C&T Billing
Overview for

Legal Staft

24 AUGUST 2022




Overview of Topics

*C&T Billing Cycle

*Bill Creation and Overview

*Accounts Receivable (AR, aka Client Balance)
*Trust Funds

*Matter Billing Settings: Common Mistakes
*Vendor and Associate Invoices

*Matter Archive Checklist

*One Page Cheat Sheet




C&T Billing Cycle

*Bill Once a Month

Attorneys Review and Edit Pre-Bills

*Staff billing entries due in TM by EoD the 5t
of the month

The Bllllng Cycle

*|f these dates fall on a weekend or holiday,

date is pushed back to the next business Rl —=res poes ol

day

*Attorney edits to pre-bills due by EoD the
15% of each month




Bill Creation

*Time Matters handles all billing at the Matter level Al Invoices Payments AR Transactions Funds
_ _ _ Date Type Mumber |Amount  Balance | Billed

*For most clients, their non-G1 matters will 711812022 Invoice 701669 14850 14850 7/18/2022
consolidate to their G1 matter 7182022 Invoice 01668 741523 741523 7/18/2022
* Single bill is generated from the G1 including billing for 82022 Invoice 101667 139.00 139.00 7182022
all matters consolidated to it T1E2022 Invoice 701666 0.00 0.00 7Nglz022
* G1s should not be consolidated to other matters PBf2022 Invo?ce 701665 000 000 THs2022
+ Only G1s should have the “Email Copy of Bill" box if182002 \Involcs. | 701664 000, 000 7/18/2022
checked in the Billing Settings 718/2022 Invoice 701663 0.00 0.00 7f18/2022

«Each Bill includes unbilled time entries from the prior 6;: oo :2:2:22 o o 6:: oo
month Or. earlier : : . 61712022 Invoice 00 0.00 6172022
* |E: A bill from July includes time from June or earlier 6/17/2022 Invoice 00 000 6/17/2022

. Reprint Bill '
. . . 61712022 Invoice 00 693.00 6117/2022
*Copies of the bill are stored in the AR tab of the G1 5/17/2022 Invoice Email Bill a0 0.00 6/17/2022
* To view, right click and select “Reprint Invoice” F{12/2022 Invoice Tag Record y 100 0.00 B/12/2022
Bi1212022 Invoice T 00 0.00 b12fz022




Invoice Consolidation

What Time Matters Sees Consolidated Matters What Client Sees

Invoice No. 1 | Matter 1 (G1)

\A A/

Invoice No. 2 <

Invoice No. 1

Invoice No. 3 |




Matter Billing Preferences:
Common Mistakes

|8

Billing Preferences For...

8 Matter Form - Change

File Edit View Process Help

bl atter H2zzan Corporation General IP b atters 17-339 62121 ...
Edsavetcose [save | & & F la |- 82 R B H | (3 cancel | @
Primary \Eecoﬂdaw\ Additional \\ Custom \\ Related *, Notes \ Dacs \ Fhone \ E-Malil \ | Setup Rates Amangement Accounts Receivable Phases Funds Advanced Actions Messages
General
Date Opened BATS2MT : Biling Cycle | MOM|Manthly wr | ] Status | Active -
.Setu p Ta b | Originating JS T effrey G. Sheldon Fee Allacation
L. . . . | Responsible J51Weffrey G. Sheldon
 Originating and Responsible fields should Ot =
H Referred B
match staff UNLESS attorney does not review | =" | |
bills, in which case use DAN '
] ) ) [J Use Task Based [UTEMS] Biling
* David and Andrew do not review bills | Eill Preferences
i Bill Profile JEFFUeff Bill Profile with in | o Bill Lapout Jeff Bill Layout-Biller, Rate, Time, Exp. o |
Fee A”.Ocatlc-)n- NUI-'nberS dO nOt_ matter (pops Up When Paprent Terms | CISLIDue on Receipt -- Mo Interest Ct |« | .| Electroric Biling | <Mones | e
changing Originating/Responsible staff) Billing Instructions

e All matters for a client should have the same
responsible staff

Frint LCancel




Matter Billing Preferences:
Common Mistakes

k1 Billing Preferences ? et

.ACCO U ntS ReCelva b | e Ta b Biling Preferences For...

