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Copyright and Trademark
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Login and Password Assistance

Sign into Juris
To sign into Juris:
1. Click the Windows Start button.

2. Select All Programs > Juris > Juris to open the login window.

Compary | LexisMexis - @
UseriD || @
Paszword @

@ Sign In | Cancel |

3. Click the Company arrow and select the company database in which you want to work.

NOTE: The Company box is only visible if your firm has multiple databases to which
Juris is connected. If you do not see the Company box, skip step 3.

4. Inthe User ID box, type the name you use to sign into Juris.

5. Inthe Password box, type your Juris password.

6. Click Sign In.

The Juris main window opens.

NOTE: If Juris does not allow you to sign in, contact your system manager or

administrator.
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Sign out of Juris
To sign out of Juris do one of the following:

® Select Form > Exit from the menu.

® Click the Close button in the top right-hand corner of the window.
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Change your password

The Change Password feature lets you change your Juris login password. The password can
be up to 6 characters in length and is case-sensitive.

NOTE: You must have access to the password function in Juris to change your password. If

you do not, contact your system manager or administrator.

To change your password:

1. Start Juris and log in to open the main Juris window.

r

= Setup and Manage

Form  VWiew Tools Help

= 2 T 5 [ | o
E Juriz
E’ T ables
- | Transactions
G- 22 E”“”Q X, Clear OrLine Flags
H—. Irquiry - Fieparts g"-.-‘iew Tables
-8 Setup and Manage @ User |Ds
7 = USE”DS_ . ﬂﬁi‘«ccuunting Perinds
b | Accounting Periads =1 Check Desian
fmal| Check Design e .

2. Double-click Setup and Manager to expand the folder.

3. Double-click Change Password.

The Setup and Manage\Change Password window opens.

Copyright © 2021LexisNexis. B All rights reserved.
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If Mobile Web Access is turned off at the Firm level (Firm Options), follow these steps.

e )

]pi Setup and ManagehChange Password EI@

Form View Help
=
Changing password for CLH = Hellberg. Candee L

Enter your OLD passward

Enter pour MEW pazsward

e

Retype MEMW password for verfication

For help, preszs F1 CAPS MLk

a. Inthe Enter your OLD password box, type your current password.
b. Inthe Enter your NEW password box, type the new password you want to use.

c. Inthe Retype NEW password for verification box, re-type the new password
again.
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If Mobile Web Access is turned on at the Firm level (Firm Options), follow these steps

e

]pi Setup and Manage\Change Password
Form View Help

H =

(=] O ==

Changing password(s) for CLH = Hellberg. Candee L

Junz & Junz Suite pagsword
i N
Current pazsword || @
e
Mew password | b)
. e
Confirrn new pagsword | cj

Mabile Web Access pazsward

Current pazswiond |

Mew pazsword |

Confirm new password |

For help, preszs F1

CAPS HLUIM

Perform steps a through c in the Juris & Juris Suite password area of the window.
a. Inthe Current password box, type your current password.
b. Inthe New password box, type the new password you want to use.

c. Inthe Confirm new password box, re-type the new password again.

4. Click the Save button to save your change.
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Set up accounting Fees and Schedules

Fee schedules are used to establish specific fees that differ from the standard fees charged
by a firm.

Create a Fee Schedule

To create a Fee Schedule:

1. Select Tables > Fee Schedules.

=8 Fee Schedules

Form View Tools Help
= Bl
E Juriz

= [ Tables

- 5ub Accounts
-0 Chart of Accts.
----- 8 Bank Accounts
----- ¥ Offices

----- ?% Perzonnel Types
----- E Timekeepers
Practice Claszes
E Tazk Codes

== Tazk Code =ref

Fee Schedules
Activity Codes
Expense Codes
= Expenze Code Xref

2. Open a new Fee Schedule form by using any of the following options:
® Click the New icon on the toolbar.
® Select Form > New from the menu.

® Use the keystroke shortcut Ctrl + N.
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Form  Edit View Tools Help
0= E s BER 9L

Fee Schedule

Description | Timekesper FeeScheduls

For help, press F1

3. Inthe Fee Schedule text box, type a 1-4 character code.
4. Inthe Description text box, type a 1-99 character description.
5. Spell check the form using any of the following options:
® Click the Spell Check icon on the toolbar.
® Select Form > Spelling from the menu.
® Use the keystroke shortcut F7.
6. Save the schedule using any of the following options:
® Click the Save icon on the toolbar.
® Select Form > Save from the menu.
® Use the keystroke shortcut Ctrl + S.

7. Once the Fee Schedule is saved, the Timekeepers, Personnel Types and Task Codes
icons become enabled.
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b Fee Schedules\TKFS

| Form | Edit  View Tools Help
L= = H BE 9L

Fee Scheduls |'|' KFS

Dezcription

2

Timekeepers Perzonnel
Types

For help, press F1

The Fee Schedule might be set up to use Timekeepers, Personnel Types or Task
Codes.

8. Click on the appropriate title below for steps, if the fee schedule has been setup with any
of the following.

Timekeepers

1. Click the Timekeepers icon to open the timekeeper details.

= Fee Schedules\TKFS\ Timekeepers

Form Edit View Help
= & & BB
1D

Allen, Ann A

For help, press F1

2. Inthe ID column, type the Timekeeper's ID.
3. Inthe Rate column, type the rate for the Timekeeper.

4. Click the Save icon on the toolbar to save your additions.
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Personnel Types

1. Click the Personnel Types icon to open the Personnel Types details.

b Fee Schedules\TKFS\Personnel Types

Form  Edit View Help
= & 4 B2 @B kg

Code Perzonnel Type Descrnplion Hate -
1 |1 Partners
2
3

For help, press F1

2. Enter a Personnel Type Code into the schedule in either of the following ways:

® Use the Lookup icon on the toolbar to select a Personnel Type from a list of
available Personnel Types.

® |nthe Code Column, type the Personnel Type code.
3. Inthe Rate column, type a rate to be used for this particular code.
4. Click the Save icon on the toolbar to save your additions.
Task Codes

1. Click the Task Codes icon to open the Task Code details.

b Fee Schedules\TKFS\Task Codes
Form Edit View Help
= & 4 B @ e

Code Tazk Code Descrnphion
1 (B120 Aszset Analysis and Recovery
2

Far help, press F1

2. Enter a Task Code into the schedule in either of the following ways:

® Click the Lookup icon on the toolbar to select a Task Code from the list of
available Task Codes.

® |nthe Code column, type the Task Codes code.
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3. Inthe Rate column, type a rate for this particular code.

4. Click the Save icon on the toolbar to save your addition.
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Create a Financial Statement Layout
To create a financial statement layout:

1. Select Tables > Fin.Stmt. Layout.

Form View Tools

O =

E Juriz

=l Tables

----- Clignts
Text Codes
&8 Holidays

ﬁ‘f Wendors

=-HB Sub Accounts
~dT0] Chart of Accts.
----- & Bank Accounts
----- & Offices

----- ?% Perzonnel Types
----- E Timekeepers
Fractice Clazzes
E Tazk Codes
~=]m Tazk Code Hef
Fee Schedules
Activity Codes
Expense Codes

= Expenze Code =ref
Expenze Schedules

f Fir. Strt. Layouts: S

i AP Accounts

2. Open a new Financial Statement Layout form by using any of the following options:

® Click the New icon on the toolbar.
® Select Form > New from the menu.

® Use the keystroke shortcut Ctrl + N.
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& Fin. Stmt, Lz

Form  Edit View Tools Help

Lapout Code 4543

Layout Description | R i ey

Statement Type | Balance Sheet J

Balance Print Print Paren Double =~
Type Accumulate | Column | Control | Underline

1 |ACCOUNT 0-00 Cashin Bank - GeENDING  |PRINT 1 C
2 |BSHI Met Loss PRINT 1 D

3 =]

Property Yalue

For help, press F1

3. Inthe Layout Code text box, type a 1-4 character code.
This code can be digits, letters, or a combination of both.
4. Inthe Layout Description text box, type a 1-99 character description.

5. Click the Statement Type arrow and select an option for the type of layout. Options are:

Balance Sheet

Profit and Loss Statement

Cash Flow Statement
® Supporting Schedule (Profit & Loss Format)
® Supporting Schedule (Balance Sheet Format)

6. Use the spreadsheet to define the information to be included on the statement.

® ACCOUNT - Allows the selection and formatting of Accounts.
®  TEXT - Allows selection and formatting of Text Codes.

® LITERAL - Allows entry and formatting of free text (i.e., literals).
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® | F (Line Feed) - Forces a blank line in a statement.
® FF (Form Feed) - Forces a new page in statement.
® BSNI - Calculates Balance Sheet Net Income or Loss.

® PAT - Print Accumulated Totals. Used in conjunction with Account when account
values are ‘accumulated’ for later printing using this property.

® SUB1 - SUB9 - Allows creation of sub-total breaks 1-9.
® CLR1-CLR9 - Allows clearing of sub-total breaks 1-9.

® | EGEND - Prints predefined Legend depending on Statement Type being defined.
Used to underline numeric (number) columns. Typically used with statement sub-
totals and grand totals.

® UNDRLN - Allows creation of underlines in blank column/rows.

® SR/ER - Start Ratio/End Ratio: Used with Profit and Loss Statement Types only.
7. Spell Check using any of the following options:

® Click the Spell Check icon on the toolbar.

® Select Form > Spelling from the menu.

® Use the keystroke shortcut F7.
8. Save the layout using any of the following options:

® Click the Save icon on the toolbar.

® Select Form > Save from the menu.

® Use the keystroke shortcut Ctrl + S.

I NOTE: The layout can only be printed via the Reports Queue.
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Set up client information

Fee schedules are used to establish specific fees that differ from the standard fees charged
by a firm.

Create a Client
1. Select Tables > Client.

| Form | View Tools Help

O = B, e EE

E Juriz

=- ﬂ Tables

=-BB SubAccounts
----iI:I_IJIl Chart of Accts,
----- ﬁ Bank Accounts
----- & Offices

----- ﬁ% Perzonnel Types
----- E Timekespers
Practice Classes
E Tazk Codes
== Task Code Href
Fee Schedules
Activity Codes
Ewpense Codes

= Erpenze Code Href
Espense Schedules

EW

Text Codes
-8 Holidays

2. Open the Client form by using any of the following options:
® Click the New icon.
® Select Form > New from the menu..

® Use the keystroke shortcut Ctrl + N.
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Clientsh, new

Form Edit View Tools Help
O == d BBER 0L

Client Code 045
Biling | Irt/Disc | Alocations | Additional Info | Collections |

Mickname | Chowder & Crumb [ Individual

Reparting M arne |Chovder & Crumb

Source of Buziness |

Phane / Fax |395-923-3333 |939-333-9399

Contact |.Jn:|e Chaowder

Date Opened |07/21/2003

Difice Code 15 - Memphis =

Practice Class |DH - Domestic Relations ﬂ

Billing Timekeeper |'.r_,,..-_~,_.-_~,' - Billen, fnm £, j

Orig. Timekeeper 10 M ame y -
1| AdA Allen, Ann A, o]
2 —
3 -

—» 2|

NOTE: You can click on a tab or use the arrow button located at the bottom of the
form to move in a sequential order.
3. Entera Client Code.
4. Fill out the items on the Code tab:
® Enter 1-99 character Client Nickname.

® Enter 1-99 character Reporting Name. Defaults from Client Nickname but may be
edited.

B Enter 1-99 character Source of Business.
® Enter 1-20 character Phone/Fax Numbers.

B Enter 1-99 character Contact.
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Enter or accept Date Opened. Default will be current System Date.
® Enter or select valid Office Code.

® Enter or select valid Billing Timekeeper .

® Enter or select valid Practice Class Code.

® Select whether the Client is an Individual (if unselected, will assume Client is an
organization).

® Enter or select valid Originating Timekeeper(s) and percentage(s). At least one
Originating Timekeeper is required. Number of Timekeepers allowed is 1-5 as
determined in Firm Options.

5. Fill out the items on the Billing tab:
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Clients', new EI@
Formn  Edit View Tools Help
= = 4 BB L
Client Code IW
Code  Billing | Int/Disc | Allocations | Additional Info | Collections | LUDFs |
Fee Schedule |SEC - Securties Exchange Work l.'
Task Code Xref | UTCL - Litigation |
Expense Schedule  |STDR - Standard Rate Expense Schedule ~ |
Exp Code Xref |'I"-.-"f-'x - Tennesses Valley Authaority :J
Bill Layout ]r_' Letter StyleStatement
Prebill Layout ]r_' Edit format - fees grouped by timekesper
Billing Agreement H - Hourly -
Flat Fee [ : - e
Retainer Type | - < NAA = __|
Billing Freguency Expenses: ||"-'1 - Monthly j Fees: |I"-'1 - Monthly l.'
Maonth and Cycle Month: | M/h  Cycle: | M/
Thresholds Expenses: | 500 | Include Fees if threshold met
Fees: | 5000 [ Include Expenses if threshold met
Bill Attachments Do not print attached expense files when printing bills L] Amount 0.00
For help, press F1 CAPS MM

TIP: View Billing Agreements and Billing Frequencies for detailed information and

setup configurations.

® Enter or select Fee Schedule Code. The Fee Schedule assigned to the Client will
determine the timekeeper rates used.

® Enter or select TaskCode and Xref Code (cross reference code), if applicable.

® Enter or select ExpenseScheduleCode. The expense schedule assigned to the
Client will determine the amounts charged for expenses.
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® Enter or select Expense Code Xref Code, if applicable.

® Enter or select Bill Format Code and Prebill Format Code to be used for billing for
this client.

® Enter or select Billing Agreement Code.

= |f Flat Fee Billing Agreement, check box if Flat Fee Amount Includes Expenses.
Any action to be made on the billing agreement after posting a Flat Fee Bill is
determined in Firm Options.

® |fthe Retainer Type is Billing Agreement, enter or select Retainer Type.

® Enter or select Billing Frequency for Expenses/Fees. Any action to be made on
the billing frequency after posting a Flat Fee Bill is determined in Firm Options.

® |f Billing Frequency is (Q)uarterly, (S)emiannually or (A)nnually, enter
BillingMonth.

® |f Billing Frequency(C)ycle, enter Cycle 1-999.

® Enter Billing Thresholds for Expenses/Fees. Threshold defaults will be established
in Firm Options. Threshold billing is activated when Prebills are printed By
Frequency. When posted fee or expenses reach or exceed thresholds, the prebill will
be generated even if it falls outside established Billing Frequencies for that item. If
the prebill prints only because the Fee Threshold was met, then only fees will print. If
it prints because the Expense Threshold was met, then only expenses will print.

® Using the Bill Attachments drop-down list, specify if existing attachments will be
included when printing bills for this client. The following options are available:

® Print attached expense files when printing bills. All expense attachments are
included when printing bills, if present.

® Do not print attached expense files when printing bills. No expense
attachments are ever printed with bills.

® Print attached expense files when printing bills for expenses over $. Allows
you to specify a dollar amount (in the text box to the right of the option). When a bill
is over this amount, any expense attachments are included when printing bills.
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TIP: You can specify this setting's default option, which is always used for new
clients, at the firm level of Juris. For more information, see Configure the Billing tab.

® The check box labeled Enable Online Payments will be selected automatically. To
disable online payments for a client, deselect this check box.

6. Optionally, complete the items on the INT/DISC tab.

Clizntsh, new

Form Edit View Tools Help
0= & BB L

Client Code 045
Cade | Biling Alocations | Additional Info | Collections |

Interest Percent 0.0000

Interest Dayps
Dizcount Optian 0 - Mo discount Percent |N 28,
Surcharge Option ||:| -No surcharge j Percent I A
Tax Exemptions [ Exempt from Tax #1

| Ew=empt from Tas #2

[ Exempt from Tax #3
Budget Options [~ Enable budgeting

[

[ Require tazk codes an all time entries

[ Require activity codes on all time entries

[ Require tazk codes an all expense entries

® Enter Interest Percent (0.0000-100.0000%), if applicable.

® Enter Interest Days 1-365, which is the number of days in the grace period before
interest will begin to accrue on past due balances.

® Enter or select Discount Option and Percent (0.0000-100.0000%), if applicable.
® Enter or select Surcharge Option and Percent (0.0000-100.0000%), if applicable.

Copyright © 2021LexisNexis. B All rights reserved. 24 of 168



LexisNexis ® Juris® User Guide ® Release: 3.2

NOTE: Defaults and ability to change Interest, Surcharge and Discount are
determined by settings in Firm Options.

® Check Tax Exemption options, if applicable.
® Check box to Enable Budgeting, if applicable.

= |f Enable Budgeting is selected, check box to Require Phase Numbers on all
Transactions, if applicable.

® Check box to Require Task Codes on all Time Entries, if applicable.
® Check box to Require Activity Codes on all Time Entries, if applicable.
® Check box to Require Task Codes on all Expenses, if applicable.

7. Optionally, complete the Allocations tab.

Clientz\ XR45

Form Edit View Tools Help

= & B vV & [~ Propagate Changes
Client Code R A5 Chowder & Crumb

Cade | Biling | Int/Disc Additional Info | Collections

Client Responzible Timekeeper Allacations

1D Mame -4

1 |AAA Allen, Ann A. 25.00
2 BHA Allpson, Brad H. 25.00
3 MEA Anderson, Mary K. I 50.00
4

5

[ Amount to allocate 0.00
¥

g

)

10
11
12
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®m Selectan ID.

® Enter a percentage. Each new line will automatically populate the percentage field
with a value that adds up to 100 percent.

8. Optionally, complete the Additional Info tab.

5 e

Form Edit View Tools Help

O b B Y & [+ Propagate Changes
Client Code R AR Chiowder & Crumb

Ende] Billing] Ints’Disc] Allocations | Additional Infa Enllectinns]

Client Additional |nfarmation

myfield Telephone conference with _FZI
Billing Field 02

Billing Field 04

Billing Field

E:H Client="XR45 : Text Code Finder

Eill

Ei" D eszcription
il Youcher test

Eill —

Eill Arnortization

Eill Wolcher best

Bl ConflictT erplate:; Emplogrent
E!" ConflictTemplate: Estate Plan
E:H ConflictTemplate: Family Law

Eill ConflictTernplate: Litigation

Bill Drepreciation

Bl Youcher bext
Youcher bext
Financial Statement Disclaimer
Youcher bext

[ »[]

=3 | Select I Cancel

® Select afiled in the left column.
® Click the ellipses button to bring up the Text Codes for selection.

® Progress through each of the applicable fields, each time using the ellipses button to
select a Text Code.

9. Optionally, complete the Collections tab.
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Clientz\XR45

Form Edit Wiew Tools Help
O e & B <V | & v Propagate Changes

Client Code AR Choweder & Crurmb
Code | Biling | Int/Disc | Allacations | .ﬁ.dditinnallnfnl Callections

Client Collections nfarmatian

Collection Terms |,.f_-.,.|_.;.w Risk j
Coallection Status |<< MOME 53 ﬂ
Additional Status 120 Days

® Select Collection Terms.
® Select Collection Status.
® Enter Additional Status if appropriate.
10. Spell Check the form using any of the following options:
® Click the Spell Check icon.
® Select Form > Spelling from the toolbar.
® Use the keystroke shortcut F7.

11. Save the Client using any of the following options:
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® Click the Save icon.

®m Select Form > Save from the toolbar.

® Use the keystroke shortcut Ctrl + S.

12. The Billing Address, Consolidation and Matters options will become available after

the Client is saved.

Clients\XR45
Forrn Edit View Tools Help

Dz &= &

Client Cade

B« | =
“R45 Chowder % Crumb

Code | Billing | Int/Disc | Allacations | Addiional Infa | Callections

Mickname
Reparting MName
Source of Business
Phone / Fax
Contact

Date Opened
Office Code
Practice Class
Biling Timekeeper

Ong. Timekeeper

[v Propagate Changes

Chowder & Crumb

|Chowder % Crumb

|999-989-9999 995-989-9899

|J oe Chowder
|07/21/2003

|15 - Memphis

|DH - Domestic: Relations

|t - illen, Ann &,

L] L e

[ Individual

ID
1 AdA x |&llen, Ann A,
2
3

Mame

Billing Addresz  Conzalidation

b atters

13. Select the Billing Address option to enter a Billing Address. Select the Consolidation
option to create a Consolidation, if applicable. Select the Matters option to create a

Matter for the client.
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Create a Matter
To create a Matter:

1. Select Tables > Clients.

| Form | View Tools Help

O = By e EE
E Juriz

=2 ﬂ Tables

=-HB Sub Accounts
----iI:I_IJIl Chart of Accts,
----- ﬁ Bank Accounts
----- & Offices

----- ﬁ% Perzonnel Types
----- E Timekespers
Practice Classes
E Tazk Codes
== Task Code Href
Fee Schedules
Activity Codes
Ewpense Codes

= Expense Code Href
Espense Schedules

EW

Text Codes
-8 Holidays

2. Open a Client record.
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B cers

Formm Edit View Tools Help

DEed & 2R vV &

Client Code IHH 45 Chowder & Crumb

Code | Billing | Int/Disc | Aliocations | Additional Info | Callections

Mickname |Ehu:uwu:|er % Crumb [ Individual

Reparting Name |I:h|:|wu:|er % Crurnb

Source of Business |

Phare / Fax |999-985-9939 |993-953-9899

Contact |J|:|e Chowder

Date Opened 0772142009

Office Code [15 - Memphis =l

Practice Class IDH - Domestic Relations ;I

Biling Timekeeper I'.-_ﬁ,..-_ﬁ,..-z-,' - &llen, dn A, j

Orig. Timekesper Is] M armne | %
LT v |&llen, Ann &, 100
2
3

Billing Addresz  Conzolidation

3. Double click on the Matters folder icon.

M atters

4. Open the Matter form by using any of the following options:

® Click the New icon.

