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1 ADMINISTRATION AND USER PREFERENCES SETUP

Within Thomson Reuters Firm Central™ Practice Management, the Time & Billing section allows
users to track time to Matters and cases, create and review Pre-Billing, and finalize and send
invoices. In addition, payments received can be entered and tracked, and trust accounts can be
added and managed - all in one place.

1 ADMINISTRATION AND USER
PREFERENCES SETUP

Time & Billing can be customized to fit your firm’'s needs - setting items such as activity and
matter codes as well as intervals for tracking billable time. In addition, preferences can be set to
match how your firm does business, which will apply across all newly created matters and clients.
Individual users can also edit personal preferences.

Admin Preferences

To access the Admin setup, click the drop-down menu in the upper-right-hand corner under your
username and select Admin.

NOTE: Only users who have Admin access level will be able to access this section.
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Within the Admin section, select Time & Billing. Here, defaults can be set for your firm. Under
the Activity & Expense Codes tab, options include setting default Tax Rates and setting default
Activity Codes, Task Codes and Expense Codes. Selected codes can be viewed and managed in
the right panel.
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Under the Invoices tab, information to be included on invoices can be set, including the invoice number
and your firm’s name, address and logo. The user can also enter the payment terms to be applied to
each new invoice. New templates can be created and saved for use during the invoicing process. You
can preview an invoice template by selecting Preview.

Sample User
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1 ADMINISTRATION AND USER PREFERENCES SETUP

Under the Time Entry tab, your firm’s preferred interval for tracking time can be set. Any time entered
in Time & Billing will automatically round up to the selected interval. Click Save to confirm your
selection.

HOME MATTERS CONTACTS DOCUBMENTS T HLLING CALEHDAR  ADMIN

Administration

Conflict Checking Activity & Expense Codes  Invoices | Time Eniry

Firm User Management

Set Time Imterval — § rinutes |T I

Customization

- e emr— = : —
Setiings & Storage 7 m.l?!r.s ?n.f.me antrias wit aulomaticallnound u lo the seiacked irdorval

1
Cancel

Thomson Reuters Product
Integrations

Deadline Assistant

A default permission for each firm user can also be set under the Admin tab. Within the Admin section,
select Firm User Management. Here, each firm member’s Initials, Permissions, Default Billing Rate
and Time & Billing Permissions can be set. There are four permission levels (users default to Time &
Expenses Only):

* Full Access — This allows the user to perform all actions related to Time & Billing.

* Limited Access - This allows the user to add time and expenses on behalf of another user and
to be able to view Pre-Bills.

* Time & Expenses Only — This will limit the user’s view only to where the user can enter time.
Under this permission level, there is no access to Pre-Bills, Invoices, Trust Accounts, etc.

* View All Financials - This will allow the user to access all the Time & Billing tabs as well as
Pre-Bills, Invoices and Trust Accounts and Statements. However, the user will not be allowed to
generate invoices or to perform any transactions.
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User Preferences

To access the User setup, click the drop-down menu in the upper-right-hand corner under your username
and select Preferences.

In the Time & Expenses tab, select your preferred method of time entry for timers and on weekly time
sheets - actual time or billing-interval time. Choose the applicable radio button and click Save to confirm.

v

Preferences
Calendar

Setting for Timers, Time Entry and Expenses
Homepag e
My Profile Time may be entered in interdals or minutes
Hotifications Set time entrylon timers and weekly limasheets)

— @ hours and minules

[[fots: Exgzan sns 0 hours and [5] minute intervals
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2 MATTERS SETUP: TIME & BILLING

2 Matters Setup: Time & Billing

When creating new Matters or editing existing Matters, the user can set or change Time & Billing
defaults that apply to the individual Matter.

Creating a New Matter: Time & Billing Setup

To create a new Matter, click the Matters label located in the banner menu, then select the + New
Matter button near the upper-left-hand corner. In the new window, the user will be able to enter
information to create a new Matter. For Time & Billing setup, expand the Billing Information section
by clicking the + icon next to Billing Information. From here, the user can select the billing type —
Hourly, Flat Fee, Contingency or Pro Bono - that will apply to the Matter. The user can also select

the Lead Attorney and Invoice Template to use, and may add a Trust Account (if applicable).
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To manage those assigned to a Matter, expand the Matter Team section by clicking the + icon next to
Matter Team. From here, the user can select team members and assign roles. In addition, a Matter-
specific rate can be entered.

