AbacusLaW,, First Steps

Performing Daily Task




Daily Tasks

Review of Matter Screen
> General Tab
> Billing Tab
> Rates Tab
> Address Tab
Entering Billing Balances from other Programs
> Adding a Balance
> Printing Edit Report
> Posting Balances
Entering Time Tickets
> Entering Time through Notes
> Entering Time through Linked Events
> Entering Time in Accounting
Entering Client Costs
> Adding, Printing & Posting
> Soft Costs
> Hard Costs



Daily Tasks, continued

Entering Client Payments
> General Tab
Breakout Tab
Fee Distribution Tab
Invoice Number vs. Payment on Account
Deposit Slips
Print Client Receipt
> How to handle bounced checks & mistakes
Matter Billing Activity
> Transfer of transaction
> Deletion of Transaction
Entering Trust Balances/Daily Deposits
> Adding a Balance
> Printing Edit Report
> Posting Balances

VVVVYV



Matter General Tab

Select Matters/Matters

_|ofx|

Find F v Open Only Client Humber | E|
b atter Matter: Fowler's Feed & Supplies - Sale of
Fowler's Feed & Supplies - Sale of SD-2007-112 REA HFE Caze #: SD-2007-112
CazeCode: REA
Attarney: HPB
Open: 172542006
Clozed:
oy’ . = = - -
@i Matter Maintenance - Modifying existing ==l x|
4_|_| Client Mumber 123 |Frank. Fowler
K Cancel | Add L/EEM\D Matter Mumber [S0-2007-112 [ Split Billing Master batter ™ Inactive
Open Date m_a Responzible Timekeeper |NPB | |Nei| Barnes
Originating Timekeeper |NPB E |Nei| Barnes
Cloge Date | .. [n] : : .
—_— el Azzigned Timekesper |NPB £ |Nei| Bames
Diefault Tzt |'| 1020.00 A Caze Code |F|E,.-:-., E |Hea| E state
Account
|I:ash - Trust Acc I
T ax Stam — Matter Description / Comments

" Taxable Fowler's Feed & Supplies - Sale of \
f+ Mon Taxable

éﬂnerall‘ Billing l Ratez l Address lEu:ummgnts 1J‘I:Dmmegt32"|\ CC Infa. J

Save Cloze | Help

*Change default Trust Account if Money is held in a different Trust Account

*Enter Comments which appear on Pre-Bill only



Matter Billing Tab

i Matter Maintenance - Modifying existin o ] B3

Biling Format Code  [3 ~ [General

binimurn B etainer

- Billing Frequency - Biling Mode MHon-Hourly Billing Status $0.00
" Hourly ; = >
& Morthly " Billed Minirmurn Trust Betainer
+ Flat Fee + Unhbiled 1500.0
L = Manthly Fes FETRIEHLE
" Special Quarterly .. -
. ® i e < Billing Fiemem — Matter Fee WWarmings
" Semi-Annually .
" Contingency Start Warning when fees
£ Annually reach this dollar amount:
Flat Fee o
" End af Matter |25|:||:|_|:||:| I$0.
Ezcalate warning when fees
" OnHeld el Ea's Piin L] reach this dollar amourt:
chrity Code Rate Leve
! o 1$0.00
General I Billing I Ratez l Address lEu:ummgnts 1J‘I:Dmmegt32"|\ CC Infa. J
Save Cloze Help

« Enter amount of Flat Fee or Contingent Percentage
» Trust Retainer Requirements input
* Billing remarks appear under Matter Description on face of Bill

» Fee Warnings for Clients that want to be warned when they exceed
their budget

» Chanages to Defaults (Billing Format Code, Frequency, Mode)



Matter Billing Rates

il Matter Maintenance - Modifying existing o ] B3

q. Schedule 1 T Schedule 2 T ScheduWT Sales Taw &It Rate |

—Hourly Rate Type Date Rahge—————
& Timekeeper Code Rate Stat 01011900 |&
Rate Level |4 ] | —
= Single Rate End |12.31 L2099 ]
| nifialz | Firzt M ame | Last Mame | R ate | D#Hl
A5 Arthur Sirnon 350.00

