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Batch audit reports

Cash Receipts Audit Report Overview

The Cash Receipts Audit reports all posted cash and prepaid deposits (PPD) entered through
the Cash Receipts function. This includes posted normal batches as well as direct and

adjustment batches that automatically post when saved.

Purpose

Audit Lists provide information concerning transactions entered into Juris, and ancillary
information relative to the entry such as the method of entry, batch information, and totals.
The Cash Receipts Audit provides this information for posted cash.

Create a Cash Receipts Audit Report

To create a Cash Receipts Audit report:

1. Select Inquiry - Reports > Reports > Batch Audit.

The right pane displays a list of all available batch audit reports.

B Batch Audit =R <=
Form View Tools Help
= Sy - EE|EE | W
E Juriz = | Description I
il Tables £ Cash Receipts Audi ALTOED
-l Transactions Ed Credit Memo Audi ALTO30
. : Expenze Entry Batch Audit List AL1mao
= E '”q“;ﬁ’ : F‘EPID”S @ L General Journal Batch Audit AL1000
Slgd Heports N M anual Bills Audit AL1040
RE gaﬂ: ’::‘;f“ Pasted Bils Audi AL1050
N Bateh Lo Time Entry Batch Audit Lis AL1020
.g Truzt Adjustrment Audit AalLi0ao
E Master Lists i
E Feferance Lists Youcher Sudit AL1090
E Activity
E General Ledger
E Other =[] « i b
For help, press F1 T itern(z] E::'EB M otifications CapPs ML
2. Double-click Cash Receipt Audit.
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The Batch Audit\AL1060 window opens.
Ef Batch Audit\AL1060 (o @ ==

Form Edit Help
= E][&

Current Report  ALT0E0: Cazh Receipts Audit

Destinations Destingtion ; @
Screen "
Sulngrdur-itzenA LNGRDU-Development2 J
FDF File j
Ranges Range From To ﬂ @
Batch Murber a 333333 ﬂ
Available Sorts Selected Sorts
Sorts @ J &4 Batch Mumber
A
Option Py Selection
Options Print Trailer Page I 7 -
Table of Contents Batch Mumber

CAPS MLIM

For help, press F1

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.
Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.

©2021 LexisNexis. B All rights reserved. 15 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Cash Receipts Audit Report Reference

Report options

Screen element Description
Destinations

Where you want to send the report (i.e., printer, view on screen export to

DEE o an Excel file, etc.)

Ranges

Run a report that displays a particular batch number or range of batch
numbers.

Batch Number

Matter Run a report that displays a particular matter number or range of matter

numbers.
Sorts
Batch Number Sort selected items by batch number.
Options

Prints a separate page that lists the report selections for the

Print Trailer Page .
accompanying report.

Select the breakdown of the Table of Contents. Available selection is

Table of Contents 'Batch Number.'

Text boxes (fields)

Text box label Description

Rec# Record number of the entry in the batch.

Bill Number The bill number that cash was applied to (only for deposits on the A/R tab).
Check Number The check number.

Check Amount The total amount of the check.

Check Date The date of the check.

Payor The name of the person who wrote the check.

Information from the A/R tab

Fees (Balance) Beginning fee balance.
Fees (Applied) Cash applied to fees from this cash receipt.
Fees (New Balance) Calculated as "Fees (Balance) - Fees (Applied)"
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Text box label

Cash Expenses (Balance)
Cash Expenses (Applied)
Cash Expenses (New Balance)
Non-Cash Expenses (Balance)
Non-Cash Expenses (Applied)

Non-Cash Expenses (New
Balance)

Total (Balance)
Total (Applied)
Total (New Balance)
Fee Allocations

Timekeeper ID
Timekeeper Name (Balance)

Timekeeper ID
Timekeeper Name (Applied)

Timekeeper ID
Timekeeper Name (New
Balance)

Expense Allocations

Expense Code
Expense Description (Balance)

Expense Code
Expense Description (Applied)

Expense Code
Expense Description (New
Balance)

LexisNexis® Juris® Reports Guide M Release: 3.2

Description

Beginning cash expense balance.

Cash applied to cash expenses from this cash receipt.

Calculated as "Cash Expenses (Balance) - Cash Expenses (Applied)"
Beginning non-cash expense balance.

Cash applied to non-cash expenses from this cash receipt.

Calculated as "Non-Cash Expenses (Balance) - Non-Cash Expenses
(Applied)"

Beginning total balance.
Cash applied to the total balance from this cash receipt.

Calculated as "Total (Balance) - Total (Applied)"

Beginning timekeeper fee balance.

Cash applied to this timekeeper from this cash receipt.

Calculated as "Timekeeper ID Timekeeper Name (Balance) - Timekeeper

ID Timekeeper Name (Applied)"

Beginning expense code balance.

Cash applied to this expense code from this cash receipt.

Calculated as "Expense Code Expense Description (Balance) - Expense
Code Expense Description (Applied)"

Information from the Other tab

Bank Code
Account Number
Amount

Reference

The code for the bank used to receive the funds.
The account number associated with this part of the transaction.
The amount deposited under the Other tab.

Text entered in the Reference text box on the cash receipt.
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Text box label Description

Information from the PPD tab

The amount that applies to a prepaid account. (Client/Matter Reporting
PPD Amount Name and Client/Matter Codes that funds were applied to are also listed
here.)

Information from the Trust tab

Client/Matter Codes Client/matter reporting names.
Trust Bank The bank account that was setup as the trust account for this cash receipt.
Trust amount The amount deposited into the trust bank account.
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Cash Receipts Audit Report Overview

The Credit Memo Audit reports all credit memos posted through the Credit Memo function for
the selected range.

Purpose

Audit Lists are detail level tools specifically designed for verification of input of certain data to
the system. Like ledgers, they provide a viable and easy to follow audit trail of the firm's
transactions. Audit Lists provide information concerning the transactions you enter into Juris,
and ancillary information relative to the entry such as the method of entry, batch information,
and totals. The Credit Memo Audit provides information on credit memos.

Create a Credit Memo Audit Report
To create a Credit Memo Audit report:
1. Select Inquiry - Reports > Reports > Batch Audit.

The right pane displays a list of all available batch audit reports.

[E=E[EcR =]

2. Double-click Credit Memo Audit.
The Batch Audit\AL1030 window opens.
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Ef Batch AudithAL1030 ===
Form  Edit Help
= =AY
Current Report  AL1030: Credit Memo Audit
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Batch Mumber 0 993953 ﬂ
Available Sorts Selected Sorts
DO @ J 24 Batch Number
ﬂ 4 Record Number
Option P Selection
Options Word Wrap Codes L 7 f' I -~
Print Trailer Page I
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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To select arange:

Ranges . 8
Range Batch Mumber a ﬂ
From 00001
Ta 333339 c ) |

e

@ k. | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Clickinthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
| check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4 |eft arrow
button to remove the sort option.

7. Optionally, click the Word Wrap Codes check box to select it, if you want the contents to
wrap so all content shows in the display. If you only want to see the content that fits in the
content column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print & button on the toolbar to generate your report.
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Cash Receipts Audit report reference

Report options

Screen element Description
Ranges

Run a report that displays a particular batch number or range of batch
numbers.

Batch Number

Run a report showing only the information that has changed or been
Since Last Run Date added since the date on which the report was last run. This option is only
available when the report is run as part of a report queue.

Sorts
Batch Number Sort selected items by batch number.
Record Number Sort selected items by record number.
Options
Checked - The contents in the text box wrap to the next line.
Word Wrap Codes Unchecked - The text box displays only the content that fits

within its confines.

Prints a separate page that lists the report selections for the

Print Trailer Page .
accompanying report.

Select the breakdown of the Table of Contents. Available selection is

Table of Contents 'Batch Number.'

Text boxes (fields)

Text box label Description
Fees Billed (Balance) Prior Amount + Adjustment
Cash Expenses (Balance) Prior Amount + Adjustment

NonCash Expenses (Balance) Prior Amount + Adjustment

Surcharge (Balance) Prior Amount + Adjustment
Interest (Balance) Prior Amount + Adjustment
Total (Prior Amount) Total of entire column.
Total (Adjustment) Total of entire column.
Total (Balance) Total of entire column.
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Text box label
Fee Allocation
Expense Allocation
Tax 1 (Balance)
Tax 2 (Balance)
Tax 3 (Balance)
Description
Journal Entries
Client

Client Nickname
Matter

Matter Name
Bill Number

Bill Comment

Cash Expenses (Adjustment)

Date

Expense Allocations
Fees Billed (Adjustment)
Interest (Adjustment)
Narrative

NonCash Expenses
(Adjustment)

Fees Billed (Prior Amount)
Interest (Prior Amount)

NonCash Expenses (Prior
Amount)

Surcharge (Prior Amount)
Tax 1 (Prior Amount)
Tax 2 (Prior Amount)

Tax 3 (Prior Amount)

LexisNexis® Juris® Reports Guide M Release: 3.2

Description

Previous Allocation + Adjustment

Previous Allocation + Adjustment

Prior Amount + Adjustment

Prior Amount + Adjustment

Prior Amount + Adjustment

Description of the report.

General Ledger main account.

Code used to identify the client.

Short name that identifies the client.

Code used to identify the matter.

Nickname used to identify the matter.

Number of the original bill.

Comment as entered on the credit memo form.

Cash expense adjustment as entered on the credit memo form.
Date as entered on the credit memo form.

Expense code and description.

Fee adjustment as entered on the credit memo form.
Interest adjustment as entered on the credit memo form.

Narrative as entered on the credit memo form.
NonCash expense adjustment as entered on the credit memo form.

Fee before adjustment.

Interest before adjustment.
NonCash expenses before adjustment.

Surcharge before adjustment.
Tax 1 before adjustment.
Tax 2 before adjustment.

Tax 3 before adjustment.
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Text box label Description

Record Number The System assigned record number within a credit memo batch.
Tax 1 (Adjustment) Tax 1 adjustment as entered on the credit memo form.

Tax 2 (Adjustment) Tax 2 adjustment as entered on the credit memo form.

Tax 3 (Adjustment) Tax 3 adjustment as entered on the credit memo form.

Fee Allocations Employee ID and name

Debits Amount IF >0

Credits Amount IF <0

Reference Reference information as entered on the credit memo form.

I NOTE: The report does not include 'purged credit memo' batches.
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Expense Entry Batch Audit List Report Overview

The Expense Entry Batch Audit reports expense entries entered and posted through the
Expense entry function. This includes posted normal batches as well as direct and adjustment
batches that automatically post when you save them.

Purpose

Audit Lists are detail level tools specifically designed for verification of input of certain data to
the system. Like ledgers, they provide a viable and easy to follow audit trail of the firm's
transactions. Audit Lists provide information concerning the transactions you enter into Juris,
and ancillary information relative to the entry such as the method of entry, batch information,
and totals. The Expense Entry Batch Audit List provides this information for posted expense
entries.

Create an Expense Entry Batch Audit List report
To create an Expense Entry Batch Audit List report:
1. Select Inquiry - Reports > Reports > Batch Audit.

The right pane displays a list of all available batch audit reports.

B8 Batch Audit ===
Form View Tools Help
= By e B |EE | o
-- « | | Drescription | 8]
Cazh Receipts Audit ALT0G0
IR Inquiry - Reports 0 Creit Memo Audi AL1030
H_epu:urts I _ Expense Enty Batch Audit List @ Al
Batch flu@t General Journal Batch Audit ALT1000
gat':: Ed't - Manual Bills Audit AL1040
E Mat':t - Pasted Bill: Audi L1050
B At Lt Time E ntry Batch Audit List AL1020
E Activity Trust Adjustment Audit ALT080
~f] General Ledger Youcher Audit AL1090
E Other
E Impart Errors
E Truszt - [ « m b
For help, presz F1 9 item(z) E:Ej Motifications CAPS MLk
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2. Double-click Expense Entry Batch Audit List.
The Batch Audit\AL1010 window opens.

Ef Batch AudityAL1010 ===
Form  Edit Help
& M| &E[&
Current Report  AL1010: Expenze Entry Batch Aodit List
Destinations Destination ; @
Screen
Wuhgrduy-itzerLNGRDU-Developments ﬂ
Ranges Range From To ﬂ @
Batch Murber a0aam 333333 ﬂ
Available Sorts Selected Sorts
Sorts @ 21 Batch Mumber
L Record Mumber
A
Option Py Selection
Options Word Wrap Codes W/ :I' I -
Print Trailer Page m:ﬁl |
Table of Contents Batch Humber J
Faor help, press F1 CAPS M1k

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.
Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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To select arange:

Ranges . 8
Range Batch Mumber a ﬂ
From 00001
Ta 333339 c ) |

e

@ k. | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Clickinthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
| check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4 |eft arrow
button to remove the sort option.

7. Optionally, click the Word Wrap Codes check box to select it, if you want the contents to
wrap so all content shows in the display. If you only want to see the content that fits in the
content column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print & button on the toolbar to generate your report.
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Expense Entry Batch Audit List report reference

Report options

Screen element

Ranges

Batch Number

Last Run Date

Sorts
Batch Number
Record Number

Options

Word Wrap Codes

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
G/L Account
Client
Client Name
Amount
Phase
Task
Code 1
Code 2
Code 3
Date
Exp. Code
Rec. #
Units
Amount

Description

Run a report that displays a particular batch number or range of batch
numbers.

Run a report showing only the information that has changed or been
added since the date on which the report was last run. This option is only
available when the report is run as part of a report queue.

Sort selected items by batch number.

Sort selected items by record number.

Checked - The contents in the text box wrap to the next line.

Unchecked - The text box displays only the content that fits
within its confines.

Prints a separate page that lists the report selections for the
accompanying report.

Select the breakdown of the Table of Contents. Available selection is
'Batch Number.'

Description
Main General Ledger account number.
Code that identifies the client.
Client's reporting name.
Expense amount
Budget phase
Budget task code
Optional code 1 from the expense entry.
Optional code 2 from the expense entry.
Optional code 3 from the expense entry.
Entry date of the expense.
Expense code
Record number
Units as recorded.
Amount as recorded for this particular unit.
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Text box label Description
Incurred By The employee ID for the employee who incurred the expense.
Date Journal entry date.
Matter Code that identifies a matter
Matter Reporting Name The matter name that prints on reports.

I NOTE: The report does not include 'purged expense' batches.
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General Journal Batch Audit Report Overview

The General Journal Batch Audit provides a listing of all journal entries posted into the
system. This includes posted normal batches as well as all journal entries automatically

created based on the specific accounting method you select.

Purpose

Audit Lists are detail level tools specifically designed for verification of input of certain data to
the system. Like ledgers, they provide a viable and easy to follow audit trail of the firm's
transactions. Audit Lists provide information concerning the transactions you enter into Juris,

and ancillary information relative to the entry such as the method of entry, batch information,

and totals. The General Journal Batch Audit List provides this information for posted general

journal entries.

Create a General Journal Batch Audit Report
To create a Cash Receipts Audit report:
1. Select Inquiry - Reports > Reports > Batch Audit.

The right pane displays a list of all available batch audit reports.

g

-

= Batch Audit == =R
Form View Tools Help
& B, B
-- Tranzactions = | Degcription | 1D
Billir Cazh Receipts Audit ALT0RD
SR Inquiy - Reports @ Credit Memo Audi ALT030
H_epnrts | _ Expense Entry Batch Audit List EARN]
E Batch '&'ufj't General Journal Batch Audit aL1000
s o wet — | |EJ Manual Bills sudit AL1040
E Mat'zt f_gt Pasted Bills Audi AL1050
T At Lt Time: Enty Batch Audit List AL1020
E Activity Trust Adjustment Audit alLioan
~f] General Ledger Youcher Audit AL1090
E Other
E Import Errors
E Truszt - [ « m b
For help, prezs F1 9 item(=] E:Ej M otifications CAPS MLk
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2. Double-click General Journal Batch Audit.

The Batch A

udit\AL1000 window opens.

Form Edit

Ei Batch Audit\AL1000

Help

(& E

Current Report

Destinations

Ranges

Sorts

Options

AL1000: General Journal Batch Audit

Destination

Screen

Wuhgrduy-itzerLNGRDU-Developments

Range From To
Batch Mumber 00000 999953

Available Sorts Selected Sorts

@ J 21 Batch Mumber
ﬂ L Record Mumber

Option Selection

Print Trailer Page
Table of Contents

/E\
&S
Batch Mumber

Faor help, press F1

=N Eo =

ﬂ@
El
+(@)
I
=

J

CAPS NLUM

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’

option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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General Journal Batch Audit Report Reference

Report options

Screen element

Destinations
Destination
Ranges

Batch Number

Last Run Date

Sorts
Batch Number
Record Number

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Rec Nbr.

Account
Reference

Date
Journal Nbr.

Document Nbr.
Amount

Rev.

CE

Description

Where you want to send the report (i.e., printer, view on screen export to
an Excel file, etc.)

Run a report that displays a particular batch number or range of batch
numbers.

Run a report showing only the information that has changed or been
added since the date on which the report was last run. This option is only
available when the report is run as part of a report queue.

Sort selected items by batch number.

Sort selected items by record number.

Prints a separate page that lists the report selections for the
accompanying report.

Select the breakdown of the Table of Contents. Available selection is
'‘Batch Number.'

Description
The assigned record number of each line item in a batch,
starting with "1".
General Ledger main account number.
As entered in the Reference on Journal Entry form. When you enter
transactions that create Journal Entries, the system files a reference.
Journal Entry Date as set on entry form.
Journal number assigned by system, that coincides with the batch number.
Document number assigned by the system, and depending on the date and
batch number.
Amount of each line item in the batch. Brackets indicate a credit line item.
Reverse Next Period Y/N? setting on Journal Entry form. If setto Yes, a
Journal Entry with the starting date of the next accounting period generates.
Correcting Entry Y/N?set on Journal Entry form. If set to Yes, the option
flags the entry as a correction.
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Text box label
Batch Total Debits
Batch Total Credits
Batch Total

Description

Sum of entries greater than zero or all line items without brackets.

Sum of entries less than zero or all line items with brackets.
Sum amount of all entries in the batch.

I NOTE: The report does not include 'purged journal entries.'
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Manual Bills Audit Report Overview

The Manual Bills Audit reports all bills entered through the Manual Bill function. The audit
reports fees and expense totals with an allocation breakdown for Timekeepers and Expense
Codes.

Purpose

Audit Lists are detail level tools specifically designed for verification of input of certain date to
the system. Like ledgers, they provide a viable and easy to follow audit trail of the firm's
transactions. Audit Lists provide information concerning the transactions you enter into Juris,
and ancillary information relative to the entry such as the method of entry, batch information,
and totals. Manual bills are posted as they are entered and do not require an addition posting
action. The Manual Bills Audit provides this information for entered manual bills.

Create a Manual Bills Audit Report
To create a Manual Bills Audit report:
1. Select Inquiry - Reports > Reports > Batch Audit.

The right pane displays a list of all available batch audit reports.

B Batch Audit = EcH ==
Form View Tools Help
= By e HE|EE |
« | | Drescription | 8]
Cazh Receipts Audit ALT0E0
@ Credit Memao Audit aL1030
EY Reports] Expense Entry Batch dudit List ALT010
~{Ed_Batch Audt General Jourmal Batch Audi AL1000
b oo Et BN ] M anval il awdit AL1040
E Mat':t f_gt Pasted Bills Audit ALT080
N At Lt Time Entry Batch Audit List AL1020
E Activity Trust Adjustment Audit alLioan
~f] General Ledger Youcher Audit AL1090
~E] Other
~E] Import Emars
E Trust - |||« 1 r
For help, presz F1 9 item(z) E:Ej Motifications CAPS MLk
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2. Double-click

Manual Bills Audit.

The Batch Audit\AL1040 window opens.