NOTE: The team member's default rate will apply unless changed on this screen.

When finished, click Save.

New Matter

Matter Name * Client

Date Opened

142016

Alternate ID

Wil repiace 2 system gerera

+ Matter Description
+ Billing Information
+ Court Information

+ Custom Fields

= Matter Team

Colleague Roles (3] Matter Team @ Matier Rate [i ]
Allan Smith Quner v $250.00
Jack Morris Cwmer v o $100.00
Claire North Owner v $100.00
Kim Baker Owner v 5250.00

-
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2 MATTERS SETUP: TIME & BILLING

Editing an Existing Matter: Time & Billing Changes

The user can view the Time & Billing settings for a particular Matter by selecting the desired Matter
from the list present in the Matters section. Once selected, the Matter Profile will appear, displaying
customizable widgets. In the MATTER DETAILS widget, the Billing Information and Matter Team
information can be viewed by expanding each section. To edit the Matter Details, select the Pencil
icon in the upper-right-hand corner of the widget. This will open the Edit Matter window, which will
show the same expandable sections as the New Matter window available for editing, including Billing
Information and Matter Team.

Slip and Fall tAoleson1n0 -0596)
Able Ableson March 26, 2015 (Open)

New Matter Profile  Documents  Client Portal  Calendar  Deadline Assistant

MATTER DETAILS ® / NOTES (0)

Matter Description ¥
Billing Information
Billing Type Hourly

Save | Cancel
Court Information

Matter Team

Heather FC Prod CWNER

MATTER TASKS R
All Open (1) ¥ No

Lunch
December 12, 2015

ASSOCIATED CONTACTS
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3 USING TIME & BILLING

3 Using Time & Billing

When using Time & Billing, there are a number of functions the user can perform, from entering time
to finalizing invoices and tracking payments. To begin, click the Time & Billing label located in the
banner menu near the top right of the page.

HOKSE DOCUMENTS

BATTERS

Using the Timer Function - Recording Your Time

There are two ways to enter time in Time & Billing — using a Timer to track work in live time, or by
manually entering time later. Time can be tracked under the Time Entry tab.

1. To track as you go, the Timer is located in the upper-right-hand corner. Click the Play button to start
tracking time; when completed, click the Pause button. A pop-up will appear below the Timer with
a section to enter information about the time spent. Click Add Details to enter a description. A new
pop-up will appear, where detailed information can be added. When finished, click Submit Time.
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2. To add an entry at a later time, click the + Time Entry button near the upper-right-hand corner of
the Timesheet. A new row will appear where detailed information can be entered. When complete,
click Save in the lower-left-hand corner. Under the Details section, the applicable billing rate will
appear, or FLAT for a flat fee agreement or CONT for a contingency agreement.

TIME & BILLING

Time Entry  Expense Entry  Pre.Bills  Payment Invoices  Trust Accounts  All Accounts -l
Timesheet
SUN MON  TUES  WED THU FRI SAT
Chient | Matier * External Karrative 87 L5 [T) 85 (13 " (L) Totals. Detads
Actih Taw
non
20000
everyining
200 a0
a2
Everytung2
030 o3
Anne Marle Witson Wy aa Dissoluion of Wilson-Wyalt business A0 Task
200 200
Witson-Wyah Dissolution 200 00 ]

4:30

Totals 000 30 200 000 o00 000

Reviewing and Editing Your Time Entries

To review your time entries for the week, open the Time Entry tab. The Timesheet will display with all
applicable entries.

To edit a time entry, locate the desired row. For the specific date, click on the desired time box. This
will open it for editing, and time can be entered as either in increment-based or chronological format.
When complete, click Save in the lower-left-hand corner.