I atter HZ2zcan Corporation General P b atters 17-33419 62120 ...

* Email address field determines where invoices
sent NOT the client or matter email fields

Setup Bates Amangement Accounts Receivable Phases Funds Advanced Action: Messages

E arly Paprnent Dizcount

* Must be updated when emails change Discourt % 0002 DaysDue = Applies To | Fees, Expenses and Interest |
. . Payments
* Only the G1 should have “Email Copy of Bill” _ _
Allocation Order | Expenses, Fees, Interest |« | Order | Oldest w | PayFist | Invoice o
checked Bill
.. . . Bill T w Bill T i
« Note: Some existing G1s are set to not email bills; please S'h, '; Contact frea 2 [ Creste Second Copy S'h_ °T Mt Client Contac!
. - . p 1o Contact Area 2 w Ip 1o  atter Client Contact
check with Billing before changing AL ==
E mail Copy of Eil Email Address | accounting@h2scan.com; MFPerguson@h2scan.com ~
Subject |rvoice fram JFIFK} w

General Ledager

GLAccount | =G752795A56E9CT1

Irevoice

(@ Uze Global Invoice Mumber

() Use the following |nvoice Mumber 1] = Irvenice Mumber Format | [Use Program Lewvel] |

Print Ok LCancel




Matter Billing Preferences:
Common Mistakes

£ Billing Preferences
¢ Ad Va n Ced Ta b Billing Preferences For...

I atter H2zcan Corporation General IP M atters 17-33419 [BA 20 ...

* Matters other than G1s should be set to
consolidate

Setup Fates Arangement Accounts Receiwable Phases Funds Advanced Action: Messages
Congolidation

[J tonsolidate biling with another b atter

b atter Ref
Budget
Araant n.ooks Hours nooks
Split Charges
Split with Matter Fees % Ewpense & Add
Change
Delete

Tatal 0.00 0.00

Erirt




Viewing Past Invoices

From the Client G1

1. Open the AR tab on the G1 Matter
2. Click the “Invoice Filter

3. Right-Click the Invoice of the desired
date and select “Reprint Bill”

FPrimary \ Secondary \ Additional \ Custorn \ Related \ Notes \ Docs \ Phone \ E-tail \ Billing \ Timeling \ AR \ Outline \ ToDo \

Mat Ref  |HZscan Corporation General IP Matters
Matter No |17-33419[6212.01] |

Contact  [Howard, Tim [17929
AR
GoTo | g/na/2022 = -E B
Aging |~ | Total 483.00] Current 48300 29 | 000| 60 | 000l g0 | 000|120 |
Al Irvoices Payments AR Transactions Funds
Date Type Humber |Amount | Balance | Billed

TI06/2022 Invoice T00312  483.00  483.00 7/06/202 o

61022022 Invoice 697902 1.09850 0.00 6/02/202 Change
511312022 Invoice 697339 0.00 0.00 5113202 Delete
50412022 Invoice 696622 0.00 0.00 Bi04/202 ——
41212022 Invoice 693341 0.00 0.00 4/12/202 ot il
410712022 Invoice £32932  B4050 0.00 407202

3104/2022 |nvoice 689587 0.00 0.00 3/04/202 Tag Record ’
210712022 Invoice B3638S 0.00 0.00 2007202 Properties

113{2022 Invoice 683279 0.00 0.00 1/13/2022




Viewing Past Invoices

From the Invoices List (Requires Invoice NUMDEr) & s e ver cior osoun v sang s son poces s v

Cal:ﬁrs i T%s C;?n-_n?c; :;%i: Do;u_m_a113 ! % Tmt In‘voT:;s AderﬁeEoslt Ad:dielzﬁg Aﬁx M:‘%e g B\I\?o_:n Nav:%or % RE& @
i

1. Inthe billing dropdown menu along the top of % e —— _
Ti m e IVI atte rS . Se | eCt 1 I nVO i Ce List ” (S h O rtC ut: m — T T e PR

