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Customize the PCLaw Desktop
Customize these to be more effective.

e Quick Step

e Toolbar

e Workstation Settings

Quick Step

Quick Step provides an alternative to the pulldown menus for accessing PCLaw features. It consists of

e Quick Step Tabs: Groupings organized to the different types of tasks that you perform
e Task Buttons: A visual way to access common used features — functions and reports —
rather than having to work through a series of menus to locate the task.

e Help Panel: Description of a PCLaw feature.

Fia Data Entry Beports Bifng G/ Took Optons _l’.‘lﬁ‘lddw Help
: | =
Startup f e f General Ledger (G/L) Opening Balanca;\
LA -
T' b Craily Tasks S 2N : o 2
aps % ke 13 Uise this feature to enter th nces of each G/L
Accounting Matter Opening Balances Bank Accounts account as of the start-up 1 Lexis® Back Office.
End of Monthi/Ysar These balances should come from your previous
T e accounting system, after the Jast month has been
General Setup » recongiled.
Accounting Setup ,.a_l o ‘Once opening balances have been sntered for your
= General Bank Dpening G/L accounts, Lexis® Sack Office powerad by FCLaw™)|
Research Balances will provide accurate Income Statements and Balance
Sheets.
Practice Management m—
(vl
Treining and Support
FavBUrites GST Opening Balances Explanation Codes H I P l
Gl Ooeﬁ;-g Balances G/L Accounts
L il
7 f
Matter Manager | | Cafendar

You can:
e Task Buttons: Remove/Add/Change in any or all of the Quick Step Tabs.
e Help Panel: Remove to make room for 5 more buttons in each Quick Step Tab.

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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Task Buttons

In any of the Tabs, reorganize the task buttons as the tasks you most commonly use.

Add a Button | ¢ Add 3 Bution.. b

Right-click over ‘empty space’ in a Defaults...
Quick Step tab. Change Backgreund Image...
Default Background Image...

Switch to Quick Step Classic
v Show Help Panel

)

Mouse-over “Add a Button” to Add a Button., [ »f  File ™

access a drop down list that shows Defaults... Data Entry 4

the same choices as in the PCLaw Change Background Image... Repaorts 4

main menu. Default Background Image.., Billing »

Switch to Quick Step Classic G/L b

Select your choice as applicable to 7 || Show Halp Panal Tools i
add a new task. O

ptions 3

\_ Application Launcher... _j

Change an Existing Button
Right click over an existing button. Startup |

Daily Tasks
Accounting ew Payable
End of Month/Year

General Setup ] f—

Accounting Setup | | &

Open Payable

Mouse-over “Change a Button” to ( Change 2 Button.. ) | [Fie N
access a drop down list that shows Delete a Button... Data Entry »
the same choices as in the PCLaw Defaults... Reports r
main menu. Change Background Image... Billing r

. . Default Background Image... G/L »
Select your choice as applicable to : E ,

.. . Switch to Quick Step Classic Tools k
replace the existing button with a

¥ Show Help Panel COptions k

new task. (= i :

\.EEEIication Launcher... /

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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Delete an Existing Button
Right-click over an existing button

as above and left-click to select
“Delete a Button”.

Change a Button., >

C Delete a Button... )

Defaults...
Change Background Image...

Default Background Image...
Switch to Quick Step Clazsic
v Show Help Panel

Help Panel
Each Quick Step Tab displays 2 T o B Y Nt Sy i
columns of Task Buttons when the T e Favatte el B e e
Help Panel is displayed — 10 Task S = B s gt et o s
Buttons per Tab. e Opex Fayable secee imens
If you remove the Help Panel, you S . LT Help Panel
will have room for a 3™ column of e
Tasks — giving you 15 Task Buttons s ffg_n_w :m L )
per Tab. Task Buttons
Mmgistor Bopurt Graup

o =)

Right click anywhere in the Quick Add a Button., »

Step Tab.

You will see that “Show Help Panel”
is selected.

De-select “Show Help Panel”.

Add new Task Buttons in the
column provided.

Toolbar

Defaults...
Change Background Image...
Default Background Image...

it i Classic
v Show Help Panel

You can remove buttons from the Toolbar to display only functions that you use.... or add buttons to the

Toolbar to make commonly used functions/reports more easily accessible.

The PCLaw default Toolbar is
situated under the Menu as
follows:

#0 PCLaw™ Pro - Melfa, Plashkes & McMurray, LLP (Serial: 39229)

! File DataEntry Reports Billing G/L Tools Options Window Help

o | B (7). [ | ol (£ 05| 8 (5 17 980 (5 R B e

Recall that you can mouse-over a button on the toolbar to view a
description of the button.

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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Click on the small down arrow
at the far right of the toolbat—mo0 __|

Add or Remove buttons
Select PCLaw Toolbar

From this list you can uncheck
the icons you do not want

I [7] 4 new Matter Ctri=N PCLaw™ Toolbar C
ﬁ Conflict Search Customize the toolbar

[E5| Time Sheet Ctrl=5

@ Calendar

Br Appointment Sheet

Matter Manager Ctrl-0Q
Contact Manager
1| Phone Call Manager

Bank Balance

L] ciient Ledger Ctri-L
5 Document Manager...

La Client Accounting Ledger
5_’_ Register

@ Quick Timer Ctrl-Q

Calculator

[ copy

5 ot

@_‘ Paste

@ sbout

Go to the Options pull-down
menu and select Customize

1[]1 W8 Fielg Help ShiftF1

fons M

St:mdard Toalbar
( Customize... )

To add buttons:

In Categories (1) select the item
that matches the Menu where you

find this function.

In Commands (2) select the

function.

Click and drag the function to the
position on the Toolbar.

Click Close.

0 PCLaw™ Pro - Melfa, Plashkes & McMurray, LLP (Serial: 39229)

i File DataEntry Reporis Biling G/L Tools Options Window Help

o | G ol ) | 8 [CL A [T 9 X T e

Commands | Taolbars || Keyboard | Manu 'i.Dptions
Cateqgories: Commards: I
T = A
[ - MHew Llient...
| Data Entry | S e =
| Reports Close Client...
,EIJ,I:TQ ﬁ Conflict Search...
| BDUJS Global Search. .
| Optionz .
EWDindow {2 New Matter...
iHeIp | Renumber Matter/Client...
| New Menu {
| &l Commands ” Close Matter...
|_;_ Closed Matter Register... wof
Description:  Remove a matter framm the spetem.