TIME & BILLING

Time Entry  Expense Entry  Pre-Bills  Payment & Invoices  Trust Accounts  All Accounts

Timesheet

Kathy Johnsan v T Aug 02 Aug 08, 2015 < > L3

o : SUN MON TUES WED THU FRI SAT
Client [ Mattar * External Narrative * 82 8 B4 85 88 8 -5 Totals Details

3

Jacob Netson evarything

200 200

Nelson Dissolufion B
Jacoh Nelson Everyting2
130 030
Nelson Digsolution
Anng Marie Witson Wyatt Dissalution of Wilson-Wyatl business. ANMD f T
tfos 008
Witson-Wyati Dissolution % 20000 E
¥ou can enter fime in the
following farmats
Increment-based 1.2
Chronological-based 1:12

Dentshow this again

Save Totals 0:00 230 0:06 000 oo 0:00 000 2:36
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3 USING TIME & BILLING

Entering Your Expenses

To enter an expense associated with a Matter, navigate to the Expense Entry tab. New expenses can
be added by clicking the + Expense button in the upper-right-hand corner. A new row will appear, and
detailed information can be entered. When complete, click Save in the lower-left-hand corner. To edit
an entry, click the appropriate information in the desired row to update. When finished, click Save.

Kathy Johnson v

TIME & BILLING

Time Entry. m Pre-Bills  Payment & Invoices  Trust Accounts  All Accounts =l
Expenses

Kathy Johnsan v [F Aug02-Aug 08, 2015 < >

Date  Client | Mafter External Narrative Code Total($)  Taxabie Details
NGB - o0

I [ save | I Total $0.00

Creating and Managing Pre-Bill Groups

In Time & Billing, separate Matters can be grouped together when creating and reviewing Pre-Bills.
To begin, access the Pre-Bills tab.

To create a Pre-Bill Group, click the Manage Pre-Bill Groups link near the upper-right-hand corner.

TIAE & BILLING
Time Entry  Expense Emtry  PreBills  Payment & Invoices  Trust Accounts Al Accounts
Generate Pre-Bills Select Matiers | Manage Pre-Bill Groups
<
Include matters with o new actity
All Matters (150) Baker Marters (1) Barren Marers (1) Burke Martters (2 Kathy's Matters (1)
Oldest ibom Ndesl e Dldest feim Olgerst Mo Oldest et
Enter Date Range
8312015 Generate Pre-Bils
.
" Finanze Remove Genarate nvoke
Stan Eng Leaa Cliemt Marner Marter 8 Total = Status
083172015 Joe Kiem Kiein Vs Naranayan 0489 825000  Pre-Bil
08032015 08212018 Jou Kigin Kigin Vs, Ranganthan 0487 420000  Finalized
OTRTROYS  O0BA112015 Emnily Haygen personal injury 20150008938 Pre-Bil
0BNT2015 083172015 AD0y ADDOR ADDy ADDOR Litgason 0422 222500 Finalzea
0B032015  0BD1R015 Jou Kain Kiin v USA 0143 220500 Pre-Bill
08312015 Ida West Ida West Real Estate Wesnt 1,400 00 Pre-Bill
083122018 Live Givson Gibson Dissolubo Ginson 1 1.3 Pre-Bill
OTRTR0NS  0B3R015 Barl Antott Bart Abbofl Renl Estate Abbott 3 10 Pro-Bil
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On the next screen, click + New Pre-Bill Group near the upper-left-hand corner. Enter the Group
Name and select the Group Type. Pre-Bills can be organized by Client, Matter, Lead Attorney or
Practice Area. When complete, click Apply. Based on the selected group type, new information will

display to allow customization of the Pre-Bill Group. When ready, click Save near the bottom left of the

window to complete the process.

{ | Manage Pre-Bill Groups

+ New Pre-Bill Group

I TK's cases
Baker Matters
Barrett Matters
Burke Matters

Kathy's Matters

TIME & BILLING
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3 USING TIME & BILLING

Once created, Pre-Bill Groups display across the top of the Pre-Bills tab. Pre-Bill Groups can be edited
through the Manage Pre-Bill Groups link.

