AbacusLaw., First Steps

Check Writing in A/P and Trust




Check Writing In Operating & Trust

Setting up Vendors — Defaults on Vendor Screen
Using the Demand Check Writer - Operating
Using the Two-Step Check Writer — Operating
- Enter/Post Payables
- Print A/P Checks
Recurring Payables
Using the Demand Check Writer — Trust
Using the Two-Step Check Writer — Trust
- Enter Trust Check Requests
- Print Trust Checks
Voiding Checks
How to correct Bounced Checks



Setting up a Vendor
“NAbacus Law - C:\Abacus\

F|Ie Calendar | Names Ewvents Matters Documents Emails MNotes Tools Help

@ @ g @ineny Mene o ## | & ::' \E‘ﬁ"ﬁ’* fr.‘.ij | ) ﬁs @E

Back  Forw GMdin art - |D ¥ | flgr Date

-

W (| i

|ii :il’ Save | Cancel 'i;
1 Standard | 2 Motes | 2 Linked Matters I 4 Linked Everts I b Linked Docs I E Emails I £ Linked Mames I
Last name [ 'we Track For You | Dayphone | [258]562-7458 |
Fi i | Ewephone || ] - |
@E [TRack_ ) | Fa ] - |
| Cell | [858)56E-5568 |
Label |'we Track For You | Refered By | |
| |
1235 Lost Lane W
T
Zip 321112 A Open 2
City San Dieqgo | St. ;:‘LI Active v
Email | wetrackem. com =3
Ad I Clane I [Yelete I ey " Ir’.de:r:"EL.-'-‘-.SS

*Choose an ID number that is easy to remember

oIf Class is “Vendor”, the name will automatically go across into Accounting



. ifyina existing _ o] x|
v &llow rultiple [rvoices an Operating Checks ¥ “fear End 1099
v &llow rultiple [rvoices an Tust Checks [ “endor iz providing legal services
T Commests—
{Far ¥ aur information Orly
Federal [0 Murmber JE0.93-7412
| Firm's Account Number _[acct # 5368
Default GL Account Mumber  [5200%5 00 (] Default Client Expense Code[SP A
Default Amourt $45.00
Default D escription Service of Process
e Banking T L
Balance Fonaard for 1099 Purpozes: |$|:|_|:||:| Az af: ||]5.3|:|.2|:||:|3 1
YWendaor [nformation J_ Account Information
Save LCancel | Help

«Select Multiple Invoices allowed on Checks
*Default GL Account number, never worry about debits/credits

*Enter Default Amount if the charge is usually the same
amount

Fill in Description to reduce data input



Vendor now in Accounting

L\Abacus Accounting - Simon & Barnes

File Matters Billing Trust AP G/L Payroll Reports  Window Help

Create Compary

ki sl sl =400 @

Compary Preferences

— pr—
Uttilities Workstation Options 01-2008 |a  End[0530-2008 s | =]
Exit User Manager
MNew Matter Defaults
Timekeeper Codes
Timekeeper Division
Timekeeper Title — ]
, Yaq vendors Browse — i
Timekeeper Budget S a
Find
Case Codes ] Last Hame First M ame &dd
Client Expense Codes {:*T&T EL&T I -

- ams oger ]
’ﬂ*':tlwt‘r’ Codes AMEXP  [American Express
Time Ticket Codes Bhd'af B of America, Inc.

o RS Bank af America
Task Based Billing Codes q Batker Frank
= ||ir1g Format Codes CLEBE. [Clerk of Court, Palm County
< >
Chart Of Accounts < Show Bili-c erdors Oni
ol Sl Eendars LN
Drefault G/ Accounts ? Y
Vendors L Ok ] I Cancel ‘ I Help ‘ I Setup YYendar

*Show either only Billing Vendors

*Or, with no checkmark, all Names to choose from for
check writing purposes



Check Types
x|

General | Check TypesT &ddress Info TSeatMaintenancq Crdt Crd Setup ] .Placement fOl’ Operatlng &
— Truzst Check Tepe PaerII ChECkS mUSt be the
— Farmat
¢ Check at Top of Fage
% Laser/Ink Jet Standard e y 1T :: me
" Pin Fed Standard = Chec iddle of Page ol .
CtodilsQucen | “ || *Quicken Checks (one check
- —— ||| per page) are compatible
— Farmat .
& Lasorfi Jot St /4 Top of Page *Use different colors or
C PinredSantad @ placement between operating
and trust checks so you don’t
— Paurall Check. T_I,Ipe/ COﬂfUSG them
Farmat
% Laser/Ink Jet Standard ® Liee: o Vap il ers OChECk TypeS |S found under
" Pin Fed Standard _ .
¢ Laser/InkJet Guicken ¥ Check at Middls of Page File/Setup/Company
Preferences
Beqistration J_ Configuration