Here is the toolbar after we added
the Close Matter and Pre-Bill

buttons

i File DataEntry Reports Biling G/L Toals Options Window Hell

PR A e aar S0 T EEIRS B

£ PCLaw™ Pro - Melfa, Plashkes & McMurray, LLP (Serial: 39229)

= Close Matter.., Pre-Bill..,

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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Workstation Settings
Options>Workstation Settings

In the Options menu, access Workstation Settings. Configure your Workstation. You can change
settings that affect the way you work:

e  (Close Data Entry Windows on OK

e  Process Enter Key as Tab Key

e  Auto Expand Codes on <Space>

e  Default Timekeeper on Time Sheet

e  Remember Last Matter in Matter Manager

e  Auto Fill Matter from Description

e  Global Search Index from this Station (Other Tab)

Workstation Settings

Drata Entmy |Ealendar | Other | Calar -I.Dacuments. Research |

Leneal
[] Close Data Entry Windows on 0K,
[ TActomatic ™ What's Thsy™ after | seconds

|lze Calendar Instead of Der-DDwHEt i Date Contraolz,
[ Ingtant [ ata ¥ alidation.

gl SJumno of Error

[]Process EMTER Keyas T&R Key
[#] Auko Bl For Matter and Llient

[+[ Auto B =pand Explanahion Codes on <Spaces
|| &uto Expand Explanation Codes an .
Explanation Codes Expanszion iz Case Sensitive
|| Drefault to Assigned Lawyer on Time Sheet

Drefault to | - - on Time:Sheets

[+] Allow only Drne Timer Bunning on Time Sheet

|| Carmy b atter Mickname Farmard on Tirme Sheet

[ | Femember Last M atter When Creating Mew Trust Check and Feceipt
wate Eimcistar F - Nuick Gien T

|_| Remember Lazt b atter Wwhien Starting b atter Manager
|_| Send Mezzage to .ﬂ.DMIN

[+] At Fill b atter from Descnptlnn

Speling
Uze Spell Checking ['Eustnmize] [Dictionaries]
[ ] Automatic on OF,
Ilze Spell Check Complete Meszage

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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Note that Workstation Settings are per Workstation and not per User.

Data Entry Tab
Close Data Entry
Windows on OK

Process ENTER Key as
TAB Key

Auto Expand Codes
on <Space>

To select or deselect depends on the functions you use in PCLaw and your
role in the firm.

A bookkeeper will probably want to deselect this function; a secretary, clerk
or attorney will probably want to select this feature.

When you are entering a check or a time sheet, you click “OK” to save and
close when applicable.
¢ If you want another check/time sheet window available immediately,
then deselect “Close Data Entry Windows on OK”.
e If you want Quick Step as the view on the desktop, then select.

In PCLaw, you can move from field to field by pressing the TAB key. If you
select this option, which is the default setting, you can also press the TAB key
to move =>in a window. (Press Shift+Tab to move & )If this setting is
selected, pressing the ENTER key will select the OK button and save a window
possibly before you have had a chance to complete information.

Many users are accustomed in other programs to press the ENTER key to
move to the next field. If this is the case, then uncheck the setting so that
pressing ENTER will advance through the fields. Note though that users will
then have to use the mouse to click the “OK” button and save a window.

Explanation codes for time and expenses can be alpha and numerical.

If you have numerical codes and if you have codes that might be shortforms
that users type, then a user can inadvertently expand an explanation code
into text — this is annoying and can lead to errors.

Example: assume that ‘dr’ is the explanation code for ‘Drafting documents’ —
the intention is to use this code as an explanation code for time docketing.

If a user refers to a doctor in a time docket as Dr Jones or Dr. Jones, you
might see the following text Drafting documents Jones.

When the user types Dr and presses <spacebar> or Dr. And presses
<spacebar>, PCLaw expands the text. To prevent this from happening,
de-select two Auto Expand checkboxes.

If you use the code in a text field, you can press <Shift+Spacebar> to expand
the code into the explanation text as defined in the list of explanation codes

Note that you can also select/de-select comma, period, semi colon, colon to
expand a code.

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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Default Timekeeper on Specify a timekeeper to be the default timekeeper on a new time sheet. This
Time Sheet is useful if a user enters time on behalf of a timekeeper. The timekeeper’s
initials can default at that user’s workstation.

Remember Last Matter in When you access Matter Manager, select this option so that the
Matter Manager last matter that you viewed will be the default matter.

If you de-select this option, then you will have to select a matter each
time you access Matter Manager.

It is common for users to exit Matter Manager and then need to access
it again for the same matter. Selecting this option makes it easier since
you don’t always have to change the matter.

Auto Fill Matter from If the Matter Descriptions are conformed for you to recognize the case

Description name, consider checking this setting. Doing so allows you to just start
typing in the matter description and you will get a “pick list” to select
rather than double clicking or using <Ctrl F1> in the matter look up field.

Here I've started typing ABC v Exclanaion

fOI’ the mattel’ desc”ptlon and | IFBC office Company - Annual company maintenance -ABC Offshore Company - 2323-001
. BC, Inc. -Zalazar Regina - 02-02¢&

get a list to select my matter .

Other TAR

| Data Entrj,;; -Ealendar_i Other |_-COInr Diocuments | Research|

Update Global Search Index F'Tk[’a;a EEF{_ coL
- - SE WHEN EXINNGg awn o
from this Station : ; Terrinclogy
| [] &gk before Purging Old Entries i
e Industy. |Lawyer |
Only ONE workstation should have -
. . . R t
this option selected in the s —— —
. R i Report Font | Eaurier Mew bl
Workstation settings otherwise the i =
B Fotit Size Auto Size ta Page |/ 1 [ [JRemember Z00M Settir
program’s speed can be _ £
comoromised Tranzaction Separator on Reports
P ’ (%) Shaded ) Line (T Mone
Select on the bookkeeping F'n;_r ﬁllerlp T FG'id - —————— .
. . | Dizplay Parther Alert at Startup ot Mame (5 5 Senif 4
station or the station on the B i B, |
server — as station where the O Daly Fentiize  lagn 9|
computer is most likely to be ©lweekly i
”On" L] Mc.nth|_|,|
’ Accaunting and Reparting —_—
ze G/L Accounting 1res [Default w Lise Tree View Pop-Up
Usze Advanced Repart Selections TLM
|lee Advanced Billing Selections ;Use Default _V-E
Show Pop-Up Detail [] Display Custody at Startup

Update Global Search Index from thiz Station

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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Registers

The PCLaw manual defines a Register as follows:

Register is a multi-purpose utility for viewing, modifying, and removing transactions in PCLaw. The
available tabs correspond to the majority of source journals found in PCLaw. On each tab you can select
which entries to list by selecting specific criteria. Use the filter button, available on some tabs, to reduce

the list of items even further. Use the Print button to produce a report for your query.

A transaction summary area adapted for the specialized information is provided for each tab. Below it, a

matter summary displays matter information for any selected transaction.
e Restore Columns to Default Settings

e Change Column Order
e Sorting by Columns (Fields)

Restore Columns

=SSR

Time | General '\ Trust ' Expense ' Invoice ' Ledger ' AP Matter '

Matter | Lawwer  <al~ SistDste 7/1/2008 v EndDale 73172008 » [7[ Fibes |
at ' Ertey #:Matier LméTaskEHoul: Rate: Amount | v Explanation Held I -
Hours Time Fees Total
Billable | om[  poo[ 0o oo
Notice how the columns are too narrow and overlap:
To Restore the columns to the Time | General | Trust  Experise | Invoice | Ledosr | AP\ Malter | Appoirtments |
original spacing: Hate [ lawer [+ Satbae [orrane 8] Endvae [arotvans 8] )
R Date il Order | Enty # | Matter) L .TaskéHDu_rg Hate iﬁmloun. It | Explanation
Rest the mouse ppmter over T
the column headings as | Customize Conns
q . tore Col
shown and right-click. /es ore Columns
Select Restore Columns
Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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Change Column Order

In the ‘header row’, click and drag the Note: change column order in other ‘grid” windows

column to a new position.
e Check allocation
e Bank reconciliation
e Deposit Slips

Change Sort Order

In the Register, you will notice that if | D ate

you click on the Date heading, you will

see a little triangle in the Click the Date heading again and the records are now in reverse
heading — this indicates that the order.

register is now sorted by Date.

