Fiscal Year- Currentfisc
Firm News & Message -
Shared Resources - Meeting r
Motifications - Autom
Reporting Services - S

Firm Settings

(%] calendar

Event Categories - C
Priorities - Pric
Holidays - H.
Court Rules -

splayedin all Ca

(©) Time

Activity Godes -/
Billing Categories - Bill
Billing Rates - Billing R
User Rates - Timekeeper

Y.

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

il Firm Settings

‘Operating Account

TrustAccount

Billing - Abacus Payment Exchange (APX)

= AP

ABACUS PAYMINT EXCHANGE

Accountis active and is able to acceptthefollowing:
American Express, Visa,

MasterCard, Discovery and ACH (e-Checks)

APX Merchant Account Mapping:

1 - General -

1 -Trust -

Note:

This account mapping repres ents th e recording of
APXtransactions to your AmicusBank Account

Theactual depositwill be made to the bank account
youprovided during the APX onboarding process.

Settings
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Email Notifications

Repors

APX Disbursement Report

APX Transaction Report

APX Chargebacks Report

o P | % Apply |

Firm Settings
Activity Codes -/
Billing Categories - Billa
Billing Rates - Billing

on-Billa 2
s for Time Entries

User Rates - Timekesper
Accounting - Links and iguration
Import - Set default prof Expenses

Track Changes - Manage Justifications for edits

@& Outlook/ Exchange ! Office 365 Link

Contacts, Calendar and E-mail - Link configurs

€} Maintenance

Utilities - Databa:
Updates - Check for Amicus Updates

kupand utilities

€ Client Portal

Portal Setup - Configure Client Portal Settings

¥ Billing

General - MextInvoice Numbes
Client and File Numbering - Set
Payment Hierarchy - Determine
Bank Accounts - Gener, d Trus
Abacus Payment Exchanae (APX) - Credi

d Invoice File Format
umbering for Client/Matter |d

Trust- [rust ts tor Bﬂﬂr;
Lawyer Fee Distribution - Dt It fee distribution
Bill Profiles - File Billing Defaults

Transaction Description Defaults - Data Entry def:
Interest & Reminder Statements - D
Emailing Bills - Set defaults for emailing of Bills
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3. Click APX Transaction Report to display the APX - Credit Card and ACHReport dialog.

Wil Generate - APX - Credit Card and ACH Report — a x

APX - Credit Card and ACH Report

From: Today To Aug 252022 o

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

o  From and To dates

4. Click OK to generate the report.
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& Abacus Payment Exchange
a 4850 Eastgate Mall, San Diego
- CA92121-1977

Firm AA Toronto09 Inc

Tran Period 09/01/2021 - 09/21/2021 as of 09/21/2021 13:50:17 PM

APX Transaction Report

Related Topics

Fund Date Txn Date Txn Status Txn 1D Inv. # Method Payee File Matter ID Client Acct. Amount
11 _tok_6
t1_txn_614 1492238
09/21/21 09:09  09/21/21 Qe304e2a 551d2d2f Personal Heather
am 09:09 am Approved 9086449d  6818f9c2 Saving 6G go21 $2.75
4d25 0210921
09
t1_tok_6
t1_txn_614 149¢238
09/21/2100:00  09/21/21 ! 9e240adb  551d2d2f Personal Heather
am 09:09 am Voided 45ed768d  6818f9c2 Saving GG 0021 §1.75
0da0 0210021
09
Daily Total $4.50
t1_txn_614
09/20/21 16:09  09/20/21 Bf3f7c23d Personal Heather
pm 1600pm  Approved 0ff355c7b 0% Checking  GGavel 021 §10.00
79
t1_tok_6
t1_txn_614 148f10b0
09/20/2116:00  09/20/21 ! 8f1706fd0  d4f665e9 |, Heather G
pm 16:09 pm Voided 45e8dcée  18adBc2 Visa Gavel oo19 $3.00
b3f 0210920
16
11_tok_6
t1_txn_614 148f10b0
09/20/21 16:09 | 09/20/21 Voided 8f11e3114 d4f665e9 Visa Heather G 0021 $2.00
pm 16:09 pm 09aB67ee 1BadB8c2 Gavel
5e8 0210920
16
Daily Total $15.00
Total 5 transaction(s) $0.00 $19.50
e APX (Abacus Payment Exchange)
e Making a Payment in Amicus Attorney
¢ Voiding and Refunding an APX transaction
e Reversing an APX payment
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APX (Abacus Payment Exchange) > Voiding and Refunding an APX transaction

Voiding and Refunding an APX transaction

APX allows clients to quickly handle Credit card and ACH receipts for both the general and trust
bank. If you change your mind or made a mistake on a transaction you can cancel a payment or
ask for a refund.

APX payments cannot be deleted since they represent real money. All APX payments have an
option in the footer to Void/Refund the transaction.

The difference between voiding and refunding is as follows:

e 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 partners at Vantage recommend 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 hasn'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.

Voiding/Refunding APX Payments

To void/refund an APX payment:
1. Open an APX Receive Payment dialog box:
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Wil Receive Payment

Receiptto 1 - General

- Date Today Rept #
Paym Confirmation 2: 11682754
Method Credit Card Payment (APX) = AMEX X1004 : josse Carter « Add
Received from | EEETYonm, | Amount 100.30 | Ref#

Description | Payment en Account
Invi Date Client Matter Billed Balance | Payment | Rtnr. Avai | Apply Rtn | Distribution
Totals 0.00 0.00 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
Primary ClientName File Mame (QDO0ADO0Y
Billing Cateqgory WIP Fees 0.00 General Retainer 0.00

AR: 0.00 'WIP Expens 0.00 Trust Balance 0.00

| Ej. Save & New | . Save & Close | @ Cancel

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

[ ]
voided.

3. One of the following prompts displays.

A request is sent to our partners at Vantage after validating a transaction can
bevoid/refund. Vantage responds by letting us know if the transaction can be

If a Credit Card transaction can be voided this is the first choice.