Save | Dowrload | Cancel | Help |




NAbacus Accounting - Simon & Barnes
ile Matters Billing Trust A;D G,«’L Dayroll Reports  Window Help

o | (@R /"hi 4 ol | il Demand Chec eck Writer i
’Vl . : !ﬁ Eﬁter aﬁd Post Payables
Matterl—.:. Print A/P Checks

25-2008 (o | |

¥YNDemand Check Writer

o sl 4
Acct. Balance |13E,1 712

Checking Account # {11010.00 ji_IEash - Operating Account

< 2]

Check #: AUTO

ATM/Dekit Card/Brk Chrgs Transaction > 05-15:2008 [a)]

apee  Clerk of Court, Palm County ,.., t[4125.00
One Hundred Twenty Five Dollars & 00100

Dollars
Addiesz  Clerk of Court, Palm County
334 Justice Lane
San Francisco, G4 34123
Merno
Expenze Account #  [52015.00 | [Cliert Costs Advanced Invoice # |
w Cowrt

b atter (D

[5D-2007-097 |~ |Main Strest Center [ Exp. Code | [Filing Fee
f Frint Clear | Close | Help |

h-'latters to Charge 5

N / General l

/

*ATM Transactions als

Checks wri for Client incurred costs

tiple Matters may be charged

*Also used for Firm costs (unrelated to clients) all going to one Expense Account



Printing Demand Check
o

| Flease be sure ofthe Posting Date and make any necessary adjustments to the next check number to be
assigned.

|ccount Mumber: 11010.00 Check Harizontal Offset in Inches. Positive numbers move
the check data to the right, negative numbers to the left, ID

Check Vertizal Offzet in Inches. Pogitive numbers move the
check data down, negative numbers moves the data up. ID

k. Cancel | Help |

I/

sDperating Account should be in Account Number
Enter correct check number (will default to next check number)

For Handwritten checks, select Do Not Print



Using the 2 Step Check Writer

. Abacus Accounting - Simon & Barnes

ile Matters Billing Trust | A/ GAL  Payroll Reports  Window Help

Enter and Post Payables

u;J €C &iﬁ !ﬁ 5 Demand Check Writer I

Matier | Q) NN . Fnter/Post Payables - Add - o] x|

Irrvoice Mumber  [p ap2007 lrwoic T
Vendor 1D AMEHP A Due Date 05302008 7

Papes American Express /
Address American Express
Suite 2300

2222 Wezey Strest
W' azhington, DC 20012

Amaurt $1.235.25

Diescription b otithly Statement from Aty AS W

q temao 3715-895670-85241]

f General Client Section | Firmn Section |
Im-'u:uirYé.-’-'«mount |$1f235_25 Applied Amount ||j|_|j|[| R emaining Aot |$'| 23525
| / Save I Cloze | Help |
/

payables upon receiving bills for later payment
ash Requirement Report will use Due Date

Memo is printed on Check Face (Usually your Account Number)



Client Section for Payable
5[]

Page 1 1 Page 2
| Cligrt | / M atter / |Exp. Code I\ Armount | Description
e ?’D-2EIEI?-1 22 \‘;l CC E 3025 Certified Copies for Carter v, =72, Co.
A :
/ A =
/ /8 &)
/ / : :
i VA
Client Mame  /lanthany Carter /
Matter Descr. /' |Carter, .-’-'-.nthn:nnw. NZF Co, Total Client [ncurred Amont |$35_25
Exp. Code Certified Ecy&és

