AbacusLaw., First Steps

Understanding Client Billing




Billing

Prebills

Actual Bills

Posting of bills

Printing trust checks shown on bills
Applying trust payments from billing
Combined Matter Cover Page
Unposting Bills
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Time Tickets
Time Ticket Diary

Printing Prebills By Group

Accounting - Simon & Barnes
| Billing Trust AP GL Payoll

Reports  Window  Help

2

-

Costs & Adjustments
Payments Received
Transfer Time Tickefs

e & Prebill Selection

[m-011300 s/ End [05222008 (A |

Pos

Uﬁ[: W E Include &1 —&lphabet [1st Letter of Client Last Name]—‘
Acc < Reszponzible Timek.eeper |NPE ElNE” Barnes
Pro Assigned TimeFeeper [ E includs A1 —Billz to lnclude——  —Dates
Inte | Biing Freauency E frclude & il Tl | DatectBil [05312008 |o)
Cor Type of Law Code E 2include A1 Stat Date  [01-07-1900 |
— Type Fees / Costs p—
Billing Mode | fInchude &l CutDate  |05-31-2008  [a)
Mat IFIeguIar ;I .
All b atters By Client |7 A fInchude Al EE.'tr'FSEa?éS |EIE-31 2008 s
Cel Af Least = Dollars: I
LLin
: [ Include On Hald Matters [~ Print Matter Comments
Billi < v Include Closed katters [T Include EOM Matters
[T Include Contingent M atters
Bill Bv Groun Select Bills Individually

Add ta Billing Run

LCloze

Help

sEasiest to
print by Resp.
TimeKeeper

e|[nclude
Closed Matters




Select Bills Individually

& Prebill Selection

—Dates

Date of Bl [0531-2008 |

— Individually Selected Matters /_\
Clort# | | QStatDete Horor 1st0_jal]
b atter # [l Fees / Costz Ll
I | el | P 05312008 [
Client | bhatter Efenthame— | Mat Payments .
q] 1 SD2007-097  Foger Adams Mair CutDate 105312008 |a
‘ | Bl
Add Dglete | Deer |
Bill By Group J_ Select Bills Individuallv

Add to Billing Furn D

Cloze

Help

«Start date should be 1/1/1900
«Select Matter individually to Bill
Click on “Add to Billing Run”




Prebill Selection

& Prebill Selection

Clignt
qer
1 S0-2007118  Adams. Roger
123 S0-2007-112  Fowler, Frank,
3 SO-2007100  Hatfield, Michael
122 SD-2007-111  Hallister, N, Thomas
7 SD-2007-102  Kingsley, John
25 S50-2007-119  Robinzan, John

a

Adamg, Roger w. City of Jupiter

Foviler's Feed & Supplies - Sale of

Hatfield + Hatfield

Hallizter, M. Thomas v Home Mebwork, Team

Park. Hillz - Sale of Home
Raobinzon v, Robinzon

i« Previe@r File (" Email

B

Delete

Freview | Preview Beport |

Dretailz

Refrezh

X|
Uszer D
I.-'-‘-.DMIN vI

MHumber of Bill
To Print

—

Select All

Dezelect All

Help

Cloze

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

oIf more than two prebills, print hard copy rather than preview




Prebill (1of 3)

SI2EI2002
3:44PM
lafd

Date:
PRE-BILL Time:
Page:
Simon & Barnes
Roger Adams
Iir. Roger Adarns
2557 SanRatfael Dr.
San Diego, CA 092101
Clend: | Roger Adams
Matter: 5D-2007-027 Ilain Street Center
Matter Type: BUS Business Law Originating Timekesper: HFPR
Comments : Responsible T imeleeper: HFPBE
File OpenDate: [(a0272007 Billing Format Code: 3
Billing Mode: Houtly Bill Date: (353172008 Fees/Costs Cut Date: [5/51/2003
Start Dade: 01/01/1900 Payments Cut Date:  05/31/200%
Billing Frequency :  Nionthly Last Bill:
Eemarhe: Type of Bill: Begular
ACCOUNT Current 30 - 52 Days 60 - 89 Days 90 Days and Owver
_ _Aeme . _somo . $tps3 00 om0
Fees Billed to Date: $1,53575 Costz Billed to Date: $0.00
ees
Ticket
Humber Date Timekeeper Descrption Hours Amcount
31 05272008 AMS Plone conference with client to discuss options 0.50 $17500 BL
32 052872005 ADIS Date of Closing for Roger &dams here in office 1.00 $35000 BL
T otal Hours: 1.50
Billab ke Hours: 1.50 $525.00

Timekeeper Summary

Timekeeper AMS worked 1.50 hours at $350.00 per hour, totaling $525.00.