Click a heading to re-define the sort. Note: change the sort order in

e Bank Reconciliation
e Deposit Slips

Searching the Register

In v9.2 and higher, the binocular icons

are gone from the top of the register. s [prai2m8 9] ]| thm

Arnaunt | Inwt | Espl Code Explanstion —»|q

That has been replaced with @ e N
magnifying glass icon to the far right on "
the top bar.

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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Reports

Drill Down

In a report that is listed in the Reports Menu you can usually drill down by double-clicking on an amount
to view another report or entry that gives further detail.

In some client based reports, if you drill down on a client name, re: line or matter you will access the
Matter Manager. This is particularly useful if reviewing a List of Clients for basic information — you can

run the report on the screen and then drill down to matter manager to edit as required.

Lawyer WIP Billing and Collection — drill down to billable time, fees billed, fees collected etc.

Refresh EEE Changes made wher\ you have drilled-down appear if you Refresh
the report on the window.
EEE to view the last criteria for the report and run the report with
Reload minimal changes and effort.
Print Options:
Click the Printer button on the report toolbar to print all pages.
All Pages =
One Page or Range of Pages
d - | Frint Range
N ) A
Click the drop-down arrow on the Dlim. | pre | .
Printer button on the report toolbar @Pagez | 3 Te | 5)
to print one page or a range of You can determine the page number in the Status Bar. The Status
pages. appears below the report in the window if you have Status Bar

selected in the Options Menu.
Range of Lines

Prirt Hange
Tip: Look to the very bottom of the

Al
report on the Status Bar to GL"’&: | 7 To | SD
determine the number of lines. The
report will start at line 1 and when
you scroll, the end line will increase.
On screen, scroll to the starting point -
of where you want to print, note
that start number, and then scroll
down to the bottom of where you
want to print.

) Page: | 0| Tor | 0

Line 380 to 423 [Page 5to0 5]

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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Report Layouts

Access additional formatting options by exploring the report tabs and in the layouts.
e —

' -General Bank Journal

Common | Matters | Other

Acct Che/Rec# G/L Account

=gl » <all= =all» - ‘.
Start Date End Date
171/1582 v 12731721899 -
Sort by

i@ Date

(") Entry Number

(7) Check Number

(") Depostt Slip

Layout

b { Add... ] [Change,_...] [ Remove 1

In the General and Trust Bank Journals for example, the drop down list in Layout will show

Layout

Default
Default with (Pmt usr)

Irw

Ot

==

I

Select ‘Default with (Pmt usr) will generate a bank journal showing the payment method for receipts and

showing the PCLaw User who made the entry.

Use the Add/Change options to edit the Layout to change the report appearance including fonts, format

and layout.

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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Summary Billing Report

You can determine matters to be billed by running one of the following reports:
e Reports>Client>Work in Progress
e Reports>Client>WIP Summary by Responsible Lawyer

e Mass Pre-billing
You can also generate a mass pre-billing and select to produce a Summary Report in addition to the printed

pre-bills OR only the Summary Report.

To produce only the report and not Pre-Bill Selections

the pre-bills, you must also

Mair | Matter | Fees | Dishs FReptz || Trust | Options |

de-select all options in the Output Olutput
in the Main tab as follows: b W ghent Lanyer [
L e i s
Eill frarm ~ Eillto [ Template [ ] Editar
11711982 »| |8/31/2009 v | | 7 [JE-mail
Dizk File C1FoF

In the Options tab, select as follow: Pre-Bill Selections

| Main || Matter | Fees | Disbe | Repts Trust_I Options

Optionz

Ll

Produce Summary Repart Only (Mo Other Output)

The report lists the matter, responsible lwyr, client name and matter description, A/R balance carried
forward, Fees to be billed, Disbs to be billed, Taxes if applicable, Retainers applied, and Net to be billed.

Pre-Eilling Summary

atter Luryr Client Balance Fud. Fees Dishs Taxes Retainer Total

Z2323-001 RITE ABC Offshore Compan ABC Office Company - Anmaal 3185. 26 Je00. 00 §45.47 0.oo (] 11633.73
2315-001 J3F Asbell, Ho, Klaus & Test matter for Engagement 10400, 00 1z00. 00 176.16 o.oo o.oo 11776.16
572-001 FUE  Atwell Johnathan Company Maintenance 1000,00 3175.00 347.50 0.00 0.00 4522, 50
2327-001 EWE  CFT 4/F Post and Hold inwoices 0.00 0.00 000,00 0.00 0.00 000,00
2325-001 RE Fitzwilliam 5Stone F Sample matter for electroni 970. 50 o.o0 36.75 0.0o o.o0 1007.25
o000z EUE  GEICO Insurance Federal Bankruptcy 15009, 25 0.00 Z03.85 0.00 0.00  15213.10
230-001 EUE  Hiller Sandra State of Florida w. Hiller l4000.00 1050.00 134.40 0.00 0.00  15184.40
03-001 RIE Legal-Tech Solution Melfa pending time entries 183.75 160185.00 3460.75 0.oo 0.00 163829.50
2324-002 J3F  Naples Beach Hotel 3Slip & Fall 1660, 00 100d. dd 1106.00 0.00 200,00 3566.00
0z-02Z8 RWE Tauescher Carl State of Florida v. Carl Tu 0.00 1500.00 z5.00 0.00 0.0o 1525.00
atters Pre-Eilled: 10 46408.76  175710.00 T338.88 o0.oo Z00.00 229257.64
atters skipped: 28

Gee the Skipped Matter List, under the Billing wmenu for a list of matters skipped and the reasons they were skipped.

Skipped Matter List
You can review the Skipped Matter list IMMEDIATELY after your Pre Bill run by going to Billing > Skipped
Matter List. This report will show which matters where skipped and the reasons of

e Insufficient Charges, or

e Billing Frequency, or

e Part of a Split Matter

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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PCLaw Tips & Tricks Best Practices

System Settings

System Settings are the global defaults for PCLaw and are accessed by Options pull-down | System Settings.

Other Tab
Show Vendors in Paid To Pop Up Help

Show Clients in Recvd From Pop Up
Help

Both settings allow you to double click
your mouse in the Paid To field for
checks and the Recvd From field in
Receipts to see a list of your Accounts
Payable Vendors or Clients

Double click in the TO field on a Check
and you will see a Pop Up list of your
Vendors.