Ef Batch AudifiAL1040 ===
Form  Edit Help
= | E[&
Current Report  AL1040: Manual Bille Audit
Destinations Destination @
Screen vy
Wuhgrduy-itzerLNGRDU-Developments j
Ranges Range From To ﬂ @
Batch Murber a0aam 333333 ﬂ
Available Sorts Selected Sorts
Sorts @ J 21 Batch Mumber
ﬂ L Record Mumber
Option oy Selection
Options Word Wrap Codes \ 7 ;' I -
Print Trailer Page I
Table of Contents BatcR Mumber J
Faor help, press F1 CAPS M1k

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’

option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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To select arange:

Ranges . 8
Range Batch Mumber a ﬂ
From 00001
Ta 333339 c ) |

e

@ k. | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Clickinthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
| check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4 |eft arrow
button to remove the sort option.

7. Optionally, click the Word Wrap Codes check box to select it, if you want the contents to
wrap so all content shows in the display. If you only want to see the content that fits in the
content column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print & button on the toolbar to generate your report.
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Manual Bills Audit Report Reference

Report options

Screen element
Ranges

Batch Number
Last Run Date
Sorts

Batch Number

Record Number
Options

Word Wrap Codes

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label

Date

Cash Expenses Billed

NonCash Expenses Billed

Expense Allocations

Fees Billed
Journal Entries
Debits

Credits

Client

Client Name

Description

Run a report that displays a particular batch number or range of batch
numbers.

Run a report showing only the information that has changed or been added
since the date on which the report was last run. This option is only available
when the report is run as part of a report queue.

Sort selected items by batch number.
Sort selected items by record number.

Checked - The contents in the text box wrap to the next line.

Unchecked - The text box displays only the content that fits

within its confines.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is 'Batch
Number.'

Description
Bill date as entered on the Manual Bills entry form.

Actual cash expenses billed amount as entered on the Manual Bills entry
form.

Actual noncash expenses billed amount as entered on the Manual Bills
entry form.

Expense code, description, and amount as entered on the Manual Bills
entry form.

Fee amount billed as entered on the Manual Bills entry form.
General Ledger main account code and description.

Journal entry debit amount.

Journal entry credit amount.

Code used to identify the client.

Short name that identifies the client.
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Text box label Description
Matter Code used to identify the matter.
Matter Name Name used to identify the matter for reporting purposes.

Employee ID and employee name with fee allocation amount as entered

Fees Allocations on the Manual Bills entry form.

Interest Interest amount billed as entered on the Manual Bills form.

Surcharge Surcharge amount billed as entered on the Manual Bills entry form.

Bill Number The number of the bill.

Bill Comment A comment as entered on the Manual Bills entry form.

Narrative Short description as entered on the Manual Bulls entry form.

Record Number The assigned record number of each line item in a batch, starting with "1".
Total Billed Sum of the entire column.

I NOTE: The report does not include 'purged manual bills.'
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Posted Bills Audit Report Overview

The Posted Bills Audit reports all bills including detailed allocations and associated journal
entries that posted through the Post Bills function.

Purpose

Audit Lists are detail level tools specifically designed for verification of input of certain data to
the system. Like ledgers, they provide a viable and easy to follow audit trail of the firm's
transactions. Audit Lists provide information concerning the transactions you enter into Juris,
and ancillary information relative to the entry such as the method of entry, batch information,
and totals. The Posted Bills Audit provides this information for bills that posted.

Create a Posted Bills Audit Report
To create a Posted Bills Audit report:
1. Select Inquiry - Reports > Reports > Batch Audit.

The right pane displays a list of all available batch audit reports.

B Batch Audit = EcH ==
Form View Tools Help
= By e T EE | o8
-- « | | Drescription | 8]
Cazh Receipts Audit ALT0E0
=HER Inquiy - Reports @ Credit Memo Audit AL1030
-l Repotts | Expense Entry Batch Audi List AL10TD
g2 Batch Audit General Journal Batch Audit AL1000
o wet — [ | Ed Manual Bils awdit AL1040
Mat':t f_gt | Pasted Bills Audit ALT050
TH R Time Entry Batch Audi List AL1020
E Activity Trust Adjustment Audit alLioan
E7 General Ledger Youcher Audit AL1090
Other
Import Errorg
i Trust - || « 1 3
For help, presz F1 9 item(z) E:Ej M atifications CAPS M LIk

2. Double-click Posted Bills Audit.
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The Batch Audit\AL1050 window opens.

Ef Batch AudifiAL1050 ===
Form  Edit Help
= &[4
Current Beport  AL1050; Posted Bills Audit
Destinations Destinghion ; @
Screen W
Sulngrdu-itzerd LNGRDU-Development 2 j
Ranges Fange | Fram | To ﬂ @
Batch Murber a0aam 333333 ﬂ
Available Sorts Selected Sorts
Sorts Date Posted ® ﬂ 24 Batch Mumber
ﬂ ef 4 Record Mumber
4 Bill Nurber
Option Selection
Options Word Wrap Codes L__ZJ I -~
Print Trailer Page I
Table of Contents Batch Number |J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen' option and then the 'Printer

option.

Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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To select arange:

Ranges . 8
Range Batch Mumber a ﬂ
From 00001
Ta 333339 c ) |

e

@ k. | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Clickinthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
| check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4 |eft arrow
button to remove the sort option.

7. Optionally, click the Word Wrap Codes check box to select it, if you want the contents to
wrap so all content shows in the display. If you only want to see the content that fits in the
content column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print & button on the toolbar to generate your report.
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Posted Bills Audit Report eference

Report options

Screen element

Ranges

Batch Number

Since Last Run Date

Sorts

Batch Number
Record Number
Bill Number
Date Posted

Options

Word Wrap Codes

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Bill Number
Date Posted
Client
Client Name
Matter
Matter Name
Fees Billed
Cash Expense
NonCash Expense
Surcharge
Interest

Description

Run a report that displays a particular batch number or range of batch
numbers.

Run a report showing only the information that has changed or been
added since the date on which the report was last run. This option is only
available when the report is run as part of a report queue.

Sort selected items by batch number.
Sort selected items by record number.
Sort selected items by bill number.

Sort selected items by the date they were posted.

Checked - The contents in the text box wrap to the next line.

Unchecked - The text box displays only the content that fits
within its confines.

Prints a separate page that lists the report selections for the
accompanying report.

Select the breakdown of the Table of Contents. Available selection is
'‘Batch Number.'

Description
The actual number of the bill.
Date on which the bill was posted.
Code used to identify the client.
Short name that identifies the client.
Code used to identify the matter.
Name used to identify the matter for reporting purposes.
Actual fee amounts billed.
Actual cash expense amounts billed.
Actual noncash expense amounts billed.
Actual surcharge amount billed.
Actual interest amount billed.
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Text box label Description
Tax 1 Tax 1 Billed IF OfcTax1Description is not null.
Tax 2 Tax 2 Billed IF OfcTax2Description is not null.
Total Billed Sum of fees billed, cash expense, nonCash expenses, surcharge, and
interest.
PPD Applied Total cash amount of prepaid applied on the bill.
Balance Due Calculated as Total Billed - (PPD Applied + Trust Applied)
Fees Allocations Employee ID and employee name with amount allocated.
Expense Allocations Expense code, description, and amount allocated.

As entered in Reference on the Journal Entry form. When transactions are
entered that create journal entries, the system files a reference.

Debits Journal entry debit amount.

Credits Journal entry credit amount.

Journal Entry Reference
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Time Entry Batch Audit List Report Overview

The Time Entry Batch Audit List reports time entries entered and posted through the Time
entry function. This includes posted normal batches as well as automatically posted direct
and adjustment batches when saved.

Purpose

Audit Lists are detail level tools specifically designed for verification of input of certain data to
the system. Like ledgers, they provide a viable and easy to follow audit trail of the firm's
transactions. Audit Lists provide information concerning the transactions you enter into Juris,
and ancillary information relative to the entry such as the method of entry, batch information,
and totals. The Time Entry Batch Audit List provides this information for posted time entries.

Create a Time Entry Batch Audit List Report
To create a Time Entry Batch Audit List report:
1. Select Inquiry - Reports > Reports > Batch Audit.

The right pane displays a list of all available batch audit reports.

B8 Batch Audit ===
Form View Tools Help
= By e [ | @
-- 4§ Tranzactions - Description | D
Cazh Receipts Audit ALT0ED
IR Inquiry - Reports © Credit Memo Aud AL1030
|—E| H_epu:urts I : Expenze Entry Batch Audit List aL1010
E Batch flu@t General Journal Batch Audit ALT1000
gat':: Ed't - Manual Bills Audit AL1040
E Mat':t - Posted Bills Audi L1050
Ez H:fE?;ﬂ;SET_iStS Time Er'utr_u Batch Awdit List @ AL1020
E Activity Trust Adjustment Audit ALT080
~f] General Ledger Youcher Audit AL1090
~Ed Other
E Impart Errors
E Trusgt - || « m b
For help, presz F1 9 item(z) E:Ej Motifications CAPS MLk

2. Double-click Time Entry Batch Audit List.
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The Batch Audit\AL1020 window opens.

Ef Batch AudityAL1020 ===
Form  Edit Help
= =1
Current Beport  AL1020: Time Entry Batch Audit List
Destinations Destination @
Screen W
Sulngrdu-itzerd LNGRDU-Development 2 j
Ranges Fange | Fram | To ﬂ @
Batch Murber a0aam 333333 ﬂ
Available Sorts Selected Sorts
ik @ J £ Batch Mumber
ﬂ 4 Record Mumber
Option P Selection
Options Word Wrap Codes L 7 ,l I -~
Print Trailer Page I e
Table of Contents Batch Number J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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To select arange:

Ranges . 8
Range Batch Mumber a ﬂ
From 00001
Ta 333339 c ) |

e

@ k. | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Clickinthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
| check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4 |eft arrow
button to remove the sort option.

7. Optionally, click the Word Wrap Codes check box to select it, if you want the contents to
wrap so all content shows in the display. If you only want to see the content that fits in the
content column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print & button on the toolbar to generate your report.
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Time Entry Batch Audit List Report Reference

Report options

Screen element

Ranges

Batch Number

Last Run Date

Sorts
Batch Number
Record Number

Options

Word Wrap Codes

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Rec#
Client
Client Name
ID
Phase
Matter
Matter Reporting Name
Activity
Hrs. Worked
Amount
Phase
Code 1
Code 2
Code 3

Description

Run a report that displays a particular batch number or range of batch
numbers.

Run a report showing only the information that has changed or been
added since the date on which the report was last run. This option is only
available when the report is run as part of a report queue.

Sort selected items by batch number.

Sort selected items by record number.

Checked - The contents in the text box wrap to the next line.

Unchecked - The text box displays only the content that fits
within its confines.

Prints a separate page that lists the report selections for the
accompanying report.

Select the breakdown of the Table of Contents. Available selection is
'Batch Number.'

Description

Runs a report that displays a particular batch or range of batches.
Code used to identify the client.

Short name that identifies the client.

The employee's ID.

Budget phase.

Code used to identify the matter.

Name used to identify the matter for reporting purposes.
A code that identifies the type of activity.

Actual hours worked as entered on the Time Entry form.
Time entry amount as entered on the Time Entry form.
Budget phase

Optional Code 1

Optional Code 2

Optional Code 3
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Text box label
Date
Hrs. Billed

Rate

Task

Batch Total Hours Worked
Batch Total Hours to Bill
Batch Total Amount

Description

Date of the time entry as entered on the Time Entry form.

Actual hours that were billed.

Time entry rate as entered on the Time Entry form.
A code that indicates the type of task.

Total hours worked for all entries within the batch.

Total hours to bill for all entries within the batch.
Sum of all time entries within the batch.

I NOTE: The report does not include 'purged time entries.'
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Trust Adjustment Audit Report Overview

The Trust Adjustment Audit reports posted adjustment entries entered through the Trust
Adjustment function.

Purpose

Audit Lists provide information concerning transactions entered into Juris, and ancillary
information relative to the entry such as the method of entry, batch information, and totals.
The Trust Adjustment Audit provides this information for posted trust adjustments.

Create a Trust Adjustment Audit Report
To create a Trust Adjustment Audit report:
1. Select Inquiry - Reports > Reports > Batch Audit.

The right pane displays a list of all available batch audit reports.

= Batch Audit = EcH ==
Ferm  VMiew Tools Help
= By e T EE | o8
« | | Drescription | 8]
Cazh Receipts Audit ALT0E0
! @ Credit Memao Audit aL1030
-f) Reports| Expense Entry Batch dudit List ALT010
g Batch Audt General Journal Batch Audit AL1000
gatc: Ed't . M anual Bills Audit AL1040
Mat':t f_gt Pasted Bills Audi AL1050
J Masier e Time Entry Batch Audit Lis AL1020

i Reference Lists
i Acthity
General Ledger
~g3 Other

~EE lmport Erors
~EE Trust - 4 1 F

ruzt Adjustment Audit alLioan
E2 voucher Audit 411030

For help, presz F1 9 item(z) E:Ej Motifications CAPS MLk

2. Double-click Trust Adjustment Audit.
The Batch Audit\AL1080 window opens.

©2021 LexisNexis. B All rights reserved. 76 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

Ef Batch Audit\AL1080 ===
Form  Edit Help
= & [a
Current Report  AL1020: Trust Adjustment sudit
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ@
Batch Mumber Q000 993953 ﬂ
Available Sorts Selected Sorts
DO @ J £ Batch Mumber
ﬂ 4 Record Number
Option P Selection
Options Word Wrap Codes L 7 f' I -~
Print Trailer Page I
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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To select arange:

Ranges . 8
Range Batch Mumber a ﬂ
From 00001
Ta 333339 c ) |

e

@ k. | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Clickinthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
| check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4 |eft arrow
button to remove the sort option.

7. Optionally, click the Word Wrap Codes check box to select it, if you want the contents to
wrap so all content shows in the display. If you only want to see the content that fits in the
content column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print & button on the toolbar to generate your report.
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Trust Adjustment Audit Report Reference

Report options

Screen element Description
Ranges

Run a report that displays a particular batch number or range of batch

Batch Number

numbers.
Sorts
Batch Number Sort selected items by batch number.
Record Number Sort selected items by record number.
Options
Checked - The contents in the text box wrap to the next line.
Word Wrap Codes Unchecked - The text box displays only the content that fits

within its confines.

Prints a separate page that lists the report selections for the

Print Trailer Page ;
accompanying report.

Select the breakdown of the Table of Contents. Available selection is

Table of Contents 'Batch Number.'

Text boxes (fields)

Text box label Description

Rec Nbr. The assigned record number of each line item in a batch, starting with "1".
Client Code used to identify the client.

Matter Code used to identify the matter.

Reporting Name Name used to identify the client/matter for reporting purposes.

NonCash Expenses (Balance) Prior Amount + Adjustment

Bank Code Code to identify the trust bank account.
Date Date of the entry.
Amount Amount of the entry.
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Voucher Audit Report Overview

The Voucher Audit reports voucher batches entered and posted through the Voucher function
and vouchers created through the Quick Check function that are automatically posted.

Purpose

Audit Lists provide information concerning transactions entered into Juris, and ancillary
information relative to the entry such as the method of entry, batch information, and totals.
The Voucher Audit provides this information for posted vouchers.

Create a Voucher Audit Report
To create a Voucher Audit report:
1. Select Inquiry - Reports > Reports > Batch Audit.

The right pane displays a list of all available batch audit reports.

= Batch Audit == =R
Foerm  VMiew Tools Help
= 8y e B
-- Tranzactions » | | Description | D
Cazh Receipts Audit ALT0E0
EHEE Inquiy - Reparts @ Credit Memo Audit AL1030
[E-Ed Repors | Expenze Entry Batch Audit List AL1010
[E] Batch Audit General Joumal Batch Audi AL1000
“g Batch Edi o Manual Bills Audit ALT040
E Edztj;}ﬂfts Pasted Bills Audi AL1080
= . Time Entry Batch Audit List ALT020
E] Reference Lists
B Activity L1080
~E] General Ledger AL1030
Eg Other
EJ Impart Emars
E Truszt -4 i P
For help, presz F1 9 item(z) E:Ej Motifications CAPS MLk

2. Double-click Voucher Audit.
The Batch Audit\AL1090 window opens.
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Ei Batch Audit\AL1090
Form Edit Help

= &&=

Current Report  AL1030: Youcher Audit

Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ@
Batch Mumber Q000 993953 ﬂ
Available Sorts Selected Sorts
Sorts @ J £ Batch Mumber
ﬂ 4 Record Number
Option P Selection
Options Print Trailer Page L Ve f' I -
Table of Contents Batch Number J

For help, press F1

CAPS

MLIM

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen’ option and then the 'Printer’

option.

Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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To select arange:

Ranges . 8
Range Batch Mumber a ﬂ
From 00001
Ta 333339 c ) |

e

@ k. | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Clickinthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
| check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4 |eft arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print £ button on the toolbar to generate your report.
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Voucher Audit Report Reference

Report options

Screen element

Ranges
Batch Number

Sorts
Batch Number
Record Number

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label

Rec#

Vch #

Vendor Code/Vendor Name
Voucher Type

AP Account

Vendor Terms

Distribution Date
Bank Code for Trust

P.O. Number
Invoice Number

Due Date

Separate Check

Description

Run a report that displays a particular batch number or range of batch
numbers.

Sort selected items by batch number.

Sort selected items by record number.

Prints a separate page that lists the report selections for the
accompanying report.

Select the breakdown of the Table of Contents. Available selection is
'Batch Number.'

Description

The system assigned record number of each line item in a batch.
The assigned voucher number of each line item in a batch.

The code and name used to identify each vendor.

Indicates whether a line item is an A/P Voucher or Trust Voucher.
A/P account on the voucher.

Indicates the type of terms, Due day or Proximo (D or P).

Date of the voucher.

Displays the code that identifies the trust bank. Only listed for Trust
vouchers.

Purchase order number for each line item.
Invoice number for each line item.

Due date for each line item.

Yes - indicates that a separate check was defined during the

voucher entry.
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Text box label Description

No - indicates that a separate check was not defined during
the voucher entry.

Invoice Date Date on which the line item was invoiced.
Discount Date Date on which the line item was discounted.
Discount Account Account from which the discount was issued.
Invoice Amount Amount of the invoice for each line item.
Discount Amount Discount amount issued for each line item.
Non Discount Amount All non-discounts issued for each line item.
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Batch edit reports

General Journal Batch Edit List Report Overview

The General Journal Batch Edit List lists unposted Journal Entry batches. You can print this
report for a specific batch, range of batches, or all unposted batches.

Purpose

Edit Lists are detail level tools specifically designed for verification of data after being input,
but prior to posting. Edit Lists provide the user with a safety net which, when diligently used,
prevents posting incorrect transactions to the system. Edit Lists provide information
concerning the transaction, and ancillary information relative to the entry such as the method
of entry, batch information, and totals. The General Journal Batch Edit List provides this
information only for unposted general journal entries.

Create a General Journal Batch Edit List Report
To create a General Journal Batch Edit List report:
1. Select Inquiry - Reports > Reports > Batch Edit.

The right pane displays a list of all available batch edit reports.

= e ea eloies
Fomn ools Help

i ) ) 9

rrrrrrrrrrrrrrr

2. Double-click General Journal Batch Edit List.
The Batch Edit\EL1000 window opens.

©2021 LexisNexis. B All rights reserved. 93 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

Ef Batch Edit\EL1000 ===
Form Edit Help
= &[4
Current Beport  EL1000: General Journal Batch Edit List
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Batch Mumber Q000 993953 ﬂ
Available Sorts Selected Sorts
DO @ J £ Batch Mumber
ecord Mumber
ﬂ 4 Frecord Numb
Option P Selection
Options Print Trailer Page I 7 -
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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General Journal Batch Edit List Report Reference

Report options

Screen element

Destinations
Destination
Ranges

Batch Number

Since Last Run Date

Sorts
Batch Number
Record Number

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Rec Number

Account
Date
Source
Reference
Journal Nbr.
Doc Nbr.
Amount

Rev

Description

Where you want to send the report (i.e., printer, view on screen export to
an Excel file, etc.)

Run a report that displays a particular batch number or range of batch
numbers.

