Checks and Invoices

One of the most important features of Case Manager is the ability to track money owed to
you by a client (Invoices) and Payments make to you for services rendered (Checks
Received). The Key part of this is the ability to connect the money paid to the money
owed. The process of connecting these two items together can be confusing.

So to keep things straight, remember at all time there are only Four Items that Case
Manager tracks in regards to this process.

1. Invoice Line Items
2. Invoices
3. Checks
4. Check Allocations

In addition to these Four items there are various ways that you or your clients may want
to handle your invoicing and payment rules.

For Invoices:
e One Invoice always contains one Case.
One Invoice contains many Cases
The Invoice Number and the Case Number are the Same.
Different Clients have different pricing.
Some Clients have a regular retainer
Specific Clients have an across the board discount.
You need your invoice to sort in a specific way.
You have a specific kind of window envelope

For Payments
e Payment is made after the service is completed.
e Payment is made before the service is completed.
e One Check always goes to One Invoice
e One Check goes to many Invoices.

Finally there is an important concept that is used throughout the Invoicing and Payment
process. This is the idea of Unapplied Balances. In the Four Items mentioned above, the
fourth item is called Check Allocations. This is the idea that when A check is received
you will then connect that check to a specific Invoice Item in an Invoice.

When a Checks total balance is allocated to various Invoice Line Items then the check
has a a zero Unapplied Balance. Any remaining unconnected balance will be reported as
an Unapplied Balance.

Invoice Line Items

An Invoice will always have one or more Invoice Line Items. An Invoice is basically a
collection of one ore more Invoice Line Items. In Case Manager the Invoice Line Items
always come first. The Are Created inside the Case.



Enter Invoice

Enter Invoice — TR Preview
%I‘Ell Information | Amt. To Pay Server | Attempts
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efresh Duplicate Undo Delete Pending Papers Exit Program

Line Items

On both the Process Info Tab and Return Info Tab there is a button to enter Invoice
Information. This refers to the Invoice Line Items.

B9 Enter Billing Information for this Paper that Will Appear on the Invoice 1[
INFOBRMATION THAT WILL AFFEAR ON INYOICE ONCE CREATED |
Itemz with a vellow backaraund have been invaiced and cannot be deleted or changed. Items with a green background have either been fully or partially paid, and cannaot be changed
or deleted. ‘Y'ou have the option of adding invoice information and printing it at a later date, or creating an invoice and printing it immediately [See User Manual - Invoicing). Also be aware
that furth discounts applied at the time of Invaicing may change the Tax Due amounts.
S z z Include In
Record Mo | Serve To I Item | Qtyl Unit Price | Dizcount | Tax I SubTatal | Taotal Paid I Service Fes
» |EIE-EIDEIEI'I? ||Stac:y M ZillDE-000017 S ummons & Complain \;ll 1 | $17.00 soo0 | 0 $17.00 | $17.00 I | /a8 I
Selected a
specific kind of
Line item
Create Save Add Invoice Total Fees: $17.00
Invai b Ini = H 4 3 | - +
Now C | | | | | Discount: $0.00 e
Discounted Total: $17.00 Close
Sales Tax: 10.00
Final Total: $17.00
Total Paid: $17.00
Balance Due: 10.00

Please keep in mind that these items are NOT the Invoice they are the Line Items for the

Invoice.

The basic idea behind this is that as you work on a Case you may need to add more fees

to it until it is served.

We will address the specific Invoice Line Items and Pricing later on. Right now we want

to continue with the flow of what happens next: Creating Invoices.

Creating Invoices

On some regular period of time you will Create Invoices. There are two different ways to
getting to the Invoice Creation screen. One is through the Enter Invoice Information
screen. On this screen you will see the Create Invoice Now Button. Another way is
through the Menu system: Accounting->Create/Review Invoices->Create Invoices...




This screen is to create new invoices. First select the Bill To name located on the left window. When you do this, a list of all processes with Inveice Items will appear in the right
window, Put a check mark in the boxes that appear beneath the Add To Invoice button for each process you want to create an invoice for at this time. If you want to print a single invoice
FOR EACH PROCESS SERVICE ADDED TO INVOICE, select "Create one invoice for each Process Service” using drop down menu,  If you want to print a single invoice CONTAINING ALL
PROCESS SERVICES ADDED TO INVOICE, select Create one invoice for each Process Service.

If you will be induding a discount in your invoice either enter a dollar amount or a percentage for the discount, Mote thata percentage discount will be take AFTER the standard dient
discount,

When you are done dick on the Create Invoices button. The invoice wil be created and displated on your computer screen to enable review and printing.

Do this for each Bill To Mame. Invoice Creation
Bill To Mame l Dizc. Zl Dizc. $| Ireoice Creation Method |: Received Methods.
Smckw Mousz Inc. | Forster & | El.ElEl:/° [ $0.00 [Ore Invofce w?th mult?p\e ProcessS : — ST SR
Tweetyy Bird Legal [ 0.00% [ $0.00 [One Invoice with multiple Frocess Services = | | 07011943 062907 GEORGE BEST +1300 r
|| 07011945 08-29-07 LARE BOSSKILA $13.00 r
|| 07012037 08-23-07 ANDREY KOJKAREY $13.00 r
[ | 07011952 082907 WLADIMIR BUDANSEK $13.00 I |
|| 07-m12043 022307 KH&YOT LUDMILE $13.00 I
| | o7z 0292907 ELISSA SEERKIM $132.00 1|
|| o7-m11986  08-23-07 MICHELLE CHIARELL $13.00 I
|| 07011960 08-2907 CRYSTALE COLEMa $13.00 r
[ | 07011962 08-2907 DOMAC COLLINS $13.00 r
[ | 07011965 08-23-07 JOSEPH L CORACE $13.00 r
|| 070115973 022307 RAZI DAMIAL $13.00 I
| |o7-mz212 082907 MISH GALEEMI $13.00 I
[ | o7-011840  02-29-07 LYLE BELCHER $132.00 1|
|| 07011975 08-2907 ALSON & DAVID $13.00 |
|| 07012226 08-2907 FRED SEQUEIRA $13.00 r
[ | 07011987 08-2907 FRANE DISPIGND $13.00 r
[ | 07012099 082307 112 SEVENTH &VE, | $13.00 I |
1 [ |07-m2088 022307 LUZ M RIVERA $13.00 I | AI_'J
=l 5
Create Select Served I Select All I G |
Invoices | EL
Select All Served | Unselect All |
Close