*Fee Section of Prebill



Preblill (2 of 3)

Costs
Date Descrip tion Amouni CheckNeo.
051 572008 Photocopies $14.25
051 572008 Filing Fee to the Clerk of the Court 12500 2539
Payee: Clerk of Court, Palm Connty
052272008 Facsimile Charges - 25 pages $12.50
Total Costs: $151.75
Paviment I) etail

Date Deserip tion Amount
052852008 Check Murmber 1234 - payment on previons billing {$500.007%

Total Payments Recedred: ($500.00)

Condinued On Next Page

*Cost Section of Prebilll

*Payment Section of Prebill



Preblill (3 of 3)

Simon & Barnes
Client: | Roger &darms
Matter: 5D-2007-097 Ivlain Street Center
Prior Balance: $1,52575
Payments Received: ($:500.000 Drate Of Last Payment:
Current Fees: $52500
Sales Tax on Fees: $0.00
Advanced Cosis: $151.75
Sales Tax on Costs: $0.00
Adminkirative Cosi: $0.00
Late Charges: $1539
Additional Retainer Due: $0.00
TOTAL AMOUNT DUE: $1,717.80
TRUST ACTIVITY EECAP
DATE DESCRIPTION DEPOSIT WITHDE AWAL
Balanee Forarard
0501 /2008 Trust Balanee for MMain Street Center from $2.500.00
Quicken
0501 52002 Cowrier Charges $63.00
Oy Check: Alg4 Payee:  Jack Babbit Express

*Recap of Totals Section

*Trust Activity Recap Section

Drate: SIAE2005
Time: 3:44F T
Page: 2of2

050222002

BALANCE
$0.00
$2,500.00

$2,437.00



Editing Time Tickets

File Matters | Billing Trust AP GL Payroll Reports Window Help

PIC

— X]
b ath
I et Coe — Time Ticket Selechion
Pay & Client/Matter Mumber {~ Date Bange & Timekeeper {7 Activity fE clizris I ee |
Tre|  Client/tatter to Include
Pre Client Murmber |‘I |Fh:uger Adams Ticket Hurnber
prif((_Matter Number [5p_z007.097 1~ [Main Street Center |
Pos
LClient # | b atter # | TEH I [ ate I Tkpr || Hu:uursl Tlme Ticket T_I,I|:|E| Text
Uﬂ[ { 1 Ne-7-2008 AMS — —fAi—FHillable Plone conference with clis
1 5D- 2EIEIT-" 037 32 05-28-2008  AMS 1. EIEI Billable Date of Closing for Roger »
At
Prc
[
iZot
Mlal
Del
Uny| L | 2l
Bill Add | Details | [elete | [Elame Eefresh Diary Report | Cloge | Help |

*Enter Matter Number
*Highlight desired record

*Double Click or press Details to see entry



Editing Time Tickets

X

Client Number 5 | [Roger Adams Date of Service [05.27-2008  |»)
Matter Number — [S0-2007-097 | [Main Stest Center Howrs  [050
Timekeeper |,.é.,ha|5 E Jsrthur Sirnon
— Time Ticket Type — Timer

i~ Billablz I

% Flat Charge
_ Font Size [1q " Mo Ehgrge Start

" Maon-Billable
Flone conference with clientto discuss options Heset

Time Ticket Yalue |$1 25.00
[~ Put Tirme Ticket on Hold

Ticket Mumber |31

Prezs F5 far Time Entry Abbrewviation Codes and F7 to Spell Check

Cloze Help

@ave ¥ Clone | Delete | Erevious | Mest |

Make any necessary changes here

*Changes not reflected in AbacusLaw

*Press Save when done




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 |H oger Adams
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 Invoices Deposit Account [17010.00 |
D ate Invoice Mumber Aot Account  [Cash - Dperafing Accourt
Dezcription
Bounced Check #1234
N General Info. 1 Breakout 1 Fee Distribution J
Save Cloze | Help