B Select Form > New from the menu.

® Use the keystroke shortcut Ctrl + N.

5. Enter a Matter Code.
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6. Many of the default values supplied on the following tabs are pulled from the selections
made on the related Client form. These defaults may be changed to any valid value as
applicable to the individual Matter.

7. Fill out the items on the Code tab.

) Matters\ new

Form Edit View Tools Help
0= -3 4 BB SRR

Matter Code CO24 Chaoweder & Crumb

Desu:riptic:n] ﬁ.ddress] Billing] Split ] Int.-"Disc:] Allocations .&ddiliu:unallnfu:u] Collections

Mickname |Sclup b atter [ Individual

Reparting Mame |S|:uup b atter

Phone / Fax |993-933-3339 |999-939-3339

Contact |J oe Chowder

Date Opened ¢/ Clozed |07 /2242009 i

Status / Lock |D - Opern M ather ﬂ |EI - &illow tirme: and expenzes j

Office Code | 15 - Memphis ﬂ

Fractice Clazs |IF' - Intellectual Property ﬂ

Orig. Timekeeper D M ame 30~
1 AbA v [Allen, Ann A, 100
2 pu—
3 b

® Enter 1-99 character Matter Nickname.

® Enter 1-99 alphanumeric Reporting Name. Default from Matter Nickname but may
be edited.

® Enter 1-99 character Source of Business.

® Enter 1-20 character Phone/Fax Numbers.

® Enter 1-99 character Contact.

® Enter or accept Date Opened. Default will be current System Date.

® Status and Lock options can be used to limit the ability of users to enter new
transactions for the Matter.

Copyright © 2021LexisNexis. B All rights reserved. 32 of 168



LexisNexis ® Juris® User Guide ® Release: 3.2

® Enter or select valid Office Code.
® Enter or select valid Practice Class Code.

® Select whether the Matter is an Individual (if unselected, will assume Matter is an
organization).

® Enter or select valid Originating Timekeeper(s) and percentage(s). Atleastone
Originating Timekeeper is required. Number of Timekeepers allowed is 1-5 as
determined in Firm Options.

8. Fill out the items on the Description tab.

Form Edit View Tools Help
=y =] 4 BB SRR

Matter Code CD34 Chowder & Crurnb,

Code Address] Biling | Split | Int/Disc | Allocations | Additional Info | Collections

Dezcnption

Thiz iz a zoup recipe matter. Client claimsz their zoup recipes are patented. Client
claims goup recipes have been stolen by another company and reproduced under a
different label,

Remarks

Allegations will be looked into and an investigation will be conduchad.

For help, press F1

The Matter Description or Matter Remarks fields each allow a large amount of text,
and these fields may be placed in the bill's design. To enter a carriage return in either
field, use Ctrl + Enter. To enter a tab use Ctrl + Tab.

9. Fill out the items on the Address tab.
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Forrmn Edit View Tools Help
O = = 4 B @3 SR
kM atter Code D24 Chaowsder & Crurmb/

Code | Description Biling | Spiit | Int/Disc | Allocations | Additional Infa | Collections

" |z Conzolidated

Biling Timekeeper |m yr— ﬂ
Bill Layout A2 Le| Letter StyleStatement

Prebill Lapaout ninm J Digtinctive: Shows hours, rate, amount. Mo task or achivity codes. Mo

Mbr. of
COpIEs
Difice 1 | 1 NOME - {|NDME - {i

Send copy to Print | AR Stmt | E-mail E xport Comment

1
2
3
4
A
[

Jd

I Mew Address

For help, prezs F1

NOTE: If the Matter is NOT to be Consolidated, then a billing timekeeper, prebill
format, bill format assignments, and billing address information must be entered here.
If the Matter IS CONSOLIDATED, then the Consolidation must be selected here. (The
must be established before the Matter can be added to the Consolidation.) See
Consolidation for more information.

10. Fill out the items on the Billing tab.
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~ Matters\ new E@
Form Edit View Tools Help
DS HE %R ho
Matter Code y—{} Charles Smith/

Code | Description | Address  Billing | Split | Int'Disc | Allocations | Additional Info | Collections |

Fee Schedule |STDR - Standard Rate Fee Schedule v

Task Code Xref |UTCL - Litigation -

Expense Schedule  |STDR - Standard Rate Expense Schedule |

Exp Code Xref |'I"u"A - Tennessee Valley Authority j

Quick Actor -

Billing Agreement |H - Hourty ﬂ Amount NI

Flat Fee ]

Retainer Type | _ce NJA 2 J

Billing Freguency Expenzes: |M - Morithly j Fees: |M - Morithly ﬂ

Month and Cycle Manth: | N/A Cycle: | NAA

Thresholds Expenses: | R0 [ Include Fees if threshold met

Fees: | 5,000 " Include Expenses if threshald met
Bill Atachments ]F‘rint attached expense files when printing bills for expenszes over & j Amount 0.00
il

For help, press F1 CAPS NLIM

Enter or select Fee Schedule Code. The fee schedule assigned to the Matter will
determine the Timekeeper rates used.

Warning: If the selected Fee Schedule does NOT match the selected Client Fee
Schedule, a mismatch warning box will appear. Click the OK button and make the
appropriate changes so that a match occurs.

Enter or select Task Code Xref Code, if applicable.

Enter or select Expense Schedule Code. The expense schedule assigned to the
Matter will determine the amounts charged for expenses.

Enter or select Expense Code Xref Code, if applicable.
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® Select a QuickAction code in order to automatically assign an action code to the
prebill upon selection. See Edit Prebills for details.

® Enter or select Billing Agreement Code.

= |f Flat Fee Billing Agreement, check box if FlatFeeAmountincludesExpenses.
Any action to be made on the billing agreement after posting a Flat Fee Bill is
determined in Firm Options.

® |f Retainer Billing Agreement, enter or select Retainer Type.

® Enter or select BillingFrequency for Expenses/Fees. Any action to be made on the
billing frequency after posting a Flat Fee Bill is determined in Firm Options.

= |f Billing Frequency (Q)uarterly, (S)emiannually or (A)nnually, enter Billing Month.
® |f Billing Frequency (C)ycle, enter Cycle 1-999.

® Enter Billing Thresholds for Expenses/Fees. Threshold defaults will be
established in Firm Options. Threshold billing is activated when Prebills are printed
ByFrequency. When posted fee or expenses reach or exceed thresholds, the prebill
will be generated even if it falls outside established BillingFrequencies for that item.
If the prebill prints only because the FeeThreshold was met, then only fees will print.
If it prints because the ExpenseThreshold was met, then only expenses will print.

® Using the Bill Attachments drop-down list, specify if existing attachments will be
included when printing bills. The following options are available:

® Print attached expense files when printing bills. All expense attachments are
included when printing bills, if present.

® Do not print attached expense files when printing bills. No expense
attachments are ever printed with bills.

® Print attached expense files when printing bills for expenses over $. Allows
you to specify a dollar amount (in the text box to the right of the option). When a bill
is over this amount, any expense attachments are included when printing bills.

TIP: You can specify this setting's default option, which is always used for new
clients and related matters, at the firm level of Juris. For more information, see
Configure the Billing tab.
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11. Fill out the items on the Split tab.

Form  Edit  View Toocls Help
=y = 4 B2 # oy

Matter Code CD34 Chowder & Crurnb.

Code Desctiptinn] .ﬁ.ddressl Billing Int.f'Disc] .ﬁ.llncatinns] Additional Info | Collections

Split Billing Methiod |-| - split entire: bill ﬂ

Threzhald I A

Client Code Matter Code M atter Reporting Mame

[m N W p R I O TN N )

Far help, press F1

® |n the spreadsheet, enter the Matters that the bill should be split to - and for each
'split to' matter, enter the percentage of the bill that should be split to that matter.

The 'split to' Matters must be created before they can be assigned in the
spreadsheet. The 'split to' matters can be outside the current client, or can include
matters within the current client, including the current matter being split.

12. Optionally, fill out the items on the INT/DISC tab.
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Form Edit View Tools Help
=y = & B2 B LI

Matter Code CDad Chowder & Crurnb./

Code Descriptiun] .-'-‘-.clclressl Billing] Siplit Allocations | Additional Info | Collections

Interest Percent

Interest Days 0
Digcount Option - Mo discount j Percent b A
Surcharge Option - Mo surcharge ﬂ Percent  [M A

Tan Exemptions Exempt fram Tax #1

Exempt from Tax #2

Ewxempt from Tax #3
Budget Options Enable budageting Budget Phaze e
Require tazsk codes an all time entries

Require activity codes on all time entries

FRequire task codes an all expense entries

For help, press F1

® Enter Interest Percent (0.0000-100.0000%), if applicable.

® Enter Interest Days 1-365, which is the number of days in the grace period before
interest will begin to accrue on past due balances.

® Enter or select Discount Option and Percent (0.0000-100.0000%), if applicable.

® Enter or select Surcharge Option and Percent (0.0000-100.0000%), if applicable.
NOTE: Defaults and ability to change Interest, Surcharge and Discount is
determined by settings in Firm Options.

® Check Tax Exemption options, if applicable.

® Check box to Enable Budgeting, if applicable.

= |f Enable Budgeting is selected, check box to Require Phase Numbers on all
Transactions, if applicable.
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® Check box to Require Task Codes on all Time Entries, if applicable.
® Check box to Require Activity Codes on all TimeEntries, if applicable.
® Check box to Require Task Codes on all ExpenseEntries, if applicable.

13. Optionally, complete the Allocations tab.

Form Edit View Tools Help
=y = 4 B B SRR

Matter Code CD34 Chowder & Crurnb.

Code | Description | Address | Biling | Splt | Int/Disc Additional Irfo | Callections

Matter Responsible Timekeeper Allocations

ID
1 [AAA v |Allen, Ann A

2 MKA Anderzon, Mary K.
32 BHA Allyson, Brad H.

Amount to allocate

Far help, press F1

® Selectan ID.

® Enter a percentage. Each new line will automatically populate the percentage field
with a value that adds up to 100 percent.

14. Optionally, complete the Additional Info (Billing Format) tab.
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B o oo =)

Form Edit View Tools Help

Dl B &BR| Mo s H

Matter Code CDad

Chowder & Crumb/

Eodel Desctiptiunl .ﬁ.ddressl Billingl Split I Int.-"Discl Allocations | Addiional Info Eollectiunsl

b atter Additional Information

myrmatterfield

Biling Fielel
Biling Fit patters), new : Text Code Finde
Biling F

Biling F

Woucher test

é:ﬁﬁ:g% Dezcription
Eilling Fif [l Youcher text

Billing Fif || &m0 Amortization

Bi”inEl Fit |[CCH Youcher test

E:”::g E CEMP ConflictT emplate: Employrent
Billing F CEFP ConflictT emplate: E state Plan

CantlictT emplate: Family Law

Billing Fill| CLT ConflictT emplate: Litigation
Billing Filll e P D epreciation

Billing Fi Vouch

Biling F oucher ket

Billing Fi Youcher text

Billing F Financial Statement Dizclaimer

0
For help, pre

® Select a filed in the left column.

® Click the ellipses button to bring up the Text Codes for selection.

—P»| Select |

Cancel |

L
'Fs | NUM

® Progress through each of the applicable fields, each time using the ellipses button to

select a Text Code.

15. Optionally, complete the Collections tab.
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Clhent=\XR45

Formm Edit View Tools Help

De & B 9 & v Propagate Changes
Client Code O AR Choweder & Crumb

Code | Biling | Int/Disc | Alocations | ﬁ-‘-.dditinnallnfu::l Callections

Client Callections [nfarmation

Collection Terms |&-Low Risk ~|
Collection Status |<< WOME =3 j
Additional Status |1 20 Diays

® Select Collection Terms.
® Select Collection Status.
® Enter Additional Status if appropriate.
16. Spell Check the form using any of the following options:
® Click the Spell Check icon.
® Select Form > Spelling from the toolbar.
® Use the keystroke shortcut F7.

17. Save the changes by using any of the following options:
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® Click the Save icon.
®m Select Form > Save from the toolbar.

® Use the keystroke shortcut Ctrl + S.

Change the Office Code of a client and matter

To change the Office Code of a client and matter:

1.
2.

Launch the Juris application, and then select Tables, then Clients.

Select the Client to be assigned to an office.

5
o ]
_| Clients\y0400
Form Ed View Tools Help
O = = % B v Y | = [~ Propagate Changes--—— 4

Client Code 0400 Dawson Consulting Group
iIIing | Int/Dise| Allocations | Additional Info | Collections |

Mickname |0 avesom Consulting Group [ Individual
Reparting Name |0 avesom Conzulting Group

Source of Business |

Phone / Fax |123-456-7830 |123-456-7899

Contact |Mr. Jim Drawson

Date Opened 04/10/2008

Office Code |01 - New York - Main Office 3

Practice Class |DE| - General ;]

Biling Timek eeper | M&H - Harrision, Mike &, ~|

Orig. Timekesper D Marme z =~
1 |MaH | Harrision, Mike & 100
3 -

il N il [ o

Biling Address  Conzolidation Matters

Far help, press F1

MNUM

Under the Code tab, click the Lookup icon beside the Office Code field and select the

office code for the office to be associated with the client.
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4. Select Propagate Changes at the top of the window if you want the change to affect the
matters.

5. Save your changes.

6. On the resulting popup display, select either Propagate changes to ALL Matters for
this Client, or Propagate changes only to Matters with the same original value.

Propagate Changes

v " Propagate changes to ALL Matters for this Chent
6 A

(* Propagate changes only to Matters with the same onginal value

Propagate -
1 [¥ Require Task code on all time entiies
2 ¥ ThresholdOptions [Fee Expense]

¥

77— ok | Eam:e!|

7. Click Ok to continue.

8. If you prefer to associate matters with offices individually, rather than in a group, click
the Matters icon at the bottom of the Clients window.

9. Select a matter to be associated with the new office.

10. Inthe Matters window, click the Lookup button beside the Office Code field, and select
the office to be associated with the matter.

11. Save your changes.
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Assign a Practice Class to a client
To assign a Practice Class to a client:
1. Launch the Juris application, and then select Tables, then Clients.

2. Double-click the client record to be assigned a practice class, from the list.

3. On the Clients window, click the drop down icon beside the Practice Class field and

select the desired practice class.

4
|

Form E View Tools Help

Dz & B vy &
Chent Code im oo Avant Technologies

Code ]Biuingi Int/Disc | Allocations | Additional Info | Collections |

Mickname lﬂvant Technologies [~ Individual
Reparting Name |twant Technologies

Source of Business |ason Patterson

Phone / Fax | |

Contact {Ms. Anita wal

Date Opened |05/09/2008

Office Code |01 - New Yark - Main Office =l

Practice Clazs ]1|j - Copyrights ;J -— 3
Biling Timekeeper 22h Gel:'uer.all

Orig. Timekeeper %g E;anr:iilh;i_s:wl_aw _ 3.?“:“] o

40 - Personal Injury
50 - Bankruptcy =

B0 - E state Planning -
B
Biling Address  Conszalidation Matters
For help, prezs F1 EARS

- crmim oo s

MM

4. Save your changes.
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Assign a Note Card to a Matter

To assign a Note Card to a Matter:
1. Launch the Juris application, and then select Tables, then Clients.
2. Select the client associated with the matter from the list.

3. Click the Matters icon.

O 0O Oe—s

Billirg Addresz Consolidation b atters

4. On the matters popup window that displays, double-click the matter for which a note
must be added.

5. On the Matters form that displays, click the Note Cards icon.

Form Edit View Tools Help
D $ B2 @ ) V| & 4—— Note Cards

6. Click the New Card button on the Matter popup window.

™| Matters\0\Note Cards o || = || £
Form Edit View Insert Tocls Help
|=|a| @ %[5@ o
Kl ]
6
]
For help. press F1 CaPs MUK

7. Enter a caption, similar to a title, for the note on the displayed pop up.
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MNew Card Caption

7

- 0K | | Cancel |

8. Click Ok to continue.

9. Enter the text of your note on the resulting Note Cards popup.

10

- Maﬂer:tmm Cards =Er=E

Form Edgyg View Insert Tools Help

Dlwl|| B % »|¥

Find ...

Fird Mext

— Court Dates

Court dates may have to be moved.
Mew Card

Drop Card

B

| For help, press F1 [ Caps | NUM

10. Save your changes.
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Time entry and tracking
The following codes are used for tracking time:
® Task Codes

® Cross Reference Task Codes

= Activity Codes

B Text Codes

Assign a mandatory task code to a client and matter
1. Launch the Juris application, and then select Tables, then Clients.

2. Double-click the client to be associated with a specific task code. The client form will
display.

3. Click the Int/Disc tab.

6 3
| |
T Clientz\gp10 [e@lr=]
Form EdWf View Teok ip
Dl B § & 0 V& ™ Eropagate Changes ug—— 5
Chort Code 0 dorveshat

Code | Biling InV/Disc | Allocations | Addtional Info | Collections |

Interest Peseent [ no000
Interest Days [ o
Discount Dption [0+ Mo dscount =]
Surchaige Option |U -Ho siichasge ﬂ

Parcart F.‘A
Percert F;A
T Exemplions [T Exempt from Tax #1
[ Ewempt from Tax H2
[ Essiipt nom Tae B3
Budget Ophions [~ Enable budgeting
r -
¥ FRequie task codes on al ime eniries
4 él— Riequins actinty codes on all me entries

[T Riequie task codes on 8 Expense eriies

O B A

Bilng Address  Consobdation Matters

Fot help, press F1 CAPS | NUM ¢
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4. Click to check one of these options; Require task codes on all time entries, or
Require task codes on all expense entries, or both. Note that checking either or both
options does not affect matters that already exist for the client.

5. To associate the task code with matters, click to check the Propagate Changes field.
6. Save your changes

7. If you indicated that the task code use should be propagated, a popup window will
display. Check one of the following; Propagate changes to ALL Matters for this
Client, or Propagate changes only to Matters with the same original value. This
refers to the discount value.

Propagate Changes

B4 " Propagate changes to ALL Matters for this Chent
7 T

* Propagate changes only to Matters with the same onginal value

Propagate &
1 [# Require Task code on all time entiies
2 ¥ ThiesholdDptions [Fee Ezpense]

7|

8 —» 0K | Eam:e!|

8. Click Ok to continue.

9. If you elected not to propagate the change to ALL matters for the client, then matters
that do require the change must be changed individually. To do that, begin by clicking
the Matters folder icon.
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.

= Clients\0010 = |[&@ (=]
Form Edit View Tools Help
Dl & k@ % & [~ Eropagate Changes
Chert Code [0 Joneset
Code | Biing Int/Dite | Abocations | Additional Info | Collections |
Inberest Percent 0.0000
Inberast Days 0
Distount Dption [0~ Ho discount =] Percent [Ha
Surchange Opbon |U.Nu,_m ll Percant ﬁ.:.a.
T E watnplicns [~ Exempt from Tax B1
[~ Ewsmpt nom Tax B2
[ Ewempt om Tax B3
Buedget Opbions [~ Enable budgeting
I R =
[# Require task codes on all me eniries
[T Require actvity codes on al Bme enties
[~ Require task codes on all expense entries
1|
O O Oe—s
Biling Address Consobdation  Matbers
Foi help, press F1 CaPs HUM
10. Double-click a matter record to be changed.
™| Clients\01004Matters =s =0

Form  View Help

DE W B X

Mickname I Code | Status

T} Awanfarmation o004 Open

) Awvware 0o Open

) General 00oa Open

] Myavant nooz Open  wg—o—10

4 | e

| »

For help, presz Fi1

[ CaPs | NUM g

11. Aform window displays for the selected matter. Display the Int/Disc tab.
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12. Click to check one or more of the Budget Options; Require task codes on all time
entries, Require task codes on all expense entries, or both. Note that checking
either or both options does not affect matters that already exist.

13
= |
] Matters{2 [=TEiE]
Form E View Tools Help
Ded & &SRR &6 oY
tatter Code 2 Avant Technologies/Mpavant

Code] Descriptinni .t’-'«ddress] Biling | Split  Int/Disc .t’-'«llocationsj Additionallnfn{ Enllectinn31

Interest Percent 0.0000
Intersst Days 0

Dizcount Option JD o ihscoumit Lj Percent M /4,
Surcharge Option JEI - N surcharge Lj Percent [ /2,
Tax Exemptions [ Ew=empt from Tax #1
[ Exempt from Tax #2
[ Exempt from Tax #3
Budget Dptions [~ Enable budgeting Budget Phaze [Ni&
j5 pha
Require task codes on all time entriez
12 r
Require task codes on all expense entries i]
For help, press F1 EAPS MHUM

13. Save your changes.
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Edita Task Code
To edit a Task Code:

1.
2.

Select Tables > Task Codes.
Open the existing Task Code using any of the following methods:
® Double-click the icon or description for the account to be edited.

® Use the arrow keys on the keyboard to move through the list and select the account
to be edited, then press the Enter key.

Make any necessary modifications desired.
I NOTE: The system does not allow the code to be changed.

Spell check the form using any of the following options:
® Click the Spell Check icon on the toolbar.

B Select Form > Spelling from the menu.

® Use the keystroke shortcut F7.