However you get to the Create New Invoices screen, you will be able to create any
number of invoices for any number of clients.

The left hand side lists you clients, the right side Cases that have Invoice Line items that
are not part of an invoice. (What this implies is that you could create more than one

invoice against a Case if you wanted to.)

There are a number of things happening on this screen. Again we will focus on the basic
ideas of creating an invoice.

First of all, when creating an invoice you need to click on an Client on the left and then
click the check boxes next to the Cases on the right that you want to invoice.

You repeat this or each client in turn

We have created a number of short cut buttons to help the process of picking Cases to
invoice.

Select All will select all Cases on the current list of cases for the currently selected client.
It does not matter if a Case is served.

UnSelect All will unselelect all cases for the currently selected client.
Select Served will selecte all cases that have been served for the currently selected client.
Select All Served will selecte all Cases for All clients that have been served.

These buttons help you select a large number of Cases at one time. So think about how
you will invoice your clients and work accordingly.



Invoice Creation Method

You will notice on the left side, where the clients are listed, a rather long dropdown
called Invoice Creation Method. This refers to how Invoices will be created for each
client. There are two methods

e One Invoice with Multiple Process Services
¢ On Invoice for Each Process Service.

When you pick One Invoice with Multiple Process Services for a Client and then click on
Create Invoices, you will end up with ONE invoice, for that Client. That One invoice will
contain all the Cases that you Selected.

When you pick One Invoice for Each Process Service for a Client and then click on
Create Invoices, you will end up with MANY invoices. One Invoice for each Case that
you selected to invoice.

This feature is available because some law firms require one invoice per Process and
other just want it all under one invoice.

Invoice Create Method Default

If you have many different Clients, selecting the Invoice Creation Method for each client
every time you generate Invoices would become very tiring. To that end we have created
way to setup a Default value on the Client setup screen. Remember that this value should
only be used on the Billing Contact, otherwise it will have no impact.



B Clients and Qutside Ag =l

D Mo B9 Record Source: Case Manager [ | Statuz: Im
¥ Client Attarney you receive wark from [ Client Other than Attarney [ Personal Contact v Billing Contact
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] | » ‘ M B | « | + | & | | g |
First Prev. Mext Last Save Undo Add  Print List Cloze

Creating the Invoices

Now that you have picked your Cases to Invoice, and you have picked your method of
Invoice generation, it is now time to Create the Invoices. To do this you click on the
Create Invoices button on the lower left corner of the Invoice Creation screen.

This will create and then present a print out of all the invoices generated for all the
clients. You can either print them out now or later. To print them now you can process
<ctrl>-P or click the right mouse button over the Invoices.

Miscellaneous Invoices
Miscellaneous Invoices (Misc. Invoices) are meant to be created for a client for items that
are not easily related to just one case. This could be various expenses or other items.

When you first indicate that you wish to create a Misc. Invoice, Case manager will ask
you if you are sure. When you so yes, it will present you with the following screen.



x

Invoice Mumber: PPS76 Digcount Amount ($0.00 Itemns with a yellow background have been invoiced and cannot be deleted or changed. Items with a green background
. X . X — have either been fully or partially paid, and cannot be changed or deleted. Y'ou have the option of adding invoice
Invoice Date.|1 1-25-07 Discount Percent:[0.00% information and printing it at a later date, or creating an invoice and printing it immediately [See User Manual - Invoicing).
Client Discount Percent: {0.00%
CIient:IDonaId Duck Legal |
It || CaseMNo. |  ClentRef. |G| UnitPice | Discourt | Tax | SubTatal | TotalPaid |
i =] | [ $000 0 W |

Total Fees: $0.00
Discount: 10.00
Discounted Total: 10.00
Sales Tax: $0.00

Final Total: $0.00

Total Paid: $0.00
Balance Due: 10.00

5 ol

Print Invoice Close

From here you select the client that this invoice is for using the dropdown, an then enter
the various line items. You can type anything in the Item field that you like. Also you
can change any price that you like.

The way a miscellaneous invoice is created is the opposite order than the normal Case
invoices. Instead of creating the Invoice Line Items and then the Invoice, here you create
the invoice and then the invoice line items.

Retainer Invoices

The idea of the retainer invoice is that some process servers will setup a retainer
relationship with a law firm. In this case you will be billing that Client then same amount
every month. You could use a Misc. Invoice to do this, but we setup a Retainer Invoice
process to handle this.

This is initially set up in the Client Setup screen under accounting:



& Clients and Outside Ag x|
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_ General Accounting IAltemate Prices

— Reqular Retainer

The regular retainer iz uzed for clients that are billed a flat rate each month. when you run the "'Create Retainer
|Fvoices' menu item, a Misc [nvoice iz generated for each client who iz a Biling Contact and who's Retainer
Armount and Description are filled in.