TINE & BILLING
Time Entry  Exponso Entry  Pre.Bills  Payment & invoices  Trust Accounts  All Accounts
Generate Pre-Bills Select Matters || Manage Pre-Bill Groups
Inchude matters with no new actiity
All Matters (150) Baker Matters (1) Barrett Matters (1) Burke Matters (2) Kathy's Matters (1) TK's cases (1)
Olest e Otdest fiem et fem Otdest ftem: —— Oidast e
Enter Date Range
BIR01E Generate Pre.Bills
~
 Pre-Bili Y Finaize Remove Generate Invoice
stant Ena Less  Chemt Matier Matter ¥ Total ¥ Staws
DB201S Joe Klein Klein V. Naranayan 0489 BIS000  Pre-Bl
08312018 Joa Kiein Klein Vs. Ranganman 0a87 4.200.00 Finakzed
08312015 Emdly Hayden 2015-5000-0099 Pre-Bill
0anTROS 08312015 Abby Abbott Abby Abboft Litigation azz 222500 Finalzed

Generating and Reviewing Your Pre-Bills

When the time comes to review your Pre-Bills, navigate to the Pre-Bills tab. Here, all the Matters for
the firm will be displayed near the top of the page in separate boxes showing the current outstanding
bill totals. Note that once a time entry is added to a Pre-Bill, it cannot be edited.

To create a Pre-Bill, select one of your predefined Pre-Bill Groups, which will shade green with a check
mark to indicate selection (more than one can be selected at a time). You may also generate a Pre-Bill
by selecting the box next to the client (as seen at the bottom of the screen). After verifying the desired
date range, click Generate Pre-Bills.

TIME & BILLING

Time Entry  Expense Entry Payment & Invoices  Trust Accounts Al Accounts
Generate Pre-Bills Select Matters  Manage Pre-Bill Groups
< >
Abbott Matters (1) Fox Matters (1 Gibson Matters (1) West Matters, (1) Wilson Matters (1)
OUTS TANDING OUTSTANDING TS TANDING OUTSTANGING T STANDNS
$0.00 $0.00 $0.00 $0.00 $1,200.00
e st Hem Oides! trem: Oidest tem; Oldest ltem: Oidest em: 0842015
Enter Date Range
T 08042015 08312015 Generate Pre-Sills
A
Finalize Remnove Generate Invoice
Start End Lead  Clent Matter Matter # Total *  Status
" . Pra
0TR0RIYS 07512015 Finn Plus ABL Laboratories v Connental Casualty 17 800000
0TR20YE 07312015 Todd Anderson Andareon Living Wil 82 4,00000 Z_‘;
Totals  12,000.00
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Once created, the Pre-Bill will appear in the list on the bottom half of the window. To review a
particular Pre-Bill, click the dollar amount in the Total column. This will display the entries for the
Pre-Bill, which can then be edited. To update a section or item under Time Entries or Expense Entries,
click on the desired box. The information will open and is editable. When complete, click Save in the
upper-right-hand corner.

TIME & BILLING

¢ Wilson-Wyatt Dissolution (0435) 8iing Type.  Dale Range mvoice Total >
Anne Matia Wikson Wyatt
Time Entries Expense Eniries invaiceTotal - Finalize Generate Invoice Remaove
All Usars v
Time Entries Invoice Adjustments
Edits are applied 1o the onginal ime entry Final invoice values
Date  User External Narrative Details Tirne Billatile Aujust Time Total
drafting emails for wsabiliy A105 Task
Vied
wizg ey dohnsen 300 1200.00 Add 300 120000
= ADD
wied Call|Frank Actvity Task
Aroq  Kabyiomnson 300 1200.00 Add 300 120000
e [:3 400
Total 600 2400.00 6:00 2400.00

In addition, the Invoice Total can be reviewed and edited. Here, customer-specific adjustments can
be made, including adding discounts and finance charges. To edit, click Add and enter your choice

of a dollar amount discount or percentage-based discount. When ready, click Save. The total will
now be updated according to the recorded discount or addition of finance charges, and will show any
Outstanding Balance from previous invoicing.

0:00 oe

TIME & BILLING

-

Sample Matter (0791) Fec Arrangement: Hourly

< Sample Business Billsble Dats Range: 01/02/2016 to 01/30/2016
Time Entries Expense Entries Invoice Summary Finalize Generate Invoice Remove Save
Invoice Summary Write OFf
Description Adjustments Charges and Fees
Hourly Fass 800.00
Expenses o.o0
Diszount Add
Discount i appled fo
Fees
Expense Tax@ 7.125% oo
Finance Charges Add
Invoice Total 800.00
Quistanding Balsnce 0.00
Total Due $800.00
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3 USING TIME & BILLING

Finalizing and Generating Your Invoices

Once the Pre-Bill is reviewed and ready for the client, it is time to finalize it and create your invoices.
From the Pre-Bill tab in Time & Billing, select the desired entry or entries from the list by checking the
box in the left column. When in Pre-Bill status, you can save a copy for submission later by clicking
Finalize. Otherwise, when ready, select the desired entry or entries from the list and click Generate
Invoice. The invoice or invoices are now created and can be tracked under the Payment & Invoices tab.