/ General / 1 Chent Section Firm Section J

Invuiﬁg.ﬂ.mnunt |$1 Z7E a8 Applied Aot |35_25 R emaining Amaunt |$1 200,00

Save Cloze Help
VAV e |

~éa split charges between up to ten matters, such as Service of
Process

sDefaults setup on Vendor screen, auto fill here



Firm Section for Payable

Z Enter/Post Payables - Add

Page 1 T Fage 2
] Acca | Amaount | Dezcription
I'I 201000 [ \[41.000.00 INEW computer equipment for Glen
51080.00 D $200.00 Office Luncheor|
: l Zl/ I ice Lunchen
I & | |
| @ | |
| @ | |

Account Description |Meals Ertertainment
/ﬁmﬁﬁ' Clist ':nﬁfi_ﬁn\l‘_ Firm Section

< Imvoice Amount [§1 235 25 Applied Aot |1f235_25 R emaining Amaunt |$|:|_|:||:|
\S-age\

Cloze | Help |
ad

Total Firrn Section |$1 20000

Can splitpayable between up to 10 different Expense Accounts

«Canrapply each item to different Expense Account

ystem tracks applied amounts



Posting Payables
I

2 Invaice Datel Due Date | IFvoice # | .-'-‘-.mu:uuntl Fayee | Desu:riptil;ra/F'u:usting Date
05-15-2007 05-30-2008 b ap 2007 $1.23525  American Express Monthly Stater ||:|5.3|:|.2|:||:|g E

Tatal af Invoices in
Posting File

|$1 235,25

Total Invoices
Selected far Pazting

j$0.00
Select Al
‘ | B Desslect 4
Tk pest | ogee | min | Pew | Betesh | Gese | Hep |

-P@g Date only affects G/L if you are running on an accrual
basis

*Upon posting payables, client charges are updated to Matter
Billing Activity, even before check is printed.



Printing A/P Checks

le Matters Billing Trust A,a‘P G/ Payroll Reports Window Help

u,;/‘ * $" if !ﬁ 4 Demand Check Writer |

Enter and Post Payables

Matter | ] Print &,/P Checks lan-znna = | |

?. Print AP Checks ol
Due Date | [rvoice # | .-’-'-.m-:uuntl Payes I
10-20-2007 $285.23 OFFICE SUPFPLIES EXTRAVAGANZA
10-15-2007 $445.00  BMwW af America, [nc.
10-15-2007 $507.00  BMw aof America, [ne.
10-05-2007 $105.00 ATET. Inc.
10-28-2007 Oct 28, 07 $2.780.00 Bank aof America
01-20-2008 $233.00 OFFICE SUPPLIES EXTRAVAGANZA
01-15-2008 $507.00  BMw aof America, [ne.
01-10-2003 $3.000.00  Stowe Leasing Group
01-27-2008 1234 $755.00 ATET. Inc.
0z-27-2008 $250.00  American Express
03-27-2003 $2080.00  American Express
05-30-2003 b ay 2007 $1.235.25  American Express

Invoices to Include [+ Firrn Incurred lnvoices [ Client Incumed lnvoices
Piint 5ot Defete | Select Al Desslectall | efiesh |
| Selection Criteria L Check Selection
Cloze | Help |

«Select multiple invoices to pay at one time

Maximum of five invoices per vendor can be printed on one

— ] . — LI ]



Splitting a Payable

¥ Print AP Checks

Q

— Split Payable

o] x|

— Breakdown

— Split Details

Aot

# of Paymentz [1 - 10]

1zt Paument Date

[05-30-2008 /
Diiztribute |

J$1.235.25

I # | Payatle Date | Papable Amourt

0z Jos-30-2003

-

01 [o5-30-2008 | $500.00
|$735.25

| Cancel | Total  [4123525

Help

/

*Choose number of payments (up to 10)

odify Payable Amount to desired amount




Printing the A/P Check
5

| Flease be sure of the Posting Date and make any necessary adjustments to the next check number to be

assigned.

Journal Murnber I

Aocount Number

[11010.00 ) |EW

— Account balance after these checks have been posted
[05-302008 4l | $131,636.64

Total walue of the checks requested far printing. |$4f3|:||:|_4g

GL Posting D ate

Mewt Check Murnber 25473

Frifter |HP | aserJet 4200 P5 =

Ok |/

Check Horizontal Offset in Inches. Positive numbers move ||:|
the check data to the right, neagative numbers to the left.

Cancel
Check ‘ertical Offzet in Inches, Pogitive numbers move the ID _—I

check data down, negative numbers moves the data up.