Save the changes by using any of the following options:
® Click the Save icon on the toolbar.

® Select Form > Save from the menu.

® Use the keystroke shortcut Ctrl + S.
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Create a Timekeeper
To create a Timekeeper:

1. Select Tables > Timekeepers.

Form  Wiew Tools Help

O = B~

E Juriz

-l Tables

=-HB Sub Accounts
----H:I_IZIIl Chart of Accts.
----- ﬁ Bank Accountz

----- £ Offices

----- & Perzonnel Types
Practice Claszes
Task Codes

I gr: Task Code #ref

- [ ! [

2. Open a new Timekeeper form by using any of the following options:
® Click the New icon.
® Select Form > New from the menu.

® Use the keystroke shortcut Ctrl + N.
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47 Jurish\Tables\Timekeepers, new

Form  Edit View Tools Help
== dEBER 0L

Timekeeper (D T

Cade | UDFs |

I nitials ¥

First Mame |M ickey
Middle Mame |

Last Mame

|Mouse
Active Timekeeper v

E-mail Address |min::ke_l,l.mn:nuse@disneyland.cam

Sort Order b ouze

Perzonnel Tupe |‘I - Parthers

Standard R ate | 150.00
T ax Exempt [ Mo

Fee Income Accourt 4000-00 ..

Fee [ncome

Fee Adjustment Account HHHH-HH

For help, press F1

3. Inthe Timekeeper ID text box, type a 1-4 character timekeeper code.

The code can be comprised of digits, alpha characters, or a combination of both.

TIP: If the Timekeeper ID matches the User ID of an existing user, then the
information in the rest of the form (except for the Personnel Type and Rate) are pre-
populated, based on the corresponding information in the User ID form.

4. Select or type the remaining information on the form.

NOTE: If you are on version 2.35 or higher, you can leave the First Name and Middle
Initial blank.
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5. Spell check the form using any of the following options:
® Click the Spell Check icon on the toolbar.
® Select Form > Spelling from the menu.
® Use the keystroke shortcut F7.

6. Save the Timekeeper using any of the following options:
® Click the Save icon on the toolbar.
® Select Form > Save from the menu.
® Use the keystroke shortcut Ctrl + S.

Once saved, the Budgets and Fee Schedules icons appear.
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4 Juris\Tables\Timekeepers\EDN
Forrn  Edit View Tools Help

e & &sBR Y &

Timekeeper [0

Code | UDFs|

Initials

First Mame

Middle Hame

Last Mame

Active Timekeeper
E-mail Addrezs
Sort Order
Perzonnel Type
Standard Rate

T ax Exempt

EDM

EDM

|Emma

D

|Neuru:uth
v “res

|
M eurath

|2 - Azzociates

| 200.00
[ Mo

Fee Incarme Scoount 4000-00 ..

Fee Incame

Fee Adjustment Account -

Budget:  Fee Schedules

Far help, presz F1

7. Click the Budgets icon to review the item.
Go to the Timekeeper Budgets topic for more details.
8. Click the Fee Schedules icon to review the item.

Go to the Fee Schedules topic for more details.

NOTE: The Timekeeper is automatically added to the Standard Fee Schedule at the rate
entered on the Timekeeper form. Adding the timekeeper to other fee schedules is optional.
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Create a Time Entry batch

To create a new Time Entry batch:

1. Launch the Juris application, and then select Transactions, then Time Entries. On the
Time Entries list window, click the New icon.

Eorm  View' Toaols  Help

New—-[1 & I X ey e uE |z @

2. Select the batch type; Normal, Direct, or Adjustment.

@il Time Batch Type | E3
Form Edit View Tools Help
- [ & BB 9

Batch Type

* MNormal " Direct " Adustment -ab——v 2
Comment
\Batch 13 created by SMGR on 09./19/2011 -+— 3

4 — g OK Cancel |

For help, presz F1 CAaPSs ML

3. A comment has been provided by Juris. The comment contains important information
including the sequence number of the batch and the date the batch was created. Edit
the comment if necessary; however, remember that the information provided by the
system might be important later.

4. Click Ok to continue.
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Edit a Posted and Unbilled Time Entry

You can edit an entry if it is unbilled and not on an open prebill.
1. Double-click Transactions and then double-click Time Entry
2. Click Form and then click New.

3. Click the Adjustment button, which is located under Batch Type.
Note the following:

® A normal batch creates new time entries that do not post.
® A direct batch creates new time entries that post automatically when you save it.
®  An adjustment batch edits time entry posts.

4. Optionally, in the Batch Comment box, type a comment.

5. Click OK.
The Batch window opens.

6. Click Form and then select New.
The Time Adjustment Search window opens.

7. Select one or more search criteria: Date, Timekeeper, Client, or Matter.

8. Click Find Now.

9. Double-click the entry you want to open.
10. Edit the fields that you want to change in the Time Adjustment Search window.
11. Inthe Post in period of area, click Today's Date or Original Date.

12. Click Form and then click Save.
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Record a Time Entry

To record a new Time Entry:

1. Select Transactions > Time Entries.

P

BA Time Entries

Form @w

Tools  Help

== Credit Memos
Bl Trust Adjustments

| Pavment Wolchers
=5 Checks

= Quick Checks

H.! Recuring Transactions
- =] Biling

m

For help, press F1 14 item(z]

2. Click the New icon on the toolbar.

Alternatively, you can select Form >

The Time Batch Type window opens.

New > Time Entry from the menu.

Cormrment @

@ Time Batch Type @
Forrn  Edit View Tools Help
= H B Y
Batch Type @
(v | " Direct £ Adjuztment

|Biateh 4049 created by SMGR on 09/05/2013

For help, prezz F1 CAFPS

( : l ] Cancel |

MLk
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3. Select Normal, Direct, or Adjustment in the Batch Type section to indicate the type of
batch file you want to create.

4. Inthe Comment text box, accept the default, or double click in the text box and type a
new comment.

5. Click OK.

The batch window opens.

I 1

& 2010-10:4049 fo - ]
Fnrm@it View Tools Help
[ ' $BER <

Carmrnent |E=at|:h 4049 created by SMGH on 09052013

Micknames | Fiecﬂ| Date | Timekeeper | Clierit/r atter

Total Hours | 0.0o

For help, presz F1 | O tem(z] CAPS M LIk

6. Click the New icon on the toolbar to open a new Time Entry window.

Alternatively, you can select Form > New from the menu, or press CTRL + N on your
keyboard.
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& 2010-10\4049\new =N R

Form Edit View Tools Help
=y =] d BER © Y

Date 03/05,/2013

Timekeeper l—_l

Client [ & ®
Matter li

Budget Phaze a
Tazk Code
Activity Code

Billable Tirne v Tes Marrative

Hours Warked | 0.oo . =
Hours To Eil [ oo

Bate liﬂﬂﬂ

Eee Smount liﬂﬂﬂ

Code 1 [

Code 2 [ -
Code 3 li Note |

For help, press F1 CAPS MM

7. Inthe Time Entry window, type and select the time entry details.

TIP: Press the F9 key in any text box to duplicate the value for that text box based on
the value used in the previous time entry. Text boxes may be set to always duplicate
automatically by selecting auto-duplicate options, found under Tools > Preferences
on the menu in the Time Entry window.

8. Click the Save icon on your toolbar to save the time batch.

Alternatively, you can select Form > Save from the menu, or press CTRL + S on your
keyboard.

NOTE: Normal batches must be Posted before they are complete. See Post a

Transaction Batch for details.

Post a time entry
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To post a Time Entry:

1. Launch the Juris application and then select Transactions, then Time Entries. On the
Time Entries list window, click the New icon.

Form View  Tools  Help

New—[ & [l E e

2. Expand the Tools menu, and then select Find.

B Time Entries [o] & ==
Form View Help
D@ l| Find -4—2 CtileF I
E = Junz Mark Ready To Post
E' Yabios Unlock Time Batch D)
EI--L-_I Trangac y
- 05
- Bl Joun Print Edit
B¢y Timi
Post
Print Audit
Print Log
Import
Purge

-a) Quick Checks
[]—-M Recurring Transactions

[]& Billing

B Inquiry - Reports
E]---ﬁ Setup and Manage
Far help, press F1 2 item(s) @ Matifications CAPS | NUM

3. Gotothe Batch Status tab.

3
|

& Fin =% (IR~

Form Edit View Toolf Help

"Mame & Location  Batch Status | Range | Type |

5
Find all batches with status:

[ Beady to Post Q
4 —p
I Unposted Mew Search

™ Posted
™ Deleted
™ Locked E{I}j

Far help, press F1

4. Select Ready to Post and Unposted.
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5. Click Find Now.

6. When ready to post, click the Tools menu, and then select Post.
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Set a timekeeper as active or inactive

NOTE: Timekeepers cannot be deleted, instead you make their Timekeeper account
inactive.

To set a Timekeeper as active or inactive:
1. Select Tables > Timekeepers.
2. Open the existing Timekeeper using any of the following methods:
® Double-click the icon or description for the Timekeeper to be set to inactive or active.

® Use the arrow keys on the keyboard to move through the list, highlight the
Timekeeper and press Enter.

The Timekeepers\[timekeeper ID] window opens.
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i Junis\Tables\Timekeepers\MCIM

Form Edit View Tools Help
=y = pBER Y &

Timekeeper D

Code | UDFs|

| ritialz
Firgt Mame
kiddle Mame

Last Mame

HCH

L

|Mickey

|M|:uuse

Active Timekeeper

v ez I"‘_

E-mail Address
Sort Order

Ferzonnel Type
Standard R ate
T ax Exempt

Fee Income Account

Fee Adjustment Account

|micke_l,l.mnuse@disneyland.cum

|I'v1|:uuse

|1 - Partrners
| 150.00
[~ Mo

4000-00 ..

Fee [ncome

HitHH-Hi

For help, press F1

Fee Schedules

Budgets

3. Remove the check from the Active Timekeeper check box to set the Timekeeper to
inactive status.

Check the Active Timekeeper check box to set the Timekeeper to active status.
I NOTE: All new Timekeepers added are set to "Active" by default.

4. Save the changes by using any of the following options:

® Click the Save icon on the toolbar.

Copyright © 2021LexisNexis. B All rights reserved. 65 of 168



LexisNexis ® Juris® User Guide ® Release: 3.2

® Select Form > Save from the menu.

® Use the keystroke shortcut Ctrl + S.

Timekeeper tab
I NOTE: Remember to click the Save icon to commit the changes.

Maximum number of originating Timekeepers

The number of originating Timekeepers may be controlled here. Maximum number allowed
may be 1-5. If greater than 1, then each originating Timekeeper assigned to a Client or
Matter must also be assigned a percentage of credit for the origination, and the sum of those
percentages must equal 100.

Allow originating Timekeepers to be changed?

If checked, then originating Timekeepers may be changed after they have been entered. If
unchecked, then originating Timekeepers are locked down once entered. This can be used
as a control measure to prevent originating Timekeepers and percentages from being
changed, which can be especially helpful if compensation is calculated based on this
information.

Enter originating Timekeepers on which form?

May be set to Client form, Matter form or Both. If set to Client form, then the originating
Timekeepers set for the Client will cascade to all Matters for that Client, and cannot be
changed for the individual Matters. If set to Matter, then the originating Timekeepers must
be set on the individual Matter. If set to Both, the originating Timekeeper set on the Client
level will cascade to a Matter when a matter is created, but the originating Timekeeper may
be changed on the Matter, if desired.
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Enter billing Timekeeper on which form?

Form Edit View Tools Help
= g

Eilling] DisfSur.-’Int] Trans.] E:-:p.JE] FeaJE] Dther.JE] Eonflict] Voucher] Misc I Sub Accounts | Code Options | Collections

b axirum number of onginating Timekeepers E
v Allow originating Timekeepers to be changed T
Enter ariginating Timekeepers on which form'’y H

{* Both " Client " Matter

Enter billing Timekesper an which farm?

¥ Bath " Client " Matter

For help, press F1

May be set to Client form, Matter form or Both. If set to Client form, then the billing
Timekeeper set for the Client will cascade to all Matters for that Client, and cannot be
changed for the individual Matters. If set to Matter, then the billing Timekeeper must be set
on the individual Matter. If set to Both, the billing Timekeeper set on the Client level will
cascade to a Matter when a matter is created, but the billing Timekeeper may be changed on
the Matter, if desired. Each Client and Matter may have only one billing Timekeeper.
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Bank Accounts

Review a Bank Account
To review a Bank Account:

1. Launch the Juris application, and then select Tables, then Bank Accounts. The Bank
Accounts list displays.

2. Double-click the account to be reviewed.

3. Review the data on the Bank Accounts form for the selected bank account.

&8 Bank Accounts\OP = | =] &=

Form Edit View Tools Help

== #BER 0y
Bank Code ap

Description | Dperating

Bank &cct Humber |1 23456799

Mest Check Mumber | 103

Check Layout Code |0 Leee|  Standard Check Layout 1

Account Type !
vp (s Operating dccount

Agzet Account 1001 .

Cazh - Operating

Liahility Account HHH
In-Tranzit Account HHHH

For help, presz F1 CAPS MLk

The account number, next check number, check layout assignment, and account type
are displayed.

4. When finished, exit the form.
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Review a checkbook

The View Checkbook may be used as a quick view of all transactions entered for a bank
account.

To view a checkbook:

1. Select Tables > Bank Accounts.

Form  View Tools Help
O = By e EE
E Juris
=& Tables
=-HB Sub Accounts
----iI:I_IJIl Chart of Accts,

----- ﬁ B ark Accounts

----- & Offices
----- & Perzonnel Types

----- E Timekespers

2. Open the Bank Account to be reconciled by using any of the following methods:
® Double-click the icon or description for the account that must be edited.

® Use the arrow keys on the keyboard to move through the list and select the account,
then hit the Enter key.

3. From the open Bank Account window, select Tools > View Checkbook menu to open
the Bank Accounts form.

4. The view may be setto show 1, 3, 6 or 9 months of activity for the account. The Export
Spreadsheet button allows the detail to be exported in a format that may be opened in a
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spreadsheet to allow for custom reports to be created from checkbook data on-the-fly.

NOTE: View Checkbook does not allow changes to be made, items to be marked as
cleared or voided. It is for informational purposes. See the topics: Reconciling Bank

Bank Accounts\MEView Ch: =k
Form
v 1 Month
3 Months
6 Months
Lz 8 Months /312001 350000
Uneclzared items -254.497.40
Checkbook balance -250,997.40 SpreadShEEt Expnr't
Current balance for azset account 1015-00 -250,997.40
Date Check # | Cleared | Yoided Dezcription Drebit Credit Balance | =
1 | 12/529/2008 1 [ [ At Qutzource Services 337610 12380] |
2 | 12/29/2008 2 = — ADP, Inc. 105,800.00 -105,676.10
3 | 12/29/2006 3] = — Blue Cross Blue Shield 4.000.00 -109676.10
4 | 12/29/20086 4 — ING Corporation 3500.00 11317610
5 | 12/29/20086 5 [ — People Unlimited 1.000.00 11417610
E | 12/23/2006 g O — St Paul Insurance 3.000.00 11717610
7 12/529/2006 R I American Bar dzzociation 1.935.000 1191110
g | 12/29/2006 g o — Arerican Red Cross 100,00, -119,211.10
9 | 12/29/2006 9] = — Law.com 500.00) -119,711.10
10 | 12/25/2006 10 o1 — State Utility Co-op 2EB00.00 -122311.10
11 | 12/29/2006 11 — — Allstate Supplies 181263 12412379
12 | 12/29/2006 12 11 — Central Parking, Inc. A75.00 12449879
13 | 12/258/2008 13] = — Sprint 3E00.00 -128098.79
14 | 12/258/2008 14 [ — 1J.5. Post Office 2000.00 -130,098.79
15 | 12/25/2008 15 = — West Corparation 1.650.00 -131.748.79
16 | 12/25/2006 16 O — Ikan 252000 13427379
17 | 12/25/2006 17 = — Experts Unlimited 500000 13927379
18 | 12/25/2006 18 O I Tenneszee Department of Revenue 182361 -141.097.40
19 | 12/25/2006 18] M — CCH Fee Service 2400.00 -143.497.40
20 | 12/25/2006 200 — ADP, Inc. 105,800.00 -249,297.40
21 | 12/25/2006 bl — — M ational Bank 1.70000 -250,997.40 -
1 [v[]
For help, prezsz F1 CAPS MLk

Accounts and Void Checks for details on clearing or voiding items. See the topics Cash

Receipts, Quick Checks and Checks for details on entering normal bank account

transactions.
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Reconciling a Bank Account

Reconcile Bank Accounts can be used to reconcile your bank accounts in Juris with their
respective bank statements. It is designed to be easy to navigate and is also customizable to
the your preferences.

1. Select Tables > Bank Accounts.

Form  View Tools Help
O = i
E Juriz

= [ Tables

=-HB Sub Accounts
----H:I_DI' Chart of Accts,
----- ﬁ B ank Accountz
----- § Offices

----- ?% Personnel Tepes

----- E Timekeepers

2. Double-click the icon or description for the account to be reconciled.

The Bank Accounts\[bank code] window opens.

& Bank Accounts\NBP

Form Edit View Help

O = & Find F5
Spelling... F7

Reconcile

View Checkbook

Bark Code [

Description [

I | TP PR N N [ N

3. Select Tools > Reconcile.
Several screen customization and navigation options are available:

® Use the View menu to select or deselect the items visible on the reconciliation
screen.

® The columns in the Checks and Payments list as well as the Deposits and other
credits list may be reordered by dragging and dropping the column headings.
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® The details in the Checks and Payments list as well as the Deposits and other
credits list may be sorted by column by clicking the column heading.

® Right-click on the column headings for more options, including sorting and grouping.

® Right-click on the checkbox shown in the column heading of the Checks and
Payments list as well as the Deposits and other credits list to view item selection
options or to restore the column headings to their default arrangement.

Bank Accounts\MEP

Form View Help
I = 2k

Check and Payments ]

i Ci=be Ty Clemanle H [ P

Clear all checks with a zero balance

Clear all voided checks

Invert marked items

Mark all iterns as Cleared

Mark all items as In Transit

Reset column defaults

B Use the View menu to select or deselect the items visible on the reconciliation
screen.

® The columns in the Checks and Payments list as well as the Deposits and other
credits list may be reordered by dragging and dropping the column headings.

® The details in the Checks and Payments list as well as the Deposits and other
credits list may be sorted by column by clicking the column heading.

® Right-click on the column headings for more options, including sorting and grouping.

® Right-click on the check box shown in the column heading of the Checks and
Payments list as well as the Deposits and other credits list to view item selection
options or to restore the column headings to their default arrangement.
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Bank Accounts\MEP

Formm  View Help
O @ & —(E

Check and Payments 0

Il L=k TPrir=emy Clemanle H | P

Clear all checks with a zero balance

Clear all voided checks

Invert marked items

Mark all terns as Cleared

Mark: all iterns as In Transit

Reset column defaults

TIP: For Statement Roll forward and Bank Reconciliation detailed descriptions,
please refer to the Reconciling Bank Accounts - additional information topic in the
help.

4. Enter the appropriate statement date and mark all cleared items as shown on the
statement by placing a check mark beside each cleared item.

5. Some entries may appear on the statement that are not listed in Juris in the Checks
and Payments or the Deposits and other credits list. These entries may be added to
the system by clicking the New button - or by selecting Form>New. The new entry
form allows A/P Check, Trust Check, Deposit, ATM, Reconciling Entry, Bank
Charge, Interest Income, Wire Transfer or Other items to be entered. A negative
amount entered will place the item on the Checks and Payments side and a positive
amount entered will place the item on the Deposits and other credits side.
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Bte| Bank Accounts\NEP\<New En

Entry D ate: 7/23/2009 - Amount;
Tuype: |F|ecu:nnu:i|ing Entry ﬂ Check #: 0

Description: tanthly Checking Account Fees

G/L Account |2000-000 ...

Accounts Payable

-

LCancel

Far help, prezs F1 CAPS MM

NOTE: Entries cannot be removed from the check register, and can only be reversed
by entering a second, offsetting entry. Make sure that the following information on
new entries is correct before saving.

® Entry Date

® Amount (may be positive or negative)

® Type (A/P Check, Trust Check, Deposit, ATM, Reconciling Entry, Bank
Charge, Interest Income, Wire Transfer or Other)

® Check # (if applicable)
® Description
® G/L Account

6. When the Unreconciled Difference is = 0, then the Reconcile option will become
enabled. Click the Reconcile button on the toolbar or select Form>Reconcile.
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&fe| Bank Accounts\MEP

Ime View Help

New Ctrl+N
Open...

Save Ctrl+5
Print Ctrl+P
Export Ctrl+E
Reconcile <=
Close

Copyright © 2021LexisNexis. B All rights reserved. 75 of 168



LexisNexis ® Juris® User Guide ® Release: 3.2

Export Items to Excel

1.

o &~ 0D

The Export Items to Excel option may be accessed by clicking the Export button or
by selecting Form> Export. You can also use keystroke Ctrl + E.

Enter the export file path or use the Browse button.

Select the file name format From. Use the arrow buttons to move the information.

Enter the User Defined Text.
Click the OK button.

[ Export Options

Ewxport File Path

|E:'xbank account data

Ewport File Formats Filename Format
f# Ewncel Spreadsheet [+LS) From

" web Page [HTHL]

|Jzer Defined Test

Browse. ..