Amaunt; | $000 [ Taxable

Description: |

— Client Dizcount

The Client Dizcount Percent iz a percent that iz taken off all bills sent to a client. This discount iz placed on each
invoice by default. You can change the dizcount after the invoice iz created in the Review Invoices menu [tem.

Mate: The Retainer above and the Discount are not meant to be used together.

Digzount Percent: I 000z

M 1 r‘n 5] n| +|§| | §|_+|
Firgt Prev. Hext Last Save Undo Add Print List Cloze

Under the Retainer section you enter the Amount of the Retainer, if it is taxable, then the
description.

You do this only for the Billing Contact.

To actually create the Retainer Invoice you need to Run the Create Retainer Invoice
Menu item. It will ask if you are sure and will then create and present the Invoice(s) to
you for printing. These will be Misc. Invoices, since they are not connected to a specific
Case.

Checks

Now that we have reviewed the printing of invoices, we want to deal with the handling of
Checks Received to pay for invoices.

Some Key things related to checks are:
e They are entered on a Batch Date
e They are connected with a specific Billing Contact Client entry.
e The Entered Amount will be hooked to specific Line items of an Invoice.



Entering a Check
The Check is entered on the Enter Payment Received Screen:

| E5 Enter Payments Received - =]
This screen is used to enter and review payments you received from your dients. The top half of the screen is where you enter payments received by check, M.O., cash or
credit card. The bottom half of the screen shoy . client using the drop down arrow on the Received From field. You will then see all invoices
for that dient on the bottom of your screen. Check Entry Section number {if applicable), date and comments (if any), and the amount of the payment
received,
After a "Payment Amount”is entered, you mus the invoice items on the bottom of the screen. To do this, you can either enter the
amount to apply in the "Apply This Amount” fiel mount field to apply either the full amount of the payment received or a portion of it, If
you received a $300 payment, and you doubled inveice item where only $40 was due, then $40 would appear in the Paid Amount Field, and
you would see that an "Unapplied Credit Balance™ 3 the bottom of the screen indicating that $260 was unapplied. The Unapplied Credit Balance will be retained until
the face amount of the check or other payment fy applied. This can be done at any time following the same procedures. This acts as a dient credit memo and helps
you to make sure checks or other payment type ly applied. (See Accounting Section in user manual for more details).
Received From //F'ayment Type I Check # i Date I Comments I Check Amount I Unapplied Erediti kil
lDonaId Duck Legal | Jane Doe /- ”Eheck =1 |2309 |I1J2BJ2DD? | | $300.00 $300.00
> |Mickey Mause Inc. | John Updike | [Check -1 |34EDDB [11/26/2007 | | $2,000.00 $2.000.00
*| =l =1 | [11/26/2007 | |
( - )
Choose Special $2.300.00  $2.300.00 |
/ Optional Column. T - =i
—\
Optional Column: | :I‘/ Faid From ﬂ
Irevoice Mo, I Record Mo, | Serve To I Itern | Itern Tatal | Tatal Due | Selected Check | Paid Amount i
p | PFE55 07-004144 BI&MCA & DELAROSA Surmmons & Formal Camg $13.00 $13.00 L $
|| PPass 07-004180 J&MES R FOWLER Summons & Formal Camg $13.00 $13.00 5
[ | PPass 07-004161 FRAMK OLIM& mons & Formal Comg $13.00 $13.00 5
| | PPass 07-004162 ABDULLATIF SAID Surnmons & Formal Comg $13.00 $13.00 $
| | PPass 07-004163 - urnmans & Farmal Comg :
| PPass 07004164 Invoice Line Item Eurnmoins & Formal Camg Enter Amount to 5
I~ | PPass 07-004165 Section. Eurnmans & Farmal Cam Connect the Check to 5
|| PPEsS 07-004166 ks ummans & Formal Comy the Line Item. s
EEE 07-004168 MERICTH & THOMFS 0N Summons & Farmal Comg 7T E s
| | PPass 07-004163 BABAJIDE D SANNI Summons & Formal Camg $13.00 $13.00 | 5
11.797.00 111.797.00 $0.00 —!
Apply All Payments To All Invoice Items PRINT Invoices That Have Applied Payments PRINT Selected Invoice | i+
Close

This screen is divided into two sections, the Check Entry section and the Invoice Line
Item Section.

To use this screen first enter Check information into the Check Entry Section. The Most
important information you enter is the Received From entry and the Check Amount.

Once entered, the Invoice Line Items should appear in the Invoice Line Item Section. It
is very important at this point that you correctly match the Bill To Client entry with the
Received from entry. If they do not match you will not see the Invoice Line items you
are expecting.

and amount into You selected to correct Billing Contact Client in the received From
Drop-Down list. Once you selected this item then all related Invoice Items will appear in
the lower list.

Check Allocations: Connecting the Check to the Invoice Line Item
The Payment Entry Screen serves two purposes. The First is to enter the payments
received. The second is to connect the received payments to the Invoice Line Items.

The Connection between the Check and the Line Item is accomplished by entering the
amount of the check applied to the line item in the Paid Amount field in the Invoice Line
Item Section.



There are a number of ways to accomplish this:

e Enter the amount.

e Click on the $ button to apply the as much money that is available to that line
item.

e Click the Button “Apply All Payments to All Invoice Items. This will start at the
top of the list and apply money to each Invoice Line item until all the money in
the check is used up. This could result in partial payments on a line item.

Every time you allocate money from a check to an Invoice Line Item, the Unapplied
Credit will automatically by adjusted.

In addition to these Connection methods, there are various way to group the Invoice Line
items to make sure that all related items are next to each other.

