
C&T Billing 
Training: 
Bill Entries 
and Invoice 
Breakdown
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Overview of Topics

•Review Prior Training

•Billing Tab and How to Make a Billing Entry

•How to Read an Invoice



Review Time!

1. What is the Invoice Number of Robert (Bob) Demars’ most recent invoice?

2. What is David Hengami’s outstanding balance as of today?

3. What amount of trust funds are available on matter no. 22-45549?

4. What is the date of Kara Kuiper’s last payment and how much did they pay?



Review Answers

1. What is the Invoice Number of Robert (Bob) Demars’ most recent invoice?

707421

2. What is David Hengami’s outstanding balance as of today?

3. What amount of trust funds are available on matter no. 22-45549?

4. What is the date of Kara Kuiper’s last payment and how much did they pay?



Review Answers

1. What is the Invoice Number of Robert (Bob) Demars’ most recent invoice?

707421

2. What is David Hengami’s outstanding balance as of today?

$9,890.75

3. What amount of trust funds are available on matter no. 22-45549?

4. What is the date of Kara Kuiper’s last payment and how much did they pay?



Review Answers

1. What is the Invoice Number of Robert (Bob) Demars’ most recent invoice?

707421

2. What is David Hengami’s outstanding balance as of today?

$9,890.75

3. What amount of trust funds are available on matter no. 22-45549?

$10,000.00

4. What is the date of Kara Kuiper’s last payment and how much did they pay?



Review Answers

1. What is the Invoice Number of Robert (Bob) Demars’ most recent invoice?

707421

2. What is David Hengami’s outstanding balance as of today?

$9,890.75

3. What amount of trust funds are available on matter no. 22-45549?

$10,000.00

4. What is the date of Kara Kuiper’s last payment and how much did they pay?

$50,000, 9/30/2022



•Displays both billed and unbilled related to the client/matter (1)

• IMPORTANT: Other staff members’ time entries will NOT necessarily appear for all users. Please contact Billing if you need a 

report for all billing entries related to a client/matter

•Summarizes the time and expenses currently being viewed (2)

•Can sort by whether the charges are billed or unbilled, or whether a charge is staff time entry or expense (3)

Billing Tab



Creating 
Billing 
Entries

•Time Matters supports many 
different methods for creating billing 
entries. The most straightforward is 
by clicking the “New Record” button 
[(1), Shortcut CTRL+Shift+B] from 
the Client or Matter Billing tab

•If you have added the “Add Billing” 
Icon to your top ribbon (2), you can 
open a new billing entry without 
needing to navigate to the billing tab



Creating Billing 
Entries

•1) Toggles between a Time Entry and Expense Entry

• For expenses, make sure the staff and code are changed to 

Expense

•2) Make sure Duration/Quantity are set to a positive number

•3) Can toggle between per hour or flat rate billing

• Flat rate make the total billing equal to the rate amount, no matter 

the duration/quantity



Reading an Invoice 

(Summary Page)

• Header (1)

• Pulls Address Block from Client Page by default

• Consolidated Summary

• New Charges (2)

• Usually from the previous month, but can be older if the 

charges have not already been billed

• Previous Balance (3) 

• Payments (4)

• Includes both client payments and applications of trust 

funds

• Balance Due (5)

• Bolded “Current Outstanding balance” shows the total 

amount open on their matters as of the bill’s creation

• Billing Message Footer (6)



Reading an Invoice 

(Matter Detail Page)

• Following Summary Page, each matter with activity will have matter 

detail page(s)

• Balance Summary (1)

• Shows previous balance, new charges, any new payments or 

trust applications, and the current balance due on the matter

• Legal Fees (2)

• Lists work performed by C&T staff members

• Expenses (3)

• Lists expenses for outside vendors, government fees, and other 

outside expenses incurred on the client’s behalf

• Trust Summary (4)

• Show balance and activity for the matter’s trust account, if any