Cloze | Help |

jC eck to be sure that you are using the proper Operating Account

erify that the Check Number is correct



Updated Checkbook

.\ Abacus Accounting - Simon & Barnes
AP GL Payroll Reports  Window Help

‘ile Matters  Billing

7| & 9§

Truust

hE

S Demand Checlk Writer

Enter and Post Payables

Matter | i) Print &/P Checks 502008 | | -]
Recurring Payvables
Woid Checks
k Register
% Check Register _ ol x|
Account Humber |'| 101000 E Account Description Il:agh - Operating Account Beginning B alance | $136.312.12
| StartDate [05-01-2008 |4 EndDate [05-30-2008 | Ending Balance | $131 53664
. . .
hllght deSIred Date | Check # | Clrd | Payee Deposzit [$]| Payrment [$]| Ealancel
en 05-15-2008 2539 MNa Clerk. of Caurt, Palm County $125.00 $136.187....
) 05-28-2008 2540 Mo Jack Fabbit Express $45.00 $136.142..
“Deta 05-28-2008 2541 Mo Eddie Daviz $55.00 $136,087....
05-28-2008 2542 MNa John Kingsley $650.00 $135,437...
more In & 15-28-2008 Clnt Pyrnt Ma Payments pasted from Pavments Rec... $500.00 $135.937...
-30-2008 2843 Mo OFFICE SUPPLIES EXTRAMAGANIS $2050.23 $135,651....
05-30-2008 2544 Mo Bank of America $2.780.00 $132.871....
.CI | Ck on column 05-30-2008 2545 Mo American Express $1.235.25 $131.636....
headers to
change the orde
of items 3

Detailz Errint Refrezh Cloze Help




Setting Up Recurring Payables

t\Abacus Accounting - Simon & Barnes
Gile Matters  Billimg  Trust | A/ G/L Payroll Reports  Window  Help

> &% @, & - .’ﬁ 5 Demand Check Writer
\\_\_ 2

— Enter and Post Payables

Matter | &l Print A/P Checks 0-2008 | | |
Recurring Payables I
%a\Recurring Payables _ o] x|

2 Wendor | Day Due | Armourt | Descriptian |

ATET ] $105.00  Office Telephone Equipment Lease

ATET 1 $0.01  Phone Bil Month |
Bhias 15 $445.00 Leaze on'ehicle - Mel Bames

BhiwS 15 $007.00  Leaze onVehicle - Arthur Simon Year |
Bk 15 $399.00 icle Peri

OFFICE 20 i

STOWE 10 $3.000.00  Office Space - Rent

Select All

Dezelect Al

[elete | tenge | Brirat | Befresh | Cloze | Help

*Enter Firm Bills that are repeatedly paid each month

0 setup monthly invoices with unknown amounts enter
as one cent



Adding a Recurrlng Payable

F"\Recurring Payables - Modifying exist =10l x|
Yendaor (D |Er E"*__Lj BMW of America, Inc.
Due Day IT

|$445.00

[lescription |Lease on Vehicle - Neil Bames

General Information 1 Breakdown

/ ﬁave/ Cloze Help
/

//

*Due Day refers to day of the month

nter Usual amount of Invoice

*Description will appear in General Ledger



Recurring Payable Breakdown

'.{Recurring Payables -

o mlp

Account Murnber E Account Murnber Amnourit
< [52008.00 i~ [3445.00 [ & [ooo
\’\
| A [s000 | A~ 3000
| A [s000 | A~ 3000
[ A [s0o0 [ & [saoo |
| A [s000 | A~ 3000
Azcount Descrption |.-'-‘-.utn:|mn:|I:|iIe Expenze
/ General Information Breakdown
i Save Cloze Help