Amicus

Are you sure you wish to void this $100.30
credit card fransaction?
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Amicus

@

Are you sure you wish to refund this $15.30
credit card transaction?
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4. 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?"

5. Click Yes to display a prompt with a Confirmation # informing you that your payment
has now been voided/refunded.

Amicus

£ Copy

Confirmation #: 11682754

@ The payment has now been voided.

v oK

6. Click OK to return to the Receive Payment dialog box.

Wil Receive Payment

Amicus Billing User Guide

Receiptto 1 - General (APX Enabled) Date Today Rept# 1
Confirmation # 11682754
Voided 19-09-2017
igw Voided Entry
Method Credit Card Payment (APX) AMEX X1004 : josse Carter Add
Received from  josse Carter Amount 10020 Ref# 11682754
Description Payment on Account
v vt Date Billed Balance Payment Rinr Avai Apply Rin  Distribution
Totals 0.00 0.00 0.00 0.00
Unallocated payments will be applied as a General Refiner 400.30 Allocate Retainer o Files
josse Carter Carter Vs Carter 1001/001
Billable WIP Fees 0.00 General Retainer 0.00
AR: WIPExpenses 0.00 Trust Balance 0.00
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e The Confirmation # is now red.
o The text Voided with the date when the transaction was voided appear
underneath
e Click View Voided Entry to view the voided transaction.

7. Double-click on a Client Matter ID in the Files module to display the File Details window.

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

Cooperman v. Cooperman

Clients On This File

All Transactions

Firm Members

Canaee AT From Feb 072017 To Today Show  Billed & Unbilled -
Date Details Reference & Amount =
Type Description Invoice £ Status
Sep 19-2021  josse Carter: 1 - General 1 8668
Ref (APX -Voided: 19-09-2021) Payment on Account

File Facts

o
Time / Fees
Expenses
Bills
Trust
General Retainers
Bill Images
Related Files

Custom Pages

Admin
-
Account Overview o
Unposted Posted WP Billed Write Up /Down Paid AR
Hours 0.20 27.80 8.20 19.80
Fees 40.00 5,560.00 1,640.00 3.920.00 0.00 3,820.00 0.00
Expenses 200.00 0.00 200.00 0.00 200.00 0.00
Taxes 0.00 0.00 0.00 0.00
Q Interest 0.00 0.00 0.00 0.00
Restrict Partal Totals 40.00 5,760.00 1,640.00 4,120.00 0.00 4,120.00 0.00
Trust 825.00 General Retainer 0.00 Last Bill Apr 15121 Last Payment Apr 15621
0>
Index & Print | B Save &Close

I“ Notes:

— e ACH transactions may take up to 5 days to process

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

e A void/refund cannot result in a negative general retainer balance
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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 .

Reports

Voided and refunded transactions are included on Cash Receipts and Trust Bank Journal reports
along with the original transaction.

Related Topics

e APX (Abacus Payment Exchange)
e Viewing APX
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APX (Abacus Payment Exchange) > Reversing an APX transaction

Reversing an APX transaction

When an APX Payment fails the system determines if the payment method is VOID, or a
REFUND should be issued, or if the payment method needs to be REVERSED.

For example, if a REFUND or VOID is rejected by APX due to incomplete processing of the
payment, the option REVERSED is given.

A payment reversal is when a transaction paid to you is returned to the buyer. This typically
happens after a chargeback or having lost a dispute with a customer.

In this situation, it is common to want to reverse the actions that a transaction triggered when it
was originally received.

Related Topics

APX (Abacus Payment Exchange)

Voiding and Refunding an APX transaction
Managing a Pay Now Request

APX Payment Method List
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APX (Abacus Payment Exchange) > Managing a Pay Now Request

Managing a Pay Now Request

Firm members can now easily include a Pay Now link with emailed invoices that allows the client
to easily pay their bill by credit card.

Pay Now emails include an embedded URL that clients can click and easily make an APX
payment. They are generated from the Finalize Bill screen during the Create Bill process or from
the Billing module after the bill is created.

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

This topic covers:

To send an email with a Pay Now request

To create a Pay Now request when creating bill(s)

To create a Pay Now request from the Billing module
To resend a Pay Now request

To delete a Pay Now request

Receiving a payment from a Pay Now request
Viewing a payment from a Pay Now request

To send an email with a Pay Now request

1. Go to Firm Settings and select Emailing Bills under the Billing section to display the
Billing - Emailing Bills dialog.

2. Click on the APX PayNow Format tab.
3. Select one of the following radio buttons from the Cover Email field.
o Use Template

o Use HTML Format
o Use Simple Format
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4. Click on the dropdown arrow in the Select Template field to select a template.

Wi Firm Settings - .

Billing - Emailing Bills

Send Bill E-mails to Draft Folder -

E-mail Bills turned on for new Files || APX Request Turned on for new Files

When 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 Bills -
() Use HTML Format

(% Use Simple Format

Subject Your Invoice No. <<Iinvoice #== from <<Law Firm Name:>=

Body Dear <==Primary Attention Line=>
Thank you for giving us the opportunity to serve you.

Pleaze find attached our account for zervices rendered, which we trust you will find in
order.

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

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

ICIick this link to pay online =<PayMNow URL>> I

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

<=Law Firm Namex==

o« P | % 2pply | ¢ OK | @ Cancel

\J Note: Check that the template defined in the Firm Settings for APX PayNow
/ Format has the URL variable included. If the URL is missing and you continue the
I client receives a standard e-mail without the Pay Now request.
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To create a Pay Now request when creating bill(s)

1. Use your current billing workflow to send the bills to "Final" in your billing cycle.
2. On the create bill screen, select the bills you would like to finalize.
3. Click on Print & Postto finalize your bills.

e You will be prompted with a list of the finalized bills with options to send email
and to include a payment request.

4. Click on checkbox with thePay Nowrequest icon for the bills you would like to send an
email with the payment request (embedded URL).