Add Record Insert
F N = Change Record Enter
A |t+ F 12 ) m Pomcr Vic: Mg Delete/Void Record Delete
@ Mavigate a Reprint Eill
Add Evert Ernail Bill
1 H Add TaDo —— .
2. Type the Invoice Number into the search bar | s o
Add Phone
Record Properties

and search for the invoice number - p— -

w

@

-
«

3. Right Click the invoice and select “Reprint Bill”




Accounts Receivable (AR)

Primary \ Secondary \Addi‘ﬂona\ \IoDo \Maﬁer \Bela‘red \No‘res \ Diocs \ E-Mail \ Biling \AR Y Timeline %, Outiine ', Mail *, Phone

* AR tab has everything about client balance:

Full Name || David T_Hengarni | ConNo |
. Last Hengami First | David T
* |nvoices Sal [ | Mai
Mat Ref - O Notify O Trigger O Revie
* Payment =
y en S GoTo | 80220 =]
. . agng [ Total Current 8.102.23| 29 | 59100 60 | 246987 90 | 163325 120 | 0.00] )
® TrUSt App“CatlonS All It TS AN Tarsacars Fumd
Date Type Nurber |Amount | Balance |Billed
o i 7182022 Inwoice 701669 14850 14850 7/18/2022
Credits 71812022 Invoice 701688 741523 741528 741812022
711812022 Inwoice T01667 13000  139.00 7/18/2022
; ; H 71812002 Invoice 701666 0.00 000 71812022
 Information about the client/matter balance is T e T T R T
. 711812022 Invoice 701664 0.00 0.00 71182022
summarized by how |Ong the balance has 71812022 Invoice 701603 0.00 0.0 T/18/2022
7, oice 70 399 B0 399 50 2
. 7112022 Paymert reditCard  -495.25 000 7
gone un pald 7/11/2022 Payment recit Card -1,582.00 0.00 71182022
7/11/2022 Payment recit Card -1,122.75 0.00 71182022
. 611712002 Invoice 699627 19800  198.00 6/17/2022
* Invoices aged 60 days or older are overdue 5172022 Invoice 639626 000 000 6172022
6/17/2022 Invoice 699625 0.00 0.00 6/17/2022
. 6/17/2022 Invoice 699624 0.00 0.00 617/2022
* TM does not always correctly assess the date in 81712022 Invoice 90623 9300 69800 6172022

generating these aged balance numbers




Trust Funds

*Funds required in advance before beginning
work
* Not necessarily an estimate of cost

*Required by law to be kept in a separate bank
account on client’s behalf until used to fund
legal work

*Trust Funds are automatically applied towards
new balances billed to their matter

*Trust Funds only exist at the matter level; do
not automatically apply to client’s other
matters

C&T Bank

Pay to Funds $




View a Matter’s Trust Funds

Fro m th e M atter Pa Ee Primary \geoondary \Addi‘ﬂonal \ Custom \Be\a“red \Motes \ Docs \ Fhone \ E-Mail \ Eillirg \Timeline \AR \ Qutline \ ToDo \
Mat Ref  |Heat-not-Burn Device || (Mational Fhase) (EU)
Matter No | 22-45707 | Gountry [EU
1. Open the AR Tab on the Matter Page e s o
AR

GoTo | g/03/2022 |2 -E R
VA=l ~ | TRUS 10,000.00
i

nices Payments AR Transactions Funds

2. Click the drop-down arrow next to the
“Aging” Box and select “Trust”; the new
number displayed is the amount of trust
funds on the matter

g Type Murnber | Amount | Balance | Billed
8/03/2022 Fundto 10,000.00 0.00




View a Matter’s Trust Funds

From th e Matter LiSt 4l® File Edit View Calendar Database Mail Billing Report Search Process Window Help
. . . E - ;f H =41 = 7- ﬁ E ﬁ @ @ @ @ U S aarch Al Fecords
1. Edit your Matter List to display the e R —

EER M- B-RE% 9=
Pg

[ ales chong

M| Heat-not-Bum

“Fund1 Balance” Field

2. Type the client's name into the search
bar to bring up their matters

3. Click on the top of the “Fund1Balance’
column to sort from highest to lowest
balance; this will bring all the matters
with fund balances to the top

Matter Mo

’

Patentability Search and Opinion for "Heat-Not-B... 18-36543 Peter SVereqgge  PSY Chong, Alex 000