Run a report showing only the information that has changed or been
added since the date on which the report was last run. This option is only
available when the report is run as part of a report queue.

Sort selected items by batch number.

Sort selected items by record number.

Prints a separate page that lists the report selections for the
accompanying report.

Select the breakdown of the Table of Contents. Available selection is
'‘Batch Number.'

Description

Record number of the entry in the batch.

Account number associated with this part of the transaction.
Date of the journal entry.

Source of the journal entry.

Reference of the journal entry.

A number that indicates the journal entry.

A number that indicates the document.

Amount that has been credited or debited.

Yes - reverse this entry in the next accounting period.
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Text box label Description
No - do NOT reverse this entry in the next accounting period.

Yes - indicates that this is a correcting entry.

©= No - indicates that this is NOT a correcting entry.
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Expense Entry Batch Edit List Report Overview

The Expense Entry Batch Edit List reports all unposted expense batches. You can print this
report for a specific batch, range of batches, or all unposted batches.
Purpose

Edit Lists are detail level tools specifically designed for verification of data after being input,
but prior to posting. Edit Lists provide the user with a safety net which, when diligently used,
prevents posting incorrect transactions to the system. Edit Lists provide information
concerning the transaction, and ancillary information relative to the entry such as the method
of entry, batch information, and totals. The Expense Entry Batch Edit List provides this
information for unposted expense entries.

Create a Expense Entry Batch Edit List Report
To create a Expense Entry Batch Edit List report:
1. Select Inquiry - Reports > Reports > Batch Edit.

The right pane displays a list of all available batch edit reports.

= garch Edit elfeEs
Form View Tools Help

2. Double-click Expense Entry Batch Edit List.
The Batch Audit\EL1010 window opens.

©2021 LexisNexis. B All rights reserved. 101 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

Ef Batch Edit\EL1010 ===
Form  Edit Help
= & [a
Current Report  EL1010: Expenze Entry Batch Edit List
Destinations Destinghion ; @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Batch Mumber Q000 993953 ﬂ
Available Sorts Selected Sorts
DO ® J £ Batch Mumber
ﬂ L Record Number
Option o Selection
Options Word Wrap Codes \ 7 ,-' I -~
Prnnt Trailer Page [ 8 ) |
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen’ option and then the 'Printer’

option.
Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.

©2021 LexisNexis. B All rights reserved. 104 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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To select arange:

Ranges . 8
Range Batch Mumber a ﬂ
From 00001
Ta 333339 c ) |

e

@ k. | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Clickinthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
| check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4 |eft arrow
button to remove the sort option.

7. Optionally, click the Word Wrap Codes check box to select it, if you want the contents to
wrap so all content shows in the display. If you only want to see the content that fits in the
content column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print & button on the toolbar to generate your report.
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Expense Entry Batch Edit List Report Reference

Report options

Screen element

Ranges

Batch Number

Since Last Run Date

Sorts
Batch Number
Record Number

Options

Word Wrap Codes

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Rec#

Date

Client Matter
Reporting Name
Exp. Code

Units

Amount

Incurred by

Description

Run a report that displays a particular batch number or range of batch
numbers.

Run a report showing only the information that has changed or been
added since the date on which the report was last run. This option is only
available when the report is run as part of a report queue.

Sort selected items by batch number.

Sort selected items by record number.

Checked - The contents in the text box wrap to the next line.

Unchecked - The text box displays only the content that fits
within its confines.

Prints a separate page that lists the report selections for the
accompanying report.

Select the breakdown of the Table of Contents. Available selection is
'Batch Number.'

Description

The assigned record number of each line item in a batch, starting with "1".
Date of the entry.

Codes that identify the client and matter.

Name used to identify the client and matter for reporting purposes.

Code to indicate the type of expense.

Units used for each line item.

Expense amount for each line item.

The employee ID for the employee who incurred the expense.
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Text box label
Phase

Task

Code 1

Code 2

Code 3

Description
Budget phase

Budget task code

Optional code 1 from the expense entry.
Optional code 2 from the expense entry.

Optional code 3 from the expense entry.
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Time Entry Edit List Report Overview

The Time Entry Edit List reports all unposted time entry batches. You can print this report for a
specific batch, range of batches, or all unposted batches.

Purpose

Edit Lists are detail level tools specifically designed for verification of data after being input,

but prior to posting. Edit Lists provide the user with a safety net which, when diligently used,

prevents posting incorrect transactions to the system. Edit Lists provide information

concerning the transaction, and ancillary information relative to the entry such as the method

of entry, batch information, and totals. The Time Entry Edit List provides this information for

unposted time entries.

Create a Time Entry Edit List Report

To create a Time Entry Edit List report:

1. Select Inquiry - Reports > Reports > Batch Edit.

The right pane displays a list of all available batch edit reports.

= Batch Edit = EcH ==
Form View Tools Help
= o e EE|EE |
-- « | | Drescription | 8]
General Journal Batch Edit List ELT000
= _ "~ Inguiry - Aeparts Expenze Entry Batch Edit List EL1070
p Repats | (q) | Time Enty Edit List EL1020
~E Batch Audt Cash Receipts Edi EL1060
[y Jacn e — [ |Ed Trust Adiustment Edit List EL1080
3 SalchLog Veoucher Edi EL1090
E M azter Lists
E] Reference Lists
B Activity
~E] General Ledger
~E] Other
E Import Errors
E Truszt - [ « m b
For help, presz F1 E item(z] E:Ej Motifications CAPS MLk
2. Double-click Time Entry Edit List.
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The Batch Audit\EL1020 window opens.

Ef Batch Edit\EL1020 ===
Form  Edit Help
= &[4
Current Beport  EL1020: Time Entry Edit List
Destinations Destination @
Screen W
Sulngrdu-itzerd LNGRDU-Development 2 j
Ranges Fange | Fram | To ﬂ @
Batch Murber a0aam 333333 ﬂ
Available Sorts Selected Sorts
ik £ Batch Mumber
L Record Mumber
Option Selection
Options Word Wrap Codes I -~
Print Trailer Page I
Table of Contents Batch Number J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’

option.

Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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To select arange:

Ranges . 8
Range Batch Mumber a ﬂ
From 00001
Ta 333339 c ) |

e

@ k. | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Clickinthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
| check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4 |eft arrow
button to remove the sort option.

7. Optionally, click the Word Wrap Codes check box to select it, if you want the contents to
wrap so all content shows in the display. If you only want to see the content that fits in the
content column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print & button on the toolbar to generate your report.

©2021 LexisNexis. B All rights reserved. 115 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

©2021 LexisNexis. B All rights reserved. 116 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

Time Entry Edit List Report Reference

Report options

Screen element Description
Ranges

Run a report that displays a particular batch number or range of batch
numbers.

Batch Number

Run a report showing only the information that has changed or been
Since Last Run Date added since the date on which the report was last run. This option is only
available when the report is run as part of a report queue.

Sorts
Batch Number Sort selected items by batch number.
Record Number Sort selected items by record number.
Options
Checked - The contents in the text box wrap to the next line.
Word Wrap Codes Unchecked - The text box displays only the content that fits

within its confines.

Prints a separate page that lists the report selections for the

Print Trailer Page .
accompanying report.

Select the breakdown of the Table of Contents. Available selection is

Table of Contents 'Batch Number.'

Text boxes (fields)

Text box label Description

Rec # The assigned record number of each line item in a batch, starting with "1".
Date Date of the entry.

Client Matter Codes that identify the client and matter.

Reporting Name Name used to identify the client and matter for reporting purposes.

ID Timekeeper ID

Hrs. Worked Number of hours worked.

Hrs. to Bill Number of hours that need to be billed.

Rate The billing rate for the work done by the specific timekeeper.
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Text box label
Amount

Phase

Task

Activity

Code 1

Code 2

Code 3

Description

The amount of hours billed at the indicated rate.

Budget phase

Budget task code

Code that indicates the type of activity.
Optional code 1 from the time entry.
Optional code 2 from the time entry.

Optional code 3 from the time entry.
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Cash Receipts Edit List Report Overview

The Cash Receipts Edit List reports all unposted cash receipts batches. You can print this
report for a specific batch, range of batches, or all unposted batches.

Purpose

Edit Lists are detail level tools specifically designed for verification of data after being input,
but prior to posting. Edit Lists provide the user with a safety net which, when diligently used,
prevents posting incorrect transactions to the system. Edit Lists provide information
concerning the transaction, and ancillary information relative to the entry such as the method
of entry, batch information, and totals. The Cash Receipts Edit List provides this information
for unposted cash receipt entries.

Create a Cash Receipts Edit List Report
To create a Cash Receipts Edit List report:
1. Select Inquiry - Reports > Reports > Batch Edit.

The right pane displays a list of all available batch edit reports.

= garch Edit elfeEs
Form View Tools Help

GE
£
|
3
|
|
|
B
B
B
{7

2. Double-click Cash Receipts Edit List.
The Batch Edit\EL1060 window opens.

©2021 LexisNexis. B All rights reserved. 119 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

Ef Batch Edit\EL1060 ===
Form Edit Help
= &[4
Current Beport  EL10E0: Cazh Receiptz Edit
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Batch Mumber Q000 993953 ﬂ
Available Sorts Selected Sorts
DO @ J 24 Batch Number
4
Option P Selection
Options Print Trailer Page I 7 -
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Cash Receipts Edit List Report Reference

Report options

Screen element Description
Destinations

Where you want to send the report (i.e., printer, view on screen export to

DEE o an Excel file, etc.)

Ranges

Run a report that displays a particular batch number or range of batch
numbers.

Batch Number

Matter Run a report that displays a particular matter number or range of matter

numbers.
Sorts
Batch Number Sort selected items by batch number.
Options

Prints a separate page that lists the report selections for the

Print Trailer Page .
accompanying report.

Select the breakdown of the Table of Contents. Available selection is

Table of Contents 'Batch Number.'

Text boxes (fields)

Text box label Description

Rec# Record number of the entry in the batch.

Bill Number The bill number that cash was applied to (only for deposits on the A/R tab).
Check Number The check number.

Check Amount The total amount of the check.

Check Date The date of the check.

Payor The name of the person who wrote the check.

Information from the A/R tab

Fees (Balance) Beginning fee balance.
Fees (Pending) Cash applied to fees in all other unposted cash receipt(s).
Fees (Applied) Cash applied to fees from this cash receipt.
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Text box label

Fees (New Balance)
Cash Expenses (Balance)
Cash Expenses (Pending)

Cash Expenses (Applied)
Cash Expenses (New Balance)

Non-Cash Expenses (Balance)
Non-Cash Expenses (Pending)
Non-Cash Expenses (Applied)

Non-Cash Expenses (New
Balance)

Total (Balance)

Total (Pending)

Total (Applied)

Total (New Balance)
Expense Allocations

Expense Code
Expense Description (Balance)

Expense Code
Expense Description (Pending)

Expense Code
Expense Description (Applied)

Expense Code
Expense Description (New
Balance)

LexisNexis® Juris® Reports Guide M Release: 3.2

Description

Calculated as "Fees (Balance) - Fees (Pending) - Fees (Applied)"
Beginning cash expense balance.

Cash applied to cash expenses in all other unposted cash receipt(s).
Cash applied to cash expenses from this cash receipt.

Calculated as "Cash Expenses (Balance) - Cash Expenses (Pending) -
Cash Expenses (Applied)"

Beginning non-cash expense balance.
Cash applied to non cash expenses in all other unposted cash receipt(s).
Cash applied to non-cash expenses from this cash receipt.

Calculated as "Non-Cash Expenses (Balance) - Non-Cash Expenses
(Pending) - Non-Cash Expenses (Applied)"

Beginning total balance.
Cash applied to total balance in all other unposted cash receipt(s).
Cash applied to the total balance from this cash receipt.

Calculated as "Total (Balance) - Total (Pending) - Total (Applied)"

Beginning expense code balance.

Cash applied to this expense code in all other unposted cash receipt(s).

Cash applied to this expense code from this cash receipt.

Calculated as "Expense Code Expense Description (Balance) - Expense
Code Expense Description (Pending) - Expense Code Expense
Description (Applied)"

Information from the Other tab

Bank Code
Account Number
Amount
Reference

Information from the PPD tab

The code for the bank used to receive the funds.
The account number associated with this part of the transaction.
The amount deposited under the Other tab.

Text entered in the Reference text box on the cash receipt.
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Text box label Description

The amount that applies to a prepaid account. (Client/Matter Reporting
PPD Amount Name and Client/Matter Codes that funds were applied to are also listed
here.)

Information from the Trust tab

Client/Matter Codes Client/matter reporting names.
Trust Bank The bank account that was setup as the trust account for this cash receipt.
Trust amount The amount deposited into the trust bank account.
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Trust Adjustment Edit List Report Overview

The Trust Adjustment Edit List reports all unposted trust adjustment batches. You can print
this report for a specific batch, range of batches, or all unposted batches.

Purpose

Edit Lists are detail level tools specifically designed for verification of data after being input,
but prior to posting. Edit Lists provide the user with a safety net which, when diligently used,
prevents posting incorrect transactions to the system. Edit Lists provide information
concerning the transaction, and ancillary information relative to the entry such as the method
of entry, batch information, and totals. The Trust Adjustment Edit List provides this
information for unposted trust adjustments.

Create a Trust Adjustment Edit List Report
To create a Trust Adjustment Edit List report:
1. Select Inquiry - Reports > Reports > Batch Edit.

The right pane displays a list of all available batch edit reports.

= Batch Edit = EcH ==
Form View Tools Help
= o e EE|EE |
-- | Transactions » | | Description | D
[z Billin General Journal Batch Edit List EL1000
EHER Inquiry - Reports Expense Entry Batch Edit List EL1010
[=-Ed Reports | @ Time Entry Edit List EL1020
g2 Batch Audit Cash Receipts Edit EL1080
@I N K] Trust Adjustment E dit List @ EL1080
g4 BatchLog || Ed voucher Edi EL1090
~E] Master Lists
~E] Reference Lists
B Activity
~E] General Ledger
~E] Other
~E] Import Emars
E Trust - 4 1 F
For help, presz F1 E item(z] E:Ej Motifications CAPS MLk

2. Double-click Trust Adjustment Edit List.
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The Batch Edit\EL1060 window opens.

Ei Batch Edit\EL1080
Form  Edit Help

= =

(& &

Current Report

EL1030: Trust Adjustment Edit List

Destinations Destination @
Screen W
Sulngrdu-itzerd LNGRDU-Development 2 j
Ranges Fange | From | To ﬂ @
Batch Murber a0aam 333333 ﬂ
Available Sorts Selected Sorts
Sorts @ J £ Batch Mumber
ﬂ L Record Mumber
Option P Selection
Options Word Wrap Codes L 7 ,_-' I -~
Print Trailer Page I
Table of Contents Batch Number J

For help, press F1

(=5 |l

CAPS

MLIM

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’

option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Word Wrap Codes check box to select it, if you want the contents to
wrap so all content shows in the display. If you only want to see the content that fits in the
content column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print £ button on the toolbar to generate your report.
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Trust Adjustment Edit List Report Reference

Report options

Screen element

Ranges
Batch Number

Sorts

Batch Number

Since Last Run Date

Record Number

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Rec Number
Client

Matter
Reporting Name
Description
Bank Code

Date

Description

Run a report that displays a particular batch number or range of batch
numbers.

Sort selected items by batch number.

Run a report showing only the information that has changed or been
added since the date on which the report was last run. This option is only
available when the report is run as part of a report queue.

Sort selected items by record number.

Prints a separate page that lists the report selections for the
accompanying report.

Select the breakdown of the Table of Contents. Available selection is
'Batch Number.'

Description

The assigned record number of each line item in a batch, starting with "1".
Code used to identify the client.

Code used to identify the matter.

Name used to identify the client/matter for reporting purposes.
Description of the trust adjustment.

Code to identify the trust bank account.

Date of the trust adjustment.
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Voucher Edit Report Overview

The Voucher Edit reports voucher batches entered and posted through the Voucher function
and vouchers automatically posted through the Quick Check function.

Purpose

Edit Lists are detail level tools specifically designed for verification of data after being input,
but prior to posting. Edit Lists provide the user with a safety net, which when diligently used,
prevents posting incorrect transactions to the system. Edit Lists provide information
concerning the transaction, and ancillary information relative to the entry such as the method
of entry, batch information, and totals. The Voucher Edit list provides this information for
unposted vouchers.

Create a Voucher Edit Report
To create a Voucher Edit report:
1. Select Inquiry - Reports > Reports > Batch Audit.

The right pane displays a list of all available batch edit reports.

B Batch Edit == ==
Form View Tools Help
= oy e BE 2 | o8
-- « | | Drescription | 8]
General Joumnal Batch Edit List EL1000
EER Inquiry - Reports Expense Entry Batch Edit List EL1010
- Reports | @ Time Entry Edit List EL1020
- g Bateh Aud Cash Receipts Edi EL1060
' ff:gatc: Ed't || VE Trust Adjustment E it List EL1020
i batch Log T e :
ucher Edit EL1090
E Master Lists  — @
E Reference Lists
E Bctivity
E General Ledger
E Other
E Import Errors
BY Trust - ([ « m P
For help, presz F1 E item(z] E:Ej Motifications CAPS MLk

2. Double-click Voucher Edit.
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The Batch Audit\EL1090 window opens.

Ef Batch Edit\EL1090 ===
Form  Edit Help
= &[4
Current Beport  EL1030: Woucher Edit
Destinations Destination @
Screen W
Sulngrdu-itzerd LNGRDU-Development 2 j
Ranges Fange | Fram | To ﬂ@
Batch Murber a0aam 333333 ﬂ
Available Sorts Selected Sorts
ik @ J £ Batch Mumber
ﬂ L Record Mumber
Option P Selection
Options Print Trailer Page i\ 7 f' -
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’

option.

Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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To select arange:

Ranges . 8
Range Batch Mumber a ﬂ
From 00001
Ta 333339 c ) |

e

@ k. | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Clickinthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
| check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4 |eft arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print £ button on the toolbar to generate your report.
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Voucher Edit Report Reference

Report options

Screen element

Ranges
Batch Number

Sorts
Batch Number
Record Number

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label

Rec#

Vch #

Vendor Code/Vendor Name
Voucher Type

AP Account

Vendor Terms

Distribution Date
Bank Code

P.O. Number
Invoice Number

Due Date

Separate Check

Description

Run a report that displays a particular batch number or range of batch
numbers.

Sort selected items by batch number.

Sort selected items by record number.

Prints a separate page that lists the report selections for the
accompanying report.

Select the breakdown of the Table of Contents. Available selection is
'Batch Number.'

Description

The system assigned record number of each line item in a batch.
The assigned voucher number of each line item in a batch.

The code and name used to identify each vendor.

Indicates whether a line item is an A/P Voucher or Trust Voucher.
A/P account on the voucher.

Indicates the type of terms, Due day or Proximo (D or P).

Date of the voucher.

Displays the code that identifies the trust bank. Only listed for Trust
vouchers.

Purchase order number for each line item.
Invoice number for each line item.

Due date for each line item.

Yes - indicates that a separate check was defined during the

voucher entry.
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Text box label Description

No - indicates that a separate check was not defined during
the voucher entry.

Invoice Date Date on which the line item was invoiced.
Discount Date Date on which the line item was discounted.
Discount Account Account from which the discount was issued.
Invoice Amount Amount of the invoice for each line item.
Discount Amount Discount amount issued for each line item.
Non Discount Amount All non-discounts issued for each line item.
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Batch log reports

General Journal Batch Log Report Overview

The General Journal Batch Log is a summary report that reflects the current batch status of all

batches for the range selected.

Create a General Journal Batch Log Report
To create a General Journal Batch Log report:
1. Select Inquiry - Reports > Reports > Batch Log.