5. Click on Proceed to continue.

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

» . . . .
/ Note: Use the bill settings "Include APX Request for Payment with email"” to
automatically include a payment request when creating and emailing bills.

To create a Pay Now request from the Billing module

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.

o6
4, Select the add *i_é Pay Now icon 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.

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

Note:
g
/ Pay Now request uses the email address defined on the file/matter Bill settings if
I this was setup, otherwise it uses the primary email address from the primary

client on the file/matter.
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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.

A Confirmation message displays. Click Yes to confirm resending the Pay Now request or No to
return to the Billing module without sending the 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

(6}
Now request, the == Delete iconbecomes available.

(6.
2. Select the =& Delete iconto delete thePay Nowrequest(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
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.

° Note: The Pay Now link on the email is active for 90 days. After 90 days the link
/ becomes invalid and the client will be directed to contact the firm for assistance.
At this time, you will be able to create a new Pay Now request from the Billing
— module.
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APX (Abacus Payment Exchange) > How to pay a Pay Now Request

Paying a Pay Now Request

Adding a new APX Payment Method

When a user opens a link to make a payment from a Pay Now Request the following window
displays. 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 payvment. All fields are required.
Invoice # 1058

P "
Issued 09/17/2021 R Ll 4
Amount $9.00

HEATHER GAVEL G

Total UsD3.00 ONE YONGE STREET SIDEROAD ONE
CHICAGO NY 60696
gaheatherg@agmail.com

!

Payment Method

Heather GGBank —i—
ACH ..0021 | Personal Saving

O Heather GavelGown i—
MasterCard ...0007 | Expires 12 / 21

O H Gavel i—
ACH ..4123 | Personal Saving

O Heather G i—

Visa .4242 | Expires 12 / 21

Total Payment Amount: USD9.00

‘._.;: AP) © 2021 - AbacusNext, All Rights Reserved
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Removing an APX Payment Method

1. Occasionally it is a good idea to clean up the Payment Method list to remove payment
methods that are no longer being used by your firm.

2. The Delete icon to the right of a payment method is enabled when a payment method
isn't being used. Simply click on it to remove the payment method. This removes the
payment method from the list and stops futre auto payments associated with that

method.

Paying a Pay Now Request

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

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

e gaaamercury@gmail.com <qaaamercury@gmail.com>

12:33 PM

To:

) invoice1015.pdf
we | 414KB

Abacus Data Systems Demo Firm 06
One Yonge Road NewYork NY USA 90123

(800) 472:2289

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

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

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

Thank you for your business and have a great dayl
Abacus Data Systems Demo Firm 08

|m| AMICUS” © 2022 Amicus Atiorney. 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.
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QAAPXv2 Corp
1 Yonge Street New York, NY 63805-1

8004722289
Invoice Summary Please fill out the following information to make a payment. All fields are required.

Invoice # 1058

Issued 09/17/2021 Billing Address ’
Amount $9.00 HEATHER GAVEL G

Total UsDa.00 ONE YONGE STREET SIDEROAD ONE

CHICAGO NY 606386
gaheatherg@gmail.com

Payment Method

I

@ Heather GGBank i
ACH ..0021 | Personal Saving

O Heather GavelGown ]
MasterCard ...0007 | Expires 12 / 21

O H Gavel ]
ACH ..4123 | Personal Saving

O Heather G i

Visa ..4242 | Expires 12/ 21

Payment Details

Total Payment Amount. USD9.00

o

When you click "Pay Now' bution you are agreeing to charge
s .

specified An email receipt will confirm th

p— o L
@ APy © 2021 - AbacusNext, All Rights Reserved

3. After the Payment Method is selected the user clicksPAY NOW.
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4. After the payment is processed a Payment Successful window displays.

QAAPXV2 Corp
1 Yonge Street Mew York, WY 65505-1
2004722289

& Payment Successful

]

We =ent a payment receipt to this email address:

gaheathergi@gmail. cont
QAAPXv2 Corp RECEIFT
1 Yonge Street New York, Sep 17, 2021
WY 63805-1
80047222389

Payment on invoice #1058

Payment Summary

Payment amount U5%9.00

Balance Due US50.00
Transactionld 1_txn_6144dd1f44b059c4d0
df140
Mame on card Heather GavelG
Payment Method American Express .... 1115
Expires 1272021
Billing Address One Yonge Street
Chicago, NY,60696
USA
Email gaheatherg@gmail.com

DOWNLOAD

& ARY £ 2021 - Abacusi¥axt, All Fizhts Feserved

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

window.

6. APX also sends an email notification to the client.
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APX (Abacus Payment Exchange) > Payment Method List

APX Payment Method List

The APX Payment Method List allows for the selection of multiple clients.

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.

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.
Gavel Law Firm

Payment Method List
as of Oct 18th, 2021

Client Name Type Account Accourt Mame Expiry
Jay Dee Master Card (Defaulk) X1110 lackiDee 11,2025
Larry Grey AMEX ¥ 1002 Larry Grey 11/2035
Checking ¥B382 Larry Grey
VISA [Default) X1005 Larry Grey 112025
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APX (Abacus Payment Exchange) > Expanded Client Portal Payment Options for APX

Expanded 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. Expanded 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.