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

*This will correct checkbook and bank reconciliation section



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  [05-28-2008 |~
Truzt Account |11|:|2|:|_|:||:| i~ Accaunt Description ||:agh.Tru3t,.-:-.,.3.3.;.unt|
ount (%2 500.00)
o 4
Description |I:|:urrecti-:|n of Duplicate Deposi]

General Information ]
Save Cloze | Help

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

*This will correct checkbook and bank reconciliation section




Giving Client a Discount

“N\Abacus Accounting - Simon & Barnes
File Matters | Billing Trust AP GL Payroll Reports

Wigdow Help

§ Time Tickets k

Time Ticket Diary =

I|u1-n1-1anu la]  End [05-23-2008 El =

Costs & Adjustments

=10l x|

Client Mumber [ Cast Per ltem {1 (10 Date [0523-2008 A
Clietit M amne |Rioger &dams

Matter Mumber  [SD-2007-097 A Num Of ftems [ ﬁmﬂ@

i ] Mair Street Center Description | ~outesy Discount - because we are good guys

Client Exp. Code  [DIS A

Code Description  |Courtesy Discount

Hald Status Fresz F3 to Use Last Description
Debit/Credit Bill Tvpe Write CIff
] Oz Wil (" Debit [Charge the Client] Urilled + Yes
f* Credit [Client Fayment/Dizcount] Eilled " Mo
Save Clear | Cloze | Help

«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



— riin Actual Bills by Groug

F|Ie Matters | Billing Trust ﬁij G/ Payroll Reports  Window Help

> @ Time Tickets .
= IENIE -
: Time Ticket Diary
Matter | [01-01300 |a/ End[05282008 (o) | |

Costs & Adjustments

FPayments Received
Trarsfer Time Tickets

Prebills
Print Bills

I
= Bill Selection

Criginating Timekeeper

BAzzigned Timek.eeper
Billing Frequency
Type of Law Code
Billing Mode

Fesponzible Timekeeper |+

&l b atters By Client

At Least # Dollars:

[T Inciude On Hald b atkers
[T Include Clozed M atters

[T Include Contingert b atters

Add to Billing Fun

| Ellnclude ] — Alphabet [1zt Letter of Client Last Name]—‘
[ | [Include &1 | |
| i |Ir'u:|u|:|e ] — Billz to Include—— ~Dates
Ix ||r‘u:|uu:le All IUHbI”Ed&NDM;I Diate of Bill  {05-21-2002 i
| 2 finclude &1 : ctarl Date [01-01-1500 (o)
— Type ees / Coste
| lInciude &1 IFieguIar ;I Cut Date |E|5 31-2002 i
1 .'i.th:ugler Adamnsz ] Cul TS IDE 31-2003 i
|$25.EIEI < Truszt on Bill
" Do Mot Apply Trust to Bl
i tamatically Apply Trust b Bilk
[T Include EOM Matters " Stop far Manual [nput
Trust Cutoff Date [05.31-2008 |4
Bill Bv Group I Select Hills Individually
Cloze

*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

=t Bill Selection

—Dates
— Individually Selected M atters

Client # | |
t atter # Il EI

Clistt | P atter | Clistit M arne | M att

1 SD-2007-097 Roger Adams b air

‘ | Bl

Add Dete | Clear |

Bill By Group i)

Date of Bil [05312008 |a)
Start Date  [07-0715900 |
Feez / Costs [
poes [0531-2008 o
P b =
CotDate 05312008 ||

— Trust on Bill

{” Do Mot Apply Trust to Eil
' Automatically &pply Trust ta Bil
" Stop for Manual Input

Trust Cutoff D ate ||:|5.3‘| -20085 E

Add to Biling Fiun |

*Trust Monies applied automatically with this choice

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




Printing Selected Bills

LA o o
= Bill Selection X|
Clignt b atter Client Marme b atter Description User I
S0-2007-097  Adame. Foger Main Street Center I*’-“*E'MIN ~]
1 S0-2007-118  Adams. Roger Adamz, Roger v, City of Jupiter
Murmber of Bill:
To Print
| 2
Select Al
Dezelect Al
Help
! | i
% Preview  Prirter  Fle ¢ Emal ( ¢ LEDES 1992B Add Delete
M atiortafides i i
Litgation Advisor ———ot | Preview Bepor Details Rehesh Close