TIME & BILLING

Time Entry  Expense Entry  PreBills  Payment& Invoices  TrustAccounts  All Accounts

Generate Pre-Bills Select Matters Manage Pre-Bill Groups
Abbott Matters (1) Fox Matters (1 Gibson Matters (1) West Matters (| Wilson Matters (1)
ANOI T S S AL 17 STANCUY SPATANING 1 $TANDING
Nelest Hem Oicdest tem: Oldest ftam Oidest lam OHdst tom:
Enter Date Range
1 08312015 Gerierale Pre-Sis
A
Start End Lead  Clent Matter Matter # Total v  Staius
D7ZO0RMIS  O7AIRDNS Finn Plus ASL Labaratofias v Continental Casuany 17 800000  Finalized
0712015 Todd Anderson Andarson Living Wil 62 400000  Finalzed
077292015 08312015 Anne Marie Wilson Wyatl Wilson-Wyatt Dissolution 0435 240000 Finalized

Towls  14,400.00

Creating and Managing Trust Accounts

Time & Billing allows for the creation and tracking of client Trust Accounts. To access this feature,
click the Trust Accounts tab.

To create a Trust Account, click + Trust Account near the upper-right-hand corner.

Kathy Johnson

TIME & BILLING

Time Entry  Expense Entry  Pre-Bills  Poyment & Invoices  Trust Accounts Al Accounts
Tatal Trust Balance
Trust Accounts $1,014,268,551.00
-

Account Name Client Name & Matter Name - Balance

Abby Atbatt Retainer Abbiy Abbott Abby Abbolt Lisgation 1.200.00

Bart Abbott Real Estate Bart Abboit Barl AbboXt Real Estate 506633,792.00

Aluay Laasing Trust Chrisiopher Allay Allay Luasing 2,200.00

MNeisoti Dissolution Trust Jacob Nelsen Neison Dissolution 508,833,792.00

Custom Motorcycle Frame Trust Account Larmy's Gustom Motorcycle Bullding Shop and V-T Custom Mowrcycls Frame that Cracked due to Detective metal 997.567.00

Showing 110 5 of 5 enfiies First Previous 1 Next  Last
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A new window will appear in the tab, and pertinent information can be entered for the new Trust
Account. Once complete, click Create near the bottom of the form.

TIME & BILLING

Time Entry Trust Accounts

Expense Entry Pre-Bills  Payment & Invoices All Accounts

Create New Trust Account

Chient

Anng Marle Wilson Wyatt

Matter *

Wilson-VWyatt Dissolution

Account Name *

Wilson-Wyatt Dissolufion Trust

Date Opened *
81412015

Opening Balance *

| 2.000] %

Auto deduct payments from frust account when invoice is generated

Cancsl

Once a Trust Account is created, any account activity can be recorded to that account. To manage a
particular account, select the desired account from the list on the Trust Accounts tab.

- Kathy Sohnson v

s 0 = . I -

Trust Accounts

Time Entry Expense Entry Pre-Bills Payment & Invoicas All Accounts
Total Trust Balance
Trust Accounts $1,014,270,551.00
- " + Trust Account
Account Name Client Name & Matter Name . Balance
Abby ADBON Retaner Anty Abbof Abt om Lingabon 1,200.00
Wilsan-Vyyaa Dissolution Trust Anng Marle Wilsan Wyal Wiison-\Wyatl Disselution 2.000.00

Bart Abbott Bart Abbofl Real Estate 506.633.792.00

Christopher Alley Alley Laasing

2200 00

lacob Nelson Nelson Dissofution

Lamy

20

Custom Motorcycle Bullding Shop and V-T.

Showing 110 6 of  entries

Custom Motorcycla Frama mat Cracked dus to Detectve matal

Fist  Previou 1 Next  Last
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3 USING TIME & BILLING

To record a deposit or disbursement into the Trust Account, click + Transaction near the upper-right-
hand corner. A new row will appear. Enter the requested info to create the new entry. When complete,
click Save near the upper-right-hand corner. The new entry will now be applied to the Trust Account,
and the balance will automatically update.