Each Column is storable by clicking on it. There is a special drop down that allows you
to change the Optional Column. This Optional Column is also sort able. The Optional
Column list is:

e Record Number
e C(Client Reference Number
e (Court Case

Printing Invoices
Once you have applied money from the checks to the Invoice Line Items you have the
option of printing the Invoice to send to the Client. You have two possibilities:

Print Invoices That Have Applied Payments. This means to print only the invoices that
have at least one of there Paid Amount fields containing an entry.

Print Selected Invoice. This means print the Invoice that contains the Line Item of the
Currently selected Line. This is the line with the Right Pointing Arrow in the Left side of
the Line Item row.

Managing Invoices and Checks

Now that we have Invoices and payments floating around inside Case Manager we need a
way to manage them. Much of the next section will present a series of tools that you will
use to manager your business processes.

There are two basic issues at this point. One is Presentation related the other is Lookup
related.

Presentation topics include:
e The order of Cases in the Multiple process paper invoice.
e The positioning of the Address blocks on the invoice for windowed envelope
printing.
e The kinds of fields that can appear on the Invoice
e What kind of Invoice Number to use

The Lookup Issues include:



What Invoices have balances due.

[ ]
e What Checks have unapplied balances.
e To what Invoices have Checks been applied.
e Aging Statements for Clients
The Order of Cases

Various Case Manager users have different requirements for their Invoices. One of them
is for Case Manager users who put many Cases on one Invoice. In this situation we allow
you to pick a predefined sort for all invoices in the Company setup screen.

General Accounting IInternetl File Locations | Other |

|rwnice Start: I TGS [E Include Service Comment on lrvoice. [ Match Job Number,
e ———

Irwoice Prefis: [P Window Envelope Type: | _~ | Sart Colurir ICnurt Cage =1
MNet Due Dayps:| 15 [E ShowServed Ta Infu:urmatiu:ur/

Ireeoice Mzg. One: /

Invoice Mag. Twa: | Thank wou for your buginess and areat day!

Invoice Sort Column

Envelope Type

Pay Statement Start: I TES
Fay Statement Prefix: IF'F'
Enter Path Below *where Invoicing Software |z Installed [if anw). Ex: GV ourSoftwars

Invaicing Software:; | Ij:l

[T Uncheck this box if you do not wish your name, address and phone to appear
ar battamn af lnvaizes and ather autgoing dacuments (exchuding Affidavits).

Huckbookekle: |[I SDevelopment\NPPS\Caze ManagerhCustome @I | vz Start ate; I m-m-o7

u| e

Save Close

You can sort on the following items:

e Court Case Number
e Plaintiff

e Defendant

e Court Date

e Date Received

e Date Served

e C(Client Ref No.

Printing for Envelopes
There are two kinds of Envelope printing that we have setup:

e Double Window
e Window

The best thing is simply to test your window envelope with each setting. If you can not
get it to work, let us know and we will make adjustments.

Invoice Fields



As time has gone on various Case Manager users have asked for specific kinds of fields
to be added to the Invoice. However, since other users are not expecting those fields to
appear we have setup the ability to turn on these new fields.

Include Service Comment on the Invoice
On the Return Info Tab there is a field called: Enter Services or Non-Service Comments...

- [ . TR ST T 1 T M =

08/02/2006 at 532pr. 08/03/2006 at saapm.a 4/2006 at 1053am. T

Description of red:
Race or Skin Color Height W eight

Description of Door:

Some of our client want to see this comment appear on the Invoice. Case Manager is
setup to include this comment then the Include Service Comment on Invoice check box is
check on the Setup Accounting Tab. If the Comment is blank then the Comment line will
not appear if the item is check in the Setup screen.

General Accounting |Internet| File Locations | Other |

|nvoice Start: ?E; ¥ Include Service Comment on Ireoice, [ Match Job Mumber,
Irwice Prefie: [FP. /7 Window Envelape Type: | | Sort Column: [Court Case =l
Met Due Days: | 15 [ Show Served To Information

Ireeoice Meg. One:
Print Comments

Inwoic{  on Invoices

Show Served To.

for your bugingzs and have a areat d

Pay Statement Start: | 768

Show Served Information
For some Case Manager clients it is important to see on the Invoice the Name of the
person and Location that was actually served. The option Show Served To Information.

The difference is the following: When this field is un-check then the default behavior
occurs, which is to show the Serve To Name and Location. This is the Name of the
person who should receive the Service.

However, when this field is checked then the Name of Served and Location will appear
on the invoice.

Controlling Invoice Numbers
There are a number of items can use to control the kind of Invoice Number that are
generated.

First of all you can set the Starting Invoice Number and the Prefix that appears on the
Invoice number.




General Accounting IInternetI File Locations | Other |

| Fvaice Start: I TES ¥ Include Service Comment on Ireoice, [E Match Job Mumber,

Inwaice Prefis: [PP Wwindow Envelope Type: I = | Sort Col
Met Due Daps:| 15 ] Served Ta Information

Invoice Msg. One:

Starting Invoice
Number and
Prefix.

Invoice Mzg. Two: |Thank vou for vour buginess and have a

Pay Statement Start: [ 7E8

Set the Invoice
Number to Match
the Case Number.

There is another way to control the Invoice Number as well. That is to make the Invoice
Number to be the same as the Case Number.

Many Case Manager users have asked for this, however, there is one draw back on this
feature. It will only work if you choose an Invoice Generation Methods that creates one
Invoice for one Case. If there is more than one Case on One Invoice then the Old Invoice
Number method will be used.

For example: If the Invoice contains one Case whose number is: 07-00345 then the
invoice number will be 07-00345.

However, if the Invoice contains many Cases, the Invoice number will be something like
this: PP786

o Aging Statements for Clients

Lookup Information-Invoices
There are a number of ways to see Invoices after they have been entered into this system.
The most common way is to view them from Review Invoices Screen.