Double click in the FROM field on a
Receipt and you will see a Pop Up list of
your Vendors.

ng Optiohz
G/L Accounting

arate Hard and Soft Client Costs

k Soft Costz in GAL

izb. Clearing B210
Zlearing 2200
R etainer B010

Matter |
i

Other Options

Usze Advanced Report Selections

[ Inchude Corrected Entries on Reports
[] Digplay in Order Ertered on Reports

[ 5howe Interest on Reparts

[#]i5 how Yendaors in Paid Ta Pop Lp Help
Show Clientz in Rowd From Pop Up Help

Search For Sort By

!Vendol Na w

E #planation Codes

E xplanation

Gekdcco., | 9

antz

v -

anc Accounting 5020 M
adc Administrative charges including... Mi
ady Advertising 5030 M
ag Agency Fees 5040 M
A103 Appear for/attend i
E121 Artitrators/mediators 5561 i &
= Attandanee 3t i
< i i | 3|
endors

Yendar Yendor Hame Account Not 4/

aMEx American Express 7629002348,

239018008 Main

i ohn Dodd, 5. E]
i Ermerson & Emmerson Law
ia} Federal Express 26206022

$ | HE

0K Cancel

Nickna

Explanation

G Acco ]

5020

Kelley / Uustal

Aot D,,j Tpeisting 4 ade

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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Ldministrative charges including... M
3 : ady Advertizing 5030 M
Feceived 100, ag Agency Fees 5040 M
£109 Lppear tordattend e
r
Fon | Sl | | S |
< I | »
Explanation | ~[{ = =
Papment Selections Clied Clients
Llient Invoice  [nterest Payment Amount Pa Client Client Mame 1
[ =1 v" ‘” | [Caleulate) ABC i |
B 0 7 T 2326 Alired. Glaria
Invoices ' G Allocations 323 Alves, Georges
Date | v | Matter Fees L2 bl bo blaue b Geete B
= 0572 Abwell, Johnathan
231 Beane, Jeffrey
2527 CFT
& X ol
[ ok ] [ cencel |



PCLaw Tips & Tricks Best Practices

Data Entry Tab

Save Time in Hrs and Mins — NEW
v10

Use Qty x Rate for Explanation

Codes (e.g. photocopies)

By selecting Time in Hrs and
Mins, the Time Sheet will show
15 minutes as 0:15 rather than
.25

P

System Settings

Past Due;’lnte_riait"_. Mg,_rngr_i;p_c_l_'_l'__r.gn_s._a_c;tj_c-m___. | Check Pattern T Frant Qffice . Fesearch
| Firmn | Other | Data Entry |_ Barking | Taw | Matter | Biling
[ Time Expenze
[l ave Time in Hrs and Mins |Jge Quantity » Rates Entries
Tirner

[ Mark Up Client Expenze

Fiound Time Entries to;u;ns :EMs

Amnount
125.00 *

Date I atter Lwyr | Tasz
972009 v 2323001 v Rwihr Bw

Expl.
Code |

-

Reports will show time in hours
and minutes too.

To use the Qty x Rate for an Exp.
Code, edit the Code by accessing
the list at Options | Lists |
Explanation Codes.

Select the checkbox at the
bottom left and set the multipli
rate.

In our example, | have setup a
$.25 charge per photocopy for
the Exp. Code PH.

When using the Expl. Code PH on
a Check or Expense Recovery, a
Quantity Calculation box will

Ilpop upll'

Enter in the Quantity and PCLaw
will calculate the Amount based
upon the set rate. Click OK to
save the amount.

NOTE: By leaving the checkbox, you wj

*** Summary by Working Lawyer ***
torking Lawryrer Hours
HMT - Howard M. Talenfeld 43:30
JIT - John J. Uustal 231:08
JSF - Joel 5. Fass 193:1%
EWE - Robert W. EKellew E70:51
Total: ] 1038:4Z) ~
Change Explanation Code
Dezcription
Nickname Ml | []Use with Task Based Biling
Explanation | Photocopies ‘ Spell...
On Expense Entries
Use G/L Account BEZ] v - ;F'hulucupy Fecovery
Categorization Options
(Al Entriss () Do Mot Summarize
() Time Entries O Summarize if Mo Extia Text
() Expense Enlries (3) Always Summarize
Guantity/Mark Up
Use for Quantity » R ate Entries
Default Rate: {0280 vl
e M
Date b atter Expl. Explanation
Code

9/7/2008 * 02026 * ph ~ Photocopies

Euantity

Rate

Rate  Amount
[|o250 = |

how Cluantity « B ate in Explanation

L8

][ Cancel ]

see the detail on reports. If the

Exp. Code is set to Always Summarize, the Bill will show a total of all
Photocopies.
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PCLaw Tips & Tricks Best Practices

System Settings
Banking Tab

Save Entries on Print

This setting will save the Check when you click Print — the same as clicking the OK button on the data entry

screen. This is an excellent Best Practices setting to ensure that the accuracy and integrity of the original

entry is saved. If the user changes that entry, it will original and modified or deleted entry will appear when
selecting the Include Corrected Entry option for the report.

System Settings

Firm || Other | Daata Entry |

General Bank Account

Automatic Check Numbering

Whark if Check Mumberz Reuszed
[] Restrict Changing Check Mumbers
[] Restrict Changing Peceipt Mumbers
[1Hide Service Charge Euttan

Save Entries on Print

Batch Check Printing

Past Dus/Interest. | Memorized Transactions | Check Pattem | Fiont Office | Fesearch

2%

Matter || Biling

Trust Bank Account
Automatic Check Numbering

Warh if Check Mumbers Reused
[[] Restrict Changing Check Mumbers
[] Restrict Chaniging Feceipt Mumbers
[ 1Hide Service Charg

e Button

This is a useful setting if you share a printer or do not have a dedicated printer for checks.

Il ze Batch Check Printing

When you click the PRINT button on a
check screen, the Add to Batch Check Printing box
is checked. When you click OK, the check is added

to the batch

Additional Check Payee Information - Clerk of the Circuit Co... El

Address | m

f Cancel
Cby | | Help

State f—' Zip Code | | ﬁ
e | [ |

Country
J

Label_|

Explanation | Fiing Fee =t

Template |W\
Add to Batch Check Printing

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.
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PCLaw Tips & Tricks Best Practices

Printing checks in a batch

Batch Checks are accessible under the File pull-down menu | Batch Check Printing. Select the Operating or
Trust Account and click OK.

Your checks will appear in a list. Select the checks to print so there is a checkmark on the left side, confirm
the First Check Number and click Process.

