1. Find Invoice from
G1 Matter

1. Open the AR tab on the G1
Matter

2. Click the “Invoice” Filter

3. Right Click the recently
dated invoice and select
“Reprint Bill”
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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”
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v o> EEE N EE ORI

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

Amertican Homes
American Modula
Autry Museum of |
BAC Audio LLC

¥ Gls with Trust Funds
Matter Corsolidation
Matter Default Rates
Neaative Trust Balance

Matter .. Staff

45, | Daniel M Cislo
16-32. Kelly % Cunning
17-33.. Jeffrey G Sheld
08-23. Daniel M Cislo
20-42... Daniel M Cislo

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

| McCaulay. Timathy P
Houston, Brent
Kushner, Jordan
Sarich, Tony
Benso, Gaspare
Tsurutz, Masahiro

Fundl Balance | Code
11.1.00|General Mast [P-

596.00 General Mast P-

54.300.49 General Mast P-

1.568.00 General Mast P-
16000 General Mast P-..
50000 General Mast P-..

Sta. |

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
Fields” list until the find the svalible Fioks - into the search bar to
desired field(s) and use the st - wd w| [MEFE . hei
Add button to move them guisoCount el L bring up their matters
over to the “In List” section. Euﬁﬂﬁmsgﬁ?u‘m 3. Click on the top of the
You can use the Up or Down — £z “Fundi1Balance” column
buttons to adjust what order s o to sort from highest to
to display your field in. Press Eﬂﬁé“f,gcnfiﬂm . lowest balance: this wil
Ok When fInIShed Show Labels for the following Style: Default ~ brlng a” the mattel’S Wlth

3. Some fields to consider Defaut Cancel fund balances to the top
adding: T

a. Balance—Shows the Mat Ref Matter No Cortact Starff Fund1 Balance Balance
total amount owed M| Heat-not-Burn Device || (National Phase) (EL 22-4570 Sy 4 sregge 10 i)
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 Patentability Search and Qpinion for "Heat-Not-Burn Device” 18-36648 Chong, Alex Peter S Veregge 0.00 000

on the Matters List)
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