Bill To Dice

In the left window is a list of Client Names (Bill To). When you dick on 3
If you double did: on an inveice number, that invoice will be displayed g
display a list of only invoices with Balances Due, or all Invoices in a speq bre of the radio buttons (Balance Due
or Dates) and placing a start and end date in the boxes provided. Afte dick on the button “Update List Base

On Dates” and those invoices will appear in a list format.  You can also select from multiple T (i.e. today, this week, this month,

Pick which
Invoices are
displaved.

'voices will appear in the right window,
then printit. You can choose to

StertDate; [10-27-07)|EndDate; [11-26-07 | [28]| |+ saancebue (| Dates
Update List Based on Dates |
Client Mame | 1= Irreoice Mo | Date | Tatal | Paid | Balance Duel
[ ] ABC Law Firm [ John Smith | ] PRa77 12507 $1.000.00 $1.000.00
|| Danald Duck Legal
|| Henry Tober Ezg.
Kermy Eltrman, PC

Laws Office of Hamy Truman, PLLC
Macaroni and Cheesez LP
hark Headwig
Mickey Mouze Inc.
Smith and Smith
Steven King
Tweety Bird Legal

Invoices for a
Client

Clients with
Invoices

e

Close

This screen will show you a list of Clients on the Left and a List of Invoices on the Right.
By default the invoices listed are those with Balances due. If you wish to see Invoices
based on a date range you can click the Dates Radio Button, then pick a Date range, then
click on Update the List based on the Date. This will change the list of invoices.

Editing an Invoices
You can also edit the Contents of an invoice by double-clicking on the Invoice Row.

&5 Process Paper Se x|
Ireeoice Mumber: PPE25 Dizcount Amount: [$0.00 Items with 2 yellow background have been invoiced and cannot be deleted or changed. Items with 2 green background
Invoice Date [05 27-07 B Tl o o g . 2 s i, o S P d s ke (158 U1 el momicing).
Client Dizzount Percent: |0.00%
CI\enl:lDonaId Duck Legal =1
Include In o
Record Mo. I Serve To I Ikem I Qlyl Unit Price I Discount I Tax I SubTatal | Tatal Paid I Service Fee :I
P [07-005672 ANIBAL RIVERA Surmmans and Complaint = 1 $10.00 $000 0 $10.00 I ¥
07-005673 DIMESH LUTCHMAN Summons and Complaint = 1 $10.00 $000 T 0 $10.00 ] 7.8
07-005651 LASHANDA E SMITH Surmmans and Complaint | $10.00 $0.00 0 $10.00 I ¥R
07-005652 MILTOM YALEMCIA, Surmmans and Complaint =l 1 $10.00 $000 [ 0 $10.00 u ¥
07-005653 "WES GEAMBART Summons and Complaint =] 1 $10.00 $000 0 $10.00 ] .8
07-005657 CHARLES K PROYERES Summons and Complaint I | $10.00 3000 0 $10.00 I A
07-005658 ALLEM SHANMOM Summans and Complaint =1 1 $10.00 $000 0 $10.00 u ¥
07-00567E LATOYE T MITCHELL Summons and Complaint 2| $10.00 3000 [ 0 $10.00 I | ¥
07-005662 ISMAEL L BATISTA Summaons and Complaint = 1 $10.00 $0.00 [T 0  $10.00 ] /a3
Add Invoice | Total Fees: $540.00
Information Dizcount: $0.00
Dizcounted Total: $540.00
Sales Tax: $0.00
Final Total: $540.00
Total Paid: $0.00
Balance Due: $540.00 j
s | o
Print Invoice Save Close




From this screen you can change the Date of the Invoice, Remove Line Items, Add Line
Items, change the Line Item prices, and finally, Print the Invoice.

Invoice Lookup
If you just have the Invoice Number you can use the Look-Up Invoice menu item.

xq

Enter Invoice Mumber: |

v e |

Find Invoice Close

Enter the Invoice Number here to print the Invoice Number.

Another way to see an Invoice is to click on the Invoice in the Return Info tab next to the
Invoice Date.

Process Entry : Form

Process Info - Retumn Infa | Notes I Memoranduml \mportantToo\s'

S " Button Functions: ’T_E|| EE?| | E
Siive —[Click on a button above for information on the effect of clicking on that button elsewhere on this sg X .
- Click here to print

""""" the Invoice for this




Aging Statements

Case Manager also has a report that allows you to create statements for your Clients.

& Statements

=101 x|

irrvoice items click on the UnSelect Button.

includes a figld with the number of davs the invoice is past due.

Irwnice Numbell Drate lrve. I Date Due I Billed Tor

This screen iz used to send monthly Invoice Statements to wour clients. [norder to include an invoice in a statement click on the check box under Add
Invoice to Statement. |F you want to include all invoices in your staternent you can click on the Select All Button to Check all invoicesz. To un select All

Days

i

If you want to send a monthly Invoice Statement to wour client for work completed todate, use Statement without Aging. The Statement with Aging

To view individual invoices select the record by double-clicking on the left and an armow pointing toward the right will point to the line.