Click on the “Select All” button to send bills to the printer.
*Must Print to continue Billing Cycle

L EDES selection is for Task Based Billing only



Actual Bill (1 of 3)

Simon & Barnes
FEIM #9-784 5945
5230 Carroll Canyon REd. 5te 3
San Diego, CA 92122
Telephone: 800-488-3334
Fam: 858-452-2073

Mlay 31, 2008
Foger Adams Invoice Mo, 5074
Mr. Roger Adams
2557 Ban Rafael Dr.
san Driego, CA 92101
Client Humber 1 Hoger Adams
Dlatter Muraber: 5D-2007-097 Dlain Street Center
For Services Rendered Through 5/31/2008.
Fees
Date Timekeeper Description Hours Amount
0572702008 AMS Plone conference wath client to discuss options 0.50 $125.00
052202008 AMS Date of Closing for Roger Adams here in office 1.00 $350.00
Billahle Hours ! Fees: LoD $350.00
Flat Charge Hours / Fees: 0.50 $125.00

*Fees Section — each column can be deleted



Actual Bill (2 of 3)

Fees
Date Timekeeper Description Hours Anwunt
052712008 AMS Flone conference wath client to discuss options 0.50 $125.00
032210008 ALIS Date of Closing for Roger Adams here in office 1.00 $350.00
Billahle Hours ! Fees: 1.00 $350.00
Flat Charge Hours ! Fees: 0.50 $125.00

Timekeeper Summary

Timekeeper LIS worked 1.00 hours at $350.00 per hou, totaling $350.00.
Timekeeper AWIS worked 0.50 flat charge howrs totaling $125.00.

Cost Detail
Date Descrip Hon Anwuni Chec ki No.
0571552003 Photocopies $14.25
0571552003 Filing Fee to the Clerk of the Court 125.00 2530
Payee: Clerk of Cowrt Paltn County
0502272008 Facsimile Charges - 25 pages 12.50
Total Costs F15L.75

Continued On Next Page

*Timekeeper Summary Section

*Cost Section




Actual Bill (3 of 3)

Payment D etail

Date Descrip Hon Anownd
0502872008 Check Nurnber 1234 - pavment on previons billing ($500.00%
Total Payments Receired: ($500.00)
Prior Balance: $1,525.75 .
Paymenis Received : 500,00y Last Payment: 05282008
Current Fees: 47500
Courtesy Discount: $100.00
Advanced Cosis: $151.74
Late Charges: flgen
Amount to he Applied from Trusi: (1,769 39
TOTAL AMOUNT DUE: $0.00

Thanlk ¥ou for Lethng Us Serve You.
Payment Due Upon Receipt.
Flease contact Pamela Fice at 56 1574 1-4554

Ifvou have any questions regarding this bl
Please include your invoice number on your check

Yo now have extended space at the hottom of your hills to show your Standard Disclainmer, or any other
information you would like to include!

TREUST ACTIVITY EECAP

Daite Description Deposit Withdrawal
03012002 Trust Balanee for Iain Street Center from Quicken $2,500.00
05152008 Cowier Charges $/3.00
Our Checle 4064 Payee: Tack Habhit Express
05312008 Trust mondes to be applied to this bill $1,769.39

Balance
$0.00

$2,500.00
$2.437.00

F667 61



Customizing Your Bills

FABilling Format Code.

Code |N|:N bk emo Field
Description {Bills: withowt Client Nurnbers

rEl Pleaze call our affice if vou have any questions.