JEB LLady Bremany 126.00
—JMPE  HNei Barmes 375.00

K Eenerall Billing BHates 1 Address lEu:ummgnts 1J‘I:Dmmegt32"|\ CC Infa. J

Save Cloze Help

*Three schedules can be used for rate increases
*Rate Level can be changed to apply different rates on this matter

sIndividual Timekeeper can modify rate by double clicking



Matter Billing Address

il Matter Maintenance - Modifying existing o ] B3

Client M arme

Contact Mame |

Addresz Line 1 |

Addrezs Line 2 ISuitE 274

Address Line 3 I'I 00 Cormmurity Drive

City [San Diego State s, Zip Code [g2112

Phone Murmber |[ ] - Eu:uuntr_l,ll

E-tail .-’-'-.ddressl ﬂ [T TwoAddreszes an the Bill

K Eenerall Billing l Ratez L_&ddlessl‘liummgnts 1J‘I:Dmmegt32"|\ EEInfD.\]\

Save Cloze | Help

*This is the address that appears on the bill

Check Two Addresses to show this address and the address from
the BILLTO client in AbacusLaw

Changes here are not reflected in AbacusLaw



Matter Credit Card Setup

it Matter Maintenance - Modifying existii =10l x|

— Credit Card Information

™ Charge credit card for bill payments

Chent Mumber | E |

Acct Tupe I Aoct # I E wpiration | M ame on Card I Statuz

J |

Add | [etails | [Melete | td &k Erimar | flake E.ecu:undar_l,ll

| Eenerall Eilling l Rates l Addrezs lEDmmgnts 'IJ‘EDmmegtSZ"LEE Infu_]

Save Cloze | Help

*Only used to Charge Credit Cards through PPI

«Can add primary and secondary cards



Edit Report for Prior Balances

Client Costs & Adjustments - Edit Report

Feport Date:

Feport Time:

Page :
Reguested By U

Glen Guy
Debit Humh ex Write

Client Number o . Client Exyp ense ot on Hald off L

W atter Wi her Date Arveunt Credit Billing Status Code Hens n Tndicator Des ariptiom

a7 0141042010 £579.12 Debit EBilled FEE 000 He Ha Premions Balince
3D-2007-120 Cliene famm & Axthoriy Carter Carter, Avthorey v. 411 Healih boamrance Co.

13 014112010 §759.16 Debit Bill:d FEE 000 Ho Ha Premions Balnce
SD-2007-104 Cliene Mo e Greorge Eagleson Eaglesonw. U anter

Total $1,638.28

Number of Costs & Adjusiments To Posi: 2



Posting Prior Balances

Trust AMF GL  Pavwoll Reports  Window  Help

& @ @r* i % o o/

ime Tickets Costs Davrrt%nts Trust Deposits PreBills Actual Bills Checks
| swn(oror2008 Jal End 01202010 | | 2

- Costs & Adjustments

2 Client | td atter | Date | Code Aot | D/C | Eld/Unbld Drescription Total Adjustrments
13 S0D-2007-104 01-01-2010 FEE 375916 Dehit Billed Frevious Balance in Posting File
27 50-2007-120 01-01-2010  FEE $87912 Debit  Biled Previous Balance $1 6958

Total Adjustrents
Selected for
Poszting

$0.00

Select All

Dezelect All

Befesh ||  Clse || Hep |




o\ Abacus Accounting - Simon & Barnes
File Matters | Billing Trust AP G/L Payroll Reports Window Help

Time Tickets

I
J b atter I_

Time Ticket Diary E

- —— 07-01-1900  |»] End [05-27-2008 (&) -
Costs & Adjustments I = I a | ~
Pavments Received
Tranc ' n
> Costs & Adjustments - Add =0l x|
Prebi
Print  ClentNumber T Cast Per ltem [ 7] Date [05.07-2008  |a)
Postt  Clent Mame [Frager Adams
Unpo . Mum Of ltems | Amount  [$1 525 75
b atter Mumber |5D-2E|E|?-EIEI? | o
Accol _ -
Prod. Matter Mame |Mair Street Center Lescriphion |Previous B alance |
. Client Exp. Code |FEE ]
[nteri =
Code Descnpfion [Frevious Balance
Comt
Matte Hald Status Press F3to Use Last Des@oa’—\
Delet Debit/Credit Bill Tvpe — hafribe O
= L=1] i
¥ B s U e d ¢+ Dehit [Charge the Cliert] " UnEilled " Yes
oA
P " Credit [Client Payment/Dizcoun + Billed f* Mo
Billirg '
Save Clear | Cloze | Help