T PP70 08-14-06 08-29-06 Henry Tober E=q.
m PP772 08-14-06 08-29-06 Henry Tober Esg.
| pr773 08-17-06 09-01-06 Macaroni and Cheese, LLP Click here to
|| pr77a 08-30-06  09-14-06 Macaroni and Cheese, LLP include this
: PPT75 09-11-06  09-26-06 Law Office of Harry Truman, PLLC invoice in the
| PP770 09-11-08 09-26-06 Mark Headwig statements.
|| PPTT7 09-20-05 10-05-06 Macaroni and Cheese, LLP
| | PP778 10-02-08 10-17-06 Law Office of Harry Truman, PLLC
PP772 10-03-08 10-18-06 Macaroni and Cheese, LLP
| pe7a0 10-25-06 11-09-06 Macaroni and Cheese, LLP
| pr781 11401-06 11-16-06 Macaroni and Cheese, LLP
| pr7s2 11-13-06 11-28-06 Macaroni and Cheese, LLP
| pr7s3 11-1306  11-23-06 Tweety Bird Legal
| pr7as 11-27-06 12-12-06 Macaroni and Cheese, LLP
: PP785 11-30-086 12-15-06 Tweety Bird Legal
AnTos 14 N RS A7 A ME Timmd Bied | ~a-l

Statemnent without &ging

Close | Total Balance Due:

Statement with Aging I

Add Ihvaoice

| PastDue | Balance Due| to Statement
454 £50,00 I
= (ioms r
-
' -
$80.00 u
§20.00 u
$2,892.00 u
405 §22.79 u
404 §1,020.00 u
382  §2,805.00 r
375 §2,244.00 r
363  §1,751.00 r
363 §1,935.00 r
349 §1,785.00 r
346  §5,072.00 r
2AS A AN I_

$207.147.79 Select All |
Unselect All | ll

In this screen you can pick which Invoices you want to include in your statements. You
can sort the columns. The idea is to click the check boxes in order to pick a statement for

printing.

You can Selected all invoices by clicking on the Select All button.

The Statement with Aging will include an aging date based on your Invoice Net Due

General Accounting |Internet| File Locations | Other |

|hvoice Start:

Inwoice Prefis:
Met Due Days:

Ireeoice Meg. One:

IFvoice Mag, Two:

Pay Statement Start:

¥ Include Service Comment on Ireeoice, [ Match Job Mumber,

| Sort Column: [Court Case

B8
.

15

El

Wwindow Envelope Type: |
[ Sho

Aging Based on
Net Due Days

Thank you for your buziness and have a great day!

[ 7E8

days as specified in the Company Setup Screen.




Unapplied Payments
The Other half of the process is to find Payments that have not been allocated fully to

Invoices. There are two places to do this.

Review Payments by Date
When you review Payments by Date you will see a list of Date where Checks were

entered along with any unapplied balances from that date.

Thiz zcreen shows a list of dates where paymentz were received. [t also shows the amount received that has not pet
been applied to invoicez. Click on any Date Payment Received arrow to display the invoice infarmation far that
trangaction. “'ou can chooge to dizplay a list of payments made in a zpecific date range by placing a ztart and end date in
the boxes provided.  After indicating the date range, click on the button ""Update List Base On Dates” and the papments
made screen will appear. Wou can also gelect from multiple date ranges (i.e. todayp, this week, this month, this quarter, this
wear etz ] by clicking on the gmall Calendar lcon bo the night of the date range boxes),

s

Start Date: IDI-DI-DE End Date: IIZ 31-08 |

Update List Based on Dates

[rate Payments Unapplied
Received Balance

E| 11/26/2007 %2 300.00

841442006 $5.00

On this screen you can double click to display the Payment Entry screen for that selected
Batch Date. You can then allocate or de-allocate payments to Invoice Line Items.



Review Payments Received by Client
This screen allows you to see each payment that a client has made and how that payment
was allocated. Also if there are any unapplied balances these will be clear to see.

e ne. F=
This form is used to review all payments received by a specific Client. The first list is used to pick the Client. The second list is used to pick the check or ather payment
type. The third listis used to see how the selected payment was distributed.

‘fou can double dick on the Chedk line to see the Chedk Entry Screen, the Invoice Line to see the Invoice record, or you can double dick on the Record Mo, field to
goto that spedfied service record.

Client Name I Clients who have Al
Donald Duck Legal __ 1 received
i ts.
3 m_c"iamr':l and Clheese. LLP pavments <_- CheckStatement Based
SRR i on Received Date

Checks Received

Check Nol Date I Aok I Paprnent Type I M

4 08-11-06 $2.28000 Chec% $2.300.00 |
08-11-06 $30.00  Checl paid $85.00 $6.00

=== Check Statement

Invoice Mo, | Amount | Reference | RecodMa | Item | Casel| have been allocated
» PPTEE  $17.00 06-000016  Summans & Complaint payments from the
PP7ES  $17.00 06000017  Summons & Complaint Erin Capi selected Check.
PP7EE $17.00 06-000018 Summans & anagement LLC vs. M
FR7EE $17.00 06-000013 Summonz & Complaint Erin Services Co. LLC vs. Ravier
FP7EE $17.00 06-00D020 Summons & Complaint Erin Capital Management LLC vs. EI!
FP7ES $17.00 06-000021 Summanz & Complaint Erin Capital Management LLC \-'S.LI e

Form this screen you can pick a Client and then see what checks have come from that
client. In addition you can see if each check has any left over money not allocated or
applied to an Invoice Line Item.

To allocate additional money from a check you can double click on the Check row.
To Edit the and Review the Invoice Detail you can double click on the Invoice Row.

The Check Statement Buttons will print a report showing how a specific check was
allocated.

Pre-Payments
One recurring question that many users have about Case Manager is how to handle Pre-
Payments. This rather simple process.

e First you simply record the payment in the Payment Entry screen.

e Then you work through the case until it is Invoiced.

¢ Once Invoiced you can come to the Payments Received by Clients screen and
look for Payments with unapplied balances.

e Double-Click on the payments with Unapplied Balance.