5 Thank pou far pour buginess

5|

o

F

el

[fictual Bil Fipt File Name |NDELI.HF‘@| ﬁumpt File Hame | PREBILL.RPT |

General Information 1 Beporting Options l Format Options

Save

LCancel | Help |

*Take an existing Billing Format Code to Edit

*Press Edit to modify formatting



Customizing Your Bills

=&~ Bw [vx] |[zes@aoc|sru|===

Detailz [Sectiond |
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Adding Field from
Matters Table

H Visual Linking Expert

P—
Link. together the tables pou added to the repart
Linking iz needed to match records of one table with coresponding records of anather table.
Tables. .. |
= | Clients | Arrange T ables |
E::Z i:ﬂig::t; 2 ;l Reterral Phone -
Type of Rate 3 Digtfaull Tovdlfgealsit Link T ables:
Rate Start Date 3 Ev:?lgi::l f+ By Mame
Rate End Date 2 e —— " By key
R ate Amount 3 DSE? ate .
- [nactve Link.
Activity Rate Lewvel D bacuslD
.-'f-.u?ldress Line 3 Addresz Line 3 .
[ Client Mumber . Clear Links
[ Matter Mumber h |._\_‘ =il 2raldies
[B Client Mumnber - T |
Delete ik |
AFD_Law3 |
law3 | S [ TR -
L MATTER - [BFCASENLIM
CASENLIM ATTORMEY
ATTORMEY L CASECODE
CASECODE COURT
COURT OPEMED
OFEMED CLOSED
CLOSED EMTREY
ENTRY OPERATOR
OPERATOR o ~|
A5 =]




[ & | 2 0]
Main Fieport  subHEADER. rpt |
= @ Database Fields
&g Clients

-- Matters

B EAFO_Law3

E| |y 3

—ma MATTER

e CASENUM
= AT TORMNEY
-m= CASECODE
a5 COURT

-a= (JPEMNED

= (CLCISED

mm ENTRY

-m= (JPERATOR
am AXS

e U_ID

e PRVTAXS
-a= BILL_REC

- a= CRTCASENUM
-a= USERSCREEN
e UC1

= UC2

= UC3

e LD

- a2 DAMAGES
e MYFIELD
e Formula Fields

- [71Parameter Fields

“Court” Added to Report

[i00% =] |lzEm@B oo 0|2 = =
[ I 1 I 2 I 3 | C g I 5 I 6 I 7 |
W
Report Header m [Sectionz0 |
Report Header n [Sectiond |
o iﬁd:::::ﬁIZZZZIZZZZIZZZZIIZZZZIZZZZIZZZZIIZZZZIZZZZIZZZZIIZZZZIZZZZIZZZZZIZZZZIZZZZIZZZZZIZ
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- Eﬁiﬁdff?sfsﬁl-fmf?lu:::ﬁZZZZIZZZZIIZZZZIZZZZIZZZZIIZZZZIZZZZIZZZZIIZZZZIZZZJZIZZZZZIZZZZIZZZZIZZZZZIZ
Report Header o [Section1 ]
| ] | }—‘L-ddress- LfIE 2 - o .........................
Report Header p [Section18 )
| ] | E&ddress- e “ ........................
Report Header g [Section1 |
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E:D'J.lilZZZIIZZZZIZZZZIZZZZIIZZZZIZZZZIZZZZII;ZZZIZZZZIZZZZIIZZZZIZZZZIZZZZZIZZZZIZZZZIZZZZZIZ

..........................................................................................

..........................................................................................

..........................................................................................
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FReport Footer [SectionlB )
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Posting Bills

%21Bills Waiting to be Posted _ ol x|

2 Client | b atker | Date | Irvoice # | Mew Ehrgs.l Matter Description Posting D'ate
30 08-00250 01-26-2008 5063 32,150.00 Addison, Bill vs. Jousting wihthe S [05.29.2008 &)
123 SD-2007-116  01-27-2008 5071 $1.677.20 Fowler, Frank - Wil o
107 SD-2007-107  01-27-2008  RO72 $32 76375 Cal Computers v. Multimedia Total Billing in
27 SD-2007-120  04-07-2008  AO73 $1.794.25  Carter, Anthony v &l Health Inzurar Posting File
1 SD-2007-097  05-31-2008 5074 $743.64  Main Street Center [$65.236.36
123 S0-2007-112  05-31-2008 5075 $2559.25 Fowler's Feed & Supplies - Sale of _
124 SD-2007-112 05312008 RO7E $22 54056 Cortinental Tites vs. Peterson Indus 1 0tal Bills Selected
1 SD-2007-118  05-31-2008 5077 $2,007.71  Adams, Roger v. City of Jupiter for Fosting
[$.00
Select Al
J’I/ \l_\ﬂ Dezelect Al
Vendor # [5ip E|5imc.n&5ames, LLC Trust dccount [11020.00 |» | /
[relete Frint Fazt Refrezsh | Cloze | Help