Il Select Checks to Print

o
(@
Ed

Bank &ccount (Operating First Check Murmber :ﬁﬁ'I_E_?_| Cliss
Frocess...
Date Paid To Created by Amount
Jun15/2004  Clerk of the Circuit Court ADMIMN 122,50
Jun29/2005  Tesk ADMIN 1.00 >
Ot 19/2005  Clerk of the Circuit Court ADMIN 1,00 Select Al
+f Moy 14/2005  Clerk of the Circuit Court ADMIN 5.00

Unmark

Clerk of the Circuit Court

Remaove

Dretails

Help

—_—

i tatter:  02-026 Client: 225 MName: Salazar. Regina ‘

| ReLine: ABC, Inc.

| Unbd O 155.00 Urbd Hrs: 0:00 UnbdFees 0.00 ‘

|4 600.00  GenFim 0.00  Tuet 100.00
System Settings

Matter Tab - New Matter Settings

Select the NEW MATTER SETTINGS button at the bottom left of the tab to default certain fields to appear on
the NEW Matter Screen. Adding these fields to the NEW Matter function will allow the user to complete this
information in one step rather than using the Matter Manager function to supplement the case information.

Add fields over to the right to default on the NEW Matter screen. In my example, | added the Billing
Address, Second Billing Address, Bill Setting Format and Referred By fields. Click OK to save the settings.

X

New Matter Display Fields

Select the figlds that will appear on the Hew Matter windaw:

Hidden Shown
Apply [ntersst I_BI” Setting Format
Calculate Interest From | Billing Address

Interest Grace Days
Interest Fate

Matter Introducing Lawyer
Mo Interest Before

Past Due Format

| Client Intraducing Lawyer

i Drefault Biling Rate

| Default Task Code

i M atter Azzigned Lawyer

| Opened [ ate®

| Referred By

| Responsible Lawper

| Second Biling Address
Type of Law*

9 |3|t Lawyel.hres
Staff Azzigned

Affinity Consulting Group LLC | Legal-Tech Solutions, Inc.

BBLaw Inc. ©2009 18



PCLaw Tips & Tricks Best Practices

System Settings
Billing Tab
Billing Output to PDF

System Settings @E|

Past Due/Inirest | Memorizes Transactions | Check Pattem | Fiont Offics | Reseoich |

° Creates a PDF copy of each invoice | Fim | Other | DataEnty | Banking | Taw | Matter | Biling
Options
e PDFimages are stored in the DG i Include Fas Entiies
same |Ocati0n as Other invoice [ Select Charges Include Disbursement Entries
. [ 4l Matters for a Client on One Bill Inhclude General Retainer Entries
| mages Prompt for Changes to Billed Amounts Inehude Trust Entries
° Ca n be Cha nged in System Settl ngs Allocate Fee Changes to Resp Lawyer Use Advanced Biling Selections
[ Prampt Befare Pasting Bills
% % lgnore if Less Than Auta Transfer fram Tiust
For Document Manager Users = elimssThan (000 ¥ [CJPint Genersl Receipts
° PDF Copies of each invoice can be Disburzements Less Than (oo | [ Print Trust Checks
Saved a nd |Ogged Oona matter EhaigesLess.Than il 7 [[] Restrict Invaice Mumber Override
baSIS Dutput Opticrs for lryoice Images
° Select Save PDF Files tO Output Path !E:\Program Files"ACGAWPDF Invoicesh | [ Browsze... ]

Document Manager \ voice Images to Keep: |100 |
Automatically Generate PDF Output

Save PDF Files to Document Manager  Document Type for POF Infoices |B|I177'!

Default Template Pre-Bill o —
Bl [pEMO M Templsle  [PRE v
Guick Bill i_Q£||Ké|_|_|_ v! Freguency !-Use Matter Bill Freq q
[ ok ] [ Cancel ] [ Help ]

When Save PDF Files to Document Manager is selected, the Bills are available in the Matter Manager >
Document tab.

Matter Manager, - 230-001 - Hiller, Sandra g@]
B~ =3 v G Matter [ Entry = port ~ | [ELAppt [fA ToDo fiil Mote | fF Conflit <& Quick Step () Help [ Save/Clase
Matter 5530.001 ~|  Client 230 - Hiller, Sandra  Be StateofFIondav Hiller ' [ Refresh ][ Load Last ][Clienﬁ Totals][ Label ]

Mein ', Biling | Seftings |, Summary '\ Events | Motes | Calls \ Time | A\, Cortacts | Related ' Docs' E-mail | Cpening Balances |\ AddTabs... ',

elect

Docurnent M ame | | Diesc or Comments Contain | | Document 1D | |

Document Contains | | O

h atter Diocument Doc Type | Created M odified Athor Do D Description ;38|E!CE '-2.
i - ; | [ADMIN.__[ 144 Billng on nvoice: 12 ~
230-001 class fiyer - final pdf memo AM3/2007 BATA200Z ADMIM 145

ool
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PCLaw Tips & Tricks Best Practices

System Settings
Memorized Transactions Tab

Edit Payee

The Memorized Transactions tab sets fields to memorize from previous transactions. After the first three
characters are typed in the To or From boxes of general checks, general receipts, trust checks, trust
receipts, or accounts payables, the fields selected on this tab are filled automatically.

Occasionally someone will misspell the Payee on a check, that mistake gets memorized and now you have to

edit it each time you create a check.

You can edit the Payee list for both General and Trust checks. Click the General or Trust buttons under Edit
Payee to pull up a list of Memorized Payees. You can change a Payee or remove duplicates. Deleting an

entry will not affect previous checks written to this Payee.

System Setfings 7ZX General Bank Memorized Payees
Firm .. Oither 7.‘ DataEntry || Banking | Tar | Mater | Billing —
-i:-'.ast.lj.l.,le.ﬁulnt;ale.ét i Memonzed Tranzactions | Check F';t‘iem | i lélont. folce h‘ESEEIDH Search For J
General Bank Account Trust Bank Account
Use Memarized Trans. for Check se Memarized Trans. for Check Select Payes
Use Memarized Trang, for Receipt Use Memoiized Trans, for Receipt
] Bank Account [l Bank Account - Pa“’lee
[ Amount [[] Amount ABC
[ Explanation ] Explanation ABC Offshore
[ Matters [ Mattsrs ABC Process server
[¥] &ddresses [¥] Addiesses ABC Rental Agencp
[ Prompt for Each Enty [C] Prompgt tor Each Entrp i:::;can EKDI’ESS
) Anthary Melfa
Accounts Payable Edit Payes Apply retainer
Ashel

[ Use Memarized Transactions

oK ][ Cancal J[ Help

Azsociated Court Reparters

Atwell

Bahamian Government
Bank charge

Belsouth

BIR

Broward County Processors
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PCLaw Tips & Tricks Best Practices

Viewing Time on the Calendar

Viewing time on the PCLaw Calendar is a useful, timesaving tool to get a snapshot of the total time
entered for a user without having to run a report. Additionally, you can double click on a day and drill
down to the entry details. This is a great function for anyone who has the responsibility to monitor time
entry by firm members or perhaps a partner who has no desire to learn or access report settings.

To use this feature, the PCLaw Calendar must be enabled in System Settings and enabled for each
timekeeper under Options | Lists | Lawyers and Rates.