The right pane displays a list of all available batch log reports.

oo

2. Double-click General Journal Batch Log.

The Batch Log\LG 1000 window opens.
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Ef Batch Log\LG1000 ===
Form Edit Help
= &[4
Current BReport  LG1000; General Journal Batch Log
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Batch Mumber Q000 993953 ﬂ
Available Sorts Selected Sorts
DO @ J 24 Batch Number
4
Option P Selection
Options Print Trailer Page I 7 -
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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General Journal Batch Log Report Reference

Report options

Screen element

Destinations
Destination
Ranges

Batch Number

Sorts
Batch Number
Record Number

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Batch #

Batch Comment
Count

Batch Status
User ID

Date

Description

Where you want to send the report (i.e., printer, view on screen export to
an Excel file, etc.)

Run a report that displays a particular batch number or range of batch
numbers.

Sort selected items by batch number.

Sort selected items by record number.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is
'‘Batch Number.'

Description

The number assigned to the batch.

Text from the Comment text box in the batch form window.
Number of records in the batch.

Status of the batch.

The ID of the person who created the batch.

The date on which the batch was created.
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Expense Entry Batch Log Report Overview
The Expense Entry Batch Log is a summary report that reflects the current batch status of all

batches for the range selected.

Create an Expense Entry Batch Log Report
To create an Expense Entry Batch Log report:
1. Select Inquiry - Reports > Reports > Batch Log.

The right pane displays a list of all available batch log reports.

= suchios [
- -

2. Double-click Expense Entry Batch Log.
The Batch Log\LG1010 window opens.
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Ef Batch Log\LG1010 ===
Form Edit Help
= &[4
Current Report  LG1010: Expenze Entry Batch Log
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Batch Mumber Q000 993953 ﬂ
Available Sorts Selected Sorts
DO @ J 24 Batch Number
4
Option P Selection
Options Print Trailer Page I 7 -
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Expense Entry Batch Log Report Reference

Report options

Screen element Description
Destinations

Where you want to send the report (i.e., printer, view on screen export to

DEE o an Excel file, etc.)
Ranges

il [N U B Run a report that displays a particular batch number or range of batch

numbers.
Sorts
Batch Number Sort selected items by batch number.
Options

Prints a separate page that lists the report selections for the accompanying

Print Trailer Page s

Select the breakdown of the Table of Contents. Available selection is

Table of Contents 'Batch Number.'

Text boxes (fields)

Text box label Description

Batch # The number assigned to the batch.

Batch Comment Text from the Comment text box in the batch form window.
Count Number of records in the batch.

Batch Status Status of the batch.

User ID The ID of the person who created the batch.

Date The date on which the batch was created.
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Time Entry Batch Log Report Overview

The Time Entry Batch Log is a summary report that reflects the current batch status of all
batches for the range selected.

Create a Time Entry Batch Log Report
To create a Time Entry Batch Log report:
1. Select Inquiry - Reports > Reports > Batch Log.

The right pane displays a list of all available batch log reports.

™= Batch Log E=E (e ==
Form View Tools Help
= 8y T B |EE |
-- Tranzactions + | | Description | ol
General Journal Batch Log LG1000
= _ Expenze Enty Batch Lo LG1010
-84 Reports | Time Entry Batch Log @ LE1020
~E Batch Audt @ Credit Memo Log LG1030
% - Manual Bills Lag LG1040
= Mat'zt = Cash Receipts Log LG 1060
] Pt Trust Adjustment B atch Log LG1080
E ictiviy Yaucher Batch Log LG1090
] General Ledger Check Batch Log LG1110
~E] Other
E Irmpart Errors
EY Trust -« 1 | ¥
For help, prezs F1 9 itenn(z] EB M otifications CAPS LI

2. Double-click Time Entry Batch Log.
The Batch Log\LG 1020 window opens.
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Ef Batch Log\LG1020 ===
Form Edit Help
= &[4
Current Beport  LG1020: Time Entrye Batch Log
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Batch Mumber Q000 993953 ﬂ
Available Sorts Selected Sorts
DO @ J 24 Batch Number
4
Option P Selection
Options Print Trailer Page I 7 -
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.

©2021 LexisNexis. B All rights reserved. 163 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

Time Entry Batch Log Report Reference

Report options

Screen element Description
Destinations

Where you want to send the report (i.e., printer, view on screen export to

DEE o an Excel file, etc.)
Ranges

il [N U B Run a report that displays a particular batch number or range of batch

numbers.
Sorts
Batch Number Sort selected items by batch number.
Options

Prints a separate page that lists the report selections for the accompanying

Print Trailer Page s

Select the breakdown of the Table of Contents. Available selection is

Table of Contents 'Batch Number.'

Text boxes (fields)

Text box label Description

Batch # The number assigned to the batch.

Batch Comment Text from the Comment text box in the batch form window.
Count Number of records in the batch.

Batch Status Status of the batch.

User ID The ID of the person who created the batch.

Date The date on which the batch was created.
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Credit Memo Log Report Overview

The Credit Memo Log is a summary report that reflects the current batch status of all batches

for the range selected.

Create a Credit Memo Log Report

To create a Credit Memo Log report:

1. Select Inquiry - Reports > Reports > Batch Log.

The right pane displays a list of all available batch log reports.

= Botch Log == =
Form View Tools Help
= Bp - -
-- ¥ Tranzactions + | | Description | ol
Billir General Journal Batch Log LG1000
EHEE Inguiy - Reports Expenze Entry Batch Lag LG1010
-84 Reports | Time Entry Batch Lo LG1020
~E Batch Audt Credit Memo Lag LG1030
% — || |Ed Manual Bills Log LG1040
Mat'zt 22 Cash Receipts Log L1060
T Heaf;;n;zsum Trust Adjustment Batch Log LG1080
E Btivi Yaucher Batch Log LG1090
E] General Ledger Check Batch Log LG1110
B Other
B Import Erors
EY Trust - ||« m o
For help, presz F1 9 item(z) EB Motifications CAPS MM
2. Double-click Credit Memo Log.
The Batch Log\LG 1030 window opens.
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Ef Batch Log\LG1030 ===
Form  Edit Help
= M| &E[&
Current Report  LG1030; Credit Memo Log
Destinations D estingtion @
Screen v
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Batch Murber a0aam 333333 ﬂ
Available Sorts Selected Sorts
Sorts @ J 2 Batch Number
A
Option P Selection
Options Print Trailer Page ot |, I ,' -
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Credit Memo Log Report Reference

Report options

Screen element Description
Destinations

Where you want to send the report (i.e., printer, view on screen export to

DEE o an Excel file, etc.)
Ranges

il [N U B Run a report that displays a particular batch number or range of batch

numbers.
Sorts
Batch Number Sort selected items by batch number.
Options

Prints a separate page that lists the report selections for the

Print Trailer Page :
accompanying report.

Select the breakdown of the Table of Contents. Available selection is

Table of Contents 'Batch Number.'

Text boxes (fields)

Text box label Description

Batch # The number assigned to the batch.

Batch Comment Text from the Comment text box in the batch form window.
Count Number of records in the batch.

Batch Status Status of the batch.

User ID The ID of the person who created the batch.

Date The date on which the batch was created.
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Manual Bills Log Report Overview

The Manual Bills Log is a summary report that reflects the current batch status of all batches

for the range selected.

Create a Manual Bills Log Report

To create a Manual Bills Log report:

1. Select Inquiry - Reports > Reports > Batch Log.

The right pane displays a list of all available batch log reports.

= Botch Log oo =
Form View Tools Help
= Bp - -
-- ¥ Tranzactions + | | Description | ol
Eillir General Journal Batch Log LG1000
EHEE Inguiy - Reports Expenze Entry Batch Lag LG1010
-84 Reports | Time Entry Batch Log LG1020
~E Batch Audt Credit Memo Lag LG1030
% = b anual Billz Log L1040
Mat'zt 22 Cash Receipts Log L1060
T Heaf;;n;zsum Trust Adjustment Batch Log LG1080
E Btivi Yaucher Batch Log LG1090
E] General Ledger Check Batch Log LG1110
E Otker
B Import Erors
EY Trust - ||« m o
For help, presz F1 9 item(z) EB Motifications CAPS MM
2. Double-click Manual Bills Log.
The Batch Log\LG 1040 window opens.
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Ef Batch Log\LG1040 ===
Form Edit Help
= &[4
Current Report  LG1040; Manual Bills Log
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Batch Mumber Q000 993953 ﬂ
Available Sorts Selected Sorts
DO @ J 24 Batch Number
4
Option P Selection
Options Print Trailer Page I 7 -
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.

©2021 LexisNexis. B All rights reserved. 177 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

Manual Bills Log Report Reference

Report options

Screen element Description
Destinations

Where you want to send the report (i.e., printer, view on screen export to

DEE o an Excel file, etc.)
Ranges

il [N U B Run a report that displays a particular batch number or range of batch

numbers.
Sorts
Batch Number Sort selected items by batch number.
Options

Prints a separate page that lists the report selections for the accompanying

Print Trailer Page s

Select the breakdown of the Table of Contents. Available selection is

Table of Contents 'Batch Number.'

Text boxes (fields)

Text box label Description

Batch # The number assigned to the batch.

Batch Comment Text from the Comment text box in the batch form window.
Count Number of records in the batch.

Batch Status Status of the batch.

User ID The ID of the person who created the batch.

Date The date on which the batch was created.
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Cash Receipts Log Report Overview

The Cash Receipts Log is a summary report that reflects the current batch status of all
batches for the range selected.

Create a Cash Receipts Log Report
To create a Cash Receipts Log report:
1. Select Inquiry - Reports > Reports > Batch Log.

The right pane displays a list of all available batch log reports.

=2 Bstch Log E=E (e ==
Form View Tools Help
= 2, - 5E [ | o
-- Tranzactions Description | ol
General Journal Batch Log LG1000
=) _ Expenze Enty Batch Log LG1010
£ Repors [ Time Entry Batch Log LG1020
~E Batch Audt @ Credit Memo Log LG1030
% = || |Ed Manual Bils Log LG1040
Mah:t Egt azh Receipts Log LGT060
] Pt Trust Adjustment B atch Log LG1080
E Btivi Youcher Batch Log LG1090
B Genersl Ledger Check Batch Log LG1110
B Other
£ Import Errors
EY Trust =i 1 J »
Faor help, press F1 9 item(z] EB M atifications CAPS LI

2. Double-click Cash Receipts Log.
The Batch Log\LG 1060 window opens.
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Ef Batch Log\LG1060 ===
Form  Edit Help
= M| &E[&
Current Beport  LGT0B0: Cash Receipts Log
Destinations D estingtion @
Screen v
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Batch Murber a0aam 333333 ﬂ
Available Sorts Selected Sorts
Sorts @ J 2 Batch Number
A
Option P Selection
Options Print Trailer Page ot |, I ,' -
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Cash Receipts Log Report Reference

Report options

Screen element Description
Destinations

Where you want to send the report (i.e., printer, view on screen export to

DEE o an Excel file, etc.)
Ranges

il [N U B Run a report that displays a particular batch number or range of batch

numbers.
Sorts
Batch Number Sort selected items by batch number.
Options

Prints a separate page that lists the report selections for the

Print Trailer Page :
accompanying report.

Select the breakdown of the Table of Contents. Available selection is

Table of Contents 'Batch Number.'

Text boxes (fields)

Text box label Description

Batch # The number assigned to the batch.

Batch Comment Text from the Comment text box in the batch form window.
Count Number of records in the batch.

Batch Status Status of the batch.

User ID The ID of the person who created the batch.

Date The date on which the batch was created.
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Trust Adjustment Batch Log Report Overview

The Trust Adjustment Batch Log is a summary report that reflects the current batch status of

all batches for the range selected.

Create a Trust Adjustment Batch Log Report

To create a Trust Adjustment Batch Log report:

1. Select Inquiry - Reports > Reports > Batch Log.

The right pane displays a list of all available batch log reports.

 Gatch Log oo s
Form View Tools Help
= Ba
-- Tranzactions + | | Description | ol
General Journal Batch Log LG1000
=) _ Expenze Enty Batch Log LG1010
£ Repors [ Time Entry Batch Log LG1020
~E Batch Audt @ Credit Mema Log L1030
% — || | E Manual Bills Log LG1040
e Cash Feceipts Lag L1060
E Heafe?;nésesl_ists 2 Trugt Adjugtment Batch Log @ LG1080
E] Aotiviy “oucher Batch Log LG1030
B Genersl Ledger — Check Batch Log LG1110
B Other
£ Import Errors
EY Trust - < 1 b
Far help, press F1 9 itern(z] EB M atifications CaPs | MUM

2. Double-click Trust Adjustment Batch Log.

The Batch Log\LG 1080 window opens.
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Ef Batch Log\LG1080 ===
Form Edit Help
= &[4
Current BReport  LG1030: Trust Adjustrent Batch Log
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Batch Mumber Q000 993953 ﬂ
Available Sorts Selected Sorts
DO @ J 24 Batch Number
4
Option P Selection
Options Print Trailer Page I 7 -
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Trust Adjustment Batch Log Report Reference

Report options

Screen element Description
Destinations

Where you want to send the report (i.e., printer, view on screen export to

DEE o an Excel file, etc.)
Ranges

il [N U B Run a report that displays a particular batch number or range of batch

numbers.
Sorts
Batch Number Sort selected items by batch number.
Options

Prints a separate page that lists the report selections for the accompanying

Print Trailer Page s

Select the breakdown of the Table of Contents. Available selection is

Table of Contents 'Batch Number.'

Text boxes (fields)

Text box label Description

Batch # The number assigned to the batch.

Batch Comment Text from the Comment text box in the batch form window.
Count Number of records in the batch.

Batch Status Status of the batch.

User ID The ID of the person who created the batch.

Date The date on which the batch was created.
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Voucher Batch Log Report Overview

The Voucher Batch Log is a summary report that reflects the current batch status of all
batches for the range selected.

Create a Voucher Batch Log Report
To create a Voucher Batch Log report:
1. Select Inquiry - Reports > Reports > Batch Log.

The right pane displays a list of all available batch log reports.

= Batch Log E=3 EcR =
Form View Tools Help
= 8y e EEEE | o
-- Tranzactions » | | Description | D
General Journal Batch Log LG1000
=5 Expenze Enty Batch Log LG1010
[=-Ed Reparts | Time Entry Batch Log LG1020
~E Batch Audt @ Credit Mema Lag LG1030
% — || |EZ Manual Bills Log LG1040
BRI Cash Receipts Log LG1060
= . Truzt Adjustment Batch Log LGEI080
E Reference Liztz »
E Activity iucher Batch Log LG1090
E] General Ledger Check Batch Log LG1110
B Other
Ed Import Errors
E Trugt -« m |
For help, presz F1 9 item(z) EB Motifications CAPS MM

2. Double-click Voucher Batch Log.
The Batch Log\LG 1090 window opens.
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Ef Batch Log\LG1090 ===
Form Edit Help
= &[4
Current Beport  LG1030; “oucher Batch Log
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Batch Mumber Q000 993953 ﬂ
Available Sorts Selected Sorts
DO @ J 24 Batch Number
4
Option P Selection
Options Print Trailer Page I 7 -
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.

©2021 LexisNexis. B All rights reserved. 197 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.

©2021 LexisNexis. B All rights reserved. 198 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

Voucher Batch Log Report Reference

Report options

Screen element Description
Destinations

Where you want to send the report (i.e., printer, view on screen export to

DEE o an Excel file, etc.)
Ranges

il [N U B Run a report that displays a particular batch number or range of batch

numbers.
Sorts
Batch Number Sort selected items by batch number.
Options

Prints a separate page that lists the report selections for the accompanying

Print Trailer Page s

Select the breakdown of the Table of Contents. Available selection is

Table of Contents 'Batch Number.'

Text boxes (fields)

Text box label Description

Batch # The number assigned to the batch.

Batch Comment Text from the Comment text box in the batch form window.
Count Number of records in the batch.

Batch Status Status of the batch.

User ID The ID of the person who created the batch.

Date The date on which the batch was created.
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Check Batch Log Report Overview

The Check Batch Log is a summary report that reflects the current batch status of all batches
for the range selected.

Create a Check Batch Log Report
To create a Voucher Batch Log report:
1. Select Inquiry - Reports > Reports > Batch Log.

The right pane displays a list of all available batch log reports.

B patch Log EI@
Form View Tools Help
& By e EE | | W8
-- Tranzactions » | | Description | D
General Joumnal Batch Log L1000
= Expenze Enty Batch Log LG1010
'::‘l_EJ Reports | Time Entry Batch Log LG1020
~E Batch Audt @ Credit Mema Log LG1030
% - Manual Bills Lag LG1040
- Cash Receipts Log LG1060
E Feference Lists Truzt Adjustment Batch Log LGEI080
B Aotivi Yaucher Batch Log LG1090
i Y
B Generdl Lodger reck Baich Log JE)) LG1110
~E] Other
Ed Import Errors
E Trugt -l i ] or
For help, prezs F1 9 itenn(z] EB M otifications CAPS LI

2. Double-click Check Batch Log.
The Batch Log\LG1110 window opens.
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Ef Batch Log\LG1110 ===
Form  Edit Help
= M| &E[&
Current Report  LG1110: Check Batch Log
Destinations D estingtion @
Screen v
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Batch Murber a0aam 333333 ﬂ
Available Sorts Selected Sorts
Sorts @ J 2 Batch Number
A
Option P Selection
Options Print Trailer Page ot |, I ,' -
Table of Contents Batch Mumber J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges — (=]
Range Batch Mumber =] ﬂ
From 000001
To 335933 c) |

g

@ ] | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Batch Number.

b. Click in the From text box and type the starting batch number.
c. Click inthe To text box and type the ending batch number.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Check Batch Log Report Reference

Report options

Screen element Description
Destinations

Where you want to send the report (i.e., printer, view on screen export to

DEE o an Excel file, etc.)
Ranges

il [N U B Run a report that displays a particular batch number or range of batch

numbers.
Sorts
Batch Number Sort selected items by batch number.
Options

Prints a separate page that lists the report selections for the

Print Trailer Page :
accompanying report.

Select the breakdown of the Table of Contents. Available selection is

Table of Contents 'Batch Number.'

Text boxes (fields)

Text box label Description

Batch # The number assigned to the batch.

Batch Comment Text from the Comment text box in the batch form window.
Count Number of records in the batch.

Batch Status Status of the batch.

User ID The ID of the person who created the batch.

Date The date on which the batch was created.
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Master lists reports

Accounting Period Master List Report Overview

The Accounting Periods Master List is a listing of all accounting periods entered into the
system through Setup and Manage/Accounting Periods or imported from conversion of an
earlier version of Juris.

Create an Accounting Period Master List Report

To create an Accounting Period Master List report:

1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

s

B paster Lists EI@
Form View Tools Help
= oy e EE|E |
E Juriz - oL
-l Tables oo ML10E0
" d T_’E_'”SE'C“':'HS Arccounts Payable b aster List kL1230
¥~ 22| Billing Activity Code Master List ML1Z20 |=
=R Inauity - Reports | . Bill Format Matter List ML2000
SRE| f‘fpg’ts P!A p Billing Timekeeper Clients ML1300
B E Ba:Ch E;.tlt @ Chart of Accounts Magter List L1070
E bt Lo Clients Master List ML1230
@I Expenze Code Cross Reference L1160
B Boimaroe Lists Expense Code Master List L1030
E Activity Expense Schedule M aster List ML1720
~E] General Ledger Fee Schedule Master List ML1150 -
E Other - || 4 f F
Far help, press F1 25 itemn(z] E:'Zﬂ M atifications CAPS | MUK

2. Double-click Accounting Period Master List.

The Master Lists\ML1060 window opens.
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Ef Master Lists\ML1060 ===
Form Edit Help
= &[4
Current Beport  ML1060: Accounting Periods Mazter List
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Accaunting vear 2011 22 ﬂ
Available Sorts Selected Sorts
DO @ J 24 Accounting Year
4
Option P Selection
Options Print Trailer Page I 7 -
Table of Contents Accounting Year J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Accounbng Year [\E)ﬂ
Fram 2011

To 2012 ©)

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Accounting Year.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Accounting Period Master List Report Reference

Report options

Screen element Description

Destinations

Destination

Where you want to send the report (i.e., printer, view on screen export to

an Excel file, etc.)