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

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



Trust Checks Ready to Print

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|

2 Client | Matter | Arnourt | Acct Fayee Yendaor #
1 S0-2007... $1.769.39 1102000 Simaon & Barnes, LLC SER Total Check
1 SD-2007... $1.00000 1102000 Simon & Barnes, LLC SEB Requests in File

|$2,?EEI.35I
b Select Al
4 | ﬂ Dezelect Al
[etails | [elete ( | Erirt | ) Befresh | Cloze | Help

*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



Collecting Trust Monies from Bills

l.\Abacus Accounting - Simon & Barnes
File Matters Billing | Trust AP G/ Pawroll Reports  Window Help

j > & f*. ?'r’ Trust Deposits

J . | Triust Demand Check Writer " e —

Trust Check Reguests
Print Trust Checks
N . -
ki Print Trust Checks ol x|
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
Fririt Select Al | Deselect Al Refresh
i Selection Criteria J_
|Clignt M atter: [Wendor:
Total Amount of Checks  [$2 759,39 Close | Help

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

Maximum of 5 Matters printed per check



Firm Vendor setup for Multiple Invoices
on Trust Checks

".\Vendor - Modifying existing o ] Y
g Checks ¥ “fear End 1099

[V &llow multiple Invoices on Operating Ch
v &llow rultiple [rvaices an Tust Checks [ “endor iz providing legal services

| Commments
{Far ¥ aur information Orly
Federal ID" Murmber 2583-98-7412
Firm'z Aiccount Mumber Acct # B3GR
Default GL Account Mumber  [52015.00 (] Default Client Expense Code[SP I’y
Default Amourt $45.00 -
Default D escription Service of Process
Online Banking Deszcription

Balance Fonaard for 1099 Purpozes: |$|:|_|:||:| Az af: ||]5.3|:|.2|:||:|3 1
YWendaor [nformation J_ Account Information
Save LCancel | Help

e 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



Depositing Trust Monies into Operating

2\ Abacus Accounting - Simon & Barnes
cile Matters | Billng Trust AP G/ Payroll

Reports  Window Help

] T i i
,ij ﬁg E’ Time Tickets

B

-

Time Ticket Ciary
[GEN I
T Coss& Adjustments

Payments Received

| . Enter Client Pay

[0101-2008 | End[iE0z2008 | |

—

= 10] ]

A %wlmmt IMwa I Amaunt | [, # Acct # awummwe|0¢3 memm€~
05-31-2008 1 SD-2007-118 $1,000.00 5077 11010.00 More 105312008 ()
05-31-2008 1 SD-2007-097 $1.769.39 5074 11010.00 ok
%eed
f* Caszh/Check
Faymentz
Select
" Credit Card
FPaymentz
«| | i
Tatal Payments in 2 769,39 Total Payments Selected £0.00 Help |
Fosting File = for Posting :
B Add Details | [relete | Print | Depos_itSIipl Faak | Printﬂeceiptl Refrezh | LCloze |

*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



Payment Distribution from Trust

“4 Enter Client Payvments - Modify =10 x|
< Invoice # {5090
& A4S Cliert Name  [Roger Adams
Matter Number [EEEINIEEY 2~  MatterName  [Main Sheet Center
Payment Date  [0531.2008 |4 [ Charge credit card for this payment Payment Amount  [$1.769 39
Unpaid Irvoices Depasit Account [11010.00 A
Date Imvaice Mumber Amourit .
Account z
{Ho Invoice, Payment omn Account) F:Hh HpsteSag o
=
toniez applied from trust to invoice #: 5030
General Info. | Breakout | EeeDistibuion |
Save | Finished Help

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



Automatic Payment Breakout

% Enter Client Payments _ o] x|
Fram:  |Client Ledger File Payment Amount |$'| 769,33
— Billing Dristribution————————— — Payment Digtribution