/Enter G/L account numbers to be debited

May Debit up to 10 accounts




Auto Merge Recurring Payables
F\Workstation O x|

— Mizcelaneous
|ntermet

[+ This Computer iz connected to the internet

v Show Intemet Meszages

—LEDES Client/tatter Reference Formating Optiong -

f+ Client and tatter Mumbers
I Prompt me about merging Becuring
Fayables

{~ Comments Line 1

Prompt me about merging Recurring £ Matter Mumber Only
I\/ L
Journal Entries

[+ Memarize Online B anking Descriptions I~ Exclude Client 1D Field

[+ UseAdvanced Report Designer

Save Email Settings | Spell Check Settings | Cloze | Help

_’ Dizplay/Frinting l Data Entry J_ Mizcellaneous
|
I

*Go to File/Setup/WorkStation Options

On Administrators Workstation, select to be prompted for Merging
Payables



Z Enter/Post Payables

=10f x|

2 Invoice Datgl Due Date | [rrvoice # | AmoLint | FPapes | D ezcription Posting D ate
05-04-2007 05-04-2007 $105.00 ATET, Inc. Office Telephc ||:|5 20-2002 |_|
05-09-2007 05-03-2007 $3.000.00  Stowe Leasing Group Office Space -

05-14-2007 05-14-2007 $007.00  BMw of .-'f-.menu:a Inz. Leaze on Yehi

05-14-2007 05-14-2007 $445.00 sb-America, Ihe. Lease an Yehi o
05-14-2007 05-14-2007 439900 B of .-’-'-.menu:a o Lease on'ehi 1ot of Invoices in
05-15-2007 05-13-2007 OFFICE SUUPPLIES Ex.\  Manthly Office Posting File
05-31-2007 05-31-2007 ATET, Inc. Phare Bl W

Total Invoices
Selected far Pazting

j$0.00

Select Al
4 N Dezelect Al
// | _l
/ Add 7[}24 | [1elete | Erirat | Fazt | Befrezh | Cloze | Help

*Posting moves Payables into Print A/P Checks

dit amounts that are variable before posting (Office Supplies, AT&T)




bacus Accounting - Simon & Barnes
Matters Billing | Trust AP G/L Payroll Reports Window Help

i \% 5,‘, @:, Trust Deposits

e [ sl [ Trust Demand Check Writer

End [05-25-2008 o -
Triist Checle R e ects | = I |

%A Print Demand Trust Checks _ o] x|
Siecount Mumber [11020.00 [Cash - Trust Account] ——

ISD-EDD?-DEI? IMain Street Center Bal Before This Check: |$2,5EIEI.EIEI

[ 5 Check #: AUTO
05-15-2003 E

E
b atter Murmber E

Payed Jack Rabbit Express 2l $]$63.00

Sighty Three Dollars & 00100 Dollars

ddress | Jack Fabbit Express

999 Fippy Lane
Ezoondido, Ch 32025

temo |I:I|:|sing Papers far kain St?\éf

Description ID::urier Charges

Pritt Cloze | Help |

«Cannot write check for amount for more than that Matter’'s Trust Balance.

eDefault Vendor information will auto-fill.



Print Demand Trust Checks
_lox|

Flease be sure ofthe Posting Date and make any necessary adjustments to the next check
numberto be assigned.

ltccount Nurber: 11020.00 - Cash - Trust Accourt |

Check/Post Date 05-15-2005 [ el e |4EED

Check Horizontal Offset in Inches. Positive numbers move ||:|
w Murber: [4054

the check data to the right, negative numbers to the left.

Check ‘ertical Offzet in Inches, Pogitive numbers move the ID
Nu:ut Print & Check,
M / Lancel | Help |

check data down, negative numbers moves the data up.
IEh7¢ Nur?{r: 4063 Papee: Clerk of Court, Palm County Amount; $125.00

b

ter correct Check Number

your date for posting

ay Post Only if handwriting checks



Matter Trust Activity

Abacus Accounting - Simon & Barnes

Matters Billing | Trust AP G/ Payroll Reports  Window Help

| % . " N Trust Deposits
P r
= Trust Demand Check Writer — —
atter | A [ a|  End[05262008 | -

Trust Check Reguests | [
Print Trust Checks
Woid Trust Check
Mather Trust Activity I
BE \, Matter Trust Activity - 0| x|
TI’EII b atter Number|5D.2|]U,‘r‘.Us?‘ [’_‘leain Street Center Truszt B alance Forward $0.00
Uer“ Cliert M arme |Fh:.ger.&dams Trugt Ending Balancelm

Start Date  [01-01-1500 |« EndDate [(EE |~
IﬁtE 2 Date I Depnsitsl W’ithdlawalsl Account # Papee Description