¢ You will be on a Batch Date with check containing an Unapplied balance(s).
Find that Unapplied balance in the list of checks and click on it.



¢ You will then see all the Invoice Line Items that have received payments from
this check and any Invoice Line Items that are blank.
e You can fill in the Blank Invoice Line Items.

Although the concept is simple there are a number of steps involved. Please call if you
need help with this.

Pricing
There are a number of ways to work with Invoice Pricing.

Standard Invoice Pricing.

Billing Contact Alternate Pricing.
Client Discount Percent

Invoice Discount Percent

Invoice Discount Amount

Doing business with various clients you may enter into various Relationships that require
you do adjust you prices. This could be for specific Line Items, across the board or for a
specific Invoice.

What ever the case it is important that understand how you setup these various items.
Standard Invoice Pricing

Standard Pricing is setup using the Invoice Item Types screen. This screen allows you to
and remove Invoice Line Item types.

$0.00
$10.00

Mon Routine Court Filing

i
Item Description Default Papment =
C ilinc [ $0.00 | b |
2nd Defendant Different Address I $10.00 EI
2nd Service Same Address I $0.00 EI
dditional Name [ 0007 px |
Cerified-R egistered Mailing I $2.79 EI
Citation [ 0007 px |
CORRECTION | $4.00 EI
Correction C&S [ 500 9K |
comection eec [ $2.00 EI
Conection LG [ $2.00 EI

Courty Clerk Filing | $0.00 EI |
Cowrt Filing - Per Caze/F Month | $0.00 EI
deduction | [$15.00) EI
DMV Search [ $0.00 EI
Document Retrieval | $25.00 EI
End of Trial Correction | $3.00 EI
File &ffidawit OF Service | $0.00 EI
Free Tral Summons & Complaint | $0.00 EI
Index Murmber Reimbursment | $45.00 EI
Landlord Tenant | $0.00 EI
Mail Trace [ 0007 b |
M atrimarial [ 3500 bE |

| VA

| |

Mon-Military Lookup & Affidayit

Tl 4 » M B | = +
First Prev. Mext Last Save Undo  Add Close LI

=




And set there prices. These prices are entered automatically when entering an Invoice

Line Item from the Enter Billing Information screen.

= S S =
&3 Enter Billing Information for this Paper that Will Appear on the Invoice 5'
INFORMATION THAT WILL APPEAR ON INVOICE ONCE CREATED |
Itemz with a pellow back around have been invoiced and cannat be deleted or changed. Items with a green backaround hawe either been fully or partially paid. and cannat be changed
or deleted. Y'ou have the option of adding invoice information and printing it at a later date, or cresting an invaice and printing it immediately [See User Manual - lnvoicing). Also be aware
that furth discounts applied at the time of Invoicing may change the Tax Due amounts.
Include In
Record Mo. | __ Serve To | [tern | E!tyl Unit Price | Digcount | Tax | SubTotal | Total Paid | Service Fee
3 |DB-DUDD1? ||Slac:y M ZillDE-000017 5 Lmmo ;Il 1 | $17.00 soon L | 0 $17.00 | $17.00 ] FE I
Line Item Default
Prices
Create Save Add Invoice M 4 » " Total Fees: $17.00 g
Invoice Now Changes Information Dizcount: $0.00
Discounted Total: $17.00 Close
Sales Tax: 10.00
Final Total: $17.00
Total Paid: $17.00
Balance Due: 10.00

Billing Contact Alternate Pricing

Alternate pricing allows you to change the price of a selected number of Invoice Line

[tems.

& Clients and Outside
ID Mo B9

Record Source: Case Manager [ ]

Status: IAct'we - I

Outside Process Server Firm ou Send Work TO

¥ Client Attamey you receive work fram [ Client Other than Attomey I Personal Contact

I Company Dwner

v Billing Contact

Salutation: br. x| First Mame: |.J0hn

Last Mame: |Smith

Firrn: |ABC Law Firm

Dizplay M ame: |J0hn Srriith

_General | Accounting ~ Alternate Prices I

)

Invoice [tem

Feqular Price |

Alternate Price | =

ISummons & Eompl?\int JE |

=l

|S ubpoena B5.00

Secretary OF State 0.00

Pick Line Item to

17.00 I $2rqo

0.00 I $40.00

$100.00

Change
Set New Price.
hd
1] ] >|>| ] -n| +|§| | EL<-|
First Prev. Mext Last Save Undo Add  Print List Close

x|




Now whenever you use the Billing Contact with Adjusted Pricing in the Bill To field of
the Process Info Tab, you will see adjusted prices.

Client Discount
The Client Discount is simply another way to effect the prices for a specific client. In

this case a discount amount is applied to all invoices generated for the client entered into
the Bill To field of the Process Info Tab.

B3 Clients and Outside Agenc Xl
D Ma: B9 Record Source: Czse Manager [ ] Status: IActh "I

¥ Client Attarney vou receive work from [ Client Other than Attamney | Personal Cantact ¥ Billing Contact

™ Outside Process Server Firm You Send Wwork TO [T Compaty Owher
Salutation: IMr. - I First Mame: |J ohin Last Mame: |Smith
Firm: [2EC Law Fim =1 dl

Diisplay Mame: [John Smith

_General Accounting IAJternate Prices |

— Reqular Retainer

The regular retainer is used for clients that are billed a flat rate each month. *when pou run the "Create Retainer
Invaoices' menu item, a Misc Invoice iz generated for each client who iz a Billing Contact and who's Retainer
Amount and Description are filed in.

Amount; I s0.00 [ Taxable

Dezcription: |

— Chent Dizzcount

The Client Digcount Percent iz a percent that iz taken off all billz zent to a client. Thiz dizcount iz placed on each
invoice by default. *You can change the discount after the invoice is created in the Review Invoices menu ltem.