To

IJzer Defined
Today's Date
Spreadshest Mame

Bank Account Data

Sample Filename
|Jzer Defined - Today's Date - Spreadsheet Mame

Cancel
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Manage payments for vendors

Payment vouchers are used to record payments to vendors. Once posted, these payments
can be processed and printed using the Checks feature. Expenses may be distributed to
clients and matters at the time they are entered into the system. Vouchers and journal entry
templates can be associated with one or more schedules.

Create a new Schedule
Vouchers may be assigned to schedules. Follow these steps to create a schedule.

1. Launch the Juris application, and then select Transactions, then Recurring
Transactions, then Schedules. On the Schedules window, click the New icon.

Form View Toaols Help

New—-[ = I X Ry e B EE | W

2. Anew Schedules window displays. Enter a unique code in the Code field.

-

Wl Schedulesh new o || = ]| &
Form Edit View Tools Help
-y = o VR
Code: [\wk - 2 Active I

Comment; | 3

Schedule: |Dccurs Weekly: Everny 1 week[s)
Days: Mo days assigned

From 09/13/2011 o 12/31/2011 = Change.. -gf—v 4

Type I Code Cormnment

For help, press F1

3. Enter acomment in the Comment field.
4. Click the Change button to set the schedule details.

5. Onthe Change Schedule Information form popup, select the frequency in the Occurs
column on the left, and indicate the schedule details on the right.
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rﬂl’ Change Schedule Information 3 |
Decurs weskly
* Weekly Every h—ﬂ week(s) onc
5 ——pp [ Mooty M Mon [ Tue [~ Wed [~ Thu [ Fi
" By Penod

[T Sat [ Sun
" User Defined 0 ; .
[v If date falls on non-working day, then roll date back to previous business day

Duration

" Cument Accounting Year 201

(e StatDate: | 941372011 hd End Date: |12/31/2011 ]
7— K ] cawed |

6 —»

6. Click the appropriate selection in the Duration area. The form allows you to indicate if

the duration should be for the current accounting year, or a defined interval between a
Start Date and an End Date.

7. Click Ok to complete your setup and close the form.

8. Save your changes on the new schedule form.
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Create a voucher template
To create a Voucher Template:

1. Launch the Juris application, and then select Transactions, then Recurring
Transactions, then Voucher Templates. On the Voucher Templates window, click
the New icon.

Form ~ View  Tools  Help

New—-[) & I | ¢ | 2s = g lmm | o

2. A new Voucher Template form displays. Enter a unique code to identify the voucher in

the Code field.
7
3.) Voucher[Templatesh new o[- E- ]
Form E View Tools Help
0= ¥ | B B oY &4 8 ——Iuhat schedules has this iberm iomed?
Code: [111 -—— 2 Created By [SMGR [anzrzom
Comement: [Hew Template created by SMGA on 081272011 g 3 Modified By: [SMGR [ anznm
Notification List [SMGR g 4
Wouches Date: | Curent Date |+ I_Uj Day: ugf—— §
endor Code I :I
Defaut Distribution Account: NOKE
6 —— P 0. Number | AJP Account =
Irvecace Humbes | Dgcount Account | HREHRE .
Irvvoice Diate Custert Date =]« [ 0=Days
Invoice Amourt 000 _Disibutions || e pge CoeiDae  + | 02 Daye
Nor-Dizcount Amount 00 - o o
Sepaiats Check, I~ Mo Dizcount Date Cunrent Diater ’_;1 Days
Discourt Percent |\"¢ﬁd¢l Dt ;I | 00000
Reference
- =l
Fed heldp, peess F1 CAPS HLIM

3. The system displays a comment in the Comment field. You can accept it, or edit if
necessary.

4. Define a Notification List, if appropriate. These are the users who will be notified that
the template exists. To assist in identifying users to include, users may be selected from
the selection list by clicking the Lookup button. Juris requires that at least one user be
added to the list.
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10.
11.

12.

13.

Select a date option in the Voucher Date field. If you select Current Date, the voucher
will contain today’s date. If you select Scheduled Date, the voucher will use the date
based on the schedule that the transaction has been assigned.

Complete the form using the vendor, invoice, and account information appropriate for
the template you are creating.

Save your changes.

Templates do not have to be assigned to a schedule, however, if the template is to be
assigned to an existing schedule, add the template to the existing schedule by clicking
on What schedules has the item joined? in the top right corner of the form.

Highlight the schedule in the left pane of the Schedules popup.

(=] Schedules £
Schedules not assgned 1o this template: Schedules atsigned to this emplabe:

1D | Name [_ 1D | Name [
W Weekly g4— J

Add »> !__ 10
<< Femove

11 — O Cancel

Click the Add button.

Note that the schedule has moved to the right pane. Associate the voucher with as
many schedules as is appropriate. Click the Ok button to close the window.

If the template is to be assigned to a new schedule that does not exist, create a new
schedule, and then add the template to the schedule.

Save your changes.
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Create ajournal entry template

1. Launch the Juris application, and then select Transactions, then Recurring
Transactions, then Journal Entry Templates.

2. On the resulting Journal Entry Templates window, click the New icon. A new Journal

Entry Template is displayed. Enter a unique code to identify the journal entry in the

Code field.
7
ﬁ]curnel nitry Templates o | =28
Formn  Elt View Tools Help
DEM* B 4@ ¥ B 8 ——Puna ched
Source | Code - 2 Cieated By [SMGR | 2713/2011
GLVGERJANL Comment: [Few Template created by SMGR on (94dg200— 3 blodiied By [ [
Hotification List  [SMGR a4
Source: [GLAGEMJRML RevesrgEnty [
Date: | Cusmert D ate e 0 tg—— 5 ComectingEnky [
ﬁ.cg-.rt Deseription Drabit Credit Document Fesence |
1
“ m L]
Crebsts Crenchits AF HUM

The system displays a comment in the Comment field. You can accept it, or edit if
necessary.

Define a notification list in the Notification List field, if appropriate. These are the users
who will be notified that the template exists. Users to include on the list may be selected
from the selection list by clicking the Lookup button. Juris requires that at least one user
be added to the list.

Select a date option. If you select Current Date, the voucher will contain today’s date. If
you select Scheduled Date, the journal will use the date based on the schedule that the
transaction has been assigned.

Complete the form using the information appropriate for the template you are creating.
In the first available row, double-click in the empty Account field, then select the
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appropriate account from the list of accounts. The corresponding fields for the selected
account will populate the form row.

7. Save your changes.

8. Templates do not have to be assigned to a schedule, however, if the template is to be
assigned to an existing schedule, add the template to the existing schedule by clicking
on What schedules has the item joined? in the top right corner of the form.

9. Highlight the schedule in the left pane of the Schedules popup.

3 Schedules £
Schedules not assigned o this template: Schedules assigned to this templabe:
1D | Name [_ 1D | Hame [
WK Weekly g4—01u J
Add » !__ 10
<4 Remove

11 — O Cancel

10. Click the Add button.

11. Note that the schedule is now displayed in the right pane. Associate the voucher with as
many schedules as is appropriate. Click the Ok button to close the window.

12. Ifthe template is to be assigned to a new schedule that does not exist, create a new
schedule, and then add the template to the schedule.

13. Save your changes.
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Record a voucher for payment

When a voucher is received from a vendor, it can be recorded for payment.

To record a Payment Voucher:

1. Launch the Juris application, and then select Transactions, then Payment Vouchers.
A Payment Vouchers list window displays. Click the New icon.

Form  View  Tools  Help

New—[1 & & X2y oEE | W@

2. Click the New icon on the Batch form to add a new voucher.

2

EJSMGRW [ = [=]

F¥fm Edit View Tools Help

0= BB oL

Comment R atch 7 created by SMGR on 09/13/2011

Wendor ] Rec #t ] Date Woucher # | Type Arnount ] Reference
1 m r
Tatal I—EIEIEI
For help, preszs F1 | 0 ltem(z) CAPS MHLUM

3. A new voucher form displays. Enter the date of the voucher in the Voucher Date field.
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8
|

(o 7\ vew &=
Form Edl View Tools Help
DeE B $BRRa « % M
Youcher Mumber Iim Vaoucher Type
3 ——p=Voucher Date [oanzzom P -
4 =P endor Code IW' Jogzeph F. Casteel
P. 0. Mumber [ Due Days [
Invoice Mumber |aga2 Due Date W
Inwoice Date [osmzeom Discount Days [
Invoice Amount [ zzmm Discount Date [osrzizon
NonDiscountAmount [ oo iscount Percert [ p.opon
iscountAmount [ oo
Separate Check [T No
Reference - H
AP &ccount Ih Accounts Payable
Digcount Account m
Discounts Taken
Detault Dist. Acct m
Trust Liability
66— @ - 7
G/ Expense
Distiibutions  Distributions
For help, press F1 CAPS MUK

4. Selectthe vendorin the Vendor Code field.

5. Enter the information appropriate for your voucher.

6. If you click the GL Distributions icon, you will see that Juris has distributed the amount

to the correct account as defined on the vendor associated with the voucher.

7. If you want to assign the expense back to the client for reimbursement, click the

Expense Distributions icon and complete the form.

8. Save your changes.

9. Ifthe voucher is ready to be posted, select the batch from the list, post it, and then select

Tools, then Ready to Post.
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SMGR\7

D& |
Commant

Wendor

}Jozeph F. Castesl

Form Edit View [Tools| Help

a1} | Spelling...
| ReadytoPost -y

Batch :
Void Selected

225000 Your account is senoushy ov..

Total 2.250.00

| For help, press F1

1 Item(s)

CAPS | NUM 2

10. The voucher, or vouchers, is posted.
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Record a journal entry
Before a journal entry can be made, an account must be created in the Chart of Accounts.

1. Launch the Juris application, and then select Transactions, then Journal Entries. On
the Journal Entries window, click the New icon.

Form View  Tools Help

New—0) & X e

2. If you want to add the journal entry to an existing batch, double-click that batch.

3. Name the new batch in the Comment field.

14
W Journal|Entries o || =) &
Form Eggt View Toels Help
0w X & BB oV O
Control Murmber ] Source Comment; INew Batch created by SMGR on 091372011 -g——— 3 Status: [ Unposted
2011.5.01 GL/GEMJIRI
Contral Number: [2011.9.0.1 --— 4
Drate: | 9134201 vlﬂ— & Reversing Entry O e.—— 7
Source: |GL.-’GENJF|NL -+—— B Comecting Entry O -——'8
Account Description Debit Credit Document Reference
1 9 10 11 12
a4 m 3
Debits Credits Debits Credits
0.00 0.00 0.00] 0.00]
Balance: 0.00 B 0,00 .

The Control Number is supplied by Juris and cannot be changed.

A Date is supplied by the system; however, you can change the date if necessary.

Enter a source where the batch was originated in the Source field.

N o o A

Check Reversing Entrywill result in the system creating a second opposite entry with a
date of the first next accounting period.

8. Check Correcting Entry if the journal entry corrects a previous entry that was incorrect.
This information is used by cash flow statement reporting.
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9. Enter avalid account number in the Account column and the description will populate
automatically.

10. Enter a Debit or Credit amount, as appropriate.
11. Enter a document number in the Document column. This may be up to 60 characters.

12. Enter a reference description in the Reference column. This may be up to 60
characters.

13. Repeat this process for every debit and credit needed for the journal item. Note that
Juris will allow an unfinished item to be saved but not posted.

14. Save your changes.

15. Ifthe entry is Ready to Post (the total of the debits equals the total of the credits), post

the batch.
& Journal Entries [E=R(ECH ===
Form Edit View Help
De X E Spelling... FI lReady to Post
Balance Transaction E&
Control Number | § reated by SMGR on 09/13/2011 Status: | Unposted
2011.9.29.1 E Reset Columin Defaults ¥ 1
Repdy To Post ':I ReversingEnty [
| | souree: [GL/GENIRNL Conecting Enty [
Account Descnplion Drebit Credt Diocurment Reference
1 2101 Accounts Papable 1.000.00
2 1103 Chert Advances Unbilled 1.000.00
3
4 n [}
Drebats Credits Debits Credits
| 1,000.00] 1,000.00] ' 1,000.00 1,000.00]
Balance: 0.00 Balance: 0.00)
For help, press F1 CAPS | NUM
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Expense entry and tracking
The following codes are used for tracking expenses:

® Expense Codes

® Cross Referencing Expense Codes

Setup an Expense Schedule

To setup an Expense Schedule:

1. Launch the Juris application, and then select Tables, then Expense Schedules. A list

of expense schedules displays. Click the New icon.

Farrn - View . Tools | Help

New—[ @& & & | % | 8 — -

2. Anew Expense Schedule form displays. Enter a 1-4 character alphanumeric name in

the Exp Schedule Code field.
4

r

Form Edjf View Tools Help

O & B 4 BR

Exp Schedule Code 2

¥ Expense pchedules\ new o= | &= ]

Exp Schedule Description J 3

For help, press F1 CaFS

MLIM

5
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3. Enter a 1-30 character alphanumeric description in the Exp Schedule Description

field.

4. Save your changes. An Expense Codes icon appears at the bottom of the form once

your information is saved.

5. Click the Expense Codes icon.

r

#: Expense Schedules\SCHI1 o || @]
Forrn Edit View Tools Help
O E BB 0L
Exp Schedule Code SCHA
Exp Schedule Description | Orientation schedule
Expenze
Codes
For help, press F1 CAPS LIk

6. Enter one, or more, of your firm’s expense codes in the Code column. A list can be

obtained by clicking in the field, then clicking the Lookup button.
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Lookup
9 button
% ExpenselSchedules\SCHI\Expense|Codes = _EI_!'._EE_I
Form E View Help
= & B 4o
Expense Code Show =
. Code . D scrton .Summl Units . Multiplier
1 |ASC Automatic Scalable Cost [ 8 1.0000
2 |[E1m Copying Zj = 1.0000
6-—3» - =]

4 | = =]

5 | Z =

6 | Z =

7 | Z ™

8 | i I~

9 T

10 | Z =

11 | Z = =
12 i = hd
For help, press F1 CAPS MHUM

7. Click to check in the Summ column if the amounts must be summarized.

8. Click to check in the Show Units column to show monetary units for the code. Define a
Multiplier.

9. Save your changes.
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Record an expense

1. Launch the Juris application, and then select Transactions, then Expense Entries. A
list of expense entries is displayed. Click the New icon.

Eorm  View' Toaols  Help

New—D & & X |2 g | W
2. Choose to create a Normal batch, Direct batch, or Adjustment batch.
3. Click Ok to continue. A new Expense Entry form is displayed.
4. Click the New button again to enter the expense.
5. Accept the default current date or select a new date in the Date field.
11
. |
5 SMGR\3new = B
Deld Bl BRa Vi
5 —# Date 1072172011
Glort 6 =
Matter i
EpesoCode  [§
9 —» Unis 000 Manative
Multipler | 7,000 o
Amount 0.00
Summarze ™ Mo
Incurred By 10
Budget Phase 0
Task Code =
Dptional Code 1 =
Dptional Code 2 Note
Optional Code 3 | |
For help, press F1 CAPS | NUM

Select a client from the drop down menu in the Client field.
Select the Matter using the Lookup icon.

Select the appropriate expense code from the drop down list in the Expense Code field.

© © N 9

Enter the appropriate Units for the expense.
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10.
11.
12.
13.

Enter identifying information in the Narrative field.

Save and close the expense entry.
Review the batch summary to verify your entry.

Save the batch.
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Post the expense entry batch

Once finalized, expense batches are posted to indicate that billing can start.
1. Launch the Juris application. Select Transactions, and then Expense Entries.
2. Select the batch to be posted.

3. Select Tools, and then Post.

I NOTE: Once the batch is posted, the batch status changes to Posted.

Using Attachments

File attachments can be added to expense entries within Juris. Proceed to one of the
following topics below for more information:

® Using Expense Attachments

® Using Payment Voucher (Expense Distributions) Attachments
® Deleting Attachments

About Support File Formats

Most file formats are supported for use as attachments including, but not limited to, the
following:

* PDFs

Microsoft Word documents (.doc and .docx)

Microsoft Excel spreadsheets (.xls and .xlIsx)

Graphics files (.jpg, .gif, .png, etc.)
I NOTE: Attachments are not included in eBilling.
Using Expense Attachments

File attachments can be added to expenses using the Attachment(s) text box.

Once added, an attachment icon appears in the first column on the expense's main dialog
box.
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= KyleCopyright Untitled Song

08132014

[ 2014-08\310 o[ )
Eorm Edit View Tools Help
] 12 = N = = e s
Comment II".'1",- Juris - SMGR batch for Day 225
| Nicknames |  Rec#| Date | Exp Code
EJ KyleCopyright Urtitled Song 1 08413/2014 E11
E‘J KyleCopyright Untitled Song 2 08AM13/2014 E102

E103

For help, press F1 |3 ltem(z)

You can view attachments by double-clicking an expense on the main expense dialog box,
and then double-clicking the attachment itself in the Attachment(s) text box on the expense

details dialog box.

Copyright © 2021LexisNexis. B All rights reserved.

94 of 168



LexisNexis ® Juris® User Guide ® Release: 3.2

[ 201441203134 [ [-E [l

Form Edit Wiew Tools Help
DEE & &R < ¥

Date 12/16/2014

Client lm Amer. Capital Corporation

Matter 0001 \Welch vs. Reed Trucking

Expense Code m Copying

Units lil}l}l} Narrative

Multiplier | 02500 [Copying ~ N
Amount ]75.1}5

Summarize ¥ Yes

Incurred By
Budget Phase 171}
Task Code
Optional Code1 [ -
Optional Code 2 Note

Optional Code 3 | |
Attachment(s) AddFile . | Sean
|For help, press F1 [ CAPS ._ MWLM

Even if an entry has been posted, its attachments can still be viewed. However, no changes
can be made to the attachment.

Using Payment Voucher (Expense Distributions) Attachments
Attachment's can be added to a payment voucher via the voucher's expense distribution.

1. Access the Expense Distributions Batch dialog box by double-clicking the Expense
Distributions button on the payment voucher dialog box.

The Expense Distributions Batch dialog box appears, showing all defined expense
distributions. If the batch contains an attachment, an icon appears in the left column (as
highlighted below).
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' Expense Distributions Batch
Form Edit View Help

DE W B iBER|

B I Micknames

| Bxp Code | Cliert/Matter

Amount I Marrative |

L= Amer. Capital Comporation/Amer...
B =% Bracey/Eracey-Tax Matters

E101
E105

2070/0002

1.25 State Utility Co-op; Copying

h48.00 State Liility Co-op; Telephone chan

L

Total distributed | 549 25
Amount remaining | 1,950.75
Forhelp, press F1 |2 temis) | CAPS | NUM 4

2. Double-click an existing batch to open it, or click the New button to create a new batch.

The Expense Distribution dialog box appears. Attachments can be viewed or added
using the Attachment(s) text box at the bottom of the dialog box.
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P o

- Expense Distribution’l E @

Eorm Edit View Tools Help

[ @ & B v | dh S0
Date
Client [4000] | Amer. Capital Corporation
Matter o003 AmerCap-Alleghany Merger

Expense Code E101 Copying

Units 5.0

=]

B
FL

A

%]

Marrative

State Ltility Co-op; Copying a B

Amount 1.25

|
Multiplier | 0.
|

Summarize [V Yes

Incurred By

[

Budget Phase

Task Code

Optional Code 1
Optional Code 2
Optional Code 3

Mote
000011, State Ltility Co-op Invoice # H6356

Attachment(s) Add File ... Scan

For help, press F1 [ caps [ NuM

Deleting Attachments

You can remove attachments using either of the following methods, based on the current
status of the entry:

® |f an expense entry is posted, you can delete the attachment using an adjusting entry.

® |f entry is not posted, within the batch itself, you can select the attachment in the
Attachment(s) text box and click the DELETE key on your keyboard.
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Set up and generate bills

Select and distribute prebills
To select and distribute prebills:
1. Launch the Juris application, and then select Billing, then Select Prebills.

2. Click to check Include Fees, Include Expenses, or Charge Interest to specify the
type of data to be included in the prebill calculations.

4
T — N
nl Billing\Select Prebills [==]|[=]
Form Edit View Tools Help
S H D i RB[o M 10
2 —— Include: ¥ Include Fees W Include E:“.enses ¥ Charge Interest
3 ——BeanDate  [g1/01/2007 EndDate[09/30/2011  Bil Date [10/24/2011
5 ———p Select By |C0nsolidati0n MName OF Matter ;I
6 ——+= SoitBy |.¢.s Entered Client Cade, Matter Code L!
7 ——#= Office |;-ﬁ\ll Offices ;I
8 —— Piint Prebils [~ Printer [\\LNGRDUMFSPOOTALNGRDL-Documentatior = |
Consolidation Name
Chent Code | Client Name | Consclidation Name =]
1 =
=
3| 9
4 -
Client Single Matter
Client Code | ClentMame | MatterCode | MatterMame | &
1 —
2 |
3 |
4 -
Fer help, press F1 CAPS NUM

3. Accept or change the default Begin Date.
4. Note that the End Date is set to the end of the current period.

5. Select the criteria for choosing prebills from the Select By drop down menu.
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6. Choose a sort option from the Sort By drop down menu. This will determine the sort
order of the bills as they are printed.

7. Indicate offices to be included in the Office drop down menu, if appropriate.
8. Click to check Print Prebills and choose the printer.

9. The lower portion of the form varies depending on the selection you made in the Select
By field. Use the fields that are displayed to narrow your selection.