Vendor and Associate Invoices

*Forward to invoice@cislo.com for payment

*Billing will log expenses to clients

e Exception: Legal staff requesting checks for
state trademark applications

*Wondering if an invoice has been paid?
Check the InvoicePaid box

» Updated for invoices paid from July 2021
onwards

B Document Form - Change - O
File Edit View Process Help

@saveacise Hsave | & # (S 3-8 | B BR L E | Bcne | @ @3

Frimary ' Related , Nates ', Documents ', Phone ", Email ', Mail \, Biling \, Outiine ',

Date 7 B [-Thu Tme | 822am823am || 002 [..| Code INVDlinvoices -
Desc 55 Invoice No. 7-834-14215 | Staff DAN|Daniel M Gislo b4
Regarding |C &T Bills, Invoices Mot Chargeable to Client|13-27468 [[cisio. Donald |

File Marme | &13-27459Federal Exprass Invoice No, 7-854-14215 FDF hal | 2 Auto Name

Remmdersl:l OFollow OSent O Motify OHide O Trigger O Review & Bilable O Private  Status
2 8

O FU Complete? InvaicePaid
1st AR | Daocket? [
2nd AR all = FU Date
3rd AR ol Comrments |
4

Mema W‘.,:'\U' = New File Clipboard Merge Scan HotDocs

File Information

Date 72842022
}0 Time 3:23AM
bE7.HY2

Size

GoTo New Version

(=]
o
(2}
c
3
]
=
-
w



mailto:invoice@cislo.com

Matter Checklist

New Matter Billing Setup Checklist Matter Archiving Checklist
(JResponsible attorney matches the matter If any of the following are true, do not archive the
staff (unless Sandelands or Naglestad, in matter and reach out to Billing:
which case use DAN) Matter has balance
J“Email Copy of Bill” is checked if the matter O Matter has unused trust funds

is a G1; otherwise not checked
IMatter has unbilled fees or expenses
JIf a G2, consolidated to the client’'s G1




1. Find Invoice from
G1 Matter

1. Open the AR tab on the G1
Matter

2. Click the “Invoice” Filter

Right Click the recently

dated invoice and select

“Reprint Bill”

w

C&T Billing Cheat Sheet for Legal Staff: AR Pages

2. View Client’s
Current Outstanding

1. Open the AR tab on the
Client page

2. The total balance is in
the box to the right of
“Total”; the boxes further
right break that balance
down by age

3. View Trust Funds
on a Matter

1. Open AR Tab on the
Matter page

2. Click the drop-down
arrow next to the “Aging”
Box and Select “Trust”;
the number displayed is
the amount of trust
funds on the matter

4. Check If Client Has
Paid Towards Balance

1. Open the AR Tab on the
Client page

2. Click the “Payments”
Tab; the list will now
display all payments the
client has made

Example Client Page

Frimary \ Secondary \ Additional \ Tobo \ Matter \ Related \MOTeS \ Docs \ E-tail \ Billing \ AR \ Tirneline \ Qutline \ Hail \ Fhone \

Example Matter Page

FPrimary ', Secondary \ Additional '\ Custor ', Related ' Notes % Docs ' Phone ' E-Mail ', Biling % Timeline '\ AR % Outline ' ToDo %

Full Name | David T Hengami | ConNo |

Last Hengami First | David [
Sal | | Mair|

Mat Ref | - O Notity OT
AR

GoTo [groz2nzz 2| G2 - EE G

2

Agigg

(Total [ 13.09638] curent |

8.10223) 20 |

89100/ 60 | 246987 90 | 163325| 120 |

000] )

All Irvaiceq Hayrents) AR Transactions Funds
Date Type ber Amount |Balance  Billed
182022 Invoice 701669 148 50 14350 7182022
782022 Irvoice T0T668 741823 F41B23 TH8L022
T82022 Invoice 701667 139.00 139.00 782022
782022 Invoice 7071666 0.00 000 Thai20zz
71812022 Invoice 701665 0.00 0.00 THs20z2
71842022 Invoice 701664 .00 0.00 Thsi20zz
My oice 701663 0.00 0.00 7182022

