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Instructions to Add or Edit Discounts to a Fee Offer

To begin, select your clients name in the upper left corner of your CounselLink web site and click the Fees
tab. Note: Select ‘View Fee Structures’ radial button to get more results.

Click on the Fee Structure ID number (2784 with the Sacramento office was used in example) that you
previously entered rates that you wish to add a discount.
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Link will take you to the Fee Offer Overview page. Go to the Fee Offers tab and click on the Fee Offer ID
number:
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Review the Discounts section; Click the +Create Discount button.

Discounts

Discounts (1) /
=+ Create Discount

Discount Type Apply To Description

Discount Term Fees Fee Discount

0 of 1 items selected

To Add/Edit a Prompt Pay Discount:

Click the Create Prompt Pay Discount link:

Definition

Apply up to 15% discount to invoice Fees

Create or Edit Discount

+

Create Prompt Pay Discount

"Prompt Pay Discounts” encourage quick payments and can
save your company money if you have an agreement with the
Firm and can make quick payments.

7
o Edit Discount Terms
Requires special Rule configuration. Ensures invoice level
discounts do not exceed any defined "Discount Terms".
Contact Customer Service for additional informaticn.
Cancel

Select what the Discount Applies To, complete the Discount Description sections click Save

Create Prompt Pay Discount

Client A t Payable pr ing time: 0 days

Description / Definition /

Back

Prompt Pay Discounts encourage quick payments and save your company money if you have an agreement with the Firm and make quick payments

Discount Applies to: * Select One
Feea

Expenses
Feea & Expenses

<

000 days from date invoice was sent. +

ter Deacription Apply 0-100 % discount to invoice if paid within 9499

Save Discounts Cancel




To Add/Edit Discount Terms on your Fee Offer:

Click the Edit Discount Terms link.

Create or Edit Discount

Create Prompt Pay Discount ° Edit Discount Terms
"Prompt Pay Discounts" encourage quick payments and can Requires special Rule cenfiguration. Ensures invoice leve!
save your company money if you have an agreement with the discounts do not exceed any defined "Discount Terms".
Firm and can make gquick payments. Contact Customer Service for additional information.

Cancel

Enter the applicable discount percentage for Fees and/or Expenses and click Save Discounts.

Edit Discount Terms

Setting "Discounts Terms" in combination with Rule 0056 will make sure invoice level discounts do not exceed the terms set for Fees and Expenses.
Fee Discount Terms: 15 %

Expense Discount Terms: o-100 | %
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You will then be taken back to the Fee Offer Overview screen where you will now see your discount.

If you need any assistance with completing the above tasks, please contact our Customer Support team who
are available 24 hours a day, seven days a week at:
1-800-600-2282
+1-919-378-2713
ask@lexisnexis.com

If you are unsure about which discount to submit on a fee offer, please contact your client directly for
instructions.
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