10. Click Begin Selection.

11. Review the prebills selected.
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Edit a Prebill

Edit Prebills is the area where the data on the prebill may be modified based on the attorney’s
needs. A Prebill’'s Status may be viewed at any time on the Prebill List Form which is
displayed when first selecting Edit Prebills.

To Edit a Prebill:

1. Select Billing.

2. Double-click the Edit Prebill icon in the right pane.
The Billing\Edit Prebills window opens.

'@ng\&ﬁl Prebills ol ===
Form Edit View Sort Tools Help
DwH @B R| -
e Ready Billing Client Code /# Client /
Preill # o Timekesper b 3 & Consolidation Mame or Matter Hame
1 m Edit Mone JAM 1000 “wiorld Tobacco Federation
d anan WTF-Contract
2419 Edit Mane Jiskd 1o Kyle
= oao2 Kle-1040-36
a 2420 Edit Mane JasM 1556 Inzearch
anan General Matters
4 241 Edit Maone Jas 2040 Mational (eneral
0024 Labor and Union Relations
E 2422 Edit Mone Jakd 2070 Bracey
= oo Bracey's Retainer
G 2423 Edit Mone LaH E000 TN Society W alking Horses
- oaod Dizcipline Board katters
- 2424 Edit Mone MTC 4000 Amer. Capital Corporation
: 0od “wielch vs. Reed Trucking
2428 Edit Mone MTC 4000 Amer, Capital Corporation
0200 HR-R etainer
3 2426 Edit Mone MTC 4000 Amer. Eapital Eqrporation
v 0310 Purchasing-retainer
10 2427 Edit Mone MTC 4000 Amer. Capital Corporation
. 0g20 Security-retainer
1 2429 Edit Mare MTC 4400 TVA, ]
anat Or-site zervice/Cont. Contract
12 2430 Edit MHone Afudy 4733 Zebra, Inc. —
= 0o 401K Plan hd
| For help. press F1 [ C&PS | NUM 4

3. Optionally, select View > Filter to specifically define which prebills to list in the Prebill list.
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'r'%& View Options @
Status |Unedited

[v Al dates From  [o1/29/2013
ta 0172972013

Selected / Edied by [l |

|1 |

Caticel |

L]

Billing Timekeeper

The filter option allows the Index to filter bills by their Status, Date Range, User
Selected/Edited By, Billing Timekeeper combinations of these criteria.

4. Scroll through the list to find the prebill you want to edit,
OR
Use the Find tool to search for it.

The find feature may be used to find any information in the prebill edit screen, including any
data fields on the bill design. Text fields on the bill design are ignored.

To use Find:

# Find
Find */hat: |Christopher Srnith @
Search Type: |l:|ient Hame

@ [ Findwhole Word Qnly

@ [ Match Case

@ Close

a. Select Tools > Find from the Prebill window menu.
b. Inthe Find What box, type the text you want to search for.

c. Click onthe Search Type box arrow, and select the type of information the text
applies to.

d. Click on the Find Whole Word Only check box to select it, if you want to specify that
the results match the whole term you have entered.

Copyright © 2021LexisNexis. B All rights reserved. 101 of 168



LexisNexis ® Juris® User Guide ® Release: 3.2

g.

Click on the Match Case check box to select it, if you want specify that the results

match the capitalization that you have entered.

Click Find to begin the search process.

The results are displayed in the Billing\Edit Prebills window list.

Scroll through the list to find the prebill you want to edit.

5. Select Form > Open to open the prebill in the Billing\Edit Prebill\Prebill # [number you
selected] window.

"%, Billing\Edit Prebills\Prebill # 2421
Form Edit Tools Help

HE S-R-5 % R@ o % M50 [0 ebiondfna -]

PROFESSIONAL SERVICES

07102/2007

07103/2007

07]106/2007

07109j2007

07109j2007

AAA

ABC

ABC

Duis autem vel eum iriure dolor in hendrerit in 8.00hrs @220
vulputate velit esse molestie consequat, vel illum

dolore eu feugiat nulla. Lorem ipsum dolor sit

amet. consectetuer adipiscing elit, sed diam

nonummy nibh euismod tincidunt ut lacreet dolore

magna aliguam erat volutpat.

Lorem ipsum dolor sit amet, consectetuer 7.75 hrs @180
adipiscing elit, sed diam nonummy nibh evismod

tincidunt ut laoreet dolore magna aliquam erat

volutpat.

Lorem ipsum dolor sit amet, consectetuer T.75hrs @220
adipiscing elit, sed diam nonummy nibh evismod

tincidunt ut laorest dolore magna aliqguam erat

volutpat.

Duis autem vel eum iriure dolor in hendrerit in 7.50hrs @220
vulputate velit esse molestie consequat, vel illum

dolore eu feugiat nulla. Lorem ipsum dolor sit

amet, consectetuer adipiscing elit, sed diam

nonummy nibh euismod tincidunt ut laoreet dolore

magna aliquam erat volutpat.

Lorem ipsum dolor sit amet, consectetuer 8.00hrs @180
adipiscing elit, sed diam nonummy nibh evismod

thr

thr

thr

fhr

fhr

1,760.00

1,395.00

1,705.00

1,650.00

1,440.00

m

In this window you can perform a simple edit on any entry under the Professional Services

section of the Prebill, or perform an edit on fee or expense detail items. The steps below

are for simple entry level edits. If you need to edit fee or expense detail items, please see

the Edit fee and expense detail items topic in the help for instructions - begin with step 2 in

that topic.

NOTE: Only certain parts of the entries listed under the Professional Services section of

the prebill are editable; the date, text, hours or expenses and amount. You cannot edit

any of the Balance Summary section data or totals.

6. Click on the entry field you need to edit, and then type your change.
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If invalid data is accidentally entered, press the ESC key on your keyboard to revert field
back to the original value.

TIP: Save periodically when editing items on a prebill as no changes are saved until the
prebill is saved. The system will prompt to save all changes when exiting the prebill edit
template, but it is a good practice to save after making an edit to assure that changes are
not inadvertently lost.

7. Optionally, right-click on the blue area of an entry to access other options such as:
Edit
This option is used to edit fee and expense detail items. Please see the Edit fee and
expense detail items topic for instructions - begin with step 2 in that topic.
Bill
This option is used to indicate that the item is OK to be included and shown on the current
bill. This is the default option.

Suppress

This option prevents the Fee or Expense entry from printing on the bill, but the value of the
item is still included in the bill’s total.

Hold

This option prevents the Time or Expense entry from being printed on the bill and from
being included in Bill balances. The held items still exist in Unbilled Time and Unbilled
Expense; and it shows up on the prebill the next time a prebill for that matter is selected, as
long as the entry falls within the date range of the selection criteria.

Mark Off

This option marks the entry down to zero. Mark Off entries are suppressed on the bill, and
they are not printed.

Delete

This option deletes the item from the bill and from the unbilled tables so that it may not be
selected again in the future.
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WIP Transfer (Work In Process)

This option can be used to transfer the time or expense entry to another matter. When
selected, a Transfer To window opens (see image below). Please see step

You must select the Client and Matter to transfer to, and must also determine if the
changes should be based on the period of today’s date or the period of the original date of
the time or expense entry.

"% Transfer To =N =0
Client 5500 [ : )
Charles Smith

Matter nooz ( : )

Smith Estate Planking

Pzt changes based on
@ " Original Date

Recalculate bazed on

* Do not recalculate ANY entries
@ " Recalculate unless rate or amount was overnidden

~ Recaloulate ALL entries - including user averidden
rate and amounts

@ oK | LCancel ‘

a. Inthe Client box, type the client code, or click the ellipses button to search for the
clientin a finder window.

b. Inthe Matter box, type the matter code for the appropriate matter.
c. Click on the Post changes based on date option you want to use.

If Today’s Date is selected, the system enters the change using the period of the
computer’s current system date. Transferring an item in a period other than the
current period is only allowed if you have the permission to work in prior periods.

d. Click on the Recalculate based on option you want to use. You can also choose
from 3 recalculate options.

® Do not recalculate any entries transfers the item just asitis in the current
prebill, regardless of the fee and expense schedules assigned to the new matter.
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® Recalculate unless rate or amount were overridden recalculates the entry
based on the new matter’s fee or expense schedule, unless the rate or amount for
the entry were overridden in Transactions or in Edit Prebills.

® Recalculate all entries — including user overridden rates and amounts
recalculates all entries based on the new matter’s fee or expense schedule.

e. Click OK.
A WIP Transfer General Warning window opens.
f. Click Yes to continue.
You are asked if you want to add the entry (or entries) to the existing prebill.
g. Click Yes to add the entry to the existing Prebill.
The line item is removed from the prebill.
NOTE: Multiple items may be selected for Edit, Bill, Suppress, Hold, Mark Off, Delete, or
WIP Transfer. To do this, hold the Ctrl or Shift key while clicking on the blue handle to
the left of each item. After all items have been selected, select the option to apply (Edit,
Bill, Suppress, Hold, Mark Off, Delete, or WIP Transfer). You can only click on multiple
items within the same group; the system does not allow items in different groups to be
simultaneously selected.
Quick Sort

The sort option lets you modify the sorting for the items on that particular bill. When select,
the Sort/Group options window shows the sorting as defined by the bill format. You can
modify the sorting if needed. When you modify, it only affects the current bill; it does not
change the sorting on the bill format.

NOTE: Running the quick demand sort will undo any drag and drop edits that may have
been made.
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Code 1
Code 2
Code 3

Rate

L

Fees Billed
Hourz Billed

Record Mumber

Tazk Code

Tazk Cross Ref Code

Tazk Cross Ref Desc

Timekeeper ID -

Sart/Group Options
Arailable Sort Fields Sort By

Activity Code -
Activity Descrphion

Batch Mumber

Budget Phase

Date
Timekeeper Personnel Tupe

m

U
4
D]

I I

[ Use Original Sarting

Ok

@ Apply

| LCancel

a. Do any of the following, depending on the fields you want to sort by, and the sort
order of each field.

Too add a field, click on the name in the Available Sort Fields list, and then click
the right arrow button to add it to the Sort By list.

To remove a field, click on the name in the Sort By list, and then click the left
arrow button to move it to the Available Sort Fields list.

To move a field up in the Sort By list click on the field to select it, and then click
the U button.

To move a field down in the Sort By list iclick on the field to select it, and then
click the D button.

To use the original sorting selections click on the Use Original Sorting check
box to select it. All selections are disabled, meaning they cannot be selected, and
only the original sort by fields are used in the sort.

b. Click Apply to apply your changes, or OK to apply them and close the window.

Add Fee Item

This option opens a blank fee detail window. You can create a new fee entry to add to the
bill by filling out the form and saving it. The client and matter default to the current matter,
but on a consolidated bill, the matter may be changed to any matter included in the prebill.
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Q}bill Fee Item

Form Edit View Tools Help
Iy = dBER oV

07/02/2007 07/02/2007

coT coT

1010

00z ' [CoL=

I Yes@

a.0o0

@ 800 800
./ 1mm 175.00

1400.00 1400.00

Narrative

|L0rem ipsurn dolor sit amet, consectetuer adipiscing elit, sed diam nonummy

You can choose to edit As Worked or As Billed, depending on your rights.
a. Click on anitem to highlight it.
b. Type in the new value.
c. Repeat steps a and b for each detail item you want to change.

d. Optionally, click on the Billable Time check box (to selectit) , if you want to add a
breakdown by hours.

e. Optionally, enter the appropriate breakdown information for the type of entry you are
editing (time or expense). This is only necessary if you have selected (checked) the
check box in step d above.

f. Select Form > Save to save your changes, when are you finished with all detail item
changes.

Add Expense Item

This option opens a blank expense detail window. You can create a new expense entry to
add to the bill by filling out the form and saving it. The client and matter default to the
current matter, but on a consolidated bill, the matter may be changed to any matter
included in the prebill.
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O

@bill Expense Item

Form Edit View Tools Help

H ®E &B@E Y M

08/01/2007
1000 @
0
E104
500.00 sonpp  Mote
1.0000
500.00 500.00

ﬁYes@
b,

0
RO,

Narrative

Faczimiles

You can choose to edit As Enteredor As Billed, depending on your rights.

a.

b.

Click on an item to highlight it.
Type in the new value.
Repeat steps a and b for each detail item you want to change.

Click on the Summarize check box (to select it), if you want to add a summary
breakdown by budget code.

Optionally, enter the appropriate breakdown information for theentry you are editing.
This is only necessary if you have selected (checked) the check box in step d above.

Select Form > Save to save your changes, when are you finished with all detail item
changes.

8. Optionally, select Tools > Prepaid / Trust Allocations to access features to allocate
Prepaid funds and Trust funds.

Prepaid funds, if available, are automatically applied when prebills are selected. Trust
funds should be applied manually during the prebill edit process.

The funds may be applied (or removed) in each of the following manners:

® |f the Prepaid and Trust fields are designed in the bill format, click in the field and type
the amount to apply.

® |fthe Prepaid and Trust fields are not designed in the bill format:
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a. Select Tools > Prepaid/Trust Allocation from the Prebill edit window to open the

detailed allocation window.

Prepaid / Trust Allocations
Marters Summary
"i i@l P - Trust by
Type Billed Prepaid Account Total Trust Balance
Fees [____0.00]
Caszh Expense 0.00
Honcash Expense 0.00
Interest 0.00
Surcharge 0.00
d L " TOTALS
Trust Accounts Fees
Avail. Al bt F - Trust b -
Acct. Baraar:ce A?:Ili‘lend —I Hame Billed Prepaid _ﬂr':l?oun{ Total Trust Balance g
O="0
0.00
0.00
Expenses
o : . Trust by -
Code | Type Description Billed Prepaid Account Total Trust Balance g
[ 0.00]
0.00
0.00
LIAvaﬂable Trust  $0.00 Available Prepaid  $0.00

In this window you can specifically allocate funds to particular bill items, such as
cash expenses, noncash expenses, fees, etc. You can also allocate to specific
Timekeepers or Expense Codes.

Double-click on the Prepaid or Trust by Account cell in the row that corresponds
to the fees or expenses you need to allocate.

I NOTE: You cannot allocation more than the prepaid or trust that is available.

Type the amount you want to allocate.

This applies the funds according to the default allocations in Setup and Manage.
The system warns you if the amount applied exceeds the funds available.

Repeats steps b and ¢ for each allocation you need to make.

When finished, click the Window's Close button (x in the right top corner) to close
the window.
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9. (Optional) Click on the Action Code column of a prebill in the Edit List and select the
action code you want to use.

The action codes determine the type of detail that should be generated for the bill. Action

codes may be assigned in edit prebill — but they may also be pre-determined at the matter
level by using Quick Action codes.

M one

Mone
Full

Exp Only
Sum Bill
Sum+Exp

Action code definitions

®" None - No action yet selected.

® Full - (Full Detail) Print a bill in the fullest detail possible based on reporting fields
available through the specific prebill design.

" Exp Only - (Expense Only) Only bill expenses.

® Sum Bill - (Summary Bill) Bill all items, but suppress the detail of those items, and
allow me to enter summary text to replace the suppressed detail.

® Sum + Exp - (Summary + Expense) Allow me to use summary text as a replacement for
fee detail, but show the detail of expenses billed.

10. Select Form > Print Preview to preview a Printed Prebill or to preview the final bill as it will
be printed.

NOTE: The system requires that you save any changes to the prebill before it allows you
to go to print preview.

The Prebill can be reprinted or the final bill can be printed from this screen as well.

Change the order of fee and expense items in a prebill

Juris lets you use a drag-and-drop feature to change the order of (sort) fee and expense
items, when editing a prebill.
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Warning: The drag-and-drop feature should only be used in' Edit Prebills' when the Prebill
and the Final Bill use a bill format with the same grouping and sorting criteria. If the Prebill
uses a different format than the final bill, then when the final bill is printed, drag-and drop
sorting may be lost as the items are sorted based on the options of the final bill format.

To use the drag and drop feature:

1. Highlight a fee or expense item by hovering in the margin to the left of the entry.

2. Click and hold down your mouse button while dragging the item to the desired location.

The system shows a black bar to illustrate where the entry will be placed.

e

08[24[2007 PPP Lorem ipsum dolor sit amet. consectetuer 8.00hrs @75  Jhr 600.00
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in
vulputate velit esse molestie consequat, vel illum
dolore eu feugiat nulla facilisis at vero eros et
accumsan et iusto odio dignissim qui blandit
praesent luptatum zzril delenit augue duis dolore

08|24|2007 CDE Lorem ipsum dolor sit amet, consectetuer

adipiscing elit, sed diam nonummy nibh euismad

tincidunt ut lacreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis

‘ @ nostrud exerci tation ullamcorper suscipit lobortis Black Bar

nisl ut aliquip ex ea commodo consequat.

7.75hrs @125 /hr

Duis autem vel eum iriure dolor in hendrerit in
vulputate velit esse molestie consequat, vel illum
dolore eu feugiat nulla facilisis at vero eros et
accumsan et iusto odio dignissim qui blandit
praesent luptatum zzril delenit augue duis dolore
I te feugait nulla facilis.

08|27(2007 CCcD Lorem ipsum dolor sit amet, consectetuer 8.00hrs @140 /hr 1,120.00

3. Once the entry is in the correct location, release the mouse button to drop it there.

When the mouse button is released, the entry drops into its new location.
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Use Find to search for prebill information

The Find feature can be used to search for specific information in the prebill edit screen,
including any data fields on the bill design. Please note that text fields on the bill design are
ignored when using Find.

To use Find:
) Find ==
Find what: [Chiistopher Smith L2} | Q:f F.nd|
Search Type: |I:Iient I arne (ch~

@ [ Find YWhole Word Ornly

@ [~ Match Caze

@ Cloge

a. Select Edit > Find... from the Billing\Edit Prebills\Prebill # [number of prebill you have
selected] window.

b. Inthe Find What box, type the text you want to search for.

c. Click on the Search Type box arrow, and select the type of information the text applies
to.

d. Click onthe Find Whole Word Only check box to select it, if you want to specify that
the results match the whole term you have entered.

e. Click on the Match Case check box to select it, if you want specify that the results
match the capitalization that you have entered.

f. Click Find to begin the search process.
The results are displayed in the Billing\Edit Prebills window list.
g. Click Close when finished.
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Use Replace to search and replace information in a prebill

The replace feature can be used to search for, and replace, specific information in the prebill
edit screen, including any data fields on the bill design. Please note that text fields on the bill
design are ignored when using Replace.

To use Replace:

# Replace
Findwhat — [ChisSmith (b)) T
Feplace Wwith: |Ehri$tupher Smith LE) ﬂ
() Find Whole Word Oriy - Replace
@ [v Match Caze Fenlace Al
eplace

Cloge

a. Select Edit > Replace... from the Billing\Edit Prebills\Prebill # [number of prebill you
have selected] window.

b. Inthe Find What box, type the text you want to search for.
c. Inthe Replace With box, type the replacement text.

d. Click on the Find Whole Word Only check box to select it, if you want to specify that
the results match the whole term you have entered.

e. Click on the Match Case check box to select it, if you want specify that the results
match the capitalization that you have entered.

f. Click Find Next to find the first instance of the text you want to replace.
g. Click Replace to replace the first instance,

OR

Click Replace All to replace all found instances of the text.

h. Click Close when finished.
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Spell check a prebill

The spell check feature can be used to verify the spelling of any word in the prebill edit
window, or to add a word to your dictionary. The spell checker checks for all instances of the
word in any of the data fields and on the bill design. Text fields on the bill design are ignored.

To use Spell Check:

m Correction for --> autem

vulputate veli

dolore eu feu{ |autem @

amet, consed | auter - Ignore &1 i

nonummy ni | auturin @

dolore magng | autre e Change Al Change
auntie J

Lorem ipsum| |aures
adipiscing elij |aurm
tincidunt ut I3 |3 @Add to User Dict | [{
valutoat.

a. Double-click on the word you want to spell check to select it.

b. Select Edit > Spell Check... from the Billing\Edit Prebills\Prebill # [number of prebill you
have selected] menu.

The word you selected is automatically displayed in the Correction for window (as
shown above).

c. Optionally, click the Add to User Dict button, if you want to add the selected word to
your dictionary.

d. Optionally, change one or more instances of the word:

i. Scroll through the list to find the correct spelling for the word, and click on that
word to select it.

ii. Do one of the following:

Click the Change button to change only the first instance of the word to the word
you selected in the list.

Click the Change All button to change all instances of the word be found in the
prebill to the word you selected in the list.

Click the Ignore button if you want to leave the current instance of the word
exactly as it is spelled.
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Click the Ignore All button if you want to leave all instances of the word exactly as

currently spelled.
iii. Click the Exit button when finished.

The results are displayed in the prebill.

Export and email bills

NOTE: In order for the email bills feature to work, you must include the client's email
address. A client's email address can be entered in the Billing Address\Office window which
is accessed via Tables > Client. See Billing Address setup for E-mailing Bills for details.

To export and email bills:

1. Double-click Billing.

= Billing E=3 EER ==
Form View Tools Help
= 2, - 5 |

E Juins =

-l Tables Bl ; =

C )

8 T_ra_n&a @ Urpost Bill:  Select Prebills Reprint Prebills Prirt Print Cover

SR Biling Statemnents Letters

j Bill Designer
k’_i Inquiry - Reports

& Setup and Manage

N aE

2l EditPrebill:  Bill Designer

=

Frint Bills Pozt Bills

For help, press F1 10 item(z) E:'zj Mohifications CAaPSs Mk

2. Double-click the Export & E-mail Bills icon.
The Billing\Export & E-mail Bills window opens.
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—| Billing\Export & E-mail Bills [ = =)
Form  Edit View Help
b BB g
Date ®| (" Use this Date forbils |/ 7 f+ {Use date assigned in edit prebilk (" Use date assigned as "Bill Through'" date
Select {« Al Prebillz marked 'Ready ta Print Bill' ™ &l Prebillz marked 'Ready to Past'

" Prebillz marked 'Ready ta Print Bill' by

= 9] Al - Allen, dan &, |

O

+ All Clients / All Matters
" Selected Range

Fram: Client | J To:  Client | J

I atter | I atter | @ Get Prebills ‘
E-Mail Attachment Hame Options
Options...

