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Introduction 

 
This Document is designed to educate by applying skills taught in the “Getting 
Started” training regarding the proper billing procedure in Abacus Accounting, It is 
advocated that when exercising the training steps outlined in this article, that work 
should be executed in the Sample Company, as well as work in one Matter until 
completion.  
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Testing your Abacus Skills 

“Creating a Billing Party” 
 
In this exercise you will apply your Abacus Accounting skills taught in the 
AbacusLaw “Getting Started” Training to add a Name linked to the matter as Client 
and Billto. Complete this by creating a Name records, then a Matter record, and then 
linking the two together, similar to the picture below.  
 

 
 
 
 
 
 

 
 

Skills Recap 
 
To add a Matter 

1. In AbacusLaw Navigate to Matters > Add a New Matter 
       
To add a Name 

1. In AbacusLaw Navigate to names > Add a New Name 
 
To link a Name Record 

1. Open a Matter record and select Linked names 
2. Click the add button 
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Testing your Abacus Skills 

“Billing Time Tickets” 
 
In this exercise you will apply your Abacus Accounting skills taught in the 
AbacusLaw “Getting Started” Training to add Time Tickets by billing notes in a 
Matter similar to the picture below.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Skills Recap 
 
How to Enter Time Tickets 

1. In Abacus Accounting Billing > Time Tickets 
2. In Abacus Law Bill a Note, Event, or Email 

 
 
To Bill a Note, Email, or Event 

1. Open a matter by navigating to Matter > Matters Browse 
2. Click Linked Notes, Events, or Email 
3.  Select the add button, and Click Bill 
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Testing your Abacus Skills 

“Creating Cost and Adjustments” 
 
In this exercise you will apply your Abacus Accounting skills taught in the 
AbacusLaw “Getting Started” Training to add Cost and Adjustments to a particular 
matter similar to the picture below. Complete this by adding 3 entries in Cost and 
Adjustments to match the picture below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Skills Recap 
 
To use the Cost and Adjustments window 

1.   Navigate to billing>Cost and Adjustments 
2.  Click Add button 
3. To issue a credit select credit 
4. After finishing Post to the Matter 

 
To access the Matter Billing Activity 

1. Navigate to billing>Matter Billing Activity 
2. Select Matter and press the Tab Button on your keyboard 

       
 
To Enter Beginning Balances for the Matter 
     1.   Navigate to the Cost and Adjustment window 

2. Add a FEE using a description of Beginning Balance 
3. After finishing Post to the Matter 
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Testing your Abacus Skills 

                   “Working in Matter Billing Activity” 
 
In this exercise you will apply your Abacus Accounting skills taught in the 
AbacusLaw “Getting Started” Training to check the Cost and adjustments and Time 
Tickets that you have entered in a Matter record similar to the picture below.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Skills Recap 
 
To access the Matter Billing Activity 

1. Navigate to billing>Matter Billing Activity 
2. Select Matter and press the Tab Button on your keyboard 
3. To view unbilled and billed time select Include Unbilled Time 

 
 
 
 
 



Prepared by the Abacus Customer Care Team 6 
 

 
  Testing your Abacus Skills 

“Working in Matter Trust Activity” 
 
In this exercise you will apply your Abacus Accounting skills taught in the 
AbacusLaw “Getting Started” Training to add a Trust Deposit and a Trust 
Withdrawal to a particular matter similar to the picture below. Complete this using 
Trust Deposit to add the deposit and Trust Demand Check Writer to make a 
withdrawal, creating both to match the screen similar to below.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Skills Recap 
 
To use the Matter Trust Activity Window 

1. Navigate to Trust>Matter Trust Activity 
2. Input a matter and press the tab button on your keyboard 

       
To access the Trust Deposit window 

1. Navigate to Trust>Trust Deposit 
2. Click the add button 
3. After finishing Post to the Matter 

 
To access the Trust Check Demand Writer 

1. Navigate to Trust>Trust Demand Check Writer 
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To Enter Beginning Balances in Trust 
     1.   Navigate to the Trust deposit window 

2. Add  a deposit to a Matter using a description of  Beginning Balance 
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Testing your Abacus Skills 

“Applying Client Payments” 
 
In this exercise you will apply your Abacus Accounting skills taught in the 
AbacusLaw “Getting Started” Training to apply Client Payments. Complete this by 
adding an entries in Payments Receive to match the picture below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Skills Recap 
 
To use the Payments received window 

1. Navigate to billing > Payments Received 
2. Click Add button 
3. After saving Post to the Matter 
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Testing your Abacus Skills 

                    “Billing Procedure Recap” 
 
After Time Tickets, Cost and Adjustments, and if available Trust deposits have been 
entered, then the next step is to print and post the invoice. After that then if 
available write the trust check, and apply the client payment as shown in the 
previous screens.  
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                    “Billing Procedure Recap” 
 
 
 
 
 
 

 