Notice there is also an optional Daily Goal. If the Change Lawyer Information JW-John Wayne
Timekeeper falls below the daily goal, the days G | Acecuina | Spacal Feks | Bucetrigasi]
below the goal will appear as red on the calendar. o —
Hickname |1 Iritials |
If the daily goal is not set, red days indicate no time N e '—|
has been entered. N :
LCateqgary Partrer W |
. . Daily Goal |7 * Houws
If an Event Color is chosen, days meeting or I — - | [ teb ]
exceeding the daily goal will appear in that color. Lz Calsnda Event Color |

Select the timekeeper, select the month and click the Refresh button. If the Lawyer field is blank, the view
and totals represent all timekeepers.

You can double click on a day to bring up the Time Register in Change mode to edit or print entries. If an
entry has already been billed, you are warned that you cannot edit the entry. Security profiles dictate
whether a user will be able to view or double click and edit entries. To view entries, make sure the user
has the Register function and Time Listing Report in their security setup.

B [ime for: John Wayne

| s T —
Sun Mon Tue wed Thu Fri Sat Sun Mon Tue \Wed Thu Fri Sat MTD Totals

& f 829 0 i 1 2 3 g B IEFW': 47.Z0 $17840.00 ‘
2 3 4 5 6 7 8 6 7 8 3 10 11 12 |

9 10 11 12 13 14 15 13 14 15 16 17 18 EEN

16 17 18 19 20 21 22 2021 22 23 24 5 %
23 24 25 26 27 28 23 27 28 29 30

September, 2009 |
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PCLaw Tips & Tricks Best Practices

Matter Manager
Summary Tab - This is your friend!!!!

The Summary Tab in Matter Manager provides users with key balance and date information. Users will see
balances for Unbilled Hours, Unbilled Fees, Unbilled Disb., A/R and Trust. Users can click on one of these
totals to drill down to the Register providing the detailed entries. Security rights will dictate a user’s access
to view the balances or edit the entries in the Register.

B Matter Manager - 2323-001 - ABC Offshore Company
{5 ~ = - 98 Matter [ & Entry ~ ] Report - | B Appt [ To Do Tl Mote | 5 Conflict < Quick Step (# Help [

Matter |_E3Ej_|:|a1 v% Cligrit 23-23.-’-'«BEfoshole Compa Re ,-’-'-.B_Efolc:e Company - Annual cor [ Refresh J[ Laoad Last ] Clien
Msin ', Biling ' Seftings ' Summary . Everts | Motes | Calls \\ Time ' All' Contacts ' Relsted ' Docs', E-mail \ Opening Bals
Info ', Personal '\, Add Tabs... \

Balances

Unbd Dish Unbd Fees Unbd Hrs Last Billed
Total Trust Gen Binr 1R/ Ritrr Due Last Entry

Trust Bals [ 3000000 1 l Lazt Trust
AR Bal Int Paid Int Due Total Due

)

Memos . Collection Memas . Bill Memos . Pre-Bill Memas

|

M Register...

'§) Entry ~ | Report - Excel | 4% Quick Step | (® Help | [ Save/Close

Time ' General .___Trus1 Ex_pense -__Invoic:e N Ledger .___A.I'P \ Matter Appointments

Matter 2323001 +|Lawper |- StatDate (111982 v | EndDate 123122198 ¥| [ [ Fites | [ Select

Task

Date Entry # Hours Rate | Amount | Ireelt | Ewpl Code Explanation

=2

.-"‘I pr ration of documents; M eeting witl -

'9/25/2008 ‘2323-00 Rk Meeting with client

1047 /2008 232300 Rk, turc 1:00 R00.00 mwec Meeting with client

10411/2008 2323001 Rk turc 1:00 500.00 Research

114372008 232300 Rtk B 100 R00.00 MW Meeting with client re; pozzible setilement

11/6/2008 2323-0m ATE] B 4.00 450,00 1800.00 Fiesearch and trial preparation wilehtwhtweht ewthe
11/9/2008 2323001 Rk B 018 500.00 150.00 tofc Telephone call from client

11418/2008 2323001 Rk L10a 200 500.00 1500.00 4105 ‘Communicate (in firm) kwelkjilkewlgweltgwen
343042003 2323001 Rtk turc 1:00 500.00 500.00 Diraft pleadings
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PCLaw Tips & Tricks Best Practices

Matter Manager

Summary Tab - Client Totals

The Summary Tab in Matter Manager will also give you a client’s totals across all matters. The Client Totals
button is located at the top right.

You will have the option for Totals for the Client or toggle the view for any matter. Key information is
available without having to run report!

M Matter Manager - 05-009 - Legal-Tech Solutions, Inc.

P iatter [ ety = B Report o BRLA
Matter [05009  +|
- Settings

[ HRefrezh ] [ Load Lastl] LEIient Totals] [ I Label ]
Ledger « Al Contactz . Related ' Docs ' E-

Clignt 5228 -Legal-Tech Solutions,  Fe Test matter for training

zin - Billing

. Summary’ Events © Motes . Callz . Time

Opening Balances Perzonal . Marriage - Coro nfi metri o add Tak

Balatices Client Totals

Unbd Disb Unbd Fes Client Client MName

Tatal Trust. | 3735345 Gen Rtnf 226 Ermmerson, Cindy

Trust Bals [ M atter Re
I

A/R Bal Int Paid | 03-001 Melfa pending time entries
I 05009 Test matter for training

Memos . Collection Memos . Bill ke |

T

Unbd Disb [3460.75 | Unbd Fees|141885.00 | LUnbd Hrs [453.50

| Last Billed | 10/3/2008 |

Takal Trust: 95108.4ﬂ Gen Btar LD.DD Rtrr Due iD.DD

| Last vty |9/28/2009 |

TrustBals | 9510845 1

| Last Trust [ 10/8/2008 |

4/R Bal

183.75. Int Paid  [187.43 it Chiie:

| TotalDue [38528 |

{20153
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Matter Manager

New Matter Defaults

This feature allows you to set a client’s new matter defaults. Sometimes a key client will have settings that
are different than other clients (e.g. Assigned Lawyer, Billing Address, Task Code, etc.). By using this setting,
you can set that information for future matters.

To access the settings, you must be in Matter Manager on one of the client’s matters. Go to the Settings tab
and then New Matter Defaults. Add fields over to the right and then complete the defaulted information.

New Matter Defaulls ﬁl

Sedech the fields 1o detaull on news malters i iz clent
Mot Defaulted

1Bl Seltng Foimat ~
Halter Introducing Lawser

Biling Address

[refak Task Code

e | vt
| Chent Introducng Lavepes

L
D
2
2
L
F

[}
Stalf Assigned
Froduce Past Due Hotices
Pzt Dus Fomat
Apply Inteied
Inteeest R ote
‘Mo Irtetost Befois
Irdeeest Grace Days ]

Responsible Lavwer JW = e Lohn Wayre

0K Cancal Help

Now the next new matter for that client will inherit this information.