Prehill # | Cliert Code/Matter Cade Client/Consolidation Name |

[ Export [ E-Mail

Export / E-Mail

CAPS | NUM

Far help, press F1

3. Click on the Date option you want to use for the billing date. Options are:
® Use this Date for bills - select this option to define a specific date to use.

® Use date assigned in edit prebill - select this option to use the date that was assigned

in the prehbill.

® Use date assigned as "Bill Through" date - select this option to use the date that
was setup as the Bill Through date.
4. Click on the Select option that corresponds to the bills you want to export or email:
All Prebills marked 'Ready to Print Bill'

This option selects all prebills that have a status of 'Ready to Reprint' in Edit Prebills, or all
prebills with a status of 'Ready to Reprint' within a selected client/matter range.
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To select all 'Ready to Print Bill' prebills, for all clients and matters:

Select( @ ;l (¢ All Prebill: marked 'Ready ta Print Bill' I (" All Prebills marked 'Ready to Post'
" Prehils marked 'Ready o Print Bill' by:
g C [ - Allen, dnn 4, =]
O e |

" Selected Range
Frarn: Client | J To: Client | J

I atter | I atter |

a. Click on All Prebills marked 'Ready to Print Bill' option.
b. Click on the All Clients / All Matters option.

To select all 'Ready to Print Bill' prebills, for a range of clients/matters:

Select @ (v Al Prebilz marked 'Heady to Print Bill I " All Prebills marked ‘Ready to Post'
" Prehill: marked 'Feady ta Print Bil' by

g C [ - &llen, i &, =]

" All Clignts / Al Matters
&+ Selected Range

©| From: Client  [5050 | [T Clert [s500 J|®
@ Matter  [ooo1 | [ Mater Joooz @

a. Click on All Prebills marked 'Ready to Print Bills' option.
b. Click on the Selected Range option.

c. Click on the From: Client box and type the client number to start with, or click the
ellipses button to search for the client/matter in the Finder window.

d. Click on the (From) Matter box and type the matter number to start with, or click the
ellipses button to search for the client/matter in the Finder window.

e. Click on the To: Client box and type the client number to end with, or click the
ellipses button to search for the client/matter in the Finder window.

f. Click on the (To) Matter box and type the matter number to end with, or click the
ellipses button to search for the client/matter in the Finder window.

All Prebills marked 'Ready to Post'

This option prints all bills that have a status of 'Ready to Post' in Edit Prebills, or all prebills
with a status of 'Ready to Post' within a selected client/matter range.
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To select all 'Ready to Post' prebills, for all clients and matters:

Select " Al Prebills marked 'Ready ta Print Bill' @l i+ Al Prebillz marked 'Ready ta Post! I
" Prebill: marked 'Feady to Print Bill' by:

g @, |8 - Bllen, & 4, |

® (¢ i Clients Al Matters I
" Selected Range

Frarm: Client | J Tar  Client | J

I atter | I atter |

a. Click on All Prebills marked 'Ready to Post' option.
b. Click on the All Clients / All Matters option.

To select all 'Ready to Post' prebills, for a range of clients/matters:

Select " All Prebills marked 'Ready ta Print Bill' @I {« Al Prebill: marked 'Ready to Postt I
" Prebills marked 'Ready ta Print Bill' by:

= 9 |48 - Bllen, A &, =]

" All Clients # Al Matters
* Selected Range

@ From: Client 5080 _..|| |Te Client 5500 J|®
@ Matter |00 | |Matter |oonz @

a. Click on All Prebills marked 'Ready to Post' option.
b. Click on the Selected Range option.

c. Click on the From: Client box and type the client number to start with, or click the

ellipses button to search for the client/matter in the Finder window.

d. Click on the (From) Matter box and type the matter number to start with, or click the
ellipses button to search for the client/matter in the Finder window.

e. Click on the To: Client box and type the client number to end with, or click the

ellipses button to search for the client/matter in the Finder window.

f. Click on the (To) Matter box and type the matter number to end with, or click the
ellipses button to search for the client/matter in the Finder window.

Prebills marked 'Ready to Print Bill’ by:
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This option lets you select whether to reprint prebills that were marked ‘Ready to Reprint’
by a particular user or to print prebills of a particular Billing Timekeeper that are marked

‘Ready to Reprint.’

To select 'Ready to Print Bill" prebills associated with a particular user:

Select = Al Prebills marked 'Ready to Frint Bill

% Prehilz marked 'Feady ta Print Bill by: I

@ " Biling Timekeeper |

(* All Clients / All Matters
" Selected Range

From: Client

i Al Prebils marked ‘Ready to Post’

A5M - Mcharon, Anne 5.

Adud, - Allen, Ann .
ABC - Colling, Allen B,
F - Flaherty, Ay J

BEL - Lesko, Bl E.
BHA - Allyzon, Brad H.

b atter CCD - Darwin, Caroline C.

CLE - Desmond-E lkins, Cathering b

a. Click on Prebills marked 'Ready to Print Bill' by: option.

b. Click on the User option.

c. Click on the arrow to open a list of users.

d. Scroll through the list and click on the user you want to select them.
e. Do one of the following:

® Click on the All Clients / All Matters option to include all clients/matters
associated with this user.

(&) & AllClients / All Matters |
~ [ Selected Range

Fram: Client | J Too  Client | J

b atter | b atter |

® Click on the Selected Range option to select a range of clients/matters
associated with this user.
If you chose 'Selected Range,' you also need to:

" All Clients /A &l Matters
€ ) ¢ Selected Range |

From: Client |5|:|5|:| Jl |T|:u: Client |55[||:| J
@ I atter ||j|:|[|‘| I |Mattel ||j|:|[|2 @
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i. Click on the From: Client box and type the client number to start with, or
click the ellipses button to search for the client/matter in the Finder window.

ii. Click on the (From) Matter box and type the matter number to start with, or
click the ellipses button to search for the client/matter in the Finder window.

iii. Click onthe To: Client box and type the client number to end with, or click
the ellipses button to search for the client/matter in the Finder window.

iv. Click on the (To) Matter box and type the matter number to end with, or click
the ellipses button to search for the client/matter in the Finder window.

To select 'Ready to Print Bill' prebills associated with a particular billing timekeeper:

Select ™ All Prebills marked Readw to Print Bill " Al Prebills marked 'Ready to Post'
I * Prebils marked 'Ready ta Print Bill b_l,l

- Use@l * Biling Timekesper | CDE - Desmond-Elking, Catherine

A - Allen, dnn b, 2
* Al Clignts / &l Matters EEFC FEI:DI"LIIHS Aﬂl]en B. |
aherty, Ay J.
HECLECE D ASM - McNaran, Anne 5. ()

From: Client BEL - Lesko, Bil E.

BH& - Allyzon, Brad H.

GELE CED - Danwin, Cardline C.

CDE - Desmond-Elking, Cathering il -

a. Click on Prebills marked 'Ready to Reprint' by: option.

b. Click on the Billing Timekeeper option.

c. Click on the arrow to open a list of billing timekeepers.

d. Scroll through the list and click on the billing timekeeper you want to select them.
e. Do one of the following:

® Click on the All Clients / All Matters option to include all clients/matters
associated with this billing timekeeper.

IMAGE

® Click on the Selected Range option to select a range of clients/matters
associated with this billing timekeeper.
If you chose 'Selected Range,' you also need to:
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" All Clignts /A Al b atters

€ ) ¢ Selected Range |

From: Client  [5050 | [T Clent [5500 J

@ Matter oo | |Matter 0002 @

Click on the From: Client box and type the client number to start with, or
click the ellipses button to search for the client/matter in the Finder window.

. Click on the (From) Matter box and type the matter number to start with, or

click the ellipses button to search for the client/matter in the Finder window.

Click on the To: Client box and type the client number to end with, or click
the ellipses button to search for the client/matter in the Finder window.

. Click on the (To) Matter box and type the matter number to end with, or click

the ellipses button to search for the client/matter in the Finder window.

5. Click the Get Prebills button to have the system pull all bills that are eligible for Export/E-

mail.

NOTE: The Matters and Consolidations must have an Export or E-mail format selected

or they will not appear on the list. In addition, the email option requires an e-mail address

to be saved on the Billing Address tab of the client..

A list of available prebills displays.

E Mail Attachment Mame Options

Dptions...

| Client Code/Matter Code | Client/ Conzolidation Mame

4000 Arner. Capital Corporation / main

6. Optionally, remove the check mark beside any selected bills that should NOT be included
in the current Export/E-mail process.

7. Click on the E-mail or Export tab and select the applicable options (filename, file type,
export file path).
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8. Click the Options button.
If you chose the E-mail tab...

The Options button opens the Export Options window and enables you to select the
filename formats to use for the email.

3 Export Options (==
E«port File Path

Export File Formats Filename Format
Expart File Farmats for bill printing From @ To

are defined within the M atter form. :
I atter Code |®
[FTafter Mickname

U ser Defined @ ﬂ
@
@«

Client Code
Client Mickname
Biling Address Hickname

Uszer Defined Text

S ample Filename
Today's D ate [¥vv-kk-0D] - Bill Mumber - Client Code - Client Mickname - Biling Address Mickname

= |f Client/Matter codes contain the characters YW= | they will nat be included in the file name

@ ok | LCancel |

Note that the Export File Path feature is disabled. This is because you have chosen the E-
Mail tab.

In this window, you need to create a filename for email bills. This flename may be defined
by moving filename options on the From list to the To list. You can select multiple items in
any order.

a. Inthe Filename Format From list, click on the first value you want displayed in the
email filename.

b. Click the right arrow to add the value to the To list.

c. Repeat steps aand b for each value you want to add to the email filename format.
Values display in the email filename in the order you select them.

d. ToaddALL values to the To list, click the double-right arrow button.
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e. Toremove a value, click on itin the To list and click the left arrow button.

f. Toremove ALL values from the To list, click the double-left arrow button.

Click OK when finished with all your selections.

Your selections are added to the E-Mail Attachment Name Options area of the E-Mail tab.

E Mail Attachment Mame Options
Today's Date [v™-bb4-D0] - Bill Mumber - Client Code - Client Hickname - Biling Addreszz Mickname

Optionz...

E Prehill # |Client Code/Matter Code
i (D122 4000

| Client/Consolidation Mare |
Arner. Capital Corporation / main

NOTE: In addition to having a file type assigned, the Billing Address used must also
have an e-mail address assigned in order for E-mail Bills to function. For details on

setting up the billing address for emailing bills, see Billing Address setup for E-mailing
Bills below.

If you chose the Export tab...

the Options button opens the Export Options window and enables you to enter or Browse
for a location to place the exported file.
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[ Export Options

Erport File Path
| C:hjuriz-billz

Biling &ddress Mickname
Matter Nickname

User Defined Text

Ewport File Formats Filename Format

Export File Farmats for bill printing From

are defined within the b atter Farm. o Defined
(B)y-o0)
Fretll Murmber

Sample Filename
Bill Mumber - Client Cade - Client Mickname - Matter Code

== |f Client/Matter codes contain the characters M7 thew will not be included in the file name

@ Ok | LCancel

Warning: Itis important to include unique information in the export file name. If there is
not at least one component in the filename that identifies it uniquely, the system may
create more than one invoice with the same filename. If that occurs, the system saves
over that file. For example, if you select only the User Defined field to be used for the
filename. Subsequently the user exports 50 bills. As each bill is exported, the system
attempts to save to the same location with the same filename, essentially overwriting the
file each time. The resultis that only 1 file, the last file exported, is left after the 50
exports are complete. To assure that this does not happen - always use at least one
unique identifier (preferably Bill Number) to assure a unique filename for each export.

a. Inthe Export File Path box, type the file path and folder where you want to save the

file,

OR click the Browse button to select the path and folder from the Browse for Folder

window.

This option is only available for Export Bills, and is the location on the hard drive or
network drive where the exported bill is to be saved. You must define this location.
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Next you need to create a filename for both the exported bills. This filename may be
defined by moving filename options on the From list to the To list. You can select
multiple items in any order.

b. Inthe Filename Format From list, click on the first value you want displayed in the
export filename.

c. Click the right arrow to add the value to the To list.

d. Repeat steps b and c for each value you want to add to the export filename. Values
display in the export filename in the order you select them.

The word (Bill) is always included at the end of the filename.
e. Toadd ALL values to the To list, click the double-right arrow button.
f. Toremove a value, click onitin the To list and click the left arrow button.
g. Toremove ALL values from the To list, click the double-left arrow button.
h. Click OK when finished with all your selections.

Your selections are added to the Export Options area of the Export tab.

E wpart Optione

=
= ——

e |E:'\|ur|s-b|lls Optionz. ..

e | Bill Mumnbier - Priehill Murnber - Billing Address Mickname - Client Code - Client Mickname - Matter Code - Matter

it i Mickname

¢ | Prebil # | Client Code/Matter Code | Client/Consalidation Mame |

= 1224 4000 Amer. Capital Corporation / main

If you chose the Export OR E-Mail tab and want to add your own text to the filename ...

the Options button opens the Export Options window. Depending on which tab your
choose, enter the applicable options as stated above to either E-Mail or Export of the bills.
To add specific text to the filename, follow the additional steps below.
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[ Export Options @
Export File Path
C:hjuriz-billz Browsze...
Ewport File Formats Filename Format
Export File Farmats for bill printing From ® To
are defined within the M atter farm. Today's Date [Trr7-MM-DD] T Number

B
Cliert Code
I atter Code

Prehill Murnber
Biling Address Mickname

Matter Nickname <
Client Nickname @

>
<<

[<]

|-

User Defined Text
Choweder & Crumb, LLO ks)

Sample Filename
Bill Mumber - Client Code - Matter Code - Uszer Defined

== |f Client/Matter codes contain the characters M7 thew will not be included in the file name

@ Ok | LCancel |

a. Inthe From list, click on the User Defined value to select it.

b. Click the right arrow to add the value to the To list. This value must be added if you
want to include your own text in the filename.

c. Inthe User Defined Text box, type the value you want to add to the filename.

In our example, the filename will be Bill Number, followed by Client Code, followed by
Matter Code, followed by the User Defined Text. Given the following information:

Bill Number 12578

Client 1000 - American Capital Corporation
Matter 0800 - HR-Retainer

[user defined text]

Bill

The filename created on the exported or emailed file would be:
12578 - 1000 - 0800 - Chowder & Crumb, LLC. (Bill).(file extension)

Where .(file extension) is the filename extension as defined by the file format (XLX,
TXT, HTM, RTF, PDF, TIF). The word (Bill) is always included at the end of the
filename.
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In our example, we chose to "export" to afile.

Warning: It is important to include unique information in the export file name. If
there is not at least one component in the filename that identifies it uniquely, the
system may create more than one invoice with the same filename. If that occurs,
the system saves over that file. For example, if you select only the User Defined
field to be used for the filename. Subsequently the user exports 50 bills. As each
bill is exported, the system attempts to save to the same location with the same
filename, essentially overwriting the file each time. The resultis that only 1 file, the
last file exported, is left after the 50 exports are complete. To assure that this does
not happen - always use at least one unique identifier (preferably Bill Number) to
assure a unique filename for each export.

d. Click OK when finished with all your selections.

Your selections are added to the Export Options (or E-Mail Attachment Options) area
of the Export or E-Mail tab.

E wport Ophiong

=
= —
s |C:\|ur|s-b|lls Optiong...

Bill Humber - Client Code - Matter Code - User Defined

| Prehil # | Cliert Code/Matter Cads | Client/Consalidation Mame |
== lwi1224 4000 Amer. Capital Corparation # main

9. Click the Export/Email button in the Billing\Export & E-Mail Bills window to begin the
process.

Matter/Consolidation setup for exporting or email bills

Certain settings must be made on a Matter or Consolidation prior to exporting bills from Juris.
On the ‘Send Copy To’ list there is a drop-down list for file types available for bill export. The
‘Send Copy T0’ list can be found on the Address tab for single matters. If a consolidated bill,
the ‘Send Copy To’ list can be found on the Consolidation form for the Client.
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NOTE: A file type for the export file must be selected from the drop-down in order to export
bills to a file. Matters with the export option set equal to NONE do not show up in the Export
Selection window when the 'Get Prebills' button is clicked on in Export/E-mail Bills.

A file type for the export file must be selected from the drop-down in order to export bills to a
file. Matters with the export option set equal to NONE do not show up in the Export Selection
window when the Get Prebills button is clicked on in Export/E-mail Bills.

Single Matter

To select a file type on a single matter:

T Matters\ new [E=3 EoR ~x™
Form Edit  View Tools Help
D Y
Matt@de : 0 ] Charles Smith/
' Cade | Descripto Biling | Spit | Int/Dise: | Allocations | AddtionalInfo | Collections |
{* |5 Mot Consolidated " |s Consolidated
Biling Timekeeper |m - Allen, Arin A, j
Bill Layout 5001 | Standard Farmat 1
Frebill Layout 5001 | Standard Format 1
Send copy to Eg;i:: Print | AR Stmt Comment =
1 |Main 1 & I .
2 = .
3 = .
4 = =
5 = .
[ = . -
4| [
Hew Address ﬂ
For help, press F1 CAPS MNUM

1. Click on the Address tab.
2. Click on the E-mail and Export arrow and select the file type you want to use from the list.

® |f you choose to Export a LEDES 1998B file, click the LEDES button that displays after
the file type selection, and confirm the Client Matter ID, Law Firm ID, and Cross
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References XREF values have been set.

Cross Reference XREF
] XREFSouce | Mapped Value =
1 Parners PT- Partner
3  Paralegal PL - Paralegal
4 |Law Oarks 0C - Of Counsel |
5  Secretarial Staff LA - Legal Assistant
E  Admirstrative 05 - Ogher Staff
[

_OK | Canea|

3. Click the Save button to save the file type(s) you have selected.

Consolidation

To select a file type for a consolidation:
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P

Form Edit View Help

Dﬁl%%lﬂ“&

Consolidat 6

Consolidation

MTC  » |Collins, M. Thomas

| For help, press F1

[ Cers | UM

I atters

| For help, press F1

[ Caps | WUM

T} Clients\5500 [o ===
Form Edit View Tools Help
DEHE $BR| 0| S
Client Code IESDD Charles Smith
Z| Clients\5500\Consolidation ===

1. Click on the Consolidation icon at the bottom of the Clients window to open the Clients\

[client number|\Consolidation window.

2. Click on the E-mail or Export arrow and select the file type you want to use from the list.

3. Click the Save button to save the file type(s) you have selected.

Copyright © 2021LexisNexis. B All rights reserved.

130 of 168



LexisNexis ® Juris® User Guide ® Release: 3.2

Billing Address setup for E-mailing Bills

1. Select Tables > Client to open the list of clients on the right.

= Clns oo =)
Form  View Tools Help
0 & ¥ % &
E Juriz | Mickname | Code -
2-Hl Tables T) TV Rental 3500
Ei_ Gub Accounts ) Amer. Capital Corporation 4000
A0 Chart of Accts. ) TvA 4400
""" i g;hk Acoounts T Zebwa, I, 4798
""" 28 hlices T Juris 4801
- ?grsinnel Types ) Mewhope. com 4302
- ) Chiistine F. Hadfield 5050
E Task Codes . h 5500 1
= Task Code Href TN Somet__l,l Walklng Horses 6000
Fee Schedules T Jane Austin Enterprises 2345
Activity Codes T Admiristrative Activities 9301
Expenze Codes = 1 Bankruptey T100 i
o ~ s T Dmrnmin =l st e T11n
For help, press F1 22 item(z] E:'Z} Maotifications CAPS MUM

2. Double-click on the client name to open the Clients\[client code] window.

T Clients\5500 =1 [ECh 55
Form Edit View Tools Help
O & B Vv S
Client Code Charles Smith
Code | Billing | Int#Disc | Allocations | Additional Info | Collections |
Mickname |Ehar|es Smith [T Individual
Reporting Name |Charles Smith
Source of Business |Referral
Phane / Fax |B0E/334-1234 |606/334-1230
Contact |inthany D avis
Date Opened 08/25/1938
Office Code |‘ID - Brentwood %
Practice Class |IF' - Intellectual Property j
Biling Timekesper |m - illen, Ann g, ﬂ
Orig. Timekeeper D MName E
1 |eas v | ller, A s, 100
3 |
=l
Eilling &ddreszz| Conzolidation M atters
For help, press F1 CAPS MU
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3. Double-click the Billing Address icon at the bottom of the window.

A Billing Address selection window opens.

¥

T} Clients\5500\Billing Address = R ==

Form View Help

D @ X

Mickname

| For help, press F1 | C4PS | NUM

4. Double-click on the Nickname of the billing address you want to setup for email.
For client's with only one address, the nickname is "Main."