Ranges

Accounting Year

Sorts

Run a report that displays all accounting years, a particular accounting
year, or range of accounting years.

Accounting Year Sort selected items by accounting year.

Options

Print Trailer Page

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is
'Accounting Year.'

Table of Contents

Text boxes (fields)

Text box label
Accounting Year
Period

Start Date

End Date

Account Status

Description

The accounting year.

Each accounting period within the selected accounting years.
Beginning date of each accounting period.

Ending date of each accounting period.

Indicates whether an accounting year has or has not been
closed.

Y - year has been closed

N - year has not been closed
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Activity Code Master List Report Overview

The Activity Code Master List is a listing of all activity codes entered into the system through

Tables/Activity Codes.

Create an Activity Code Master List Report

To create an Accounting Period Master List report:

1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

= oster Liss oo s
Form View Tools Help
= 2y |
-- ¥ Tranzactions + | | Description | ol *
Billir Accounting Penods Master List ML10E0
EHEE Inguiy - Reports Acoounts Payable Master Li L1280
-84 Reports | Activity Code Master List é) ML1220 | =
~E Batch Audt @ Eill Farmat Matter List ML2000
-E ga"::: Ed“ — || |Ed Biling Timekeeper Ciients ML1300
ﬁ Chart of Accounts bazter List kL1070
T Clients Master List ML1230
E Bty Expense Code Cross Reference FL11E0
— Expenze Code Master List L1090
-] General Ledger )
E Oither Expenze Schedule Mazter List kL1120
k] Import Emors Fee Schedule Master List ML1150
B Trust -« [« . —m J
Faor help, press F1 25 item(z] EB M atifications CAPS LI
2. Double-click Activity Code Master List.
The Master Lists\ML1220 window opens.
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Ef Master Lists\ML1220 ===
Form Edit Help
= &[4
Current Report  ML1220; Activity Code b azter List
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Activity Code A0 A599 ﬂ
Available Sorts Selected Sorts
DO @ J 24 Activity Code
4
Option P Selection
Options Print Trailer Page I 7 -
Table of Contents Activity Code J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . [E]
A ange Activity = [\E) ﬂ
From A0

To 4333 ©)

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Activity Code.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Activity Code Master List Report Reference
Report options
Screen element Description

Destinations

Where you want to send the report (i.e., printer, view on screen export to

Destination an Excel file, etc.)

Ranges

Activity Code gt:]r;: (r;;;z:it\:ir’:;tcgi;::ys all activity codes, a particular activity code, or
Sorts

Activity Code Sort selected items by activity code.

Options

Prints a separate page that lists the report selections for the accompanying

Print Trailer Page s

Select the breakdown of the Table of Contents. Available selection is
Table of Contents

'Activity Code.'
Text boxes (fields)
Text box label Description
Code The activity code.
Description A short description of the activity.
Narrative A short explanation.
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Bill Format Matter List Report Overview

The Bill Format Master List is a listing of all bill formats entered into the system through

Billing/Bill Designer.

Create a Bill Format Matter List Report

To create an Bill Format Matter List report:

1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

"0 Master Lists E=8 (e

Form View Tools Help

-- ¥ Tranzactions + | | Description | ol *

Eillir Accounting Penods Master List ML10E0

EHEE Inguiy - Reports Accounts Payable Master List L1280

-84 Reports | Activity Code Master Lis ML1220 | =
~E Batch Audt @ Eill Farmat Matter List ML2000
-E ga"::: Ed“ — || |Ed Biling Timekeeper Clients ML1300
ﬁ Chart of Accounts bazter List kL1070
T Clients Master List ML1230
E Bty Expense Code Cross Reference FL11E0
— Expenze Code Master List L1090

-] General Ledger )
E Oither Expenze Schedule Mazter List kL1120
k] Import Emors Fee Schedule Master List ML1150
B Trust -« [« . —m 1k

Faor help, press F1 25 item(z] EB M atifications CAPS LI

2. Double-click Bill Format Matter List
The Master Lists\ML2000 window opens.
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Ef Master Lists\ML2000 ===
Form Edit Help
= & [a
Current Report  MLZ000: Bill Format b atter List
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Bill Format Cade ROoc 559999
Client Code 0o 9993 ﬂ
Available Sorts Selected Sorts
DO @ | [248iFomat Code
ﬂ 4 Cliert Code
J Matter Code
Option I/’?\ Selection

Options Word Wrap Codes e l\__./' -
Print Trailer Page I
Table of Contents Bill Format Code/Client Code/Matte __|[ 9

For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Bill Format Code [\E)ﬂ
Fram ROoat @

To 53999 ()

Cancel

a. Click the Range arrow and specify one of the range options. For this report, the
available options are Bill Format Code, and Client Code.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

e. Repeat steps a through d if you want to add another range option.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Click the Word Wrap Codes check box to select it, if you want the contents to wrap so all
content shows in the display. If you only want to see the content that fits in the content
column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.
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9. Optionally, click on the Table of Contents ellipses button if you want to select the
breakdown of the Table of Contents.

Available selections are 'Bill Format Code,' 'Billing Format Code/Client Code," and 'Bill
Format Code/Client Code/Matter Code.'

10. Click the Print & button on the toolbar to generate your report.
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Bill Format Matter List Report Reference

Report options

Screen element

Destinations
Destination
Ranges

Bill Format Code

Client Code

Sorts

Bill Format Code
Client Code
Matter Code

Options

Word Wrap Codes

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Bill Format Code
Matter Name
Matter Code

Bill Tmkp

Client Name

Description

Where you want to send the report (i.e., printer, view on screen export to
an Excel file, etc.)

Run a report that displays all bill format codes, a particular bill format code,
or range of bill format codes.

Run a report that displays all client codes, a particular client code, or range
of client codes.

Sort selected items by Bill Format Code.
Sort selected items by Client Code.

Sort selected items by Matter Code.

Checked - The contents in the text box wrap to the next line.

Unchecked - The text box displays only the content that fits
within its confines.

Prints a separate page that lists the report selections for the accompanying
report.

Lets you select the breakdown of the Table of Contents. Available
selections are 'Bill Format Code,' 'Billing Format Code/Client Code,' and
‘Bill Format Code/Client Code/Matter Code.'

Description

Code used to indicate the type of bill format.
The matter named used for reporting purposes.
The code that identifies the specific matter.
Billing timekeeper assigned to the matter.

The client name used for reporting purposes.
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Text box label Description

Client Code The code that identifies the specific client.
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Billing Timekeeper Clients Report Overview

The Billing Timekeeper Clients is a listing of all clients by billing timekeeper entered into the
system through Tables/Clients.

Create a Billing Timekeeper Clients Report

To create an Billing Timekeeper Clients report:

1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

= oster Liss oo s
Form View Tools Help
= By - B |
-- ¥ Tranzactions + | | Description | ol *
Eillir Accounting Penods Master List ML10E0
EHEE Inguiy - Reports Accounts Payable Master List L1280
-84 Reports | Activity Code Master Lis ML1220 | =
~E Batch Audt @ Eill Farmat Matter List ML2000
-E ga"::: Ed“ B ] Giling Timekeeper Ciients ML1300
ﬁ Chart of Accounts bazter List kL1070
T Clients Master List ML1230
E Bty Expense Code Cross Reference FL11E0
— Expenze Code Master List L1090
-] General Ledger )
E Oither Expenze Schedule Mazter List kL1120
B3 Import Errors E?E-t.Schedl..Jl.e Mas.tl?r List ML115EI i
B Trust -] « I B
Faor help, press F1 25 item(z] EB M atifications CAPS LI
2. Double-click Billing Timekeeper Clients.
The Master Lists\ML1300 window opens.
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Ei Master Lists\ML1300
Form  Edit Help

= & (& &

Current Report

ML1300: Billing Timekeeper Chents

Destinations

Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Biling Tirekeeper D Abg, s ﬂ
Available Sorts Selected Sorts
Sorts Client Reparting M ame @ 4 Client Code
M atter Reporting Mame ﬂ ZJ' W atter Code
4
Option P Selection
Options Word Wrap Codes e |, 7 ,' -
Print Trailer Page I
Table of Contents Timekeeper J

For help, press F1

CAPS

MLIM

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen’ option and then the 'Printer’

option.

Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges P
A ange Billing Timekeeper 1D [\E)ﬂ
Fram A,

To s @

Cancel

a. Click the Range arrow and specify one of the range options. For this report, the only
available option is Billing Timekeeper ID.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

e. Repeat steps a through d if you want to add another range option.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Word Wrap Codes check box to select it, if you want the contents to
wrap so all content shows in the display. If you only want to see the content that fits in the
content column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print £ button on the toolbar to generate your report.
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Billing Timekeeper Clients Report Reference

Report options

Screen element

Destinations

Destination

Ranges

Billing Timekeeper ID

Sorts

Client Code

Matter Code

Client Reporting Name
Matter Reporting Name

Options

Word Wrap Codes

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Client-Matter Code
Client

Matter
Cons Group

Practice Class

Description

Where you want to send the report (i.e., printer, view on screen export to
an Excel file, etc.)

Run a report that displays all billing timekeeper IDs, a particular billing
timekeeper ID, or range of billing timekeeper IDs.

Sort selected items by Client Code.
Sort selected items by Matter Code.
Sort selected items by the client name used for reporting purposes.

Sort selected items by the matter name used for reporting purposes.

Checked - The contents in the text box wrap to the next line.
Unchecked - The text box displays only the content that fits

within its confines.

Prints a separate page that lists the report selections for the accompanying
report.

Lets you select the breakdown of the Table of Contents. Available
selections are 'Bill Format Code,' 'Billing Format Code/Client Code,' and
'‘Bill Format Code/Client Code/Matter Code.'

Description

Codes used to identify each client and matter.
The client name used for reporting purposes.
The matter named used for reporting purposes.

List the Consolidation Name if the matter is part of a
consolidation.

The matter's practice class.
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Text box label Description

Billing Agmt. The matter's billing agreement.

Originating Timekeepers Original timekeepers for each matter.

Pct. Percentage splits for the matter's originating timekeepers.
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Chart of Accounts Master List Report Overview

The Chart of Accounts Master List is a listing of all Chart of accounts entered into the system
through Tables/Chart of Accts.

Create a Chart of Accounts Master List Report
To create a Chart of Accounts Master List report:
1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

BB Master Lists =3 ESR
Form  View Tools Help
= By - HEEE
{ﬂ YVendars » | | Description D -
G- 2] Transactions tccounting Periods Master List ML10E0
Billin. Arccounts Payable b aster List L1280
=HER Inquiry - Reports Activity Code Master List ML1220 |
[2-E4 Feports | Bill Format b atter List ML2000 3

B Batch Audi @ Biling Timekeeper Clisnts ML1300
E g::z: E;ht art of Accounts b aster List @ ML1070
@I _ | | E Certs MasterList ML1230
Fioforonos Lists 1 E=penze Code Crosz Reference ML11E0
E Activity Ewpenze Code Master List kL1030
_____ General Ledger Ewxpenze Schedule kaszter List ML1120
~E] Other Fes Scheduls Master List ML1150
~E] Import Emors FS/Layout Master List ML12E0
f ] Trust - Holiday Schedule b aster List ML1130 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk

2. Double-click Chart of Accounts Master

The Master Lists\ML1070 window opens.
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Ef Master Lists\lML1070 ===
Form  Edit Help
= &[4
Current Report  ML1070: Chart of Accounts baster List
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Account Humber 0o 9939 ﬂ
Available Sorts Selected Sorts
DO @ J 24 Account Humber
ﬂ L Sub dccount Mumber
Option P Selection
Options Print Trailer Page = 7 ,' -
Table of Contents Main Account/Sub Account ,J 8
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Account Mumber [\E) ﬂ
Fram oot

To 3339 ©)

Cancel

a. Click the Range arrow and specify one of the range options. For this report, the only
available option is Account Number.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Optionally, click on the Table of Contents ellipses button if you want to select the
breakdown of the Table of Contents.

Available selections are 'Main Account' and 'Main Account/Sub Account.'

9. Click the Print £ button on the toolbar to generate your report.
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Chart of Accounts Master List Report Reference

Report options

Screen element

Destinations
Destination

Ranges

Account Number

Sorts
Account Number
Sub Account Number

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Account Number

Description

Sub Total Level

Account Type

Paren Control

Cash Flow Type

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Run a report that displays all account numbers, a particular account
number, or range of account numbers.

Sort selected items by Account Number.

Sort selected items by Sub Account Number.

Prints a separate page that lists the report selections for the accompanying
report.

Lets you select the breakdown of the Table of Contents. Available
selections are 'Bill Format Code,' 'Billing Format Code/Client Code,' and
'Bill Format Code/Client Code/Matter Code.'

Description
G/L account number
G/L account description

Subtotal as defined in Tables > G/L Accounts. Used when printing Financial
Statements.

Indicates the type of account.
B = Balance Sheet
P = Profit & Loss

Indicates which is encased in parenthesis - credit or debits.
C = Credit
D = Debit as defined in Tables > G/L Accounts.

Indicates the type of cash flow.
O = Operating

F = Financing

| = Investing
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Text box label Description

X = Not used, as defined in Tables > G/L Accounts.
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Clients Master List Report Overview

The Clients Master List is a listing of all clients entered into the system through
Tables/Clients.

Create a Clients Master List Report
To create a Clients Master List report:
1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

= st =
Form  View Tools Help
= Bp e
{ﬂ YVendars » | | Description D -
E-p2) Tranzactions Bill Farmat batter List L2000
e =) Billig Billing Timekeeper Clients ML1300
i |_r]':|'-‘"-'f' - Feports Chart of Accounts Magter List ML1070
'::-l H_epurts I ] lients Master List L1230
L gatc: ';';th @ Expensze Code Cross Reference ML11E0 =
Ba:Ch L it Ewpenze Code Master List kL1030
:;@I | Expensze Schedule Master List ML1120
! 3 Fee Schedule Master List L1150
--E§ Reference Listz _
B Activity FS/Layaut Master List ML1260
_ General Ledger Haoliday Schedule b azter List ML1130
-E] Other Matter Master List ML1250
~E] Import Emors Office Code Master List ML1050
f ] Trust - Perzonnel Type Master List ML1140 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk

2. Double-click Clients Master List.
The Master Lists\ML1230 window opens.
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Ei Master Lists\ML1230
Form Edit@r Help

= & (& &

Current BReport  ML1230: Clisnts Master List

Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | From | To ﬂ @
Client Code 0ooa 9999 ﬂ
Available Sorts Selected Sorts
Sorts @ »| [4cienCoe
Kl
Option Selection
Options Word Wrap Codes [\Z/_' I -~
Prnnt Trailer Page 1=
Table of Contents Client Code J

For help, press F1

CAPS MLIM

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen’ option and then the 'Printer’

option.

Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges P
R ange Client Code [\E)ﬂ
Fram aan

To 3339 O ©)

Cancel

a. Click the Range arrow and specify one of the range options. For this report, the only
available option is Client Code.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

e. Repeat steps a through d if you want to add another range option.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Word Wrap Codes check box to select it, if you want the contents to
wrap so all content shows in the display. If you only want to see the content that fits in the
content column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print £ button on the toolbar to generate your report.
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Clients Master List Report Reference

Report options

Screen element

Destinations
Destination
Ranges
Client Code

Sorts
Client Code

Options

Word Wrap Codes

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label

Client Code

Client Reporting Name
Client Nickname
Source of Business
Phone No.

Fax No.

Date Opened

Office Code

Billing Timekeeper

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Run a report that displays all client codes, a particular client code, or range
of client codes.

Sort selected items by Client Code.

Checked - The contents in the text box wrap to the next line.

Unchecked - The text box displays only the content that fits
within its confines.

Prints a separate page that lists the report selections for the accompanying
report.

Lets you select the breakdown of the Table of Contents. Available selection
is 'Client Code.'

Description

Code used to identify each client.

The client name (as defined on the Code tab) used for reporting purposes.
The client nickname as defined on the Code tab.

Business source as defined on the Code tab.

Client's phone number as defined on the Code tab.

Client's fax number as defined on the Code tab.

Date on which the client was opened.

Office code as defined on the Code tab.

Billing timekeeper for the client, as defined on the Billing tab.
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Text box label
Practice Class

Fee Schedule
Task Code Xref
Expense Schedule
Exp. Code Xref
Bill Format

Billing Agreement

Flat Fee Inc. Exp

Retainer Type

Expense Frequency

Fee Frequency
Billing Month

Billing Cycle
Expense Threshold
Fee Threshold
Interest Days
Interest Percent
Discount Option
Discount Percentage
Surcharge Option

Surcharge Percentage

Tax Exemption 1

Tax Exemption 2

Tax Exemption 3

LexisNexis® Juris® Reports Guide M Release: 3.2

Description

Practice class as defined on the Billing tab.

Fee schedule as defined on the Billing tab.

Task code cross-reference as defined on the Billing tab.
Expense schedule as defined on the Billing tab.

Expense code cross-reference as defined on the Billing tab.
Bill layout as defined on the Billing tab.

Billing agreement as defined on the Billing tab.

As checked on the Billing tab. NA is displayed if the billing agreement is not
set to a flat fee.

Yes - Flat fee includes expenses.

No - Flat fee does not include expenses.

If Retainer is selected as the Billing Agreement, this column displays the
retainer type as defined on the Billing tab.

Billing frequency for expenses as defined on the Billing tab.
Billing frequency for fees as defined on the Billing tab.

Billing month (if Billing Type is NOT Cycle Billing) as defined on the Billing
tab.

Billing cycle (if Billing Type IS Cycle Billing) as defined on the Billing tab.
Expense threshold as defined on the Billing tab.

Fee threshold as defined on the Billing tab.

Interest days as defined on the Int/Disc tab.

Percentage of interest as defined on the Int/Disc tab.

Discount option as defined on the Int/Disc tab.

Percentage of discount as defined on the Int/Disc tab.

Surcharge option as defined on the Int/Disc tab.

Percentage of surcharge as defined on the Int/Disc tab.

Yes - Tax Exemption 1 is checked on the Int/Disc tab.
No - Tax Exemption 1 is NOT checked on the Int/Disc tab.

Yes - Tax Exemption 2 is checked on the Int/Disc tab.
No - Tax Exemption 2 is NOT checked on the Int/Disc tab.

Yes - Tax Exemption 3 is checked on the Int/Disc tab.
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Text box label

Budget Option

Require Phase on Trans.

Require Task Codes on Time

Require Activity Code on Time

Require Task Codes on Exp

Originating Timekeeper(s)

Consolidations

Billing Address(es)

Description
No - Tax Exemption 3 is NOT checked on the Int/Disc tab.

Budget Enabled - Enable budgeting is checked, as defined on the Int/Disc
tab.
No Budget - Enable budgeting is NOT checked, as defined on the Int/Disc
tab.

Yes - Require phase numbers on all transactions checked as defined on
the Int/Disc tab.

No - Require phase numbers on all transactions Not checked as defined on
the Int/Disc tab.

Yes - Require task codes on all time entries checked as defined on the
Int/Disc tab.

No - Require task codes on all time entries Not checked as defined on the
Int/Disc tab.

Yes - Require activity codes on all time entries checked as defined on the
Int/Disc tab.

No - Require task codes on all expense entries Not checked as defined on
the Int/Disc tab.

Yes - Require task codes on all expense entries checked as defined on the
Int/Disc tab.

No - Require task codes on all expense entries Not checked as defined on
the Int/Disc tab.

Originating timekeepers (Name and Percentage(s)) as defined on the Code
tab.

Provides the consolidation name, billing timekeeper, bill format, address
nickname, number of copies, and comment as defined on the Consolidation
Setup for each of the Client's consolidations.

Provides the address nickname, full address, contact name, telephone, and
fax numbers for each billing address in the Billing Addresses folder.
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Expense Code Cross Reference Report Overview

The Expense Code Cross Reference is a listing of all expense code cross reference codes
entered into the system through Tables/Expense Code Cross Reference.