05-01-2008 2,500.00 11020.00 Trust Deposit Trust Balance for Main Street Center £
Tru | os15.2008 1020.00 Jack Rabbit Expriess  Courier Charges
Fec
Cnil
Tru

< | [ ]
@5?5 UnBilled Time: 5500 UnBiled Costs [ §157.75 TotalDue: [ §7,70250 —
| [etailz I [elete | Frint | Refrezh | Close | Help |

*Do not Delete activity, it will not reflect on Check Book

*A/R balance along with unbilled activity appears at bottom



Trust Check Register

Check Register _ 0] x|
Account Mumber |1 1020.00 E Account Description Il:agh - Trust Secount | Beqginning Balance | 4543 887 A0 h
Start Date [05-07-2008 | EndDate[0525-2008 |/ Ending Balance | $548.199.50

/\

Date | checks /| ord\ | Pavee | Depositis)|  Pament )| v —eamnce|
05-01-2008 TR Deposit Mo Depozit Pozted from Trust $1.000.00 $644.337 50
05-01-2008 TR Deposit Mo Depozit Posted from Trust $2.500.00 647,387 50
05-15-2003 TR Deposit Mo Deposit Posted from Trust $1.000.00 $648,387.00
05-15-2008 4063 \ Mo Clerk. of Court, Palm Counb ) $125.00 $648 262 50
[5-15-2008 4064 Mo Jack Fabbit Frpress $62.00 $E48 19950

Detailz | Prir | Befrezh | Cloze Help

Ird Items indicated bank has processed transaction

Choose Details to see more information on highlighted record



15t Step of Trust 2 Step Check Writer

Y Abacus Accounting - Simon & Barnes

ile Matters  Billing | Trust AP G/ Payroll Reports  Window Help

7 €0 /&, @'r’ Trust Deposits

Mater | [ Trust Demand Check Writer —

- | End [05022008 | -
Trust Check Requests I i J 2 | [

¢~ Trust Check Requests _ o] x|

: ,l/ﬁlmmr | Amaunt | Acct i | Fayes M

1 SD-2007... $1.769.39 11020.00 Simon & Barnes, LLC SEB Tatal Check

1 SO-2007... $1.000.00  11020.00 Sirnon & Barnes, LLC StB Fequests in File

|$2,?EE|.39
b Select Al
| ﬂ Dezelect Al
Cloze | Help

rint hiittnn ~rraatac liet nf ~rhaclze wwiaitina tn ha nrintad



2"d Step of Trust 2 Step Check Writer

l.\Abacus Accounting - Simon & Barnes

File Matters Billing | Trust AP G/ Pawroll Reports  Window Help

Trust Deposits

J b atter I—i

Trust Demand Check Writer
Trust Check Reguests
Print Triust Checks

: Print Trust Checks

|a] Erd[o5022008 |a) | =

o] x|

Fririt

2 Client I M atter | Yendaor # Amount | Payes |
1 S0-2007-097  SEB $1.769.39  Simon & Bames, LLC
1 50-2007-118  S&B $1.000.00  Simon & Bames, LLC

Select Al | Deselect Al Refresh

Selection Criteria

I,

|Clignt M atter:

Total Amount of Checks  [$2 759,39

[Wendor:

Cloze | Help

1st enter Trust Check Request, then print checks here

Use Trust Check Requests with Print Trust Checks, NOT the Trust

Demand Check Writer



Voiding Operating Checks

ile Matters Billing Tru5t|AjD G/ Payroll Reports  Window Help

u,;) ;’%& $,. ‘r’ !ﬁ 5 Demand Check Writer

— Enter and Post Payvables

Matter | e Print A/P Checks B0-2006 | | =

Recurring Payables

Yoid Checks

ol

Cash Account Mumber 1101000 i |Dsh - Dperating Account

Check Mumber |2543

Retrieve | Cloze | Help

— Check Infarmfation
Date of Check  J05-30-2008 Amount of Check  [§285.23

Account Mame  [Cagh - Operating Account

JOFFICE SUPPLIES EXTRAVAGANZA,

Wiold |nfarmation
{ @md [05-30-2008 EDD Yoid

Fayes

ate of Void should be current date (not the date of the check)



Voiding Trust Checks

t\Abacus Accounting - Simon & Barnes

Sle Matters Billing | Trust AP G/AL Payroll Reports Window Help
] A _.-"ﬁ | i
7 \%\% - i-f Trust Deposits