WNewbatter  __________________ CE®

Main' Biling " O_pening_ElaIances "
Last batter Client Matter &= Open o Opened |§"EED_DS_“']

g ] | L= Clignt Iritro. HMT = - {Howard M. Talenfeld i
Type of Law M: = Matter Intro... | ] C::
Hetanl] sl -BW——vJI z iBiIIabIe ok Responsible LawyeriJW' |- [John Wayne c!
[refault Rate |C° - s ared

bl o =

Referral Type | Other v | Othier Staff ’———,!

Description | 4 | F

Client Address | Billing Addi 5 d Billing Add 1

Client

Tie | |Fist|Cingy | Middle &, | Last|Emmerson I |

Firm Mame | Legal-Tech Solutions, Inc. | Display As| Carparation v |

Address Phone & E-mail
Steet 5285 Whitten Drive [Business] 233-263-9033 =0 |
_ (Home ]| | [Other] I

L L [Bus. Fax)| 235-236-0240 |

State FL | Zip |34104 | el earino | '_"T'

otk | [ -ma? ]:tralnlng@ egal-techsolutions. com |

Aftention | Cindy Emmerson | [E-mall 2] |

[ Mew Matter Defaults ] [ Conflict ] [ Mew ] [ Mext ] QK. [ Cancel ] [ Help ]
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Matter Manager

Rate Exceptions

Rate Exceptions are new to PCLaw v10 and are located on the Billing Tab in Matter Manager. The hourly
rate exceptions for timekeepers are now defined here rather than at the Split Lawyer Charges function.
Exceptions give the firm options to override billing rates for timekeepers, task codes and disbursements.

Firms who practice insurance defense billing now have the option to define different hourly and
disbursement rates. For instance, the standard photocopy charge is $.25 per copy but one client will only
allow $.10 per copy. That rate exception can now be set in Matter Manager.

In our example, one timekeeper charges a different hourly rate for the task code Travel, another timekeeper
charges $500.00 per hour regardless of the task code, and the client will only allow $.10 per copy. Note, if
the exception applies to all timekeepers for a specific task code (e.g. Travel), leave the Lawyer field blank.

Rate Exceplions El
Tirne Endries
Lawmmer Lianwper Macne Tack Tatk Mame Frishe: &
EP = Biad Pt L * Tranved lime 17500 il
I Jiokin Wans SO0 0
] "
Esparme Enbiss
Expl. oo Explanation Fale =,
gh * Pholocopees 0100 .

To utilize the Expense Rate Exception function, enable the “Use Quantity x Rate Entries” in System Settings,
Data Entry tab, AND on the Exp. Code itself (Options > Lists > Exp. Codes).

If multiple rate exceptions are specified, combined lawyer/tasks overrides take priority, followed by task
code overrides, and then lawyer overrides
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Matter Manager
Billing Cycles 1-6

Billing cycles define the frequency in which the matter is eligible for a pre-bill or bill (under mass pre-billing
or billing). The options are Include, Exclude, Monthly, Quarterly, Semi-Annually, and Annually. However,
there are six additional frequencies Cycles 1 — 6. These are “Firm defined” and another tool to segregate
your matters (e.g. Contingent matters or Flat Fee matters). Cycles 1 — 6 are useful alternative because you
cannot run mass Pre-Bills on Excluded matters.

B Matter Manager - 05-009 - Lepal-Tech Solutions, Inc.
&~ :& - O Matter [ Entry ~ E] Report - | .Ap_._[;lt [i To Do Ttk Note | € Conflict 4

Matter 05009 v Clent 226 - LegalTech Saulions, Fie Test matter for isining [ Behe
Main ', Billing ' Seftings ' Sumimary  Events  Motes ' Calls '\ Time ' Ledger ' AN Contacts ', Rel
Opening Balances ', Personsl ' Marriage . Corp ' Info Tymetriz  Add Tabs... |

~ | Billing Template !__c-l-emo -

Bill Settings | Default v: Frequency| |

Allows Bill Setting Overides
Fees Edsgrtt};lalﬁy Options
[[]Use Task Based Biling Azeoe Tupe of Ly SemiAnnually [¥] Ao Allaca
[[] 4pply Discount to Fees Ennlug”k' ] Eill Drily Diz
_—y selude
Budget Fees(0.00 ] Cycle 1 [ Automatica
- Eﬁi:g % |_ Apply Trust
Wismbpaiodune: B Ancd Cycle 4 ::I [ ]k For Re
Fool BlE Cycle 5 i__! Al
MaxFess 0,00 - BillecoiCecle ]
Disbursements o
[] Automatically Create Disbursements at Biling [] Bverride Bil

When it is time to run Pre-Bills for any group of matters in Cycle 1 — 6, go to the Options tab and select the
Frequency at the bottom.

Pre-Bill Selections IZHS(
[Main || Mater | Fees | Diss | Fiopts | Trost | Ditons

Options
[[] Select Charges
[ Produce Summary Repart
Froduge Summary Report Doy (Me Dther Dutput]

[ Brint Client Summary

[[1Include if Payments Since Last Invaice

[DInclude if &/F Balance &t Least I m

[[] Exclude if /R Balance

lanore if Less Than

Fees Less Than

Disbursements Less Than

Select Freguency [<AUTOMATID:
[ Include Orlp =

Encle 1

- |Cucle 2
Cycle 3

Cucle 4 ] [ Cancel ] [ Help

wole 5

S
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Matter Manager

Billing Cycles 1-6

When running the Client WIP report, you can select segregate the matters by Billing Frequency by going to

the Other tab.

ork-in-Progress @ ﬁ

Include Summarize By
Time and Fees “Warking Lawwer
Non-Billable Time Entries ] Rregponsible Lawyer
MNever Bill Time Entiies [ Client Introducing Lawyer
Disbursements [C] Matter Intraducing Lavaer
Retainers
Jige Fiom Shaw Unbilled Entries
(g2 (3 As at End Date
Odear [Fzziam
Include only Matters with |gnore Matter iF
[[] Megative Unbilled Disbursement Ealance Fees Less Than 1} il
Entries Older Than o | Disbureements Less Than |0 -
= I
| AR R L Charges Less Than 1] e
Eill Frequency <ALL> vr‘
(nclude
Fonthiy
Quarterly
S ermi-drnually
Annualy
Euclude oed Last [ ok J[ camesl |[ Helb |
Cycle 1
Cycle 2
Cycle 3 ] [ }
Cycle 4 atter Mafhager Calendar

Cycle 5
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Deposit Slip Module

The Deposit Slip Module is a timesaving tool that allows the firm to print their daily receipts for any bank
account onto an actual deposit slip laser form. The forms are an industry standard available from LN Forms
or most forms suppliers.

Even if your firm will not use the actual form, you should still consider using this module. There are two
immediate benefits:

Used on a daily basis, the accuracy of the data entry is immediately confirmed rather than waiting
until bank reconciliation;

Gives a deposit slip total at bank reconciliation — no more pulling out the calculator for adding up the
individual receipts!

Go to the Tools pull-down menu | Deposit Slips to access the module.

Select the bank account and date range

Select the receipts to be included on the deposit total and confirm the total at the bottom

Confirm or change the print/deposit date, click Print to the Printer and then OK to save.