Amount is total balance due

*Beginning Balances entered here, must use FEE code

*Bill Type of “Billed” pushes balance into previous balance




Entering Time through Notes

# Matter: Main Street Center e

MalN STREET CENTER

1 Standard £ Motes I 3 Linked Mames I 4 Linked Events I 5 Linked Docs I B Emailz |

ey | I—

=1o] x|

% Time M aote

L
O |0B/02/07 | 2:56p

Fs

WM H | Small shopping center in Center City, Approy

Find | Add Edt | Delete |

of

Print

From the Notes tab on the Matter
screen, click Add

*Press Bill to send to Accounting

Clozing set for 74307

Mare: | Adams. Roger

1

Matter: | bain Strest Center

Phone Conference with
Client to discuss options

. Date: | 05/27,/08
Minutes:l 0 ] Time:l 8:544a

ok |

Cancel |

s

B

5D-2007-097

2| x|

[ Private

Previous |
M et |

Spell check,

C_m_ D

Phane: I

Help

Operator: I GG




Billed Note

* Matter: Main Street Center - O] x|

MaIN STREET CEMTER

1 Standard £ Maotes I 3 Linked Mames | 4 Linked Events | 5 Linked Doce | B Emailz |

Cuery | I
% e Mate - ‘ Clozing zet for 743407
$105/27/08 ) | 3:BRa  |PHO Plare conference with client to dizcuz: ophi
O OEEEATY | 256p  [wwwiw'H |Small shopping center in Center City, Appras

e o

Find |  add | Edt | Delete | P | Bl |

/

*Billed Notes are marked with the dollar sign

*Notes without a dollar sign will NOT appear on the client’s bill

*Go to Notes/Browse All Notes to verify all notes have been billed



Adding Linked Event From Matter Screen

o [=[p

Fii Add | Clare | Deletel Save | Cancel |F1

Wednezday, kMap 28, 2008, Tomaormow

Yo i Meil F. Barnes
lhat C-CLIEMT i Client conference

when |05/28/08 |l at| 2302 for| 1.00 7T hows

Where I HERE i Dffice <¢ Less |

D ate of Cloging for Roger Adams here in office. ;I

=

M arne I.ﬁ.dams, Roger i Pricirity I i

1 Type | ~

M atter w "‘" Status I i
Fefaal 4 07 - Q007

52
ZI

Reminders -
[T Private

Fie-EiIIl Formi I Huemy " | ndex ”WHEN J5K

*Time Ticket will use first Who Code for Productivity Reports
*Matter Description must be filled in to send Event into Accounting

*Clone Time Ticket with different Who code to bill for multiple employees



Time Ticket In Accounting

Time Tickets - Entering New Time X|
Client Murnber |-| 1 |H.;.ger,.-:-.,.jamg Drate of Service |5,-'2?,-'2|:|[|8 1
b atter Mumber '~ [Main Stieet Center Hours 0,50
Timekeeper

— Time Ticket Type — Timer
+ Billable Iﬂﬂﬂﬂﬂﬂ
™ Flat Charge B
Test Fant Size |1 " Mo I:h?arge S tart
" Man-Billable
Flone conference with clientto discuss options Reset
Timekeeper Fate |$35|:|_|:||:|
Timne Ticket Walue [4175.00
(| I Put Time Ticket on Hold
Ticket Mumber |
Prezz F5 far Time Entry Abbrewviation Codes and F7 o Spell Check
Save Breviaus | et | Cloze | Help |

Changes made here will not be reflected in AbacuslLaw

*No Charge Time Tickets will show on Client’s Bill

*Non-Billable Time Tickets will not show up on Bill but can
be used for Productivity and administrative purposes

