


Billing

• Prebills
• Actual Bills
• Posting of bills
• Printing trust checks shown on bills
• Applying trust payments from billing
• Combined Matter Cover Page
• Unposting Bills



•Easiest to 
print by Resp. 
TimeKeeper

•Include 
Closed Matters

Printing Prebills By Group



Select Bills Individually

•Start date should be 1/1/1900

•Select Matter individually to Bill

•Click on “Add to Billing Run”



Prebill Selection

•“Select All” will choose all bills selected through chosen criteria

•If more than two prebills, print hard copy rather than preview



Prebill (1of 3)

•Fee Section of Prebill



Prebill (2 of 3)

•Cost Section of Prebill

•Payment Section of Prebill



Prebill (3 of 3)

•Recap of Totals Section

•Trust Activity Recap Section 



•Enter Matter Number 

•Highlight desired record 

•Double Click or press Details to see entry

Editing Time Tickets



Editing Time Tickets

•Make any necessary changes here

•Changes not reflected in AbacusLaw

•Press Save when done



•Use a minus sign to enter a Negative payment to correct duplicate 
entry or bounced check

•This will correct checkbook and bank reconciliation section

Correcting Payment Section



Negative Amount

How to Correct a Trust Deposit

•Use a minus sign to enter a Negative payment to correct duplicate 
entry or bounced check

•This will correct checkbook and bank reconciliation section



•Setup a Client Expense Code for Discount
•Enter amount of Discount (no need for minus sign)
•Be sure to mark the item as a Credit

Giving Client a Discount



Printing Actual Bills by Group

•Actual Bills allow 
you to choose to 
apply Trust monies 
to bills

•You can choose 
to print all bills for 
just one matter

• Or you can 
choose to print 
bills that are at 
least a certain 
dollar amount



Select Bills Individually

•Trust Monies applied automatically with this choice

•Click on “Add to Billing Run” after all matters are chosen. 



Printing Selected Bills

•Click on the “Select All” button to send bills to the printer.

•Must Print to continue Billing Cycle

•LEDES selection is for Task Based Billing only



Actual Bill (1 of 3)

•Fees Section – each column can be deleted



Actual Bill (2 of 3)

•Timekeeper Summary Section

•Cost Section



Actual Bill (3 of 3)



Customizing Your Bills

•Take an existing Billing Format Code to Edit

•Press Edit to modify formatting



Customizing Your Bills

•MoveText

•Edit Fonts

•Add Fields



Adding Field from 
Matters Table



“Court” Added to Report 



Posting Bills

•When vendor data shows up, Trust Checks are printed next

•If no vendor data appears, this is the final billing step



•Program automatically creates Trust Check request when bills are posted

•Checks are not printed from here

•Print button creates list of checks waiting to be printed

Trust Checks Ready to Print



•Use “Print Trust Checks”, not the “Trust Demand Check Writer”

•Maximum of 5 Matters printed per check

Collecting Trust Monies from Bills



Firm Vendor setup for Multiple Invoices 
on Trust Checks

•Be sure that the “Allow Multiple Invoices on Trust Checks” option 
is checked off

•This will allow 5 Matters Trust Payments to appear on each Trust
check



•Transferring monies from Trust to Operating Account

•Program automatically enters payments coming from Trust that 
appeared on client bills 

•Choose correct deposit date for posting

Depositing Trust Monies into Operating



Payment Distribution from Trust

•Automatic distribution of payments from Trust
•Invoice chosen and description created automatically



Automatic Payment Breakout

•Trust Payment is automatically broken down into fees, costs, etc
to match breakout on client bill



Client Payment Fee Distribution

•Fee Distribution is auto filled based on actual client invoice
•If partial payment made, system will remember remaining balance
•Changing Timekeepers and Amounts allowed



Cover Page for Multiple Matters

•Provides a Cover Page when there are Multiple Bills for one 
Client

•Print before Posting of Client Bills



Sample of Cover Page



•Enter Matter Number and press Retrieve

•Choose Invoice and press Unpost

Unposting Bills



When Unposting a Bill

• If you are changing a bill, remember to go into 
Abacus Law and delete the .pdf copy that is on 
the Linked Documents tab.

• Please verify that there were no Trust Transfers 
on the original bill.  If there was, you may need 
to void the Trust check or even write a check 
from Operating to place back into Trust. 

• Best practice, is NOT to Unpost a Bill that had a 
Trust Transfer!!