If you aren’t using the laser form, print it on paper and use the DEPSLIP template but if you are using
the form, set the DEPTCKT ticket in System Settings | Banking tab

Mark ltemns - Create Deposit Slips

Swb ey (o )
Bark [ﬂpemlng Canced |
Bianch| Bark of Amernica :]H o=
] Pt
Hofder [ Mo, Plashier & Mcunay, LLF Trensit [0z dect B [235z30m o
[F
Diapasn |rdoimatsn {-: B
SipND 4 Date (11A0/2008 % | Terplate (3} Gereen
) Bath
1
E Date Fecenved From Mattei Ong Bank  Pawme Amount
3066 11/1073005 Transtemed hom Trust 2300 Chack. 675.00

W 3066 11/1VZ008 Geooe: Alves

[ Deselectan | | Bemove Erty || Total 567500
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Deposit Slip

For bank reconciliation, select the checkbox to “Use Deposit Slips”.

S -DK
(%) General Acct 11 viL Dperating
Otus -

Start Date End Date

[1171/2008 ~| [11/30/2008 & |
doehineBrianccdEningBalnn
[Emmm | (00000 |

Skip Zero Balance Receipts

Skip Zero Balance Checks

2008 to 11{30{2008

Receipts

o
s

siliiid

[rate H_cpt # Feceived From Amovnt o Cancel
1144/2008 00151

Help

Select Al
Deselect Al

Fieport...
Save

Mew Enors..

ervice Charge....
Refresh
Find & Mark...

)
@
o,

Jooooooooooooopklios

TIP: You can reprint or edit a Deposit Slip. Perhaps the printed date is wrong or the printed copy has been
misplaced. When you are at Tools | Deposit Slips, there is a Change button and Reprint option. The key is to
select the date range that will include the original slip.
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Billing Fees Journal Report

The Billing (Fees) Journal is the source accounts receivable report by which other A/R reports
retrieve information. The journal lists invoices created through billing and matter opening
balance. Write-downs and payments affect the current amount outstanding for each invoice.
Invoices are detailed by fee credit lawyer.

One the biggest benefit is that this report will break out the Accounts Receivable into Fees and Costs. Fees

and Costs are not broken out on the A/R by Client report.

Here is a Receivables Report for a matter. The total A/R is 9,832.12. Looking at this balance will not tell you

how much is owed to the firm for costs.

0 Receivables by Client E]@@
| HE T & | #8886 G+ B~ | Defaurt with (coll memos) - @ B

Sep 22/2009 Malfa, Plashkas & McMurry, PoA.
Peceivables by Client with Collection Memos
To Sep 2272002

Client No. & Name Intro [ e e Dutstanding ----------------—----- 1
Bus #: Home #:
Hatter No.
Collection Memos Last Receipt
Invw AR Date Date Amount Col. Lwmw Billed == 30 <= 60 <= 30 > 30 Total Trust Bal
2310 Doe, John JISE :j
Z310C-01 Joe, John v. Jane Doe - Cost Ledger
1206 Aug 15/Z008 JEF 55lz. 12 £glz.1z 55lz.1z2 looo. 00
1202 Aug 15/zZ008 JESF Zgz0. o0 Z28z0.00 Z8z0.00
1215 HNow 20/Z008 JSF lz50.00 1350.00 135000
1217 Mar 11/2Z00% Mar 1172002 3000.00 JSF 2150.00 150.00 150 00

Matter Total 0.00 0.00 [T 9832.12 =
Total: 0.00 0.00 o.on 9832.12 I 2832 12

Here is a Billing Fees Journal report for the same matter with the “Include Paid Invoices” box unchecked.

More information is given about each timekeeper’s billed hours and fees and costs billed.

B Billing{Fees) Journal E@@
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Ea | B & - | M8 & - B+ | Defautt - Bp B
Zep zz/2009 Melfa, Plashkes & MoMurry, PLA.
Billingi(Fee=s) Journal
Te Sep ZZ/Z009
Date Invoice Client Client Name
Hatter Matter Description AfR
Entz L > Hoursz Feag Dichs Tax Receipts Ret ainerg Paid Balance
Bag 1572008 12028 2310 Doe, John e
z210C-01 Joe, John w. Jane Doe - Cost Ledger =
940 JEF o.oo 8z0.00 o.oo0 o.o0o0 o.oo0 o.o0 o.oo 8zo.00 =1E0
EP 0.oo Z000.00 o.oo Zooo. oo
Total 2820 00 o_oon oo o_oon 0_on o_on 2820 _00
Buag 1572008 lz06 2310 Doe, John
Z210C-01 Joa, John w. Jane Doe — Cost Ledger
23928 JESF o.oo S000.00 Llz. 1z o.oo o.oo o.oo o.oo 5Rlz 1z =1z0
MNow 2072002 lzle zz210 Doe, John
2310C-01 Joe, John w. Jane Doe - Cost Ledger
3142 JSF 3.00 1350.00 o.on 0.00 o.on o.oo o.oo lzs0.00 =1lz0
Mar 11720093 1217 2210 Doe, John
Z2310C-01 Joe, John v. Jane Doe - Cost Ledger
21EE JEF £.00 Soo. o0 o.on 0.oo o.on 2000.00 2E57.14 4Z.86 =120
JTr 5.00 ZZ50.00 Z21l4Z.86 107.14
Total 3150.00 0.00 000 0.00  3000.00 300000 o0
Total 12320.00 512 12 0.00 0.00  3000.00  3000.00 | 9%¥32.12
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Billing Fees Journal Report

Scroll down to the Firm Summary section of the report to review the Fees and Costs breakdown for the total
Accounts Receivable. Note, the split between Hard and Soft Costs are shown here because that setting is
enabled in System Settings.

*** Firm Summary **¥

| Tt standing |

Billed Paid <20 Days 21-60 Days &1-30 Days 91-1Z0 Days =12Z0 Days Total % Firm
1Z3E0.00 200000 0.oo o.oo o.oo o.oo S3z0.00 S2z0.00 100,00
ZZ.1Z 0.oo 0.oo o.oo o.oo o.oo ZE_1Z ZEZ. 1z 100,00
430,00 0.00 [u i T ] 0.00 0.00 0.00 43000 430,00 100,00
.00 0.00 [u i T ] 0.00 0.00 0.00 a.ao a.ao 100,00
12832 12 2000._00 0_00 0.00 0.00 0.00 9832 12 9832 12 100.00

Bank Reconciliation Best Practices

The following should be considered when developing firm policy and utilizing the tools and settings provided
in PCLaw.

¢ Assign different people to enter checks and receipts versus performing the bank reconciliation
¢ Print Missing Checks report under Reports | Journals

e Print Bank Journals to show corrected entries and use the Template format to show User name
¢ Enable the System Setting “Save Entries on Print” located on the Banking tab

¢ Bank statements mailed to a Partner’s home and opened by the Partner

e Partner to review and sign off on monthly bank reconciliation reports

¢ Review copies or images of cleared items

¢ Void checks and reissue if necessary
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