= Portal Sharing IBE

Wik ble b cleprity Gon hae Ble whi havd Bodal access

Thie involce will e visbla to all contact
with therole of chent on this fla

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.

g Note: The Payment Method is not saved when added by a non-primary client.
, However; the Portal Activity log and report is updated with the activity of the

I non-primary client.
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APX (Abacus Payment Exchange) > APX Recurring Payments

APX Recurring Payments

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

The following APX Recurring Payment Schedules can be defined:

Payment Schedule type Number of occurrences Date/Day (for 1st payment)

Single* 1 Specified date

Weekly n Day of week

Bi-Weekly n Day of week

Monthly n Day of month

Semi-monthly N 1st and 15th or 15th and
EOM

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, delete, and cancel 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 set up by your Firm Administrator 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
e 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.
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This feature can be accessed from:

1. The Action menu of the File Details, Billing and Trust modules.

2. Or, the Recurring Payment Schedule Icon on File Details, and Billing and Trust
modules.

Creating a New Payment Schedule
To create a New Payment Schedule:

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

Wi Amicus Attorney

m File / Edit

D View — Go X\ Tools [EEEENalLH "¢ Feedback @ Help

ATTORNEY BILLING New Bill Ctrl+N
Billing Receive Payment
USRI Eectween . ™ | ClientMat Trust Transfer to AR Fees Expense  Taxes Interest Total Payment | Balance Aging (d
I~ 1002/002 100.00 50.00 0.00 0.00 150.00 0.00 150.00 1
Reminder Statement
10112021 [v || To| 11/302021 |v [ 1001/001 Wite UpyD 10.00 0.00 0.00 0.00 10.00 0.00 1000 22
_— rite own = —
[ 11117717 Attt e 1 SN T MM 1T ST 11 1SN TV [
Show Bills for All - B
[~ 1001/001 10.00 0.00 0.00 0.00 10.00 0.00 10,00 34
Delete Bill/Payment
For: Recurring Payments 4 Create Recurring Payment
® My Files Firm Files View Recurring Payments

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

il Amicus Attorney - O X
m File # Edit @ View — Go ools 14 Feedback
ATTORNEY BILLING
Billing
ShowBills dated: Between I™| Cient Matt Create Recurring Payment ~ |es | Expense | Taxes | Interest  Total | Payment Balance | Aging (d
ow Bills date -
[~ 10020003  Por View Recurring Payments l00.00 50.00 0.00 000  150.00 000 15000 1
1012021 [V To| 113M2021 |~ [~ 1001001  Coopermamin ucrisrzr—Tous 10.00 0.00 0.00 0.00 10.00 0.00 1000 2
- Rl - i o Ty
Show Bills for All - E
[~ 1001001  Coopermann Oct07/21 1004 10.00 0.00 0.00 0.00 10.00 0.00 1000 34

2. The Create Recurring Payment window displays.

Select afile to create a recurming payment schedule

File =

Entered by

Firm Member 2 Heather Gavel
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3. Click the Fileicon to display the Select File window. Select a file and click OK. The file
name displays in the Filefield.

ifjii Create Recurring Payment ped

Select afile to create a recurming payment schedule

File i Cooperman & Cooperman LLP

Entered by

Firm Member I_g. Heather Gawvel

P Next |® Cancel

4. Click Next to display the New Recurring Payment Schedule.

il APXRecurringPaymentsForm

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)

* Recurring Type * Total Amount
® = O
* Start Date * End Date
] ® 3 o

* Description

* Recurring Amount @

* Occurrences @

Entered By * Email notice to internal users

Heather Gavel hgavel@gmail.com

Enter up to 10 email addresses, separated by commas.

m

5. Complete the following fields:

o The Payment Methodfield 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.

o Select either Operating (General)or Trustfrom the dopdown menu in the Deposit
tofield.
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o Select a Recurring Typefrom the dropdown menu.

* Recurring Tvpe
Single
Weekly
Monthly
Bi-weekly

Quarterly

o Enter an amount in the 7ota/ Amountfield or the Recurring Amount field. APX will
calculate the amount for the other field.

o Select a date from the calendar controls in the Start Date

o Select the End Datefrom the calendar controls or a value in the
Occurrencesfield. APX will calculate the value for the other field.

o Enter a description of the New Payment schedulein the Description field.

o The Entered Byfield is populated with the name of the firm member creating the
New Recurring Payment Schedule.

o The Email notice to internal usersis 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.
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6. Click Create Schedule. The Recurring Paymentswindow displays with the newly created
payment schedule.

Ap : Recurring Payments (O]
File Recurring Occu StartDate NextPymt TotalAmt Instaliment  Status Cooperman c.,,p-.,m,,, )
CGooperman Cooperman Bi-waekly 172 12-11:2021 12:25-2021 $1.18 $059  Active ek sehadisetor Coopma
Cooperman Cooperman Quarterly 112 12-11-2021 03-11-2022 $1.10 5055  Active Sun, Dec 12/2021
Cooperman Cooperman Bi-waekly 112 12.12.2021 12.26.2021 $2.06 $103  Adiva ,“:D“mm,
Cooperman Cooperman Weekly 212 12-11-2021 8204 $102 Completed P, Sun, Dec 26/2021
Cooperman Cooperman single 11 12-11-2021 $1.00 $1.00 Completed sy i)
Cooperman Cooperman Monthly 1/2 12-08-2021 01-08-2022 $2.14 $1.07  Active "“ S :":‘;‘“‘Y i
Cooperman Cooperman Weekly 212 12-08-2021 ¥ 5208 $103  Completed = ﬂ',
Cooperman Cooperman Monthly 112 12-07-2021 01.07-2022 $212 $1.06 Active
Cooperman Cooperman Weekly 2/2 12-07-2021 el $2.04 §1.02 Completed
Cooperman Cooperman Single 11 12042021 $1.11 $1.11  Completed bl Paymee R
C m
Wi
Total Charged $ 12.55 Total Remaining $ 4.30 Total Amount § 16.86 10 Item(s)
7. Click the X at the top right of the Recurring Payments window to return to the Billing
module.
Notes:
¢ APX payments are processed on the Recurring Payment schedule
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.
I 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.

e The entry start date for a semi-monthly Recurring Payment should be
the day before the first occurrence payment date.
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Editing an APX Recurring Payment

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

To edit a Recurring Payment Schedule:

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

Vil Amicus Attorney

m File  Edit 0O View — Go %\ Tools [EEtaELH

" Feedback

ATTORNEY BILLING New Bill Crl+N
Billing Receive Payment
Show il dated: | Between . ™ | Client Mai Trust Transfer to AR 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
102021 v To| T1/302021 [w 1001001 10.00 000 000 000 1000 000 0o 2
: Write Up/Down
il 011 e 10,60 060 0.00 0.00 .60 0,00 10,00 28
Show Bills for Al -
- 1001007 10.00 0.00 0.00 0.00 10.00 0.00 10,00 34
Delete Bill/Payment
For: Recurring Payments L4 Create Recurring Payment
®) My Files Firm Files

View Recurring Payments

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

Vil Amicus Attomney - m} X

m File ~ Edit O

ATTORNEY BILLING
Billing
ShowHlls dated’| Between [~ | Client Matt Create Recurring Payment es Expense | Taxes Interest Total Payment | Balance Aging(d
[ 1002003 Por  View Recuming Payments 00.00 50.00 0.00 000 150.00 000 150.00 1
10172021 || To | 11/30/2021 |+ [~ 1001/001  CoopermaninUct Tz 1005 10,00 0.00 .00 0.00 10,00 0.00 1000 22
Tl . |_ 1001/001  Coopermanl Oct13/21 1005 10.00 0.00 0.00 0.00 10.00 0.00 10.00 28
[~ 1o01/001 Cooperman In Oct 07/21 1004 10,00 0.00 0.00 0.00 10,00 0.00 1000 34

2. The Recurring Payment window displays.
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\ijii APXRecurringPaymentsForm

\d
Ap . Recurring Payments

File Recurring Occeur. Start Date
Cooperman & Cooperman LLP Monthly 172 11-10-2021
Cooperman & Cooperman LLP Monthly 173 11-08-2021
Cooperman & Cooperman LLP Bi-weekly 1/2 11-08-2021
Cooperman & Cooperman LLP Single 171 11-09-2021
Cooperman & Cooperman LLP Weekly 172 11-08-2021
Cooperman & Cooperman LLP Single 171 11-06-2021
Cooperman & Cooperman LLP Single 171 10-23-2021
Total Charged $88.75 Total Remaining $124.26  Total Amount $213.00

Next Pymt.

12-10-2021

12-08-2021

11-22-2021

_____

11-15-2021

/.
-

/.
-

Total Amt.

30.00

150.00

16.50

275

200

175

10.00

Period. Amt

15.00

50.00

8.25

275

1.00

175

10.00

Status

Active
Active
Active
Completed
Active
Completed

Completed

7 Item(s)

Note: When selecting Recurring Payment from the File Details, the existing

“» . . . o
/ Recurring Paymentschedule associated with the current file displays. However;

selecting Recurring Payment from the Billingand 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.
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i APXRecurringPaymentsForm

Recurring Payment Schedule

|i| Save ° Cancel i Delete

File

Cooperman & Cooperman LLP

Payment Method

Visa....4242 (Cooperman Cooperman)

* Recurring Type

*Start Date

* Description

* Total Amount

*End Date

Active

Deposit to

* Recurring Amount (7]

16.50 8.25

= Occurrences @
2

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

Entered By

Amicus User

* Email notice to internal users

Anywhere1@aaa.com,gaheatherg@gmail.com

Enter up to 10 email addresses, separated by commas.

Payment Overview

4. Click in the Payment Methodfield and select another option from the drop down menu

to change the payment method. You may also click in the Descriptionfield and enter a
new description or click in the Email notice to internal usersto 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 APXRecurring|

Payment Overview

Cooperman & Cooperman LLP Active

#

Payment Date Amount Status

1 o Mon, Nov 08/2021 8.25 Successful

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

2. Click Close to return to the Recurring Payment window

Cancelling an APX Recurring Payment Schedule

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

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

il Amicus Attarmney

m File

# Edit

L View Actions ¢ Feedback

@ Help

ATTORNEY BILLING Mew Bill Ctrl+N
Billing Receive Payment
ShowBills dated: Between - I™| ClientMal  frct Transfer to AR Fees | Expense Taxes | Interest  Total | Payment Balance | Aging (d
5 [ 1002003 . 100.00 50.00 0.00 0.00 150.00 0.00 150.00 1
Reminder Statement
1on2021 (vl To| MB0201 M| | 10.00 0.00 0.00 0.00 10.00 0.00 10,00 22
. Write Up/Down
+ 10.00 0.00 0.00 0.00 10.00 0.00 10.00 28
Show Bills for All - i
¥ 10.00 0.00 0.00 0.00 10.00 0.00 1000 34
Delete Bill/Payment
haor: Recurring Payments L4 Create Recurring Payment
) My Files Firm Files View Recurring Payments

Or, click on the Recurring Payment Iconon the File Details or Billing Module or Trust
Module and select View Recurring Payments.
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Vil Amicus Attorney

m File »# Edit [ View Go ools  Feedback @ Help
ATTORNEY BILLING
Billing
. [~ | Client Matt Create Recurring Payment es | Expense  Taxes | Interest Total | Payment | Balance Aging(d
Show Bills dated: Between -
[ 1002003 Por ViewRecumingPayments (000 5000 0.00 000 15000 000 15000 1

1012021 [v]] To| 11502021 [ 1001/001  Cooperman n Ut Iz 1005 10.00 0.00 0.00 0.00 10.00 0.00 1000 22
1061761 Cooperman i Oct 13731005 06 6 060 i-did id 6 60 76638

1001/001 Cooperman In Oct 07/21 1004 10.00 0.00 0.00 0.00 10.00 0.00 1000 34 |

[

Show Bills for All =

=
9

2. The Recurring Payment window displays. Select an Active Recurring Paymentand click
Opento display the Recurring Payment Schedule.

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

Vil APXRecurringPaymentsForm

Cancel Payment Schedule

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

permanently ?