*Tickets on Hold will only show on Pre-Bill



Client Expense Codes
M=

Fird
Code Descnption Type of Code ﬂ
A0 Adminiztrative Cost Saft Cost N

Soft Cog

goy Bounced Check, Fee

Hard Cos

COF Copying Hard Cost Delete
cou Courier Charges Hard Cost
CR Court Reporting Hard Cost Frint
CRT Clerk, of Court Hard Cost
DEL Delivery Services Hard Cost b |
|| O

] Cancel | Help |

_ o] x|

oLetters of Protection are only for CheniEspemetoe [cC
contingent cases e - Type of Cade
g DESD,r_Ipth , " Fes [ Letter OF Protection
Certified Copies & Hard Cost
*Per Item Cost can be used for e parlen s
i " Late Charges :
photocopies or faxes 2 @>
" Retainer [Not F [Ef0z A
Task Based Codes are only used for sl i oo
Matters flagged as Task Based - Tan Status
L . " Tawable
Administrative Cost should never be e
Save Blar Il Exzalls Cancel | Help |

manually input




Enter Soft Costs here
x|

ELam: e 2 123 Cost Per Item IF Date [05272008  |a)
Client Name [Frank. Fowler

b atter Humber |5D-2007-112 A Mum Ofltems [57 Amount [[EREE

b atter Mame |Fn:-wler's Feed & Supplies - Sale of Dezcription Photocopies

Client Exp. Code  [PHO |4

Code Description  [Photocopies

Hald Status Fress F3to Use Last D escrigti
Debit/Credit Bill Tvpe rite CIff
L (+ Deit [Charge the Client] & UnBiled Yes
" Credit [Client Payment/D izcoul "~ Billed f* Mo

Save Clear | Cloze | Help |

*Costs that do not have Firm Checks written are entered here
*Soft Costs do not affect the General Ledger

*All Soft Costs should be unbilled to show on the current Bill



Post Cost & Adjustment
5[]

amount | 0/C BldALnbld Dezcription Total Adjustments
FEE . ] Billed Previouz Balance in Pasting File

| $1.525.75

Total Adjustments
Selected for
Pasting

| $1.525.75

S0-2007-097 05-11-2008

Select Al

Dezelect Al

4 | o

Add Detailz | Delete | Erirt @ Refresh | Cloze | Help

*Must Post all Entries before they appear on Bill

*Print Posting Report before Posting
*Entries posted here do not affect the General Ledger



Printing Deposit Slips and Receipts
& 4 $ E 5 £ = 0%

Te Tickets Costs Payments Trust Deposits PreBills Actual Bills Checks Payroll

| Stat/o1-01-2008 | End [01-20-2010 @| v|
= Enter Client Payments
2 Date !Elient ! b atter | Amount | o # Acct # Credit Card Type i Dezcr ool
m-20-200 107 SD-2007-107 $5.00000 0 11007.00 Eheckm
Select
(%) Cash/Check
Fayments
Select
() Credit Card
Fayments
L ' | K.
Tatal Payments in gsoooon Tatal Payments Selected Beoooon Help
Faszting File Rl fiar Poztin KLl
e e —
el
L Add J[ Detailz ][ Delete ][ Erint( J[DeposjtSIip] i F'gstf [Printﬂeceiptl \[ Refrezh J [ LCloze J

N L S



Correcting Bounced Checks or Duplicate
Payments

@ @J’ ﬁ h ‘5 F’.'s

Costs Pavments Trust Deposits PreBills Actual Bills
|  Start{071-01-2008 End (01202010 !

:
Chiecks

ime Tickets

&

Pant

v

- Enter Client Payments - Add

_ [O[X]

Inwvoice #

L |

Client Number | i 25 |

Clent Hame | Memphis State College

Matter Number [50-2007-114

|@ tatter Mame

FPayment Date  |01-20-2010 i:

|Clark. Craig - Mermphiz State +s. Clark. Craig
[ Charge credit card for this payment Payment Amoult | ($5 675.00) '
Unpaid Invoices Deyeﬂécvmunt RRDR

Date Inwoice Mumber Arnount

(Ho Invoice,

Payment on Account)

-"-"-CCDUFIt/{GeneraI Business Checking Acct.