TIME & BILLING

Account Name Dats Opaned November1, 2014 Cpering Balanca $1,234,567,000 TustBalance 3
€| \Wnson-wystDisseition (1047 - 0435) Anme Miarie Wilson Wyaz 5506,633'792_{}0 ¢
Wilson-Wyatt Dissolution Trust Dwsr::;;;m s;ﬁ;; 1 :;::;;;r; Dile Opaméd: Ai. 4, 2015

5 . = ¥ ‘ Opening Balance: $2 000 00
i
Date v User  Type imvaice f Description Debits Credits Balance
| ososans =k Type ¥ | | ety zoom0 X |
[ G R K Deposa COpening Balanca 2 000 00 2 000.00
Showing 1 to 2 of 2 entries Fisl  Previeus | 1 Nedt  Lam

Receiving and Entering Payments

Time & Billing allows for the tracking of invoices and payments received under the Payments &
Invoices tab. When a payment is received for an invoice, it can be entered into the system in the Pay
Invoice box. Enter the appropriate information, including the invoice number to which the payment
applies, the amount, and the form of payment and description. When complete, click Pay Invoice to
save. The payment will now be applied to the invoice. All invoices can be searched using the list below
the Pay Invoice box.

Kathy Johnson ¥

TIME & BILLING

- I

Time Entry  Expense Entry Pre-Bills Payment & Invoices  Trust Accounts  All Accounts
Payrnents and Invoices
Pay Invoice
Invoice Number = Inwaice § 168
= Nelson Disselution
" 2000 Jacon Netson
This is & partial payment.
= £ Account Summary
PaymsntFoom: [~y 3 Trust Accoun! Balance $506.634,992.00
nount DL
Deseripton AR Ol $18,000.00
CmﬁNum‘uor 3582
- e
Show([10 ¥ |entries Deivery | pay invoice
nclude Paid in Full Invoices
Date ¥ lvoice¥  Chent Matter Amount Paid Due  Status
BA/S 107 Todd Anderson Anderson Living Will $4.000.00 50,00 5400000 Unpaid
BI85 108 Finn Plus ASL Laboratories v Conlinantal $8.000.00 5000 5300000 Unpaid
BaNS 108 Anna Marie Witson Wyatt Wilsan-Wyakt Dissclubon $2.400.00 50.00 5240000  Unpaid
BiANS 108 Jacob Nelson Neison Dissolulion $18.000.00 50.00 $13000.00  Unpaid
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Downloading Accounts Activity

To print, download or export information from the Trust Accounts or All Accounts section, select the
drop-down menu just left of the + Trust Account button. If no accounts are checked, all accounts will
be selected and printed, downloaded or exported by default. To perform the action on only desired
accounts, click the check boxes next to the applicable account names along the left-hand side.

*| 0:00 00

TIME & BILLING

Y

TimeEntry  Expense Entry  Pre-Bills  Payment & Invoices ~ Trust Accounts  Ajl Accounts
Total Trust Balance
Trust Accounts
$14,600.00
o + TrustAccount
o e~ Print
Account Name Client Name 4 Matter Name Balance
Property Purchase Trust Client#1 Property Purchase 4 Download 9,800.00
The Project Trust Client #2 The Project 5,000.00
Fl Export
Showing 1 to 2 of 2 entries 1 Mext Last

Editing or Closing a Trust Account

To close a Trust Account, navigate into the desired Trust Account summary page. Click the Gear
icon near the upper-right-hand corner, which will display drop-down options to edit or close the

Trust Account.

TIME & BILLING
-

Trust Balance

¢ PROPERTY PURCHASE TRUST Dsate Opened: Oct. 26, 2015 Open
Property Purchase (0396 - 0310} Kate Freijje $9,600_00

¥ + [Transaction Save

Close Trust Account

Date w User Type Invoice # Description Balance
g N Edit Trust Account

111815 KEFT Diisbursement Payment of invoice #0 9,600.00

10126115 KEFT  Deposit Opening Balance 10.000.00 10,000.00

$400.00 §10,000.00 $9,600.00

Showing 1 to 2 of 2 entries First Previous 1 Mext Last
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