4. Click Close to return to the Recurring Paymentswindow or Confirm to cancel the
payment schedule.
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v
Ap 7, Recurring Payments

File
Cooperman & Cooperman LLP
Gooperman & Cooperman LLP
Cooperman & Cooperman LLP
Cooperman & Cooperman LLP
Cooperman & Cooperman LLP
Cooperman & Cooperman LLP
Cooperman & Cooperman LLP

Cooperman & Cooperman LLP

Total Charged $88.75

Payment Overview

Recurring

Bi-weekly
Monthly
Monthly
Bi-weekly
Single
Weekly
Single

Single

Total Remaining $1324.25

Oceur Start Date

0/6 11-19-2021
1/2 11-10-2021
173 11-08-2021
172 11-08-2021
171 11-00-2021
1/2 11-08-2021
1/1 11-06-2021
171 10-23-2021

Total Amount $1413.00

Next Pymt

11-19-2021

12-10-2021

12-08-2021

11-22-2021

Jol

11-15-2021

-

Total Amt

1200.00

30.00

150.00

16.50

Period

20000

15.00

50.00

Amt

Status

Not Started

Active

Active

Canceled

Completed

Active

Completed

Completed

8 ltem(s)

» .
’ Note: The payment schedule is permanently canceled. To resume a payment
schedule you must Create a New Payment Schedule

Deleting an APX Recurring Payment

» . .
’ Note: An APX Recurring Payment schedule can only be deleted prior to the selected
Start Dateor if there are currently no successful payments on the schedule.

To delete a Recurring Payment Schedule

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

Vil Amicus Attorney

m File # Edit

ATTORNEY

BILLING
Billing

Show Bills dated: Between -

10/1/2021  |v | To| 11302021 |+

Show Bills for All -

For:

& My Files Firm Files

& View — Go

¥ F B =

Client Mal
1002/003
1001/001

1001/001

% Actions

New Bill
Receive Payment
Trust Transfer to AR

Reminder Statement

Write Up/Down

Delete Bill/Payment

Recurring Payments

Ctrl+N

4 Feedback

Fees Expense  Taxes Interest Total Payment | Balance Aging (d
100.00 50.00 0.00 0.00 150.00 0.00 150.00 1
10.00 0.00 0.00 0.00 10.00 0.00 10,00 22
10.00 0.00 0.00 0.00 10.00 0.00 10.00 28
10.00 0.00 0.00 0.00 10,00 0.00 1000 34

Create Recurring Payment

View Recurring Payments

Or, click on the Recurring Payment Iconon the File Details or Billing Module or Trust

Module and select View Recurring Payments.
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Vil Amicus Attorney - O X

m File / HEdit

ATTORNEY BILLING
Billing
. Client Matt Create Recurring Payment Es Expense  Taxes Interest Total Payment | Balance  Aging (d
Show Bills dated: Between i
1002/003  Por View Recurring Payments |00.00 50.00 0.00 000 15000 000 15000 1
1072021 [ To| 115072021 [v 10011001 Coopermann Uct Tz 1S 10.00 0.00 0.00 0.00 10.00 0.00 1000 22
Ti07it61 " Coopermani Oct 131211005 A[1Kifi] 000 .00 .00 1000 000 10,00 28
Show Bills for All -
1001/001  Cooperman In Oct07/21 1004 10.00 0.00 0.00 0.00 10.00 0.00 1000 34

(£} open Delete
Q & =

File Recurring Oceur Start Date Next Pymt Total Amt Period. Amt Status
Cooperman & Coop Monthly 13 11-11-2021
Cooperman & Cooperman LLP Bi-weekly 0/6 11-19-2021 11-18-2021 1200.00 200.00 Not Started
Cooperman & Cooperman LLP Monthly 112 11-10-2021 12-10-2021 30.00 15.00 Active
Cooperman & Cooperman LLP Monthly 1/3 11-08-2021 12-08-2021 150.00 50.00 Active
Cooperman & Cooperman LLP Bi-weekly 1/2 11-08-2021 11-22-2021 16.50 825 Active
Cooperman & Cooperman LLP Single 111 11-09-2021 el 275 275 Completed
‘Cooperman & Cooperman LLP Weekly 112 11-08-2021 11-15-2021 200 1.00 Active
Cooperman & Cooperman LLP Single 171 11-06-2021 -i- 175 175 Completed
Cooperman & Cooperman LLP Single 111 10-23-2021 Il 10.00 10.00 Completed
Total Charged $88.75 Total Remaining $2224.26 Total Amount $2313.00 9 llem(s)

Payment Overview

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.

beLwsueuliA
2cpeaie 0L COObELWISU § COObELWSU [Th
16 Aof 216 MSUF {0 Gelsfe § oA bshueu

Dsl6{6 bIAWELE 2CP6qn|e

Ml yhgecuudp sz, o - X
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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.

AP

Recurring Payments

@

File

Coeperman & Cooperman LLP
Cooperman & Cooperman LLP
Cooperman & Cooperman LLP
Cooperman & Cooperman LLP
Cooperman & Cooperman LLP
Cooperman & Cooperman LLP
Cooperman & Cooperman LLP

Cooperman & Cooperman LLP

Recurring

Bi-weekly
Monthly
Monthly
Bi-weekly
Single
Weekly
Single

Single

Oceur

0/6

1/2

1/3

Start Date

11-19-2021

11-10-2021

11-08-2021

11-08-2021

11-09-2021

11-08-2021

11-06-2021

10-23-2021

Next Pymi

11-19-2021

12-10-2021

12-08-2021

11-22-2021

11-15-2021

AT

oL

Total Amt.

1200.00

30.00

150.00

16.50

275

2,00

1.75

10.00

Period. Amt

200.00

15.00

50.00

o =

Status

Not Started
Active
Active
Active
Completed
Active
Completed

Completed

o The APX Recurring Payment scheduleis 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 Retainerif 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.

Vgl Cooperman & Cooperman LLP

m File »~ Edit I View *\ Tools % Actions " Feedback @ Help

ATTORNEY

BILLING

* v 1001/002
Cooperman & Cooperman...