Diescription

ounced check

eneral Info. J‘_

Ereaku:ug/

_,L FEee Diztribution

J

[ Save J

I LCloze ] I Help ]

Entering a negative sign adjusts the checkbook and matter billing activity.



NAbacus Accounting - Simon & Barnes

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

] & Ti i b
> ﬁ 2’ T!me T!ckets | E“‘
; Time Ticket Diary
Matter | 01-011900 |~ End [05252008 A v
1 Coss& Adjustments I @ End] o | [

Payments Received
Tramctor Tirma Ticl-ate

!~ Enter Client Payments - Add

ol

Irvoice # |

Client Humber |1 Client Hame |chger Adams

Matter Mumber |SD-2007-097 | MatterName  [Main Street Center

Payment [ate Im: [T Charge credit card for this payment Payrnent Amount W

Unpaid rvoices Depositdccount [11010.00°  |»)

Account  [Cash - Dperating Account

Dezcription

< Check Mumber 1234 - payment on previous billing

General Info. 1 Breakout l Eee Distribution J

Save LCloze | Help

*Payment Date is date of receipt
*Payment on Account should be used when not tracking invoice numbers

sDescription should include Client Check Number



Payment Breakout

.7 Enter Client Payments

= ol

Payment Amount |$5EIIII.IIIIII m

UnDistibuted B alance |$D-':":I

From:  |Client Ledger File
— Billing Diistribution — Pavmnent Diztribution
Hard Costs | £.00 Hard Costs |$|:|_|:||:|
Soft Costs | .00 Soft Costs |$|:|_|:||:|
Fees [ #1525 7R Fees [$500.00
Late Charges | £.00 Late Charges |$|:|_|:||:|
T axes I £.00 T ax i
R etainer | $0.00 R etainer $0.00
General Info. l Breakout 1 Eee Distribution J
Save

LCloze | Help

*\When Payment is not made in full, user must decide the distribution

*Fee Money received but not earned should be entered in Retainer



Fee Distribution

" Enter Client Payments

o] x|

Timekeeper 1 |NPB E Fee AmaoLnt 1 |$5|:||:|_|:||:| Fee Pavment Aot |$5|:||:|_|:||:|
Timekeeper £ | - Fee Amaount 2 | UrDistibuted Fess T
Timekeeper 3 | E Fee Amaount 3 |
Timekeeper 4 | E Fee Amaount 4 |
Timekeeper & | E Fee Amaount & | laetnallaeitsas IN PE
Timekeeper B | E Fee Amount & | IN =il Bames
Timekeeper ¥ | - Fee Amaount 7 | Responsible Timekeeper IW
Timekeeper 8 | [~ Fee Amournt 8
g - I K [Heil Barmes
Timekeeper 9 | E Fee Amaount 9 |
Timekeeper 10 | ~ Feedmount 10 | Distribute Fees |
General Info. 1 Breakout L Fee Distnbution ]
Save Cloze | Help

*Without designating an invoice number, all Fees are allocated to the
Responsible Timekeeper

*Retainers must also be distributed here



o .3

A Date | Client | Matter

| Arnount | Inwe. #

| Acct #

[EEe e et e

05-23-20028 1 SD-2007-097 $500.00 0

11010.00

Remember: The Deposit Date on pour
screen should be the ACTUAL DATE the
payments are deposited into the bank
account. Continue with posting?

hant [05-26-2008 (@

Select
* Cazh/Check
Pavments

Select
{~ Credit Card
Pavments

[ Do not show me this again. Yes Mo |
«| | B
Total Pavments if $500.00 Total Payments Selected $500.00 Help |
Pozting File ; for Posting ;
Add | Detailz | Delete | Frint <| D eposzit Slip D Post Pritt Eecei@ Hefresh | Cloze |

*Deposit Date should be actual date of deposit

*Credit Cards should be selected independent of cash transactions

*Print Deposit Slip before Posting

*Print Receipt for Client before posting




Matter BiIIinI Activitx
L\Abacus Accounting - Simon & Barnes

‘ > Matters L 3& E:

Matter Billing Activiby

File | Matters Billing Trust AP GAL Payroll Reports Window Help

| Mst Matter Reports Stat[07.01-1900 || End 05262008 (4] | |

=10l x]