Create an Expense Code Cross Reference Report
To create an Accounting Period Master List report:
1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

= st s oo
Form  View Tools Help
= By - HEEE
LB endors « | | Description I -
-l
" 2 Transactions Bill Farmat Matter List L2000
- 2] Billing Billing Timekeeper Clients ML1300
i |_r]':|'-‘"-'f' - Reports Chart of Accounts Master List ML1070
J§d Repots | Clients Master List ML1230
~E gam: fé;_d't @ wpense Code Cross Reference ML1160 =
E Ba:Ch L it Ewpenze Code Master List kL1030
::@ | Expensze Schedule Master List ML1120
= d 3 Fee Schedule Master List L1150
--Ei Reference Lists _
B Activity FS/Layaut Master List ML1260
_____ > Haoliday Schedule b azter List ML1130
General Ledger
-E] Other Matter Master List ML1250
~E] Import Emors Office Code Master List ML1050
f ] Trust - Perzonnel Type Master List ML1140 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk

2. Double-click Expense Code Cross Reference.

The Master Lists\ML1160 window opens.
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Ef Master Lists\ML1160 ===
Form Edit Help
= &[4
Current Beport  ML1160: Expense Code Crosz Reference
Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Ewpenze Code ref List ARA L ﬂ
Available Sorts Selected Sorts
DO @ J &4 Cross Reference List
4
Option P Selection
Options Print Trailer Page I 7 -
Table of Contents Cross Reference List J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges

A ange Ewpense Code #ref List [\E) ﬂ
From AAA
To T c) |

@ OF. | Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Expense Code Xref List.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Expense Code Cross Reference Report Reference

Report options

Screen element Description
Destinations

Where you want to send the report (i.e., printer, view on screen export to an

DEE o Excel file, etc.)
Ranges

Run a report that displays all expense code cross reference lists, a
Expense Code Xref List particular expense code cross reference list, or a range of expense code
cross reference lists.

Sorts
Cross Reference List Sort selected items by cross reference list.
Options

Prints a separate page that lists the report selections for the accompanying

Print Trailer P
rint Trailer Page report.

Select the breakdown of the Table of Contents. Available selection is
Table of Contents

'Activity Code.’
Text boxes (fields)
Text box label Description
Code The cross reference code.
Description A short description of the cross reference.
Firm's Code The firm's expense code (valid expense code)
Client's Code Client expense code.
Client's Description Client expense code description.
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Expense Code Master List Report Overview

The Expense Code Master List is a listing of all expense codes entered into the system

through Tables/Expense Codes.

Create an Expense Code Master List Report
To create an Expense Code Master List report:

1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

= st s oo
Form  View Tools Help
= Bp e
{ﬂ YVendars » | | Description D -
H-Ll Transactions Bill Format Matter List ML2000
- 2] Billing Billing Timekeeper Clients ML1300
i |_r]':|'-‘"-'f' - Reports Chart of Accounts Master List ML1070
J§d Repots | Clients Master List ML1230
g Batch 'ﬁ'ufj't Expensze Code Cross Referen ML11E0 =
ga:c: Edlt penze Code b azter List kL1030
;@ | Ewxpenze Schedule kaszter List ML1120
= d 3 Fee Schedule Master List L1150
--gi Feference Lists _
B Activity FS/Layaut Master List ML1260
] Gereral Led Holiday Schedule Master List ML1130
i ger
-E] Other Matter Master List ML1250
~E] Import Emors Office Code Master List ML1050
f ] Trust - Perzonnel Type Master List ML1140 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk
2. Double-click Expense Code Master List.
The Master Lists\ML1090 window opens.
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B Master Lists\ML1090 = o5
Form Edit ®, Help
= &[4
Current Beport  ML1030; Expense Code Master List
Destinations Destination @
Screen J
Ranges R ange | From | To ﬂ @
Expenze Code E101 E399 ﬂ
Available Sorts Selected Sorts
Sortz Description @ ﬂ £ Expense Code
4
Option P Selection
Options Include Inactive Expense Codes? |# | 7 ,' -
Print Trailer Page I
Table of Contents Expense Lode |J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen’ option and then the 'Printer’

option.

Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Eupenze Code [\E)ﬂ
From E101
To E993 @
Cancel
a. Click the Range arrow and specify one of the range options. For this report, the only

e.

available option is Expense Code.

Click in the From text box and type the starting year.
Click in the To text box and type the ending year.
Click OK.

The range is added to the Range list.

Repeat steps a through d if you want to add another range option.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow

button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow

button to remove the sort option.

7. Optionally, click the Include Inactive Expense Codes? check box to select it, if you want

the report to include inactive expense codes. If you do not want to include inactive expense
codes, leave the check box blank.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that

lists the report selections for the accompanying report.

9. Click the Print £ button on the toolbar to generate your report.
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Expense Code Master List Report Reference

Report options

Screen element

Destinations
Destination
Ranges

Expense Code

Sorts
Expense Code
Description
Options

Include Inactive Expense
Codes?

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label

Code

Description

Narrative

G/L Account #

G/L Account Type

G/L Account Description

Type
Tax Exempt 1

Tax Exempt 2

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Run a report that displays all expense codes, a particular expense code, or
range of expense codes.

Sort selected items by expense code.

Sort selected items by description.

Checked - The inactive expense codes will be included.
Unchecked - The inactive expense codes will not be included.

Prints a separate page that lists the report selections for the accompanying
report.

Lets you select the breakdown of the Table of Contents. Available selection
is 'Expense Code.'

Description

Code used to identify each client.

Description of the expense code.

Expense code narrative.

General Ledger account number associated with the expense code.
General Ledger account type (Income or Adjustment).

Description of the General Ledger account.

The kind of expense (Cash or Non Cash).

Y - Exempt from Tax 1.
N - Not exempt from Tax 1.

Y - Exempt from Tax 2.
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Text box label Description
N - Not exempt from Tax 2.

Y - Exempt from Tax 3.

Tax Exempt 3 N - Not exempt from Tax 3.

Active Y - Expense code is active.

N - Expense code is not active.
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Expense Schedule Master List Report Overview

The Expense Schedule Master List is a listing of all expense schedules entered into the
system through Tables/Expense Schedule Master List.

Create an Expense Schedule Master List Report
To create an Expense Schedule Master List report:
1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

B |\faster Lists = Ech <"
Form  View Tools Help
= 8 - EEE | @
{ﬂ YVendars » | | Description D -
" 2 Transactions Accounting Peniods b aster List L1060
Billin. Arccounts Payable b aster List L1280
EHER Inquiny - Reports Activity Code Master List ML1220 |
J§d Repots | Bill Format Matter List ML2000 3
~E gat':: E‘;F‘“ @) Billing Timekeeper Clients ML1300
E Ba:Ch L it Chart of Accounts Master List ML1070
--Eifl Batch Lo . .
jhdaster Liste - Clients bagter List L1230
= d E=penze Code Crosz Reference ML11E0
--Ei Reference Lists _
B ctivity Expense Code Master List ML1050
_____ General Ledger wpenze Schedule b aszter List ML1120
. E Other Fee Schedule Master List L1150
~E] Import Emors FS/Layout Master List ML12E0
f ] Trust - Holiday Schedule b aster List ML1130 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk

2. Double-click Expense Schedule Master List.

The Master Lists\ML1120 window opens.
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Ef Master Lists\ML1120 ===
Form  Edit Help
= M| &E[&
Current Beport  ML1120: Expense Schedule Master List
Destinations D estingtion @
Screen v
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Expenze Schedule Code LYY ZEL ﬂ
Available Sorts Selected Sorts
Sorts Description @ ﬂ é], Expense Schedule Code
A
Option P Selection
Options Print Trailer Page ot |, I ,' -
Table of Contents Expenze Schedule Code J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Espense Schedule Code [\E) ﬂ
From AR

To s @

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Expense Schedule Code.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Expense Schedule Master List Report Reference

Report options

Screen element

Destinations

Destination

Ranges

Expense Schedule Code

Sorts
Expense Schedule Code

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Code

Description
Expense Code
Expense Description

Type

Summarize

Show Units

Multiplier

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Run a report that displays all expense schedule codes, a particular
expense schedule code, or range of expense schedule codes.

Sort selected items by expense schedule code.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is
'Expense Schedule Code.'

Description

The expense schedule code.

Expense schedule code description.
Expense code on the expense schedule.
Expense code description.

Type of expense (Cash or NonCash).

Indicates whether expense is set to summarize on this expense schedule.
Y - Expense is set to summarize.
N - Expense is not set to summarize.

Indicates whether expense is set to show units on this expense schedule.
Y - Expense is set to show units.
N - Expense is not set to show units.

Multiplier for expense code as set on the expense schedule.
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Fee Schedule Master List Report Overview

The Fee Schedule Master List is a listing of all fee schedules entered into the system through
Tables/Fee Schedules.

Create a Fee Schedule Master List Report
To create a Fee Schedule Master List report:
1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

= st s oo
Form  View Tools Help
= Bp e
{ﬂ YVendars » | | Description D -
E-p2) Tranzactions tccounting Periods Master List ML10E0
Billin. Arccounts Payable b aster List L1280
=HER Inquiry - Reports Activity Code Master List ML1220 |
|- Repots [ Bill Format Matter List ML2000 3
~E gat':: E‘;F‘“ @) Billing Timekeeper Clients ML1300
Ba:ChL it Chart of Accounts Master List ML1070
@I ||| EZ] clients Master List ML1230
! 3 E=penze Code Crosz Reference ML11E0
--Ei Reference Lists _
B ctivity Expense Code Master List ML1050
£} General Ledger Ewxpenze Schedule kaszter List ML1120
E Other e Schedule Master List L1150
~E] Import Emors FS/Layout Master List ML12E0
B Trust 57 aliday Schedule kaster List 5
F Holiday Schedule b Li kL1130
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk

2. Double-click Fee Schedule Master List.

The Master Lists\ML1150 window opens.
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Ei Master Lists\ML1150
Form Edit®r Help

= & (& &

Current Beport  ML1150: Fee Schedule Master List

Destinations Destination @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | From | To ﬂ @
Fee Schedule Code STDWR T ﬂ
Available Sorts Selected Sorts
Sortz Descriptions @ ﬂ £} Fee Schedule Code
Kl
Option P Selection
Options Include Inactive Timekeepers? v | 7 ,' -
Print Trailer Page I ’
Table of Contents Fee Schedule Code J

For help, press F1

CAPS

MLIM

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen’ option and then the 'Printer’

option.

Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Fee Scheduyle Code [\E)ﬂ
From STOVR
To TV, @
Cancel
a. Click the Range arrow and specify one of the range options. For this report, the only

e.

available option is Fee Schedule Code.

Click in the From text box and type the starting year.
Click in the To text box and type the ending year.
Click OK.

The range is added to the Range list.

Repeat steps a through d if you want to add another range option.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow

button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow

button to remove the sort option.

7. Optionally, click the Include Inactive Timekeepers check box to select it, if you want to
include them in the report. If you only want to see active timekeepers, then ensure that this
check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print £ button on the toolbar to generate your report.
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Clients Master List Report Reference

Report options

Screen element

Destinations
Destination

Ranges

Fee Schedule Code

Sorts
Fee Schedule Code

Options

Include Inactive Timekeepers?

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label

Code

Description
Timekeeper

Rate

Personnel Type
Personnel Type Rates

Task Code

Task Code Hrs/Rate/Amt

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Run a report that displays all fee schedule codes, a particular fee schedule
code, or range of fee schedule codes.

Sort selected items by Fee Schedule Code.

Checked - Include inactive timekeepers on the report.
Unchecked - Do not include inactive timekeepers on the report.

Prints a separate page that lists the report selections for the accompanying
report.

Lets you select the breakdown of the Table of Contents. Available selection
is 'Fee Schedule Code."'

Description

Fee Schedule Code used to identify each fee.
Fee schedule code description.

Name of the timekeeper.

Timekeeper's rate on the fee schedule.

Code and description of the personnel type.
Personnel type rate on the fee schedule.

Task code and description on the fee schedule.

Hours/rate/amount of task code on the free schedule, if the
hours/rate/amount are used on time entries.
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FS/Layout (Financial Statement Layout) Master List Report Overview

The FS/Layout Master List is a listing of all financial statement layouts entered into they
system through Tables/Fin. Stmt. Layout.

Create an F/S Layout Master List Report
To create an F/S Layout Master List report:
1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

= st s oo
Form  View Tools Help
= 8y - EEEE |
{ﬂ YVendars » | | Description D -
G- 2] Transactions Expensze Schedule Master List ML1120
e 22| Billing Fee Schedule Master List ML1150
=HER Inquiry - Reports /Lapout Master List L1260
|- Repots [ Haliday Schedule Master List ML11:30
~Ed Batch Audt @) Matter Master List ML1250
Ice Code Master List
£l pach bt Office Code Master L ML1050
ﬁl | Perzonnel Type Master List ML1140
Fioforonos Lists 3 Practice Claszs Master List L1100 =
E Activity Report Queue Master List ML1270
] Genersl Ledaer Sub Account Master List ML1130
~E] Other Task Code Master List ML1170
~E] Import Emors Task Code =ref List ML1200
f ] Trust - Text Code Master List ML1240 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk

2. Double-click F/S Layout Master List.
The Master Lists\ML1260 window opens.
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Ef Master Lists\ML1260 ===
Form  Edit Help
= M| &E[&
Current Report  ML1260: F5/Layout kaster List
Destinations D estingtion @
Screen v
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
FS/Layout Code CF SUPL ﬂ
Available Sorts Selected Sorts
Sorts @ J 2} F5/Lapout Cade
A
Option P Selection
Options Print Trailer Page ot |, I ,' -
Table of Contents FS/Layout Code J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange FS/Layout Code [\E)ﬂ
From CF @

To sURL ()

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is F/S Layout Code.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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F/S Layout (Financial Statement Layout) Master List Report Reference

Report options

Screen element

Destinations
Destination

Ranges

F/S Layout Code

Sorts
F/S Layout Code

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Layout Code
Description
Sequence
Function

Description
Print/Accum
Paren Control

Print Column

Balance Type

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Run a report that displays all financial statements layout codes, a particular
financial statements layout code, or range of financial statements layout
codes.

Sort selected items by financial statements layout code.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is
'F/S Layout Code.'

Description

Code that indicates the type of layout.
Description of the layout.

Number that indicates the layout sequence.
Function of the line.

Field value on the Financial Statement.

Print or accumulate (as set when entering a G/L account on the Financial
Statement.)

Credit or debit (as set in the Chart of Accounts.)

Column 1, 2, or 3 (as set when entering a G/L account on the Financial
Statement.)

Balance type (as set when entering a G/L account on the Financial
Statement.)
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Holiday Schedule Master List Report Overview

The Holiday Schedule Master List is a listing of all holiday schedules entered into the system
through Tables/Holidays.

Create a Holiday Schedule Master List Report
To create a Holiday Schedule Master List report:
1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

= st s oo
Form  View Tools Help
= By - HEEE
E’ Tables = | | Description D *
-k Transactions Clients Master List L1230
Billin. Expenze Code Crozz Reference ML1160
CHE |_r]':|'-‘"-'f' - Reports Expensze Code Master List ML1030
'::'l_EJ H_epurts I ] Expenze Schedule Mazter List ML1120
g4 Batch Audi = Fee Schedule Master List ML1150
iy BatchEd

B S FS/Layout Master List ML1 250 |

@l Holiday Schedule Master List (€3 JRRURAEL 3

B e — Matter Master List ML1250

E Activity Office Code Master List ML1050

..... T Perzonnel Tupe baster List ML1140

General Ledger

. E Other Practice Clazs Master List L1100

~E] Import Emors Report Queue Master List ML1270

f ] Trust - Sub Account Master List ML1130 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk

2. Double-click Holiday Schedule Master List.

The Master Lists\ML1130 window opens.
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Ef Master Lists\ML1130 ===
Form  Edit Help
= & [a
Current Report  ML1130: Holiday Schedule taster List
Destinations Destinghion ; @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ@
Holiday 5chedule Code FED STATE ﬂ
Available Sorts Selected Sorts
Sorts Description @ ﬂ 24 Holiday Schedule
4
Option =N Selection
Options Print Trailer Page I 7 -
Table of Contents Holiday Schedule J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen’ option and then the 'Printer

option.

Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Haliday edule Code [\E)ﬂ
From FED

To STATE — (€)

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Holiday Schedule Code.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Holiday Schedule Master List Report Reference

Report options

Screen element Description
Destinations

Where you want to send the report (i.e., printer, view on screen export to an

DEE o Excel file, etc.)

Ranges

Lets you run a report that displays all holiday schedule codes, a particular

alele s IgE ) holiday schedule code, or range of holiday schedule codes.

Sorts

Holiday Schedule Lets you sort selected items by Holiday Schedule Code.
Description Lets you sort selected items by Description.

Options

Prints a separate page that lists the report selections for the accompanying

Print Trailer Page report.

Select the breakdown of the Table of Contents. Available selection is

LI El: 'Holiday Schedule Code."

Text boxes (fields)

Text box label Description

Code Holiday Schedule Code
Description Holiday Schedule description
Date Date of the holiday
Description Description of the holiday
Substitute Date Substitute date for the holiday
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Matter Master List Report Overview

The Matter Master List is a listing of all clients and their associated matters entered into the

system through Tables/Clients.

Create a Matter Master List Report

To create a Matter Master List report:

1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

= st s oo
Form  View Tools Help
= Bp e
E’ Tables = | | Description D *
E-L N Transactions Clierts Master List ML1230
Billin. Expenze Code Crozz Reference ML1160
CHE |_r]':|'-‘"-'f' - Reports Expensze Code Master List ML1030
'::'l_EJ H_epurts I ] Expenze Schedule Mazter List ML1120
~E gat':: E‘;F‘“ @) = || |Ed Fee Schedule Master List ML1150
e FS/Layout Master List ML1 250 |
@I Holiday Schedule Master List ML1130 1
! atter Master List @ L1250
--gi Feference Lists : ;
B ctivity Office Code Master List ML1050
B Perzonnel Tupe baster List ML1140
il General Ledger
~E] Other Practice Class Master List ML1100
~E] Import Emors Report Queue Master List ML1270
f ] Trust - Sub Account Master List ML1130 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk
2. Double-click Matter Master List.
The Master Lists\ML1250 window opens.
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Ef Master Lists\ML1250 ===
Form  Edit Help
= | E[&
Current Beport  ML1250: Matter b azter List
Destinations Destingtion ; @
Screen v
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ@
Client 0o 9993
b atter 0 9 ﬂ
Available Sorts Selected Sorts
Sorts @ > £ Cliert Code
L Matter Code
A
Option G\ Selection
Options Word Wrap Codes i l\__./' -
Print Trailer Page I
Table of Contents Client Code/Matter Code [..] 9
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen' option and then the 'Printer

option.

Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges

A ange Clignt [\E) ﬂ

Fram oot

To 3339 ® ©)

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Holiday Schedule Code.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Click the Word Wrap Codes check box to select it, if you want the contents to wrap so all
content shows in the display. If you only want to see the content that fits in the content
column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Optionally, click on the Table of Contents ellipses button if you want to select the
breakdown of the Table of Contents.
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Available selections are 'Client Code' and 'Client Code/Matter Code.'

10. Click the Print & button on the toolbar to generate your report.
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Holiday Schedule Master List Report Reference

Report options

Screen element

Destinations
Destination
Ranges

Client

Matter

Sorts
Client Code
Matter Code

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label

Client Code

Client Reporting Name
Client Nickname
Matter Code

Matter Nickname
Matter Reporting Name
Matter Description
Matter Remarks

Date Opened

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Lets you run a report that displays all client codes, a particular client code,
or range of client codes.

Lets you run a report that displays all matter numbers, a particular matter
number, or range of matter numbers.

Lets you sort selected items by Client Code.
Lets you sort selected items by Matter Code.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is 'Client
Code.'

Description

The code used to identify the client.

The client name used for reporting purposes, as defined on the Code tab.
The client's nickname as defined on the Code tab.