Clients On This File

All Transactions

Firm Members

% Contacts whose roleis From Oct 22/2021 To Today Show  Billed & Unbilled -

Date ¥ Detzils Reference & Amount

-

Type Description Invoice # Status
Nov 10/21 Cooperman Inc : 16 15.00
Ret (APX) Payment on Account
Nov 092 — . 0
7| Vgf Receive Payment X
File Fact: el g
1l acts
Nov 09/2 o
. = o - N y P
I A\l Transactions| Exp Receiptte 1 - General (APX Enabled) Date Today Rcpt# 1
Time / Fees Nov 09/2( 0
Expenses Bill Confirmation #: A1000855 d
Bills Nov 032 1]
Trust Payment ; . s
Method Credit Card Payment [APX) - Visa X4242 : Cooperman Coopern ~  Add
General Retainers Mav 0972 0
5
Bill Images Paymeni Receivedfrom  Cooperman Inc Amount 1500 Ref#
Related Files Nov 0912 Description Payment on Account B
= Ret
Custom Pages .
- d Nov 08/2 Invit Date Client Matter Billed Balance | Payment Rinr. Avai | Apply Rin | Distribution o
min
Ret [~
Account o
| AR
Hours
Fees 0.00
Expen 0.00
Taxes .00
-] ) Interes Totals 0.00 0.00 0.00 0.00 0.00
i 0.00
Restrict Partal Totely Unallocated payments will be applied as a General Retainer 15.00 Allocate Retainerto Files |
i
=l |
Index & Prit Cooperman Inc Cooperman &Cooperman LLP 1001/002 e
g Eillable WIP Fees 0.00 General Retainer 1,8498.00
AR oo WIP Expenses 0.00 Trust Balance 200

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

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

g
, Note: This Recurring Paymentis an APX transaction and can be Voided or Refunded.
I
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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

RE:AAFile V- NB
Heather Gavel

One Yonge Street

San Diego, CAMTHSHT

Payment Summary

This is an automated message. Flease do nof reply

$100.00
Amount Paid; $100.00
Payment Method: Visa
Auth Code: AN
Card/Account number: x0086
Payment Date: July 17,2021 4:.01
Transaction ID: 2693936

Powered by

2 AP

AEACUS PATMEST EXCHANGE

2saurs Cradit Card and ACH Payment Pracescing

An email is also sent to the firm member after the final payment of Recurring Credit Card

Payments is received.
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Final Payment of Recurring Credit Card Payments Inbor x

info@abacuspaymentexchange.com yia sendgrid.net

el -

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 xxx0086

Status Completed

First Payment Date: 20210717

Last Payment Date 2021-07-17

Number of Payments 1

Periodic Payment: $100.00

Total Payment; $100.00
sincerely,

Abacus Payment Exchange

Thig is an aufomared nofficanon. Please oo nof reply

Powered by

= APX

ABAEEE FAY

s CregtCard and A GH Prpmeet Proemsing

Related Topics

e How to set up APX

o APX Defaults and Edits

¢ Managing Payment Methods in Amicus Attorney
¢ Making a Payment in Amicus Attorney

¢ Allowing an APX payment

o Trust

e Billing
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APX (Abacus Payment Exchange) > APX Portal to track payments

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.

0 abacu x4+ Y
“= C @ portalapxnabacusnextoom, o u @ :
@ AP, - a2 b &
- ' MESSAGES NOTIFICATIONS PROFILE LOG OFF
B Quick Charge S Today's Sales Aeeauns Halanos
s $0.00
o
s
///
P
Sale
I - " inds — Funds:
1h < Sales & Refund A Snapshet

e - om o

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.

Related Topics

e How to set up APX

¢ Managing Payment Methods in Amicus Attorney
¢ Making a Payment in Amicus Attorney

¢ Allowing an APX payment

e APX Recurring Payments
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Getting Around in Amicus Attorney

In Amicus Billing, navigating to your records, accessing commands, working with lists, and so on
are mostly the same. If you are a Billing User, the Navigation Pane has extra buttons for switching
between the Attorney side and the Billing side, and a Navigator screen is provided in the Billing-
side Office module.

Related Topics

e Billing Users and Billing Supervisors

e Amicus Navigation Pane

e The modules
e Amicus Floating Toolbar

e Navigator
e Getting help
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Clients > Working with a Client's details

Working with a Client's details

As on theAttorney side, you can work with details on a Client from their Client Detailswindow.
Double-click the Contact you want in the Contacts Index. Or, in an Attorney-side Person Details
window, click Basicson the left-side navigation bar.

il

W File / Edit O View %\ Tools & Actions w Feedback

ATTORNEY BILLING

Janet Baily
Balances
Files s =EEY 2 Client ID | BALJA
Firm Membs
rm Members Ms. Janet Baily = Last Cantacted by Me
Dhaues Author
Related People House of Grant Today v
Referrals
37 Forsyth v B N
. " Remind meto keep in
& Marmora ON KOK 2M0 [ ouch with this Person
Canada
(613) 555-8844 wE every |120] days
B
¥ B
Contact Basics
First Janet Company & | Houseof Grant
Middle Paosition Author
Last Baily Salutation | pear Janet
Prefix s | Suffix ¥ | Initials
Contact QuickEdit
Communication Details Type Communication Label Name Primary =
<Enter/Paste Phone, :
Address, Email etc. info <Click here to add new> =
here= (416) 555-9879 x37 Phone Home r
(613) 5b5-8844 Phone Business "2 ‘
-
il acove to smam e ans m - _
- Address Details Address Label Name Primary
Business -
<Click here to add new> g
° 37 Forsyth Marmora ON Canada KOK2MO Business v
Restrict Fartal 124 Moore Avenue Ficton Ontarioc M4T 3E3 Home r
« 0 =
B Delete & Print B Save & Close

As on the Attorney side, basic information for a Contact may be added and edited in the Basics
view of the Contacts Details dialog: name, addresses, phone numbers, and so on. You can
quickly add information about the Contact from the QuickEdit section in the control panel. You
can use the Client's Business Card, work with their picture, and use their Last Contacted date.

On the Billing side, the Client ID is shown at the upper right.