Complete Matter WiV E I g L L

Matter Financial SUt e MNumber[SD-2007-097 |»|[Main Street Center Billing Balance Forward $0.00
Matter History Client Mame  [Roger Adams Biling Ending Balance [~ §1,702.60
StatDate  [01011500 |«  EndDate  [0525-2008 o)

Traﬁﬁfer Matter B' | | [ Date | Code | Liebit | Credit | Status | Drezcription

05-28-2008  Tmtk $350.00 Unbilled Date of Clozing for Roger &dams here in office

05-27-2008 Ttk $175.00 Unbilled Flone conference with client to dizcuss optiong

05-15-2008  PHO $14.25 Unbilled Photocopies

05-15-2008  FF $125.00 Unbilled Filing Fee to the Clerk. of the Court

05-22-2008  Fax $12.50 Unbilled Facsimile Charges - 25 pages

05-01-2008 FEE $1,525.75 Billed Frevious Balance

05-28-2008  FPD $500.00  Unbilled Check Mumber 1234 - payment an previous billing

¥ Include Unbilled Time Truzt Balance | $0.00

Cloze | Help |

Details [Delete | Brint | Viewlimel

All Billed and Unbilled details display here
*Must check Include Unbilled Time for Unbilled Time tickets to appear for hourly cases
*Billing Status automatically changes upon Billing

*Deleting a payment does not update the General Ledger



Entering Trust Deposits

us Accounting - Simon & Barnes
ters Billing | Trust AP GAL Pavroll Reports  Window Help

S g" *r“ Trust Deposits I

POV I o SO () PR (Y

= [ S Trust Deposits - Add _ o x|

Client Murnber |'| Client M arme |Hn:|ger Adarnz

bd atter Mumber |5D.2|]|:|?.|:|9? i Matter Description 4 sin Street Center
Date  [0501-2008 |

< Truzt Account |'|1|:|2|:| a0 coolnt Description II:agh Trust Account |

Amount [$1,000.00

Description IBaIar‘u:e Brought Forward from Quicker|

. General Information ]
Save Close Help

*Enter Beginning Trust Balances here
*Also enter new Trust Deposits here
*Enter a negative Trust Deposit to correct duplicate entries or bounced checks

*Trust Account number defaults from Matter screen



Posting Trust Deposits

= O] X

_ Client | P atter | Date | .-’-'-.mu:uuntl Account # Description ( Deposit Date

1 S0-2007-097  05-071-2008 $1.000.00 1102000 Balance Brought Forward fom Qi 05012008 A

Total Deposzitz in

: Posting File
Abacus Accounting . Fomoon

Remember: The Deposzit Date on your .
9 screen should be the ACTUAL DATE the [ciBssl

payments are deposited into the bank Selpesiﬁg =

account. Continue with posting? g
|$'I 000,00
Select Al
[T Do rnat show me this again, ez Mo | Deselect 44l
« oo T
Add | Dretailz | Delete | Prirt | D'eposit Sli|<| FPost > Refrezh | Cloze
\/

*Deposit Date is actual date money is deposited
sIntegrates with Trust Checkbook
*Print Deposit Slip Before Posting

*All items must be posted before they appear on Bills and in the Trust
Checkbook



Matter Trust Activity

Matters Billing | Trust AP G/ Payroll Reports  Window Help

ﬁ 2% $¢ glf Trust Deposits

) Triust Demand Check Writer ) End[Ezezs o | =]

Trust Check Reguests
Print Trust Checks
YVoid Trust Checl:

Matter Trust Activity |

BEH ' Matter Trust Activity ]

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 Adarns Trugt Ending Balance 42 437.00
StatDate  [07.017900  |» EndDate |[(SEEENGE |~

IﬁtE A Date I Dreposzits I Withdrawalz | Account # Payee Description
05-01-2008 2,500.00 11020.00 Trust Deposit Trust Balance for Main Street Center £
TI’U 05-15-2008 B3.00 1102000 Jack Rabbit Express Courier Charges

Fec
Ol

Tru

< | [ ]

alance: 4102575  UnBilled Time: 452500 LInEiIIedEnsts:| $151.75 TotalDue:| 41,702.50 >
| [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