Mate: The Retainer above and the Discount are ot meant to be uzed together.

Dizcaunt Percent: I 0.50% \

\

Client Discount
Amount

M 1 b‘bl ] n| +|§| | m_«-|
First Prew. Mext Last Save Undo Add Prnt Lizt Cloze

The discount is applied to the bottom line of the Invoice.



Invoice Discounts

You can create an Discount Percent on an Invoice during Invoice Generation as well.

This screen is used to create new invoices, First select the Bill To name located on the left window. When you do this, a list of all processes with Invoice Items will appear in the right
window, Put a check mark in the boxes that appear beneath the Add To Invoice button for each process you want to create an invoice for at this time, If you want to print a single invoice
FOR EACH PROCESS SERVICE ADDED TO INVOICE, select "Create one invoice for each Process Service” using drop down menu.
PROCESS SERVICES ADDED TO INVOICE, select Create one invoice for each Process Service,

If you want to print a single invoice CONTAIMING ALL

If you will be induding a discount in your invoice either enter a dollar amount or a percentage for the discount. Note that a percentage discount will be take AFTER the standard dient

discount.

When you are done dick on the Create Invoices button, The invaice will be created and displated on your computer screen to enable review and printing.

Do this for each Bill To Mame.

Bill To Mame I Disc. %2 i Disc. § | Invoice Creation Method I: Received Add ‘ﬂ
P | Mickey Mouse Inc. | 0.00% | $0.00 |Dne Invoice with multiple Process Services _‘J = 1 I Date S [l I ST I ta Invoice
_ p| OF-012083 08-23-07 112 SEVENTH &VE. | $13.00 ||
Twesty Bird Legal | 0.00% [ $0.00 [Onelnvoice wih multiple Process Services = | | 07011987 062907 FRANK DISPIGND 12,00 r
[ | 07011927  08-23-07 SHAKEEL ALI $13.00 I
|| 07012086  08-23-07 ALEERT M REDD $13.00 I
|| 07011933  08-23-07 VERONICAARENILL: $13.00 I
[ | 07011934  08-23-07 TANVEER ASLAM $13.00 I
|| 070119984 082907 GWEMDOLYM R Fall $13.00 I
[ | 07-011940 082307 LYLE BELCHER $13.00 I
|| 07-011926  08-29-07 MUHAMMAD ALI $13.00 I |
|| 072089 082307 LUZ M RIVERA $13.00 | |
|| o7-011924 082307 ARSHAD ALl $13.00 [
|| 07-011960  08-23-07 CRYSTAL E COLEMa $13.00 [
. || 07-011962  08-23-07 DOMAC COLLING $13.00 [
Discount Amounts. || 07011985 082307 JOSEPH L CORACE $13.00 =
|| 07011972 082307 PAZ) DAMIAL $13.00 [
|| o7-mz2zze 082307 FRED SEQUEIRS $13.00 [
|| 07-011978  08-23-07 ALSOM A DAVID $13.00 I |
|| or-m2102 082907 MARILOL PETIOM A, $13.00 I |
1] [ | 07-m2212 082307 MIAN SALEEM $13.00 m [
=14 l LI_]
Create | Select Served | Select All I
Invoices EL‘
Select All Served | Unselect Al |
Close

In addition you can use a fixed amount. Just keep in mind that will be used for all

invoices generated, so you want to be very careful how you use this during Invoice

Creation.

You can also adjust an invoice after it is created:

E3 Process Paper.

Ireeoice Mumber: PPE25

Irwoice Date:IDB-21 -07

Dizcount Percent: [5.00%

Client Digzount Percenl:ID.DD"/°

[

Dizcount Amounl:|$D.DU Items with a yelow backaround have been invoiced and cannot be deleted or changed. ltems with a green background
ave either been fully or partially paid, and cannot be changed or deleted. “ou have the option of adding irvoice
tion and printing it at a later date, or creating an invoice and printing it immediately [See User banual - Invoicing).

CI\enl:lDonaId Duck Legal =1
\‘\DL - Include In i’
Record Mo. I Serve To I Ikem I Qlyl L, iscoLnt I Tax I SubTatal | Tatal Paid I Service Fee
b 07005672 [ANIBAL RIVERA Surnmons and Complaint =] 1 $10.00 i 1) $9.50 - ¥
07-005673 DIMESH LUTCHMAN Surmmaons and Complaink = 1 $10.00 $D.5U\ 0 $9.50 ] K
07-005651 LASHANDA E SMITH Summans and Complaint | $10.00 $050 [ 49 50 r ¥R
07-005652 MILTOM YALEMCIA, Surmmans and Complaint =l 1 $10.00 $050 Il Discount Amounts. r ¥
07-005653 '"ES GEAMNBART Surmmaons and Complaink = 1 $10.00 $0.50 T o K
07-005657 CHARLES K PROYERES Summons and Complaint | $10.00 3050 [ T ¥ r A
07-005658 ALLEM SHAMMOM Surmmans and Complaint =l 1 $10.00 $060 [© 0 $9.50 u ¥
07-00567E LATOYE T MITCHELL Summons and Complaint 2| $10.00 3050 [ 1) $9.50 I | ¥
07-005662 ISMAEL L BATISTA Summons and Complaint | $10.00 $050 [ 0 $9.50 | s
Add Invoice | Total Fees: $540.00
Information Discount: ($27.00]
Dizcounted Total: $513.00
Sales Tax: $0.00
‘ Discount Applied Final Total: $513.00
Total Paid: $0.00
Balance Due: $513.00 j

8|

Print Invoice

Ll

Save

=