A Billing Address\'Main' (or which ever nickname you selected) window opens.
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ling Address\Main [ |- B[]
Form Edit View Tools Help

D & $BB@a v

Address Mickname |Main

[ Individual
Phane B0/ 2238765
Fax 5063341230
Contact |anthory Davis
Marne |Smith & Srith
Address 11098 Main Strest

City # State / Zip  [Kansas City MO [44987

Country |
E-mail Address @ sarnpledsanmple@iLriz. cor

[v Primam Address

Faor help, prezs F1 CAPS f I b

5. Inthe E-mail Address box, type in the email address to which the bill should be emailed.

6. Click Save to save the email address.

Print a Bill

To print your bill after all edits/changes have been done:
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1. Double-click Billing to open the billing options in the right-side pane.

B8 Billing

Form View Teols Help

ﬁ Setup and Manage

Post Bile  Export & E-mail
Billz

= -
E Juriz =
B[ Tables | E =
= Tlralnnsac: ns Select Prebill: Reprint Prebills Frint Frint Cover
Billing Statements Letters
E& Inquiy - Feports

~

Edit Prebils  Bill Designer

Far help, press F1 10 itemn(z] @ Muotifications CAPS MLk

2. Double-click the Print Bills icon.

The Billing\Print Bills window opens.

| Billing\\Print Bills
Form Edit View Help

=N Nl =)

=2 ﬂ Beegin Frinting
Date @ ™ Use thiz Date for bills |7’,.7,,: ¥ ilze date aszigned in edit prebil " Use date assigned as "Bill Through'" date
Printer £ Frinter
. 'qu B |\\Ingrduv-ilselv\LNGHDU-DEVEImeEan j ¥ Collate
2 8 & _  Prinker Traw for First Part of Bill
@ TELE :
UEJ 2 g | Automatically Select j
g; 5} Printer Tray for Rest of Bill
& | Automatically S elect j [ Print Attachments in Single Print Job

FHEl o Al Prebils marked Feady to Pint Bl

" Prebills marked 'Peady ta Print Bill' by:

Sait By Biling Timekeeper ¢ Client Code / Matter Code

" &ll Prebills marked ‘Ready to Post!

| Office [a)Offices =l

& o i - fllen, b A |
" Prebills Selected below
& Al Clients / All Matters
" Selected Range
Frarni: Client | J Ta: Client | J
Matter | Matter [
For help, press F1 CAPS MUM

3. Select the Date option you want to use for the billing date.

Use this Date for bills - select this option to define a specific date to use.
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Use date assigned in edit prebill - select this option to use the date that was assigned in
the prebill.

Use date assigned as "Bill Through" date - select this option to use the date that was
setup as the Bill Through date.

4. Select the appropriate printer options for each component of your bills.

Bill

Prirter

"t Printer

i |\\\ngrduv-ilserv\LNGHDU-DEVEInmentZ a) « @ v Collate

Printer Tray for First Part of Bill

| Automatically Select (b j -

Printer Trap for Rest of Eill

| Automatically Select c) - @ [™ Print Attachments in Single Print Job

Click the Printer arrow and select the printer to print bills to.

Click the Printer Tray for First Part of Bill arrow and select the printer tray you
want to use for the first page of the bill.

Click the Printer Tray for Rest of Bill arrow and select the printer tray to use for the
remaining bill pages.

Click the Collate check box to have the pages automatically collated.
A check mark indicates that collation is selected.

Click the Print Attachments in Single Print Job if you want to include all
attachments in this one print job.

A check mark indicates that you want to use this option.

Expense Attachments

Printer

! Printer
g

|\\\ngrduv-ilserv\LNGHDU-DeVeIopment2 Laj - @ [ Callate

Printer Tray for First Part of Expense Attachment

Envelope

| Automatically Select b) «~

Printer Tray for Rest of Expense Attachment

i |Automalica||y Select c) -

Click the Printer arrow and select the printer to print expense attachments to.

Click the Printer Tray for First Part of Expense Attachment arrow and select the
printer tray you want to use for the first page.
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c. Click the Printer Tray for Rest of Expense Attachment arrow and select the

printer tray to use for the remaining pages.

d. Click the Collate check box to have the pages automatically collated.
A check mark indicates that collation is selected.

Cover Pages

rinter Tray for First Part of Cover Page

Automatically Select (b j -

rinter Tray for Rest of Cover Page

Automatically Select {c) ~

Printer 2 1 Printer
£ “sngrduitzera L NGRDU-Development2 a) « @ v Collate
Ed
o

Envelope
Bill

a. Click the Printer arrow and select the printer to print the cover pages to.

b. Click the Printer Tray for First Part of Cover Page arrow and select the printer tray
you want to use for the first part.

Click the Printer Tray for Rest of Cover Page arrow and select the printer tray to

use for the remaining parts.

d. Click the Collate check box to have the pages automatically collated.
A check mark indicates that collation is selected.

Envelope

Frinter

rinkar
\ngrduy-itsereALNGR D U-Development2 a) -

Eill

Automatically Select

a. Click the Printer arrow and select the printer to print envelopes to.
b. Click the Printer Tray arrow and select the tray to use for the envelopes.

5. Click on the Sort by arrow and select the order in which you want the bills sorted.

SatBy |Biling Timekeeper / Client Code / Matter Code ~|  Office |4 Offices -]

6. Click the Office arrow to select the office for which you want to print bills. This option is only
available if you have multiple offices setup.
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7. Click on the Select option that corresponds to the bills you want to print:
All Prebills marked 'Ready to Print Bill’

This option prints all bills that have a status of 'Ready to Reprint' in Edit Prebills, or all
prebills with a status of 'Ready to Reprint' within a selected client/matter range.

To print all 'Ready to Print Bill' prebills, for all clients and matters:

Select

2 )& il Prehills marked Feady bo Frint Gl | " &) Prebillz marked ‘Ready to Past
" Prehills marked ‘Feady to Print Bill by

& o [t - tllen, &nn &, =]

" Prebills Selected below

® @ &l Clients / &l Matters
" Selected Range
Fraom: Clisnt | J Ta: Client | J
b atter | I atter |

a. Click on All Prebills marked 'Ready to Print Bill' option.
b. Click on the All Clients / All Matters option.

To print all 'Ready to Print Bill' prebills, for a range of clients/matters:

Se‘“'@ & &)l Prebills marked Feady to Print Bill | ¢ &l Prebills marked ‘Ready to Post
" Prehill: marked 'Ready to Frint Bill by:

& o [ - sllen. an &, =]

" Preills Selected below

" &l Clients / &)l Matters
@ Gelected Hanos

From: Client  [R050 :i Too Client [g345 : T
Matter |oo01 : I Matter  {noon }

a. Click on All Prebills marked 'Ready to Print Bills' option.
b. Click on the Selected Range option.

c. Click on the From: Client box and type the client number to start with, or click the
ellipses button to search for the client/matter in the Finder window.

d. Click on the (From) Matter box and type the matter number to start with, or click the
ellipses button to search for the client/matter in the Finder window.

e. Click on the To: Client box and type the client number to end with, or click the
ellipses button to search for the client/matter in the Finder window.
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f. Click on the (To) Matter box and type the matter number to end with, or click the
ellipses button to search for the client/matter in the Finder window.

All Prebills marked 'Ready to Post'

This option prints all bills that have a status of 'Ready to Post' in Edit Prebills, or all prebills
with a status of 'Ready to Post' within a selected client/matter range.

To print all 'Ready to Post' prebills, for all clients and matters:

Bk " &l Prehbills marked ‘Ready ta Print Bill* ®I &+ All Prebills marked ‘Ready to Post’ |

T Prebills marked 'Ready ta Print Bill' by:

g o [t - tllen, nn &, =]

" Prebills Selected below

@ & &l Cliznts / &Il Matters
" Selected Range
Fram: Client | J Too Clent ‘ J
tatter | Matter ‘

a. Click on All Prebills marked 'Ready to Post' option.
b. Click on the All Clients / All Matters option.

To print all 'Ready to Post' prebills, for a range of clients/matters:

Select il Prebills marked Ready to Print Bil ®| & Al Prebils marked Fleady to Post’ |

" Prebill: marked 'Ready to Print Bill by:

g « [t - tllen, i &, =]

" Prehills Selected below

" &l Clients / &)l Matters

i+ Gelected Hanoe

Frome Client (5050 1 : 3. Too Client [g45 1 : ).
Matter [0 : ] Matter  [ooon

a. Click on All Prebills marked 'Ready to Post' option.
b. Click on the Selected Range option.

c. Click on the From: Client box and type the client number to start with, or click the
ellipses button to search for the client/matter in the Finder window.

d. Click on the (From) Matter box and type the matter number to start with, or click the
ellipses button to search for the client/matter in the Finder window.

e. Click on the To: Client box and type the client number to end with, or click the
ellipses button to search for the client/matter in the Finder window.
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f. Click on the (To) Matter box and type the matter number to end with, or click the
ellipses button to search for the client/matter in the Finder window.

Prebills marked 'Ready to Print Bill’ by:

This option lets you select whether to reprint prebills that were marked ‘Ready to Reprint
by a particular user or to print prebills of a particular Billing Timekeeper that are marked
‘Ready to Reprint.’

To print 'Ready to Print Bill" prebills associated with a particular user:

" Al Prebils marked 'Ready to Print Bil' " All Prebills marked 'Beady to Post'
a M« Prehillz marked 'Ready ta Print Bill' by

@5 User " Biling Timekeeper
" Prebillz Selected below - Colling, ',a_.‘" E
BHA -AII_l,Jso_n, Brad _H. H
Al Clients / All Matters CCD - Darwin, Caroline C.
CDE - Desmond-Elkins, Catherine
&' Selected Range CDT - Todd, Celests D.
Fram: Client |5E|5IJ FIRM - FIRM, Bachman ‘wilson & Juris
Jad - Martin, James A, b

a. Click on Prebills marked 'Ready to Print Bill' by: option.

b. Click on the User option.

c. Click on the arrow to open a list of users.

d. Scroll through the list and click on the user you want to select them.
e. Do one of the following:

® Click on the All Clients / All Matters option to include all clients/matters
associated with this user.

(@[ i Clerts /& Maters |
" Selected Range
Fram: Client | J To:  Client | J
I atter | b atter |

® Click on the Selected Range option to select a range of clients/matters
associated with this user.
If you chose 'Selected Range,' you also need to:
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7 Al Clients ¢ All Matters
* Selected Range

From: Client  [5050 i) To: Client [g345 iy
Matter  [00m1 @ hatter  [onnn [\|‘_¢)

i. Click on the From: Client box and type the client number to start with, or
click the ellipses button to search for the client/matter in the Finder window.

ii. Click on the (From) Matter box and type the matter number to start with, or
click the ellipses button to search for the client/matter in the Finder window.

iii. Click on the To: Client box and type the client number to end with, or click
the ellipses button to search for the client/matter in the Finder window.

iv. Click on the (To) Matter box and type the matter number to end with, or click
the ellipses button to search for the client/matter in the Finder window.

To print 'Ready to Print Bill' prebills associated with a particular billing timekeeper:

(Al Prebill: marked 'Beady to Print Bill (Al Prehillz marked 'Beady to Post!
* Prebils marked 'Feady ta Print Bill' by:
" User @ * Biling Timekesper Add - Allen, dnn A, (c) ~ ‘
] Afd - Allen, Ann A -
(" Prebills Selected belaw B - Colling, &llen B,
BH&, - &llyson, Brad H. o =
Al Clients /Al Matt CCD - Darwin, Caraling C.
=Nt At CDE - Desmond-Elkins, Cathernne
@ Selected Range DT - Todd, Celeste D.
Fram: Client |5050 FIRM - FIRM. Bachman Wilson & Juris —

JAM - Martin, James & &

a. Click on Prebills marked 'Ready to Reprint' by: option.

b. Click on the Billing Timekeeper option.

c. Click on the arrow to open a list of billing timekeepers.

d. Scroll through the list and click on the billing timekeeper you want to select them.
e. Do one of the following:

= Click on the All Clients / All Matters option to include all clients/matters
associated with this billing timekeeper.
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(@)[@ i Cirts /0 Matters |

" Selected Range

Fram: Client | J Ta:  Client | J

I atter | b atter |

® Click on the Selected Range option to select a range of clients/matters
associated with this billing timekeeper.
If you chose 'Selected Range,' you also need to:

" Al Clignts / &0l Matters
* Selected Range

From: Client  [5050 i) To: Client [g345 i)

Matter |00 @ Matter [a000 (iv)

. Click on the From: Client box and type the client number to start with, or

click the ellipses button to search for the client/matter in the Finder window.

. Click on the (From) Matter box and type the matter number to start with, or

click the ellipses button to search for the client/matter in the Finder window.

Click on the To: Client box and type the client number to end with, or click
the ellipses button to search for the client/matter in the Finder window.

. Click on the (To) Matter box and type the matter number to end with, or click

the ellipses button to search for the client/matter in the Finder window.

Prebills Selected below

This options replaces the Client/Matter Range option with a spreadsheet that can be used
to enter particular prebills to be reprinted by prebill number.

To reprint specific prebills selected by prebill number:

Prebill # Fieady to Action Ti Billing Client Code Matter Code or Consolidation Name ﬁ‘
imekeeper
1 2418 ) t Maone sk 1000 00oa
2 |2413 Edit Mone JAM 1mo ooz
3 |2422 int Mone Jak 2070 00
4
s [ 1
5
7 -
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a. Click on Prebills Selected below option.
b. Click on the first Prebill # cell and type the number of the prebill you want to reprint.

The result of the cells are automatically populated with the information from the
prebill number you entered.

c. Repeat step b for each prebill you want to reprint.

NOTE: The system lets you enter a prebill number for a prebill that does not have a
status of ‘Ready to Print’ — but the system warns you that the status is not ‘Ready to
Print’ and asks if you are sure you want to reprint that prebill before beginning the
reprint process.

8. Click the Print Bills button to begin the printing process based on the criteria selected.
TIP: After you have printed or exported bills and while you still have the 'Print Bill' window

open, you can select to Re-print or Re-export the bills if you experienced a problem with the
process. To re-print or re-export the bills, please see the following section.
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Post a Bill

Warning: Do not interrupt the Posting Process. If this process is interrupted, it could cause
corruption of the data requiring that the data be restored from backup. Do not use other

applications or processes on your PC while Posting Bills.

To post Bills:
1. Double-click Billing.

= Billing ][ -E ]
Form View Tools Help
= By e EE -

E Jurriz =

Bl Tables Bt 3 = :

o . ;

" - T_r@n&actlnn& @ Unpost Bill:  Select Prebill: Reprint Prebills Frint Frint Cover

El- 2| Biling Statements Letters

j Bill Designer

k'_i Inguiry - Reports — J'-i% E%

ﬁ Setup and Manage — =]

Frirt Billz 4  Ewport & E-mail  Edit Prebill:  Bill Designer
@ Billz
Far help, press F1 10 item(s) @ Muotifications CAPS MM

2. Double-click the Post Bills icon.

The Billing\Post Bills window opens.
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¢ Billing'\Post Bills =N Bl 5
Form Edit View Help
Dﬁ'ﬂ||éﬁlﬂ5|ﬂ“&|ﬂ Begin Pozting |

& 4l Bills marked 'Feady to Post: @
{7 Bills marked 'Ready ta Post' by:

 User = Biling Timekeeper IEED - Danwin, Caroline C. ;I
= 'Ready to Post' Bill: Selected below

s o fefian Billing Cliert Code b atter O
Hezd; s el Timekeeper lizt Ltz Congolid -
| v
| For help, press F1 | CAPS | NUM

3. Select the options that corresponds to the bills you want to post.

= All Bills marked ‘Ready to Post’ - Post all bills that have a status of ‘Ready to Post’ in
Edit Prebills.

To use this option:

* Al Bills marked 'Ready to Post:

"~ Billz marked 'Ready to Post' by

% Lger = Biling Timekeeper CCD - Danwin, Caroline C. ;I |
= 'Ready to Post' Bills Selected below

Click on the All Bills marked '‘Ready to Post' option.
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To see which bills have a 'Ready to Post' status:

a. Open the Edit Prebills window.

"% Billing\Edit Prebills

Form Edit View Sort Tools Help

E=E [EoR|%3

Prehill #

242

2425 Edi
2426 Edi
2427 Edi
2429 Edi
2430 Edit
2423 Edi

D &5

Print Bill

Print Bill

dy

Full

Full

MHone

Hone

MHone

Hone

Mone

Mone

Mone

Sum Bill

E|K‘)w’

Sum+Exp  JAk

Jas

MTC 4000
0200
MTC 4000
010
MTC 4000
0a20
MTLC 4400
0001
B 4733
0001
LaH g000
0001

Bracey
Bracey's Retainer
Mational General
Labar and Union Relations

Aer. Capital Corporation
wielch v Reed Trucking

Amer. Capital Corporation
HR-Retainer

Amer. Capital Corparation
Purchazing-retainer

Amer. Capital Corporation
Secunty-retainer

Tty

On-site service/Cont. Contract
Zebra, Inc.

401K, Plan

TH Society Walking Horzes
Dizcipling Board Matters

b atter Mame

~|

| Far help, press F1

| CaPS | NUM

b. Sort by the Ready To column.

c. Scroll down to review all items with a ‘Ready To’ status of 'POST".

= All Bills marked ‘Ready to Post’ by: [User] - Post all bills that have the status of
‘Ready to Post’ when the user matches the one selected.

To use this option:

@I—\II Billz marked 'Ready to Post!

| @ Bills marked 'Ready to Post' by: I

b - Allen, Ann b,

- Flaherty, Ay J.

ASM - McMaron, Anne 5.

BEL

CCD
COE

BHA - Allyzon, Brad H.

- Lesko, BIlE.

- Danwit, Cargline .
- Desmond-Elkinz, Catherine

COR - Rakerd, Cliff D.

CoOT

- Todd, Celeste D.
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a. Click on Bills marked 'Ready to Post' by: option.

b. Click on the User option.

c. Click on the arrow to open a list of users.

d. Scroll through the list and click on the user you want to select them.

= All Bills marked ‘Ready to Post’ by: [Billing Timekeeper] - Post all bills that have
the status of ‘Ready to Post’ when the billing timekeeper matches the one selected.

To use this option:

@I—\II Billz marked 'Ready ta Post'

| & Bills marked 'Ready to Post' by: I

™ Usger * Biling Timekeeper ftd, - Allen, Ann b,
[ =¥ A)F - Flaherty, Ay J.
" 'Ready to Post' Bill: Selected below M - Mo aran. frne 5.
Fazdl i@ Action BEL - Lesko, Bill E.
G S B, - Allyson, Brad H.

CCD
COE
CDHR
CoT

- Dianwin, Caraline .
- Desmond-E lking, Catherine
- Rakerd, CIiff D

- Todd, Celeste D.

a. Click the Bills marked 'Ready to Post' by: option.

b. Click on the Billing Timekeeper option.

c. Click on the arrow to open a list of billing timekeepers.

d. Scroll through the list and click on the user you want to select them.

= ‘Ready to Post’ Bills Selected below - Post specific bills by entering or selecting bill

numbers.

To use this option:

& 'Ready to Post' Bill: Selected below

Pzt Full Jashd
Pt 1 ok Jisd

Billing
Timekeeper
Jaik
J&M

1000
o

Client Code
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a. Click the Bills marked 'Ready to Post' by: option.

b. Click in the first Bill # cell and type the number of the bill you want to post, or use
the Find button to search for and select bills.

c. Repeat step a for each bill you want to add, or use the Find button to quickly
search for and select multiple bills.

4. Click the Begin Posting button to begin the posting process after the criteria for posting
has been selected.
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Configure the Billing tab

I NOTE: Remember to click the Save icon to retain any changes made.

B Sctup and Manage\Firm Options
-_fom Edit View Jools ije_lp
"iﬂm TYICKE
i Timekeeper Billing | Dis/Surfint | Trans. | ExpJE | FeeJE | OtherJE | Conflict | Voucher | Misc | SubAccounts | Code Options | Collections |
| = : [~ Expense Attachment Printing Options
‘ [ Enter billing thresholds on which form? ] " Prirt attached experse fles when printing bills
& Both  Client € Matler " Neither & Do not print attached expense files when printing bills
" Print attached files when bills for H
Eae threahold fr I—m . nt expense printing bills for expenses over |HIA
Enter the default threshold for fees | 5,000 Online Payments
- V' Ensbie Onkne Payments
After Posting & Flat Fee Bill
[~ Change Billing Frequency to 1 Bank Code | =]
& Monthly " Cycle0 ) tkey |
i~ Change Billing Agreement to Account Pin |
 Hourly & Leave as Flat Fee Confirm Connection
8]
For help, press F1 CAPS NUM

Enter billing thresholds on which form?

Billing thresholds can be set to Both, Client, Matter or Neither. In all cases, the threshold
values default to the amounts entered on the billing tab in Firm Options.

® When set to Both, that amount may be changed at the Client or Matter level.

® When set to Client, the amount may be changed at the Client level. The value entered on
the Client will be used as the default for all Matters for that Client.

® When set to Matter, the system will allow the amount to be changed on the individual
Matters.

® When set to Neither, the system will not allow the threshold amounts to be changed.
Enter the default threshold for expenses.

The amount entered here will be used as the default threshold amount for expenses.
Enter the default threshold for fees.

The amount entered here will be used as the default threshold amount for fees.
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After posting a Flat Fee BIll:
Change Billing Frequency to

May be set to Monthly or Cycle 0. When set to Monthly, then after posting the first flat fee bill,
the system will set those matters to a Monthly billing frequency, which will include the matter
for billing whenever monthly bills are selected. When set to Cycle 0, then the matter will only
be included for billing when Cycle 0 bills are selected, which effectively eliminates this matter
from billing selection unless Cycle 0 bills are specifically selected.