The code used to identify a particular matter.

The matter nickname as defined on the Code tab.

The name used for reporting purposes, as defined on the Code tab.

The description of the matter as defined on the Description tab.

Remarks pertaining to the matter, as defined on the Description tab.

The date on which the matter was opened.
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Text box label
Date Closed

Status Flag
Lock Flag

Contact
Phone number
Fax number

Office

Consolidation

Billing Timekeeper

Bill Format

Fee Schedule
Task Code Xref
Expense Schedule
Quick Action
Billing Agreement
Date Last Worked

Date Last Bill

Last Payment Amount

Date Last Statement

Discount Option

Discount Percentage

Surcharge Option

Surcharge Percentage

Tax Exemption 1

Tax Exemption 2

LexisNexis® Juris® Reports Guide M Release: 3.2

Description
The date on which the matter was closed. (If applicable.)
The current status of the matter as defined on the Code tab.

Indicates whether or not there is a lock on the matter, as defined on the
Code tab.

The person to contact regarding the matter as defined on the Code tab.
The phone number as defined on the Code tab.

The fax number as defined on the Code tab.

The office code as defined on the Code tab.

Whether or not the matter is part of a consolidation as defined on the
Address tab.

The billing timekeeper for the matter as defined on the Address tab, if the
matter is not consolidated.

The bill format assigned to the matter as defined on the Address tab, if the
matter is not consolidated.

The fee schedule as defined on the Billing tab.

Task code Xref (cross reference) as defined on the Billing tab.
The expense schedule as defined on the Billing tab.
Quick action as defined on the Billing tab.

The billing agreement as defined on the Billing tab.
Date of the most recent posted time entry.

Date of the last bill for the matter.

The last payment received for the matter.

Date of the last A/R Statement.

Discount option as defined on the Int/Disc tab.
Discount percentage as defined on the Int/Disc tab.
Surcharge option as defined on the Int/Disc tab.
Surcharge percentage as defined on the Int/Disc tab.

Yes - Tax Exemption 1 is checked on the Int/Disc tab.
No - Tax Exemption 1 is not check on the Int/Disc tab.

Yes - Tax Exemption 2 is checked on the Int/Disc tab.
No - Tax Exemption 2 is not check on the Int/Disc tab.
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Text box label

Tax Exemption 3

Budget Option

Require Phase on Trans.

Require Task Codes on Time

Require Activity Code on Time

Require Task Codes on Exp

A/R Last Bill

Date of Last Payment
Payments Since last Bill
Adjustments Since Last Bill

PPD Balance

Originating Timekeeper(s)

Billing Address(es)

LexisNexis® Juris® Reports Guide M Release: 3.2

Description

Yes - Tax Exemption 3 is checked on the Int/Disc tab.
No - Tax Exemption 3 is not check on the Int/Disc tab.

Budget Enabled - Enable budgeting is checked, as defined on
the Int/Disc tab.

No Budget - Enable budgeting is not checked, as defined on
the Int/Disc tab.

Yes - Require phase numbers on all transactions is checked, as defined in
the Int/Disc tab.

No - Require phase numbers on all transactions is not checked, as defined
in the Int/Disc tab.

Yes - Require task codes on all expense entries is checked, as defined in
the Int/Disc tab.

No - Require task codes on all expense entries is not checked, as defined
on the Int/Disc tab.

Yes - Require activity codes on all time entries is checked, as defined in the
Int/Disc tab.

No - Require activity codes on all time entries is not checked, as defined in
the Int/Disc tab.

Yes - Require task codes on all expense entries is checked, as defined in
the Int/Disc tab.

No - Require task codes on all expense entries is not checked, as defined
in the Int/Disc tab.

The amount of the last A/R bill.

The date of the last payment.

Cash receipt payments on the matter since the last bill.
Credit memos on the matter since the last bill.

Current pre-paid balance.

The originating timekeepers (name and percentages) as defined on the
Code tab.

The address nickname, full address, contact name, telephone, and fax
numbers for each billing address ont he Addresses tab.
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Office Code Master List Report Overview

The Office Code Master List is a listing of all office codes entered into the system through

Tables/Offices.

Create an Office Code Master List Report
To create an F/S Layout Master List report:

1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

B pjaster Lists = Ech <"
Form  View Tools Help
= Bp e
E’ Tables = | | Description D *
E-p2) Tranzactions Expensze Code Master List ML1030
Billin. Expenze Schedule kMaster List ML1120
EHER Inquiny - Reports Fee Schedule Master List ML1150
-Bf Repots | FS/Layout Master List ML1260
RE gat':: E‘;F‘“ = | | Ed Holiday Sehedule Master List ML1130
Ba:ChL " Matter Master List ML1250
== ice Cade Master List ML1050 L
Master Lists . E
= ! Personnel Type Master List L1140
-Ei Reference Listz A .
B ctivity Fractice Class Master List ML1100
B Report Queue kaster List ML1270
il General Ledger
~E] Other Sub Account Master List ML1130
~E] Import Emors Task Code Maszter List ML1170
f ] Trust - Task Code Xref List ML1200 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk
2. Double-click Office Code Master List.
The Master Lists\ML1050 window opens.
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Ef Master Lists\ML1050 ===
Form  Edit Help
= M| &E[&
Current BReport  ML1050: Office Code kaster List
Destinations Destingtion ; @
Screen v
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Office Code 10 15 ﬂ
Available Sorts Selected Sorts
Sorts @ > £ Office Code
A
Option P Selection
Options Print Trailer Page ot |, I ,' -
Table of Contents Office Code J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.
Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Qffice Code @ﬂ
From 10

To 15 @

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Office Code.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Office Code Master List Report Reference

Report options

Screen element

Destinations
Destination
Ranges
Office Code

Sorts
Office Code

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Code
Name and Address

Tax Accounting Method

Fees

Noncash Expenses

Cash Expenses

Surcharges

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Lets you run a report that displays all office codes, a particular office code,
or a range of office codes.

Lets you sort selected items by office code.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is 'Office
Code.'

Description

The code that indicates the office.

Name, address and phone number of the office.

Indicates whether the office tax accounting method is billed or cash based.

Indicates whether or not fees are included in Tax 1, Tax 2 and Tax 3.
Y =fees are included, as defined in Tables > Offices.
N = fess are not included.

Indicates whether or not non-cash expenses are included in Tax 1, Tax 2
and Tax 3, as defined in Tables > Offices.

Y = non-cash expenses are included.

N = non-cash expenses are not included.

Indicates whether or not cash expenses are included in Tax 1, Tax 2 and
Tax 3, as defined in Tables > Offices.

Y = cash expenses are included.

N = cash expenses are not included.

Indicates whether or not surcharges expenses are included in Tax 1, Tax 2
and Tax 3, as defined in Tables > Offices.
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Text box label Description

Y = surcharges expenses are included.
N = surcharges expenses are not included.

Rate % The rate percentage of Tax 1, Tax 2, and Tax 3, as defined in Tables
(o]

> Offices.

The maximum tax for Tax 1, Tax 2, and Tax3, as defined in Tables >
Max Tax .

Offices.
Account Type The account types that are associated with the particular office.
Acct Number G/L account numbers assogined to the account type.
Account Name The name of the account.
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Personnel Type Master List Report Overview

The Personnel Type Master List is a listing of all personnel types entered into the system
through Tables/Personnel Types.

Create a Personnel Type Master List Report
To create a Personnel Type Master List report:
1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

Bl paster Lists El@
Form  View Tools Help
= 8y - EEEE |
E’ Tables = | | Description | Is] ~
-4 Tranzactions Haliday Schedule Master List ML1130
- 2] Billin Matter Master List ML1250
EHER Inquiry - Reports Office Cade Master List ML1050
LEl :{ FReports I ] reonnel Type Master List ML1140
L Batch 'ﬁ'ufj't E Practice Clazs Master List ML1100
E EZIEE E;'; Report Bueue Master List ML1270
T Master Lt ] Sub Account Master List ML1130
Fafarence Lists Tazk Code Master List ML1170
E Activity Task Code =ref List ML1200 =
_____ General Ledger Test Code Master List ML1240
. E Other Timekeeper M aster List L1080
~E] Import Emors zer 1D Master List ML1000
B Trst - Wendor Master List ML1290 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk

2. Double-click Personnel Type Master List.

The Master Lists\ML1140 window opens.
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Ef Master Lists\ML1140 ===
Form  Edit Help
= M| &E[&
Current Beport  ML1140: Perzonnel Tope bazter List
Destinations Destingtion ; @
Screen v
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Perzonnel Type 1 25 ﬂ
Available Sorts Selected Sorts
Sorts @ J él. Perzonnel Type Code
A
Option P Selection
Options Print Trailer Page ot |, I ,' -
Table of Contents Perzonnel Type Code J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.
Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Perzonngl Type @ ﬂ
From 1

To 25 @

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Personnel Type.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v/ check button. To remove a destination or range, click on it to select it, and then click

the =/ minus button.
5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print & button on the toolbar to generate your report.
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Personnel Type Master List Report Reference

Report options

Screen element

Destinations
Destination
Ranges
Personnel Type

Sorts
Personnel Type Code

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Code
Description

Fee Schedule

Fee Schedule Rate

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Let you run a report that displays all personnel type codes, a particular
personnel type code, or a range of personnel type codes.

Lets you sort selected items by personnel type code.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is
'Personnel Type Code.'

Description

The code used to identify the personnel type.
The description for the personnel type code.
The fee schedules that the personnel type is on.

The fee schedule rate for the fee schedules that the personnel type is found
on.
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Practice Class Master List Report Overview

The Practice Class Master List is a listing of all practice classes entered into the system

through Tables/Practice Classes.

Create a Practice Class Master List Report
To create a Practice Class Master List report:

1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

= MostrLiss ==
Form  View Tools Help
= Bo e
E’ Tables = | | Description D *
E-p2) Tranzactions Haliday Schedule Master List ML1120
- == Billin Matter Master List ML1250
EHER Inquiny - Reports Office Code Master List ML1050
H_epurts I ] Perzonnel Tupe baster List ML1140
i ga:':: E‘;i‘“ = ice Class Master List ML1100
~Ef Batch Edi
2 ML1270
E EE;ZEQS Sub Account Master List ML1130
E T Befmanos Lists Tazk Code Master List ML1170
E Activity Task Code =ref List ML1200 =
E] General Ledger Test Code Master List ML1240
E Other Tirnek eeper Master List ML1020
~E] Import Emors zer 1D Master List ML1000
B Trst - Wendor Master List ML1290 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk
2. Double-click Practice Class Master List.
The Master Lists\ML1100 window opens.
©2021 LexisNexis. B All rights reserved. 331 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

Ei Master Lists\ML1100 = Eom ==

Form Edit Help
& [&

=

=

Current Beport  ML1100: Practice Class Master List

Destinations Destingtion ; @
Screen v
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Practice Clazs Code B FI
Degcrption Bankmptoy Perzonal Injury ﬂ
Available Sorts Selected Sorts
Sorts Description @ ﬂ é], Practice Class
A
Option P Selection
Options Print Trailer Page ot |, I ,' -
Table of Contents Practice Class J

CAPS MLIM

For help, press F1

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.
Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Practice Clags Code @ ﬂ
Fram B

To I @

Cancel

a. Click the Range arrow and specify a range option. For this report, the available
options are Practice Class Code and Description.

b. Click in the From text box and type the starting range.
c. Click inthe To text box and type the ending range.

d. Repeat steps a through d to add another range.

e. Click OK.

Your selections are added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print £ button on the toolbar to generate your report.
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Practice Class Master List Report Reference

Report options

Screen element

Destinations
Destination
Ranges

Practice Class Code

Description

Sorts
Practice class

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Code

Description

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Lets you run a report that displays all practice class codes, a particular
practice class code, or a range of practice class codes.

Lets you run a report that displays all practice class code descriptions, a
particular practice class code description, or a range of practice class code
descriptions.

Lets you sort selected items by practice class.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is
'Personnel Type Code.'

Description
The code used to identify the practice class.

The description for the practice class code.
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Report Queue Master List Report Overview

The Report Queue Master List is a listing of a report queues entered into the system through
Inquiry - Reports/Report Queues.

Create a Report Queue Master List Report
To create a Report Queue Master List report:
1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

[E=SEER =)

2. Double-click Report Queue Master List.
The Master Lists\ML1270 window opens.
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Ef Master Lists\ML1270 ===
Form Edit Help
= &[4
Current BReport  ML1270: Report Queus Mazter List
Destinations Destinghion ; @
Screen W
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Fepart Queue Code BAL SUMC ﬂ
Available Sorts Selected Sorts
DO @ J 24 Fieport Queue Code
ﬂ L Last Fun Date
Option P Selection
Options Print Trailer Page I 7 -
Table of Contents Report Queue Code J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen’ option and then the 'Printer’
option.
Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Hepurt@ue Code @ ﬂ
From BAL

To SUMC

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Report Queue Code.

b. Click in the From text box and type the starting range.
c. Click inthe To text box and type the ending range.

d. Repeat steps a through d to add another range.

e. Click OK.

Your selections are added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print £ button on the toolbar to generate your report.
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Report Queue Master List Report Reference

Report options

Screen element

Destinations
Destination

Ranges

Report Queue Code

Sorts
Report Queue Code
Last Run Date

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Queue Code

Queue Description
Queue Last Run Date
Print Sequence
Report Code

Report Description
Sort(s)

Range(s)

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Lets you run a report that displays all report queue codes, a particular
report queue code, or range of report queue codes.

Lets you sort selected items by report queue code.

Lets you sort selected items by last date on which the report was run.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is
'Report Queue Code.'

Description

The report queue code.

A short description of the report queue code.

The last date on which the report was run.
Order in which the report is printed in the queue.
The report code.

A short description of the report code.

The selected sorts.

The selected ranges.
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Sub Account Master List Report Overview

The Sub Account Master List Report shows a list of Sub Accounts and their description as
defined in Sub Accounts found under Profit Centers.

Create a Sub Account Master List Report
To create a Sub Account Master List report:
1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

= st s oo
Form  View Tools Help
= By - HEEE
E’ Tables = | | Description D *
" Tranzactions Haoliday Schedule b azter List L1130
- == Billin Matter Master List ML1250
EHER Inquiny - Reports Office Code Master List ML1050
H_epurts I ] Perzonnel Tupe baster List ML1140
L gatc: ';';th E Practice Clazs Master List ML1100
E Ba:Ch L it Report Queue kaster List ML1270
@ Sub Account b aster List @ L1130
E T Befmanos Lists Tazk Code Master List ML1170
E Activity Task Code =ref List ML1200 =
_____ General Ledger Test Code Master List ML1240
~E] Other Tirnek eeper Master List ML1020
~E] Import Emors zer 1D Master List ML1000
B Trst - Wendor Master List ML1290 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk

2. Double-click Sub Account Master List.

The Master Lists\ML1190 window opens.
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EI Master Lists\ML1190 =S ECR=|

Form Edit@r Help
= & [&

Current Beport  ML1190: Sub Account b aster List

Destinations Destingtion

Screen
Sulngrdur-itzenA LNGRDU-Development2

Ranges Fange | Fram | To

LK+ il

Available Sorts Selected Sorts

Sorts J
Al

Option P Selection
Options Print Trailer Page I 1\4 ,' -

For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

5. Click the Print & button on the toolbar to generate your report.
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Sub Account Master List Report Reference

Report options

Screen element Description
Destinations

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Destination
Ranges
n/a

Sorts

n/a

Options

Print Trailer Page Prints a separate page that lists the report selections for the accompanying

report.
Text boxes (fields)
Text box label Description
Code The sub account code.

A short description of the sub account code as defined in sub accounts

Description under Profit Centers.
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Task Code Master List Report Overview

The Task Code Master List is a listing of all task codes entered into the system through

Tables/Task Codes.

Create a Task Code Master List Report
To create a Task Code Master List report:

1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

= st s oo
Form  View Tools Help
= Bp e
E’ Tables = | | Description D *
E-p2) Tranzactions Haliday Schedule Master List ML1120
- == Billin Matter Master List ML1250
EHER Inquiny - Reports Office Code Master List ML1050
H_epurts I ] Perzonnel Tupe baster List ML1140
L gatc: ';';th E Practice Clazs Master List ML1100
' Ba:ChL it Report Queue kaster List ML1270
:@ Sub Account baster List L1130
B Releience Lists sk, Code Magter List L1170
E Activity Task Code =ref List ML1200 =
E] General Ledger Test Code Master List ML1240
~E] Other Tirnek eeper Master List ML1020
~E] Import Emors zer 1D Master List ML1000
B Trst - Wendor Master List ML1290 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk
2. Double-click Task Code Master List.
The Master Lists\ML1170 window opens.
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Ef Master Lists\ML1170 ===
Form  Edit Help
= M| &E[&
Current Beport  ML1170: Task Code taster List
Destinations Destingtion ; @
Screen v
Sulngrdur-itzenA LNGRDU-Development2 j
Ranges Fange | Fram | To ﬂ @
Tazk Code B100 Fann ﬂ
Available Sorts Selected Sorts
Sorts @ J 2 Task Code
A
Option P Selection
Options Print Trailer Page ot |, I ,' -
Table of Contents Task Code J
For help, press F1 CapPs Mk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.
Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.

©2021 LexisNexis. B All rights reserved. 353 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Task Code @ﬂ
From B100 @)

To Fa00

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Task Code.

b. Click in the From text box and type the starting range.
c. Click inthe To text box and type the ending range.

d. Repeat steps a through d to add another range.

e. Click OK.

Your selections are added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print £ button on the toolbar to generate your report.
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Task Code Master List Report Reference

Report options

Screen element

Destinations
Destination
Ranges
Task Code

Sorts
Task Code

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Code

Description

Use Hours

Use Rate

Use Amount

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Lets you run a report that displays all task codes, a particular task code, or
range of task codes.

Lets you sort selected items by task code.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is 'Task
Code.'

Description
A code that represents the specific task.
A short description of the task code.

Y - Indicates that Use Hours is checked in Task Code Setup.
N - Indicates that Use Hours is not checked in Task Code Setup.

Y - Indicates that Use Rate is checked in Task Code Setup.
N - Indicates that Use Rate is not checked in Task Code Setup.

Y - Indicates that Use Amount is checked in Task Code Setup.
N - Indicates that Use Amount is not checked in Task Code Setup.

NOTE: For each fee schedule a Task Code is on, Juris lists the fee schedule and

description, as well as the amount entered for Hours, Rate, and Amount.
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Task Code Xref List Report Overview

The Task Code Master List is a listing of all task codes entered into the system through

Tables/Task Codes.

Create a Task Code XRef List Report

To create a Task Code XRef List report:

1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

B0 Master Lists =N [EER (>
Form  View Tools Help
= Bp e
E’ Tables = || | Description D *
FH-§28 Tranzactions m Holiday 5 chedule b aster List ML1130
- == Billin Matter Master List ML1250
EHER Inquiny - Reports Office Code Master List ML1050
H_epurts I ] Perzonnel Tupe baster List ML1140
L gatc: ';';th = Practice Clazs Master List ML1100
Ba:ChL it Report Queue kaster List ML1270
:@ Sub Account baster List L1130
[ Rerrerce Liss e HLT70
~E] Activity b sk Lode Rref List 3
E] General Ledger Text Code Master List ML1240
~E] Other Tirnek eeper Master List ML1020
~E] Import Emors zer 1D Master List ML1000
B Trst - Wendor Master List ML1290 -
Far help, prezs F1 25 ikem(z)] E:Efl Matifications CAPS MLk
2. Double-click Task Code Xref List.
The Master Lists\ML1200 window opens.
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Ef Master Lists\ML1200 o] @[]
Form Edit Help
= &[4,
Current Report  ML1200; Task Code »ref List
Destinations Destination @
Screen )
“ngrdus-itzersLNGR D U-Developrent2 j
Ranges Range From To ﬂ @
Tazk Code xRef List TWA UTCP ﬂ
Available Sorts Selected Sorts
sorts @ »] &1 Task Code »Ref List
ﬂ | Task Code XRef
Option P Selection
Options Print Trailer Page AN -
Table of Contents Task Code XRef List J
For help. press F1 CAPS MLk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen' option and then the 'Printer’
option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges B
Range Task E@E)XHEI‘ List (@) |
Fram WA

To UTCR

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Task Code XRef List.

b. Click in the From text box and type the starting range.
c. Click inthe To text box and type the ending range.

d. Repeat steps a through d to add another range.

e. Click OK.