In any view of the Client Detailswindow, you can choose commands on theFilemenu to perform
a variety of tasks, such as creating a new Person record or printing the current view.

Related Topics

e Working with the File referrals list for a Person
e Working with balances and billing options for a Client
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Clients > Working with a Client's details > Working with the File referrals list for a Person

Working with the File referrals list for a Person

A list of the Files that a Person has referred to the firm is available from the Contact Details
window on the ATTORNEY or BILLING side.

Click Referrals on the left-side navigation bar.

Wil Anne Neighbor

m File » Edit GJ°

ATTORNEY BILLING
Anne Neighbor
Balances
Files FEER a Client ID | NEIGH
Firm Members
Dr. Anne Neighbor Last Contacted by Me
Eis Doctor
Related People Your Neighborhood Clinic Clickto Place Photo Here | Today v
0 2 Siadnn b 3 Remind me to keep in
Basies RORRGETALEED touch with this Person
1313) 555-9494 vB EVErY days
(313) 555-1900 B
anneneighbor@hotmail.com B
Referrals
File Name 4| Client/Matter ID Client Referral Name on Fil | Date Total Fees
Berwood Directorship AUTO/33402 Gary Berwood Gary Dryzdale Apr 28/2021 1,000.00
Contact QuickEdit
<Enter/Paste Phone,
Address, Email etc. info
here=
Apply | above to:
|Bu5iness -
Restrict Portal
Totals 1,000.00
N
B Delete & Print B Save & Close

If you are a Billing Supervisor, the list shows the total fees billed on each File. This provides, at a
glance, the value of all referrals from this person.

Related Topics

e Working with a Client's details
e Working with balances and billing options for a Client
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Clients > Working with a Client's details > Working with balances and billing options

Working with balances and billing options

To view summary balances for a Client or work with their billing options, open the Billing-side
Client Details window and choose Balances on the left-side navigation bar.

The upper section of the Balances view shows combined balances for all Files on which the
Client is the Primary Client and you have access to.

If you want a brief comparison of balances for the individual Files on which they are the Primary
Client (or have a Client-classified Role), instead expand the Client's row in the Client Index—see
Using the Clients Index.

il Mathew Alladin — [m}

m File / Edit G View %\ Tools £ Actions 1 Feedback @ Help

ATTORNEY BILLING
Mathew Alladin
[ CJBalances .
A1 A
g ; = = Q = Client 1D | ALLMA
Firm Members
Mr. Mathew Alladin Lastespiacedlovie
Groups
Related People Today w
TEEEE 400 South State Straet H O
Basics Chicago IL 80605 touch with this Person
(312) 5560708 H every |90 |days
H
Balances (1 File)
Account Overview -
Unposted Posted WP Billed Write Up / Down Paid AR
Hours 280 24,40 2220 0.00
Fees 560.00 7.380.00 4.440.00 2,500.00 0.00 0.00 2,500.00
Contact QuickEdit Expenses 0.00 358.72 55.00 0.00 0.00 85.00
<Enter/Paste Phone, Taxes 0.00 0.00 0.00 0.00
a:ddress, Email etc. info Interest 0.00 0.00 0.00 0.00
>
ee Totals 560.00 7.380.00 4.798.72 2,585.00 0.00 0.00 2,585.00

Apply | above to:

Business
Restrict Fortal
¢ M >

Trust 7,500.00

Bill Profile for new Files

Always use

Set Use Credit Card / ACH on new files Use

General Retainer 0.00 Last Bill Mov 22/20 Last Payment

Consolidated Billing

Bill all Files on one Bill

Eill Template

B Delete & Print

B Save &Close

Account Overview
The table shows current balances for the File(s):

e Unposted—unposted hours and Fees (excluding any Non-Billable or No Charge Time).

e Posted—posted, unbilled hours, Fees, and Expenses. The hours and fees include only
"Bill" items, and excludes any Non-Billable or No Charge items. Items on a Draft or
Final Bill are included.
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WIP (Work In Progress)—unbilled hours, Fees, and Expenses. The hours and fees
include only "Bill" items, and excludes any Non-Billable or No Charge items. Items on a
Draft or Final Bill are included.

Billed—billed hours, Fees, Expenses, Taxes, and Interest. Posted Interest is included,
memo interest is not. Fees, Expenses, and Taxes reflect any adjustments made at the
time of billing or later via Write Ups/Downs. Only items on posted Bills are included.

Write Up/Down—Write Up/Down amounts for Fees, Expenses, Taxes, and Interest.
Paid—paid Fees, Expenses, Taxes, and Interest.

Accounts Receivable—AR balances (billed but not-yet-paid) for Fees, Expenses, Taxes,
and Interest.

Below the table are shown additional balances and dates for the File:

Trust balance

General Retainer balance

When any of the Files was last billed (AR date of the last Bill)

When a Payment against a Bill was last received on the File (excluding receipt of
General Retainer or Trust)

Drilling down to detail information

If an account overview value appears underlined when you move the cursor over it, you can drill
down to related details. For example, click the WIP Fees amount to display the Time Index filtered
to show unbilled Time Entries for this Client. Or click theLast Billed date to display the Billing
Index filtered to show Bills for this Client.

Client billing options

The following billing options can be set in the bottom section of the Balances view:

Bill Profile—Choose whether to assign a default Bill Profile to all new Files on which
this Client is the Primary Client, and select the particular Profile in the pull-down list.
For more information, see Filling in billing settings for a File.

Consolidated Billing—Choose whether, when Mass Billing, to consolidate Bills for all Files
(on which this Client is the Primary Client) onto a single Bill (with a single Invoice
Number). This also determines, when mass creating Reminder Statements, a single
Statement for all applicable Files for this client will be created.

e If consolidating Bills and Reminder Statementsfor this Client, select the Bill Template
to be used.

e Templates can be created and edited from the Reportsmodule. To see a sample
printout for your selected Template, click Preview.

Related Topics

Working with a Client's details
Working with the File referrals list
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