= — Trust Demand Check Writer —— —
hd att I ¥ ~ End M- ” vI
i o [ Trust Check Reguests o] Erdfo5302005 (gl |

Primt Trust Checks

Woid Trust Check

A : =0 x|

Cash Account Number 11102000 || [Cash - Trust Account |

Check. Mumber |4I:II33 Bietiiove | - | elp
— Check Informatigh
Date of Che IDE-1 B-2008 Amount of Check  [§125.00

Account Mame  |Cash - Trust Account |

[Clerk. of Court, Palm Courty

Date of Yoid ~ [05-30-2008 | Woid

|"'-.:’|:|iu:| IAfarmation

sDate of Void should be current date (not date of check)

oiding checks affects Trust Ledgers, G/L, Bank Rec., and Check
Register



How to Correct a Trust Deposit

#. Trust Deposits - Add _ o] x|
Clignt Murnber |1 Clignt M arne |H oger Adams
b atter Hurmber |5[:|.2|:||:|?.|:|9? E Matter Description |t ain Street Center

Date  [05-25-2008 |~

Truzt Account |11|:|2|:|_|:||:| E Accaunt Description ||:agh.Tru3t,.-:-.,.3.3.;.unt|
Arnaumnt |[$2,5|:||:|_|:||:|]

Description |I:|:urrecti-:|n of Duplicate Deposi]

eneral Information J/

Save Cloze | Help

M@ninus sign to enter a Negative payment to correct duplicated
entry or a bounced check. The minus sign will turn into parenthesis.

*This will correct Checkbook and Bank Reconciliation



Correctin= Paxment Section
E\Abacus Accounting - Simon & Barnes

File Matters | Billing Trust AP G/ Payroll Reports Window Help

o | (@8 @&  Time Tickets t:

i 9 Time Ticket Diary =

it | 0011900 |~ End [05232008 | —
| v Costs & Adjustrents ) o End] =~ =

Payments Received I

“# Enter Client Payments - Add _ o] x|
Invoice # |
Client Murber |1 Clignt M ame |F|u:uger Adame
Matter Mumber |5D-2007-037 A MatterName  |[Main Street Center
Fayment D ate ||:|5.2E.2|:||:|E i [ Charge credit card for this payment Rapment Amount  |[$500.00]
Unpaid lnvoices Deposit Account_F17010.00 i
D ate Invoice Mumber — mu:uunt Account |EWating Ao
Dezcription
[Beatnced Check #1234
N General Info. 1 /Eeaku:uut 1 Fee Distribution J
Save Cloze | Help

-Jdéa minus sign to enter a Negative payment to correct duplicate
entry or bounced check. The minus sign will change to parenthesis

*This will correct checkbook and bank reconciliation section



Viewing Vendor Activity

Sile  Matters  Billing  Trust MP G/ Payroll Reports  Window Help

3.133 2% 3, & - !ﬁ 5 Demand Check Writer

- Enter and Post Pavables

Matter | & | Print &/P Checks 02008 o) | =

Recurring Payables

Woid Checks
Check Register

Each Vendor has

" . .
It S Own ACtIVIty "-._.-"E["|[j|:|[' J'—". |j:jti".,."it':,-"
Ledger — (AT - o] x|
Wendor ID |CLERK *&|_[Clerk of Cautt, Paim Cooumby Balance Forward | $0.00
*Shows both Trust - - — _
. Start [ ate ||:|1 -01-2008 - End Date |[05-20-2002 i~ Ending B alance | +125.00
& Operating
S Date I Ireoice Murnber I [rvoice Ak, I Ak, Paid | Chk # | D ezcription
Payments 01-12-2008 123456789 $125.00 $12500 2523 Filing Fee to the Clerk of the Court
01-13-2003 TRUST $125.00 $1 25 [0 4855 Filing Fee ta the Clerk of the Court
. . 05-01-2003 4RE32 $126.00 .I:IEI Llnpaid Filing Fee ta the Clerk, of the Court
*All Invoices listed 05-15-2008 . Filing Fee to the Clerk of the Court

05-15-2003 $'I EE.I:IEI 4083 Filing Fee ta the Clerk of the Court

whether paid or
no

[Details | [elete Frint

LCloze | Help |