Your selections are added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print £ button on the toolbar to generate your report.
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Task Code Master List Report Reference

Report options

Screen element

Destinations
Destination

Ranges
Task Code XRef

Sorts
Task Code XRef
Task Code XRef List

Options

Print Trailer Page
Table of Contents

Text boxes (fields)

Text box label
Code
Description
Firm's Code
Client's Code

Client's Description

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Lets you run a report that displays all task code cross references, a
particular task code cross reference, or range of task code cross
references.

Lets you sort selected items by task code cross reference.

Lets you sort selected items by task code cross reference list.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is "Task
Code XRef List.'

Description

A code that represents the specific task code cross reference list.
A short description of the task code cross reference list.

The firm's task code.

The client's task code equivalent to the firm's code.

A description of the client's task code.
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Reference lists reports

Accounts Payable Reference List Report Overview

The Accounts Payable Reference List is a summary listing of all accounts payable codes
entered through Tables/A/P Accounts.

Create an Accounts Payable Reference List Report
To create an Accounts Payable Reference List report:
1. Select Inquiry - Reports > Reports > Reference Lists.

The right pane displays a list of all available reference list reports.

B Reference Lists E'@
Form View Tools Help
= 8, e HEEE | W
Bl Tables = || Description -
" Tranzactions cocountz Payable Reference List RL12a0
22| Bilin Activity Code Feference List RL1220
EHE® Inquity - Reports Billing Timekeeper Clisnt Fiefersnce L1300
LEl | Repors | ] Chart of Accounts Feference List RL1070 |2
i BatchAudi = Client Reference List RL1230
. g::z: E:Igt @ Expenze Code Crozs Reference Lists RL11E0
M aster Lists Expenze Code Reference List RL10G0 |
_ Faference Lists I Expenze Schedules Reference List RL1120
ET Actity im Fee Schedule Reference List RL1150
E] General Ledger Holiday Codes Reference List RL1130
B Other M atter Reference List RL1250
~E] Import Errars Office Code Reference List RLIDED -
B Trust - (f | 1 b
Far help, press F1 13 itern(z] E:';:ﬂ M otifications CAPS LM

2. Double-click Accounts Payable Reference List.

The Master Lists\RL1280 window opens.
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Ef Reference Lists\RL1280 o] @[]
Form Edit Help
= &[4,
Current Heport  EL12800 Accounts Payable Reference List
Destinations Destination @
Screen J
“ngrdus-itzerLNGR D U-Developrment2 J
Ranges Range From To ﬂ @
Accounts Papable Code abc zac ﬂ
Available Sorts Selected Sorts
sorts @ J %J. Accounts Papable Code
Kl
Option P Selection
Options Print Trailer Page AN -
Table of Contents Accounts Papable Code J
For help. press F1 CAPS MLk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’

option.

Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.

©2021 LexisNexis. B All rights reserved. 370 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Accounts Payable Code @ ﬂ
From abc @

To z4ac @

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Accounts Payable Code.

b. Click in the From text box and type the starting range.
c. Click inthe To text box and type the ending range.

d. Repeat steps a through d to add another range.

e. Click OK.

Your selections are added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print £ button on the toolbar to generate your report.
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Accounts Payable Reference List Report Reference

Report options

Screen element

Destinations
Destination

Ranges

Accounts Payable Code

Sorts
Accounts Payable Code

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Code

Description

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Lets you run a report that displays all accounts payable codes, a particular
accounts payable code, or range of accounts payable codes.

Lets you sort selected items by accounts payable code.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is
'Accounts Payable Code."'

Description
A code that represents the specific accounts payable account.

A short description of the account.
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Activity Code Reference List Report Overview

The Activity Code Reference List is a summary listing of all activity codes entered into the
system through Tables/Activity Codes.

Create an Activity Code Reference List Report

To create an Activity Code Reference List report:

1. Select Inquiry - Reports > Reports > Reference Lists.

The right pane displays a list of all available reference list reports.

BA Reference Lists E'@
Form View Tools Help
= By - EE|EE | o
Bl Tables & | | Description | D | -
" 4 Transactions Accounts Payable Reference Li RL1280
1 ==] Bl ivity Code Reference List @ RL1220
ELER Inquity - Fieports Biling Timekesper Client Fieference RL1300
B:E H_epnrts ] Chart of Accounts Reference List RL1070 A
ga"::: f:‘;_d“ = | |Ed Ciiert Rieference List RLIZI0 |°
Ba:Ch i t @ Expenze Code Cross Feference Lists RL11E0
M:‘;E[ I_E;gts Expense Code Reference List RL1090
: Expenze Schedules Reference List RL1120
| Reference Lists | i
T Aty Fee Schedule Reference List RL1150
Holiday Codes Reference List RL1130
{ General Ledger
1 Other b atter Reference List RL1250
i Import Erars Office Code Reference List RL1050
B Trust o Personnel Types Reference List RL1140 57
For help, press F1 19 item(z] EB M otifications CaPS f 1 b
2. Double-click Activity Code Reference List.
The Master Lists\RL1220 window opens.
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Ef Reference Lists\RL1220 o] @[]
Form Edit Help
= &[4,
Current Heport  EL12200 Activity Code Reference List
Destinations Destination ; @
Screen )
“ngrdus-itzersLNGR D U-Developrent2 j
Ranges Range From To ﬂ @
Activity Code A1 Z933 ﬂ
Available Sorts Selected Sorts
sorts @ J %J.f-\u:tivity Code
Kl
Option P Selection
Options Print Trailer Page 7 |, ! :«' -
Table of Contents Activity Code
For help. press F1 CAPS MLk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’

option.
Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Activity Code @ﬂ
Fram A101 @

To £993

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Activity Code.

b. Click in the From text box and type the starting range.
c. Click inthe To text box and type the ending range.

d. Repeat steps a through d to add another range.

e. Click OK.

Your selections are added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print £ button on the toolbar to generate your report.
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Activity Code Reference List Report Reference

Report options

Screen element

Destinations
Destination
Ranges
Activity Code

Sorts
Activity Code

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Code

Description

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Lets you run a report that displays all activity codes, a particular activity
code, or range of activity codes.

Lets you sort selected items by activity code.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is
'Activity Code."

Description
A code that represents the specific activity.

A short description of the activity.
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Billing Timekeeper Client Reference Report Overview

The Billing Timekeeper Client Reference is a summary listing of all clients by billing
timekeeper entered into the system through Tables/Clients.

Create a Billing Timekeeper Client Reference Report
To create a Billing Timekeeper Client Reference report:
1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

B peference Lists E'@
Form View Tools Help
= Bp e B | o
Bl Tables « | | Descrption | D -
" 2 Transactions Accounts Payable Reference List RL1280
bt 2] Biilin Activity Code Reference List RL1220
= h‘. I.rTquuy - Reports billing Tirmekesper Client Reference RL1300
[EEE '_:‘_EF":'”S | _ Chart of Accounts Reference List RL1070 |
R poon ok = || |Ed Client Reference List AL1230 3
B Ea:l:h i t @ Expenze Code Cross Fleference Lists RL1160
: MZsl,:ter I_l:;gts Ewpenze Code Reference List RLI090
|3 P e—— I Ewpenze Schedules Reference List RL1120
) Ectivity Fee Schedule Reference List RL1150
General Ledger Haoliday Codes Referenice List RL1130
1 Other b atter Reference List RL1250
-EY Import Errars Office Code Reference List RL1050
E Trast - Perzonnel Tupes Reference List RL1140 -
For help, press F1 13 item(s] @ M atifications CAPS F LIk
2. Double-click Billing Timekeeper Client Reference.
The Master Lists\RL1300 window opens.
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s\RL1300

E Reference Li
Form Edit Help

= &

&, &

Current Heport

RL1300: Eiling Timekeeper Chent Reference

Destinations Destination @
Screen )
“ngrdus-itzersLNGR D U-Developrent2 j

Ranges Range Fram To ﬂ @
Biling Timekeeper D aaa zzz2 ﬂ

Available Sorts Selected Sorts
Sorts Client Reporting Mame @ ﬂ %J, Timekeeper Cade
I atter Reporting Mame 1 Cliert Cade
ﬂ + Matter Code
Option P Selection
Options Word Wrap Codes [ | 7 :«'
Print Trailer Page I
Table of Contents Timekeeper J

For help. press F1

CAPS

MWLk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen' option and then the 'Printer’

option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges B
A ange Billing Timekeeper 1D @ﬂ
Fram aaa @

To zzz @

Cancel

a. Click the Range arrow and specify one of the range options. For this report, the only
available option is Billing Timekeeper ID.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

e. Repeat steps a through d if you want to add another range option.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Word Wrap Codes check box to select it, if you want the contents to
wrap so all content shows in the display. If you only want to see the content that fits in the
content column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print £ button on the toolbar to generate your report.
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Billing Timekeeper Clients Reference Report Reference

Report options

Screen element

Destinations

Destination

Ranges

Billing Timekeeper ID

Sorts

Timekeeper Code
Client Code

Matter Code

Client Reporting Name
Matter Reporting Name

Options

Word Wrap Codes

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Client-Matter Code
Client

Matter

Description

Where you want to send the report (i.e., printer, view on screen export to
an Excel file, etc.)

Run a report that displays all billing timekeeper IDs, a particular billing
timekeeper ID, or range of billing timekeeper IDs.

Sort selected items by Timekeeper Code.

Sort selected items by Client Code.

Sort selected items by Matter Code.

Sort selected items by the client name used for reporting purposes.

Sort selected items by the matter name used for reporting purposes.

Checked - The contents in the text box wrap to the next line.
Unchecked - The text box displays only the content that fits

within its confines.

Prints a separate page that lists the report selections for the accompanying
report.

Lets you select the breakdown of the Table of Contents. Available
selection is "Timekeeper.'

Description
Codes used to identify each client and matter.
The client name used for reporting purposes.

The matter named used for reporting purposes.
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Chart of Accounts Reference List Report Overview

The Chart of Accounts Reference List is a summary listing of all general ledger account
numbers entered through Tables/Chart of Accts.

Create a Chart of Accounts Reference List Report

To create a Chart of Accounts Reference List report:

1. Select Inquiry - Reports > Reports > Reference Lists.

The right pane displays a list of all available reference list reports.

i

B peference Lists E'@
Form View Tools Help
= Bp e B | o
Bl Tables « | | Descrption | D -
" 2] Transactions Accounts Papable Reference List RL1230
bt 2] Biilin Activity Code Reference List RL1220
EER Inquir - Reports Billing Timek seper Client Rieference RL1300
[EEE '_:‘_EF":'”S | _ hart of Accounts Reference List @ RL1070 |
R poon ok = || |Ed Client Reference List AL1230 3
B Ea:l:h i t @ Expenze Code Cross Fleference Lists RL1160
: MZsl,:ter I_l:;gts Ewpenze Code Reference List RLI090
|3 P e—— I Ewpenze Schedules Reference List RL1120
) Ectivity Fee Schedule Reference List RL1150
General Ledger Haoliday Codes Referenice List RL1130
1 Other b atter Reference List RL1250
-EY Import Errars Office Code Reference List RL1050
E Trast - Perzonnel Tupes Reference List RL1140 -
For help, press F1 13 item(s] @ M atifications CAPS F LIk
2. Double-click Chart of Accounts Reference List.
The Master Lists\RL1070 window opens.
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Form

Ei Reference Lists\RL1070

—

=

Edit Help
=

&, &

Current Heport

Destinations

Ranges

Sorts

Options

RL1070; Chart of Accounts Reference List

D estination @
Screen )
“ngrdus-itzersLNGR D U-Developrent2 j

Range From To ﬂ @
Account Murnber oo 9333 ﬂ

Available Sorts Selected Sorts
@ J %J.AccuuntNumber
ﬂ + Sub Account Mumber
Option P Selection

Print Trailer Page 7 \ [ :' -
Table of Contents Account Number J

For help. press F1

CAPS MWLk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to
view the report on screen and print it, select the 'Screen' option and then the 'Printer’

option.

Depending on the option you select, there may be additional options that appearin a
smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.
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d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Account M urmber @ﬂ
Fram oot @

To 9339

Cancel

a. Click the Range arrow and specify a range option. For this report, the only available
option is Account Number.

b. Click in the From text box and type the starting range.
c. Click inthe To text box and type the ending range.

d. Repeat steps a through d to add another range.

e. Click OK.

Your selections are added to the Range list.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

8. Click the Print £ button on the toolbar to generate your report.
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Chart of Accounts Reference List Report Reference

Report options

Screen element

Destinations
Destination
Ranges
Account Number

Sorts
Account Number
Sub Account Number

Options

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Account Number

Description

Description

Where you want to send the report (i.e., printer, view on screen export to an
Excel file, etc.)

Lets you run a report that displays all account numbers, a particular
account number, or range of account numbers.

Lets you sort selected items by account number.

Lets you sort selected items by sub-account number.

Prints a separate page that lists the report selections for the accompanying
report.

Select the breakdown of the Table of Contents. Available selection is
'Activity Code.'

Description
A number that represents the account.

A short description of the account.
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Client Reference List Report Overview

The Client Reference List is a summary listing of all clients entered into the system through
Tables/Clients.

Create a Client Reference List Report

To create a Client Reference List report:

1. Select Inquiry - Reports > Reports > Master Lists.

The right pane displays a list of all available master list reports.

i

B peference Lists E'@
Form View Tools Help
Bl Tables | Diegcription 1D -
" 2] Transactions Accounts Payable Reference List RL1Z230
bt 2] Biilin Activity Code Reference List RL1220
EER Inquir - Reports Billng Timek eeper Client Reference RL1300
[EEE '_:‘_EF":'”S | _ Chart of Accounts Refersnce List RL1070 |
R poon ok = ant Feference List @ AL1230 3
B Ea:l:h i t @ Expenze Code Cross Feference Lists RL1160
: MZsl,:ter I_l:;gts Ewpenze Code Reference List RLI090
|3 P e—— I Ewpenze Schedules Reference List RL1120
) Ectivity Fee Schedule Reference List RL1150
General Ledger Haoliday Codes Referenice List RL1130
1 Other b atter Reference List RL1250
-EY Import Errars Office Code Reference List RL1050
E Trast - Perzonnel Tupes Reference List RL1140 -
For help, press F1 13 item(s] @ M atifications CAPS F LIk
2. Double-click Client Reference List.
The Master Lists\RL1230 window opens.
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Ef Reference Lists\RL1230 o] @[]
Form Edit Help
= &[4,
Current Heport  EL1230 Client Reference List
Destinations Destination ; @
Screen )
“ngrdus-itzersLNGR D U-Developrent2 j
Ranges Range Frarm Ta @
Cliert Code 000 9399 ﬂ
Available Sorts Selected Sorts
sorts @ »] &1 Client Code
A
Option P Selection
Options Word Wrap Codes 7 |, ! :«' -
Print Trailer Page I .
Table of Contents Client ]
For help. press F1 CAPS MLk

3. Click the Destinations arrow and select a destination for the report.

TIP: You can select multiple destinations for your report. For example, if you want to

view the report on screen and print it, select the 'Screen' option and then the 'Printer

option.

Depending on the option you select, there may be additional options that appearin a

smaller window.

Screen - no additional window opens, but 'Screen' is added to your Destination list.
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Printer - an additional window appears where you make your printer selections.

E Destinations

Printers

©

k. | Cancel ‘

a. Click the Printers arrow and select the printer to which you want to send the report.
b. Click in the Copies text box and type the number of copies you want to print.
c. Click OK.

'Printer' is added to your Destination list.

Excel File - an additional window appears where you make your Excel file selections:

E Destinations @
Save File To:
|I:: “Program Files'Juriz2\bink[report name] s @ J
File Options: File Mame:
E b )™ Multiple Pages @ [w Auto Create

[v RepartID
[v Date
[ Time

@DK | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own page in Excel.

c. Click the Auto Create check box if you want the file name to be automatically
created.

©2021 LexisNexis. B All rights reserved. 402 of 409



LexisNexis® Juris® Reports Guide M Release: 3.2

d. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

e. Click OK.

'Excel File' is added to your Destination list.

PDF File, RTF File, Text File or TIFF File - an additional window appears where you make your file
selections.

E Destinations @

Save File Tao:

|E:"'.F'r|:|gram Files [#86NWuriz2sbin\[ report name] pdf @ J

File Options: File M arne;
[ @ [v Auto Create

[ [+ Feport D
v Date
[ Time

@ ] | Cancel ‘

a. Click the Save File To: ellipses button and select where you want to save the report
file.

b. Click the Auto Create check box if you want the file name to be automatically
created.

c. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

d. Click OK.

The file type is added to your Destination list.
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HTML File - an additional window appears where you make your HTML file selections.

E Destinations @

Save File To:
|I::"'.F'r|:|gram Files (286N uris2hbinh[report name]. himl @J

File Options: File M arne;
b [v Multiple Pages [vw Auto Create

¢ )V Show TOC in Himi v Repot D
[v Date

[ Time

@ ak. | Cancel ‘

QO

a. Click the Save File To: ellipses button and select where you want to save the file.

b. Click the Multiple Pages check box if you want to separate each record out to its
own HTML page.

c. Click the Show TOC in Html check box if you want to add a Table of Contents in
HTML format.

d. Click the Auto Create check box if you want the file name to be automatically
created.

e. If you selected 'Auto Create,' you must also check the attributes you want included in
the file name.
Options are: Report ID, Date and Time.

f. Click OK.
'HTML File' is added to your Destination list.

4. Click on the Ranges + plus button to open a window where you can select a range to
include in your report.
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Ranges . (=]
A ange Client Code @ﬂ
From naom @

To 9333

Cancel

a. Click the Range arrow and specify one of the range options. For this report, the only
available option is Client Code.

b. Click in the From text box and type the starting year.
c. Click inthe To text box and type the ending year.
d. Click OK.

The range is added to the Range list.

e. Repeat steps a through d if you want to add another range option.

NOTE: To edit an existing destination or range, click on it to select it, and then click the
v check button. To remove a destination or range, click on it to select it, and then click

the = minus button.

5. Optionally, under Available Sorts, click on a sort option and then click the ®! right arrow
button to add the sort option.

6. Optionally, under Selected Sorts, click on a sort option and then click the 4! left arrow
button to remove the sort option.

7. Optionally, click the Word Wrap Codes check box to select it, if you want the contents to
wrap so all content shows in the display. If you only want to see the content that fits in the
content column, then ensure that this check box is not checked.

8. Optionally, click the Print Trailer Page check box, if you want to print a separate page that
lists the report selections for the accompanying report.

9. Click the Print £ button on the toolbar to generate your report.
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Client Reference List Report Reference

Report options

Screen element

Destinations
Destination
Ranges
Client Code

Sorts
Client code

Options

Word Wrap Codes

Print Trailer Page

Table of Contents

Text boxes (fields)

Text box label
Code

Reporting Name

Description

Where you want to send the report (i.e., printer, view on screen export to
an Excel file, etc.)

Run a report that displays all client codes, a particular client code, or range
of client codes.

Sort selected items by Client Code.

Checked - The contents in the text box wrap to the next line.

Unchecked - The text box displays only the content that fits
within its confines.

Prints a separate page that lists the report selections for the accompanying
report.

Lets you select the breakdown of the Table of Contents. Available
selection is 'Client Code.'

Description
Code used to identify each client.

The client name used for reporting purposes.
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Downloadable Reports

Free downloadable Juris reports are available from the Juris Downloads page on the Juris
Support Center at https://lexisnexis.custhelp.com/app/answers/answer_view/a
id/1096425#2.
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