7182027

B/17/2022

701
6981

Add

B/17j2022

Imvoice o
6/17/2022 Invoice 6991 e 1 0.00 617/2022
1712022 Invoice 69 Delete 0.00 61742022
6172022 Invoice 6401 Reprint B )oo 61712022
6117/2022 Invoice 69 Tra B 3.00 61712022
SIS oS S 1[0 T2
51212022 Invoice oy Properties 0.00 BA2/2022

Mat Ref | Beautycounter General [P Matters

Matter No [16-32286 |

Contact  [Dayle, Jennifer 17398 5|l
AR

GoTo | §/02/2022

B-Em 3

(Funds || TRUS |

1,969.40/ |

All 1' Invoices Qayments ]l‘

R&ransao‘ﬂons Funds

G 72022 Invoice 598841 594.00
B 22022 Invoice BOBT3E B34 00 Change
412012022 Invoice 694117 495.00 Delete 1 b
3M6/2022 Invoice BA0E4E 594.0@;
211712022 Invoice 688200 5245 P ;
112042022 Invoice 535045 52450 >
12/10/2021 Invoice 680984 49500 Tag Record ,
11172021 Invaice 579243 49500 Properties
10/26/2021 Invoice 876944 38650 000 0/26/2021
912142021 Invoice 674214 316.00 0.00 9f21/2021

Add




Display Billing
Information on
Contact and Matter
Lists

Right click anywhere on the

header ribbon on the list and ‘

select ‘Edit Columns”

C&T Billing Cheat Sheet for Legal Staff: Contact and Matter Lists

v [ <hare> CBEAR BB B E%[DE2E Fowms @

‘SEath Documents | v ‘Pow&r
Cieate New...
Mat Ref
" uick Tabs 2 Advanced Sports . |22
ALTRA Mortgage
21l

American Homes
American Modula
Autry Museum of |
BAC Audio LLC

¥ Gls with Trust Funds
M atter Consolidation
Matter Default Rates
Neaative Trust Balance

Matter .. Staff

45, | Daniel M Cislo
16-32. Kelly W Cunning
17-33.. Jeffrey G. Sheld
09-23... Darniel M Cislo
20-42... Daniel M Cislo

21-43... Katherine B. Sal..

| McCauley, Timathy P
Houston, Brent
Kushner, Jordan
Sarich, Tony
Benso, Gaspare
Tsuruta, Masahiro

Fundl Balance | Code

Sta. |
11.1.00 | General Mast [P-
595.00 General Mast P-
54,399.43 General Mast P-
1.568.00 General Mast P-
16000 General Mast P-..
50000 General Mast P-..

Sort Ascending

Sort Descending

Edit Columns

Remove Column

View Trust Balances

for All of Client’s
Matter

Edit your Matter List to
display the “Trust1
Balance” Field (see the

instructions to the left)

2. Scroll down the “Available & 2. Type the client's name
Flel(.js I|§t until the find the P - into the search bar to
desired field(s) and use the Sl - s ) [T bri hei

=g Fnnl = atter Mo
Add button to move them StdHog Court |2 ring up their matters
: : ustom Mg Piin = ;
over to the “In List” section. Euﬁmﬁsgg?ulm S 3. Click on the top of the
You can use the Up or Down — T S “Fund1Balance” column
. Fund1 Pref Bal Down = .

buttons to adjust what order EEFD";SDEE_" to sort from highest to

to display .yo.ur field in. Press Furd Accort . lowest balance; this will

Ok When fInIShed' Shaw Labels for the following Style: Default ~ b 1 i
ring all the matters with

3. Some fields to consider Deta Conce fund balances to the top
adding: T

a. Balance—Shows the

Mat Ref Matter No Contact Staff

Fund1 Balance Balance
| Heat-not-Bumn Device || {Mational Phase) (EU) 2 0 0

total amount owed ereqqe 1¢ 0
b. Over 121 Days—

Shows the amount

owed that was billed

121 or more days ago —

c. Trustl Balance—
Shows current trust

balance (only available
on the Matters List)

Patentability Search and Opinion for "Heat-Not-Burn Device" 18-36648 Chong, Alex Peter S Wereqge 0.00 000




Questions?