Change Billing Agreement to

May be set to Hourly or Leave as Flat Fee. If set to Hourly, then the amount charged when
bills are selected will be determined by the time entries entered and posted for that matter. If
set to Flat Fee, then the Flat Fee amount will be charged each time the matter is selected for
billing.

Expense Attachment Printing Options

Select the default setting for expense attachments using the options in the Expense
Attachment Printing Options group.

Expense Attachment Printing Options
" Print attached expense files when printing bills

* Do not print attached expense files when printing bills
" Print attached expense files when printing bills for expenses over § [N/A

In general, these settings are used to determine what happens to any existing attachment
when printing bills. The selected setting is applied as the default setting for all newly defined
clients or matters. You can override this setting for a client or matter, as needed.

NOTE: Changes made to the firm options do not automatically update existing clients or
matters. To change this setting for existing clients or matters, manually adjust the Bill
Attachment setting.

Choose one of the following options:
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® Print attached expense files when printing bills: All expense attachments are included
when printing bills, if present.

® Do not print attached expense files when printing bills: No expense attachments are
ever printed with bills.

® Print attached expense files when printing bills for expenses over $: Allows you to
specify a dollar amount (in the text box to the right of the option). When a bill is over this
amount, any expense attachments are included when printing bills.

Online Payments

Clients can make online payments by using an integration when this feature is enabled. Juris
sends the billing information to Affinipay who handles the client's payment, then sends an
update to Juris with the transaction details.

The first step is to secure a merchant account with AffiniPay (formerly known as ClientPay).
Your firm receives an Account Key and Account PIN from AffiniPay, which you enter when
configuring the online payments integration.

To enable the Online Payments integration:
1. Select the Enable Online Payments check box.

2. Select a Bank Code and choose the merchant account from those setup in Juris. This
is the account that will be credited when client payments are received.

3. Enterthe Account Key and Account Pin provided by AffiniPay.

4. Click Confirm Connection. If any errors occur, correct the Account Key and Account
Pin entered, or contact AffinaPay for assistance.

5. Click Save.
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Reports

Preview Reports (View and Print)

The Reports section lists all Juris Reports. The reports are sorted by categories. Click on
Reports and the list of report categories will appear. Click on a category to see the reports
available. Select any report by double clicking the specific report. Once a report is selected, a
window will appear that shows the options available for printing a report. That window and a
description of the options are shown below.

To view and print a report:

1. Select Juris > Inquiry-Reports > Reports.

Forrn | View Tools Help

= Bl o

Juriz

-l Tables

' | Tranzachions
Billing

o o [

----- £ i Batch Audit
..... Batch Edit

----- Batch Log

----- M azter Lists
----- Reference Lists
----- Ativity

----- eneral Ledager
----- Other

..... Impaort Errars
----- Trust

----- Accounts Payable
EEI-" Analyziz

..... M anagerment

)

The Reports window displays.
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Bl Renorts

Form View Tools Help

0@ H X | B -

(e l@ =]

: Q Report Queues
- Setup and Manage

ﬁ Juriz Description | 1D !
= [l Tables Batch Audit
Tranzachons Batch Edit
Billing Batch Log
E‘L Inquiry - Reports M azter Lists
B ' EDBD:tSch Al Reference Lists
----- Batch Edi Al
_____ Batch Log General Ledger — 2
----- Master Lists Clthwt
----- Reterence Lists impont Ences
Activity Trust
General Ledger Accounts Papable
Other Analysiz
..... Impart Errars M anagement
Truszt
----- Accounts Paypable
n-E] Analysiz
----- Management

Far help, press F1 13 item(z]

@ Motifications

CaPS | NUM

3. Double click on the report you want to view.

A window containing all the available reports in the selected category displays.

e

BB ppsster Lists = ||_IEI__|I_§§_|
Form View Tools Help
B~ ERIEMRC: o
ﬁ Juriz I I I ] I I I
: ﬂ Tables | | I I |
T.ra_lnsactlons User D Master Office Code  Accounting Chart of Timekeeper Ewxpense Code Practice Clazs
Biling List Master List  Periods Mast..  Account... Master List Master List Master List
=] Inquiry - Reports i
Batch &udit | | | I I
Batch Edit Expenze Holiday Perzonnel  Fee Schedule Expenze Code Task Code  SubAccount 23 3
Batch Log Schedul... Schedul..  TypeMast..  MasterList  Cross Refer..  Master List Master List
Master Lists s s ;
Activity = X 5
General Ledger Task Code  Activity Code Clients Master  Test Code  Matter Master  FS/Lapout  Report Queue
Other Href List Master List Ligt Master List Ligt Master List Master List
Impart Emorg I I |
Trust § § § §
.&ccounts Payable Accounts  Wendor Master Billing Bill Format
Analyziz Papable .. List Timekeep... Matter List
M anagement
&5 Report Queues
ﬁ Setup and Manage
Far he.l|.:, press F1 . :25.item[s] @ Notifications [ caps | WUM &
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A window containing the requested report displays.

'] Accounts Payable\AP1000

Form  Edit  View Help

& W [ERe

| Current Beport  AP1000; Aged Open Itemsl

Print Preview. Use this to preview the report

before emailing or prinfing a hardcopy-

Destinations — > Destination is Report Quput. Printer,
DeivelE | screen, hard drive as a PDF,RTF,
Excel, Text or HTML file.
=
Ranges BEREE From To + Set the Range for a particular set of
j‘_ data. Use the button to see available
ranges.
=
Available Sorts Selected Sorts <— Available sorts to arrange the data in
Sorts Wendar Name » 24 vendor Code the report.
ﬂ 2l Date
Option Selection Different FEDOTTS have
Options Aging Period 1 30 -l different options available.
igfng :28'!0: g gg - They allow for customization
ging Ferno of the report. Details, agings,
Aging Period 4 120 h Table of Contents, etc.

CAaPS | NUM

For help, press F1

4. To select or change a report’s output format or destination printer, use the drop down
menu in the Destinations field.

5. Ifthe report you selected allows for a range definition, use the Ranges field to narrow
the range of data that will be presented on the report. Use the + button to review or
select from available ranges.

6. Select a sorting method by moving the options from Available Sorts to Selected Sorts
in the Sorts field. Note that clicking the A-Z button will toggle the presentation of the
report data between ascending and descending order.

7. The content of the Option field varies with the report selected. To select an option, click
to check the option in the Selection column.

8. Click the Print Preview icon to look at your output before printing.

9. Click the Print icon to print the selected report.

User report rights - assign/remove

To assign or remove a user's report rights:
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1. Double-click Setup and Manage.

2. Double-click User IDs to display the list of users on the right side of the window.

i

Bl |joerIDs EI@
Form View Tools Help
O = | Bo e
E Juriz M ame In] Initialz -
- [l Tables 7] Calins, Allen B, ABC ARC
' Ij Transactions ] Danwin, Caroline C. CCD CCD
i=| Biling ] Desmond-Elking, Cathering CDE CDE
& B Inauity - Reports 7] D avis, Katherine C. KCD KCD
E& Setup and Manage ) Bradbermy, Mary Ester MER MER !
""" ﬁl User lDS_ ) ] Anderson, b ary k.. MEA kA, 3
S tpmearent ||
: coT coT
2] Onles, T.E. TEOD TED
ﬂ Coliing, Stephen RB. SRC SRC
] Coomer, Michele L. MLC MLE
2] Gebhart, Kenda B KBG KEG
2] Flaherty, Ay J. AJF AJF
] Credland, Mike J. MJC MJC
7E] Flaherty, Shirley A, SAF SAF -
For help, press F1 a7 item(s) @ Matifications CaPs MUk

3. Double-click on the user for whom you want to assign or remove menu rights.

The User IDs\[user ID] window opens.
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Form

[ | =

| User IDS\HELL

View Tools Help

EEFECEEE

"Code ]

Uszer ID LL

4
Menu Rights | Report Rights |

® @

=N o>

Account Analysis

Al

Mone

¥ Accounting Penods Master List

¥ Accounts Payable aster List

¥ Accounts Payable Reference List

¥ Activity Code Master List

¥ Activity Code Reference List

¥ Aged &R Analpsiz by Biling Agreement
¥ Aged AR Analysis by Biling Timekeeper
¥ Aged AR Analysis by Client

¥ Aged AR Analysis by Client UDF

¥ Aged AR Analysis by Matter UDF

¥ Aged AR Analysis by Office

¥ Aged AR Analysiz by Originating Timekeeper
¥ Aged &R Analpsiz by Practice Class

¥ Aged Open ltems

¥ Aged Unbilled Expenzes

¥ Aged Unbilled Time

¥ Bank Reconciliation Repart

¥ Bill Farmat b atter List

¥ Billing Activity

¥ Biling Analysis by Biling Agreement

¥ Biling &nalysis by Biling Timekeesper

¥ Biling &nalysis by Clhent

¥ Biling &nalysis by Expense Code

¥ Biling &nalysis by Office

¥ Biling &nalysis by Onginating Timekeeper
¥ Biling &nalysis by Personnel Type

¥ Biling Analysis by Practice Class

¥ Billing Analysis by Tazk Code

¥ Biling Analyzis by Warking Timekesper

Far belp, press F1

CaPs

MLIM

N o o &

Click on the Report Rights tab to display it.

Optionally, click the All button to select all reports at once.
Optionally, click the None button to deselect all reports at once.

Click on each report right you want to assign to the user.

A check mark indicates that the right has been selected.

To remove a report right, click on it to remove the check mark.

A blank box indicates that the right is no longer selected.
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8. Click the Save button to save the assignments.
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Custom fields

Use a text code

1. In any Narrative field or Note Card, enter a defined Text Code or select the text code
using the lookup button.

2. Press the <F2> function key to expand the Text Code to its full narrative.
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User Menu Rights - assign/remove

To assign or remove a user's menu rights:

1. Double-click Setup and Manage.

2. Double-click User IDs to display the list of users on the right side of the window.

BA | jeer IDs EI@
Form  View Tools Help
0= ® | B T
E Jurniz I ame [ Initialzs -
- [l Tables ] Calling, Allen B. ABC ABC
Ij Transactions 2] Darwin, Carline C. CCo CCo
- 2| Billing ] Desmond-Elking, Catherine CDE CDE
=-EF Inquiry - Feports 7] Davis, Katherine C. KCD koD
Eﬁ Setup and Manage gl Bradberry, bary Ester MEE MEE |
ﬁ‘ gz?oﬁ?ing Periods 2] finderson, Mary K. MEA MEL 3
T . ] Allyson, Brad H. BH BHA
----- wa| Check Design oot oot
2| Onlee, T.E. TEO TEO
ﬁl Callinz, Stephen R. SRC SRC
] Coamer, Michele L. MLC MLE
] Gebhart, Kenda B. KEBG KEBG
] Flaherty, Ay .J. aJF AJF
] Credland, Mike J. MJC MJC
ﬁl Flaherty, Shirley &, SaF SAF -
For help, press F1 37 item(s) EB M otifications CaPs MUM

3. Double-click on the user for whom you want to assign or remove menu rights.

The User IDs\[user ID] window opens.
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78] User IDS\CDT

Form View Tools Help

D|&{a] & »[Rle| | )

User 1D @ CoT

"Code| Menu Rights | Repart Hights]

Grant "Syztem Adminiztrator’ authority (E\.

Flace Firm Mame' maintenance on uzers menu
Flace 'Field Definitions' maintenance on uzers mend
Place Firm Options' on users menu

Place 'Client Template:' on uzers menu

Place reget 'OnLine Flags' on users menu

Flace 'Pazzword’ option on uzers menuy

Place ‘Actng. Periods' maintenance on users menu
Place 'FS/Layout’ on uzers menu

Place ‘User D' maintenance on ugers menu

Flace ode’ option on uzers menu

¥ Place 'Sub Accounts' on uzers menu

¥ Place 'Chart of Accs' on users menu

¥ Place 'Bank Accounts' on users menu

¥ . User iz allowed to perform Bank Account Reconciliation
¥ . User iz Allowed to Yiew Checkbook

¥ Place 'Offices’ on uzers menu

¥ Place 'Personnel Types' on Users menu

¥ Place Timekeepers' on users menu

¥ Place 'Practice Claszes' on users menu

¥ Place Fee Schedules' on uzers menu

¥ Place Expenze Schedules' on users menu

¥ Place 'Text Codes' on users menu

¥ Place 'Tazk Codes' on users menu

¥ Place 'Task Code xref' on users menu

¥ Place ‘Activity Codes' on users menu

¥ Place Expenze Codes' on users menu

1 ...Uszeriz allowed to change Expenze Code type
¥ Place 'Exp Code ref' on users menu

¥ Place 'Client / Matter' on users menu

120 e

Far help, press F1

CAPS

ML

4. Click on the Menu Rights tab to display it.

5. Select each Menu Right you want to assign to the user.

NOTE: A check mark indicates that the right has been selected. To remove a menu,

right-click on it to remove the check mark.

6. Click the Save button to save the assignments.
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Common functions and shortcuts lists

Common Functions

Function lcon Tool Menu Tool Menu Keystroke
Mouse Click Key Stroke Shortcut

New O Form > New Alt+F>N Ctrl +N

Open = Form > Open Alt+F>0 Ctrl+0

Save = Form > Save Alt+F>S Ctrl+S

Back a level Form > Close Alt+F>C Ctrl +H

Cut 3 Edit > Cut At+E>T Ctrl + X

Copy Edit > Copy At+E>C Ctrl+C

Paste e Edit > Paste Alt+E>P Ctrl +V

Undo = Edit > Undo At+E>U Ctrl +Z

Spell Check v Tools > Spelling Alt+T>S F7

Find (lookup) @4 Tools > Find Alt+T >F F5

Find (lookup) e Tools > Find Alt+T >F F5

Delete = Form > Delete Alt+F>D none

Close Form > Close Alt+F>C F4

Drop-down | none none none

View/Hide Toolbar none View > Toolbar Alt+V>T none

e none  View > Status Bar  Alt+V>B none

Ready to Post none Tools > Ready To Alt+T>R none

Post
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Function

Preferences

Help

Shortcuts

Shortcut

F1

F2

F4
F5
F6

F7

F8

F9

F10

F11

F12

Tool Menu Tool Menu
Mouse Click Key Stroke
Tools >
At+T>P
Preferences

Help > Help Topics Alt+H>H

Action

Opens Help

Keystroke
Shortcut

none

F1

Use after typing in the text code to expand the text.

Clears invalid field in Cash Receipts
Opens drop down lists (when available)

Opens the Find (lookup) tool.

Opens ZOOM in Cash receipts to view/edit cash allocations.

Runs Spell Check

Runs Wizard cash allocation in Cash Receipts.

Allocates amount to G/L account on G/L Distributions in

Vouchers.

Allocates amount to expense code on Expense Distributions in

Vouchers

Using this key will repeat , field by field, the value used in the

previous transaction.
Activate the Menu Bar

Opens G/L Distribution form in Vouchers.

Shows Prebill Format in Edit Prebills.

Opens Expense Distribution form in Vouchers.
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Shortcut Action

Shows Final Bill Format in Edit Prebills.

Down Arrow Opens lookup for field options (when lookup is available)
Ctrl + Enter Inserts a blank line in a field (use in narratives, address, etc.)
Ctrl + Tab Inserts a tab in a field (use in narratives, address, etc.)

Tab Move forward, field by field.

Shift + Tab Move backwards, field by field.

Ctrl + Right Arrow Move to the beginning of the next word in a field.

Ctrl + Left Arrow Move to the beginning of the previous word in a field.

Ctrl + Shift + Right Arrow | Highlight the next word

Ctrl + Shift + Left Arrow Highlight the previous word.

Ctrl+ O Open selected item.
Alt + F4 Close the current window.
Ctrl+F Opens the Find tool.
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Glossary

A

Accrual Accounting
An accounting method whereby fees or expenses are recognized as income when
incurred.

ADP

Automatic Data Processing

Alphanumeric
May contain any letter, number or symbol on the keyboard. However, avoid the use of
backslashes or quotes whenever possible.

Authentication
The process of identifying a person through a username and password.

Authorization
The process of granting or denying access to a resource.

Balance Sheet
A financial statement that presents the firm's assets, liabilities and owner's equity as of
a particular date (the date of the statement). Also known as a Statement of Financial
Condition.

Billed Accounting
The Billed method of accounting is a modified version of Accrual Accounting - where
fees and expenses are recognized as income when billed.

Billing Thresholds
A billing threshold can be used to generate a bill before its normally scheduled time if
fees and expenses have gone above the defined threshold amount. This is helpful in
assuring that a firm does not advance excessive hours or out-of-pocket expenses to a
client.

Billing Timekeeper
The timekeeper who is in day-to-day charge of a Client or Matter. Typically the billing
Timekeeper would be responsible for all transactions for that Client or Matter,
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including trust account responsibility.

BX
Bill Export

C

Case Sensitive
Indicates that the case of the characters is significant; i.e., "John" is not equal to
lljohnll.

Cash Accounting
The Cash method of accounting is where fees or expenses are recognized as income
when payment is received.

Cash Expense
A hard cost for the firm, i.e., an expense that is out-of-pocket for the firm. Court fees
advanced, long distance charges and copies and printing done by a vendor and
charged to the firm are examples of cash expenses.

Contingency
Bill amount is contingent upon the outcome of the case. Fee is calculated same as
Hourly by the fee schedule assigned to the matter.

CSV

Comma Separated Values

F

Fee Total Retainer Type
The amount entered in as the retainer is the amount of the fees the client will be
charged plus additional charges for expenses that are incurred.

Flat Fee (billing)
Flat Fee billing bills the Flat Fee amount entered one time. Once this item is billed,
Firm Options will set new billing agreements based on settings established in Firm
Options. (See Retainer Billing)

H

Hard Cost
Hard Costs are referred to as cash expenses in Juris
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Hourly (billing)

Calculated hourly rate based on the Fee Schedule rates assigned to the matters

IOLTA
An acronym for "Interest On Lawyer Trust Accounts." IOLTA accounts are accounts
where the interest earned on the account is diverted to a fund to be used for charitable
purposes, such as funding legal aid.

Minimum Bill Retainer type
The bill total (fees + expenses) will always be AT LEAST the amount of the Retainer. If
the fees+expenses go over the Retainer amount, then the bill total will be greater than
the Retainer. If the fees/expenses total less than the Retainer amount, then the bill
total will be the Retainer amount.

Minimum Fee Retainer Type
The Fee amount on their bill will always be AT LEAST the amount of the retainer. If the
fees go over the Retainer amount, the fee total will be greater than the Retainer. If the
fees total less than the Retainer amount, the fee total will be the Retainer amount. In
all cases, expenses will be charged additionally.

N

Network ID
The ID that a person uses to Login to their network.

Nonbillable
Hours recorded in the system with no dollar value associated with them. If hours are
entered with a zero value, then it those are considered as non-billable. If entered with
avalue, it is considered billable, and when billed at no charge will be treated as a
markdown. When non-billable hours are "billed", the timekeeper's effective or billed
rate will be affected. The effective or billed rate is determined by dividing the amount
billed by the hours billed, thus billed nonbillable hours will increase the number of
hours which are divided into the amount.

Noncash Expense
A soft cost for the firm. Copies made from a firm-owned copy machine, and faxes sent
from a firm-owned fax machine are examples of noncash expenses.
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Numeric
A value that may contain numbers only (no letters or symbols)

(0]

Originating Timekeeper
A Timekeeper who is given credit for the induction of a client or matter to the firm.
Sometimes bonuses are calculated based on the amount of fees generated from the
clients that a Timekeeper brings to the firm.

P

P&L

Profit and Loss

Prepaid
Prepaid funds are monies that have been paid to the attorney, but have not been
earned.

Pro Bono (billing)
Works much the same as Non Billable. If selected, Time Entry 'Billable Time' fields for
this Matter will be unmarked. This field may be overridden. If the entry is not marked
as Billable Time, the Fee Amount is automatically calculated as 0.00.

Profit and Loss
A financial document, showing earnings, expenses, and net profit. also called an
income statement or earnings report.

Proximo
in the next month

R

Retainer
A retainer is a fee paid to secure the services of an attorney at the exclusion of all
other adverse or potentially adverse parties. A true retainer is not a deposit or an
advance payment, it is fully earned when paid.

Retainer Billing
in Juris is similar to Flat Fee billing except that the same amount is billed every month,
whereas Flat Fee billing has the option to bill the fee amount just once. Retainer types
are Total Billed, Fee Total, Minimum Bill, and Minimum Fee.
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S

Soft Cost
Soft costs are referred to as noncash expenses by Juris

Status Bar
The Status Bar shows the current status of the application and is typically shown at the
bottom of the form. Number of current items, status of the CAPS and NUM locks, and
scheduled notifications are typically shown on the status bar.

T

Task Based (billing)
Same as hourly billing but requires Task Code be entered in Time Entries. Optional
requirements may be set for Activity Codes and Tasks on Expense Entries.

Toolbar
The toolbar is a row of icons that are typically listed at the top of the form. Icons for
New, Save, Undo, and others are typically among the toolbar options.

Total Billed Retainer Type
This means the amount entered in the retainer is the amount the client will be billed
regardless of how much time is worked and expenses entered. The client would be
billed this amount for each month or however often as determined by billing frequency.

U

UDF
User Defined Field. These may be established in Setup and Manage > Define Fields.

X

Xref
Cross reference
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