HardCosts [ 12500 Hard Costs  [g12600
SoftCoste [ $26.75 Soft Costs  [g26.75
Fees [ 3160075 Fees [¢160078
Late Charges Iw Late Charges |$'IEB'EI—
Tawes [ g Tawes Goon
Fietainer Iw R etainer |$DUD—

UnDigtributed Balance |$D-':":I

General Info. l reakout 1 Eee Distribution J

Save Einizhed | Help

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




Client Payment Fee Distribution

== Enter Client Payments - Modify L = IDI_E]

Timekeeper 1 [l (o) Feedmountl  [5137575 Fee Payment Amount Frens
IR IAT@ FesAmount 2 [$225,00 ) UnDistributed Feesz |-|.| .00
Timekeeper3 [ |a| FeedAmount3  [$0.00
m.qmunt 4  [s000
Timekeeper 5 I—L"'_".' Fea Amourt 5 [§0.00 Originating Timekesper W
Timekeeper6 [ | Feedmount6  [30.00 [Neil Bames

Timekeeper 7 | |:i Fee Amount 7 |1;1]_[||:|
Timekeeper 8 | E.' Fes Amount 8 |$0.00

R ezponsble Timekesper HPB

|Meil Bames
Timekeeper 9 | |»  FeeAmountS  [$0.00
Timekesper 10 [ (o] FeeAmount10  [50.00 Distibute Fees |
Geneal Info, | Breakout | Ee{ Distribution |
Save Firizhed Help

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



Cover Page for Multiple Matters

2\ Abacus Accounting - Simon & Barnes
Cile Matters | Billing Trust AP GL Payroll Reports  Window Help

- % Time Tickets -
o | @ e
v k. Time Ticket Diary .
Matter | [o1-011900 o End [05292008 | | -

Costs & Adjustments

Favments Received
Transfer Time Tickets

Prebills

Print Bills

Fost Bills

Unpost Bills

Accounts Recelvable Reports
Productivity Reports

Interim Statement

Combined Matters Cover Page
Matter Billing Activity

Deleted Matter Activity
Urpaid Invoice Maintenance

Billing Reports

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

*Print before Posting of Client Bills



Sample of Cover Page

Simon and Barnes

5230 Carroll Canyvon Ed. Ste 3

San Diego, CA 92122
Telephone: 800-485-3334

Fazm B58-452-2073

Fooger Adatns

Mr. Roger Adams
2557 San Rafael Dir.
San Diego, CA 92101

Ilay 29, 2008

Billing Summary

Daite of

Bill Matter MNo. Prior Payments New Current

M atter Description Balance Eeceived Billing Balance

Chend Number: 1- Eoger Adams

0531002 sD-2007-097 $1,525.75 $500.00 -F102575 $0.00
Ilain Street Center

05131008 sD-2o007-118 £5.132.98 £1.250.00 $1.007.711 $4.2300 59

&dars, Roger v, City of Tupiter

T otal Anwuni Due:

$4,890.69



4 Abacus Accounting - Simon & Barnes
Gile Matters | Billng Trust AP G/L  Payroll

LK,
M atter I_

Time Tickets
Time Ticket Diary

Reports Window  Help

Bills

3

Costs & Adijustments
Payments Received
Transfer Time Tickets

Prebills
Prirt Bills
Post Bills

Unpost Bills
Accounts Receivable Reports
Productivity Reports

Interim Statement
Combined Matters Cover Page
Matter Billing Activity

Deleted Matter Activiby
Unpaid Invoice Maintenance

Billing Reports

5=
[m01-2008 |~ End[05022008 (A | -
.t Unpost Bills _ o] x|
Clignt Murmber |‘| IHDQE[ Adams
M atter NUFﬂbEfISD-EDD?-DE? E IMain Street Center
Stat Date  [MfEGEEENNE |~ EndDate  [OG02-2008 |4 Retrieve |
2 Client | b atter | Date I Invaice Mo | mﬁmﬁ[‘l’/Type
1 SD-2007-037  058-31-2003 A073 74364 Regular
<| | ]
< Unpiozt \ Clear Cloze | Help |

*Enter Matter Number and press Retrieve

*Choose Invoice and press Unpost




When Unposting a Blll

 |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.

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



