Abacus Accounting
“Getting Started”
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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.




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.

&E Name: Smith, John . =101 x|

SMITH, JOHN

1 Standard | ZHotes 3 Linked Matters | 4 Linked Events | 5 Linked Docs | & Emails | 7 Linked Mames |

Find: owey |

Bill to thiz client

BILLTO

Addlink | Edit Unlink Print BilTo |

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.

£ Matter: Smith, John vs. The State o ] A

El SMITH, JOHM %5, THE STATE @

15tandard 2 Motes | 3 Linked Mames | 4 Linked Events | 5 Linked Docs | & Emails |

Cuery | I—
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| to opp.

I o

Find Add Edit petete | P | omil |

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



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.

. Costs & Adjustments =0 =]

A Client | Matter | Date |code | amount|Dc | BidUrbid | Description Telladisimenie
10001 1235 M-28-2009  FEE 18000 Debit Billed Beginning B alanc in Pasting File
10001 1235 01262008 CR 10000 Debit  UrBiled  Cout Reporting AT
10001 1235 M-26-2009  PHO 2000 Debit LnEilled Photocopies
10001 1235 [8-20-2009  WwWOF 000 Credi UnEilled Wirite Off of Fees

Total Adjustments

Selected for
Posting
I $0.00

Select Al

Degelect Al

I

| | i

Help

[Hetails | [Je|ete Frint | Past | Befrezh | Cloze

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




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.

= Matter Billing Detail o ] [

b atter Number|'| 235 IﬁilSmith, John ws. The State Billing Ealance Forward' 20,00
Client Name  [Iohn Smith Biling Ending B alance | $412.650
StatDate  [07-01-1900  |»/  EndDate  [08202008  |af

Date | LCade | Debit I Lredit | Statuz I Description

M-25-2008  FEE $150.00 Billed Beginning Balance

M-25-2008 Ttk $62.50 Unbilled Phone call to opp.

M-26-2008  CR $100.00 Unbilled Clerk of Caurt

M-26-2008  PHO $25.00 Unbilled Photocopies

M-26-20058  wWOF $50.00  Unbilled Wirite Off of Fees

M-27-2008 Ttk $125.00 Unbilled Ireeeztigation

4| | i
¥ Include Unbilled Time Trust Balance | 0,00

Refrezh | Cloze | Help |

[etails | [elete | Frrint

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




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.

mm Matter Trust Activity o ] S|
tatter Mumnber 1235 ElSmith, John we. The State Trust Balance Fanward +0.00
Client Mame  {lohn Smith Trust Ending Balance £0.00
Start Date |EI1 -1-1900 @ End Date |EIB-1 8-2003 @

& Date | Deposits I *fithdratals | Account # | Payes Dezcription

M-26-2008 100.00 11020.00 Trust Deposit Beginning balance.

-27-2008 10000 1102000 The dndrew Euttor L., Payment Towards [nvoice,

| | ]

AR Balance: $0.00 UnBillzd Time: $137 50 UnBiIIedEosts:l $125.00 TotaIDue:I $262 50
[Details | Frint I Refrezh | Cloze | Help |

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




To Enter Beginning Balances in Trust
1. Navigate to the Trust deposit window
2. Add adeposit to a Matter using a description of Beginning Balance



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.

a5 Costs & Adjustments _ | . o ] [ |
A Client | Matter | Date | code | amount| D/ | BidsUnbid | Description Totat Adustminia
10001 1235 01-26-2008 CR 10000 Debit  UrnBilled Clerk of Court in Pasting Fils
10001 1235 01-26-2008  PHO 2500 Dehit  UnBilled Phatacopies 575,00
10001 1235 01-26-2008  WOF 5000 Credit  UnBilled wiite DFf of Fees
Total Adjustments
Selected for
Posting
$0.00

Select &l |
Dezelect Al |

1] | i
Add Details [elete Frint | Fast | Refresh | LClose | Help |

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




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.

The Law Office of Andrew Kutior
1512 La Plays St, #107
San Diego, C4 92109
Telephone: $58-452-4265 x

Aogust 20, 2009

Tohr Smwith Invoice Ho. 1

123 Main St
San Diego, CA 92122

Clont Homber: 10001 Tobn fmith
Mootz Homber: 1237 fmith Tobhnw. The Shte
For§ervices Eendarad Th oupgh BIZ0MR00F.

Feas
Toalc Timcleper Lacnzhos Horra A monnl
DLANANE AR Phone callto opp. 0as $0150
NL2TANE AE Trimre ctigation o5 12500
Eillab b= Hou rs f Foas: )] HET50
Timekeeper Sunmary
Iimeheeper AE wodied 0.75 honrs ot $250 00 pezhonr, wtaling $13T50.
Cost Detail
Talc Locnzhos Aoonl Clech Mo,
0183 d200E Fhod of®onst £100 00
LGNS Phowoopis e
Total Bosts 500
Payment Detail
Taic Locnzhas A masa
ULATANE  hwck Humberl0 (F2500

Tota | Pa Froosnts Faceirsd : ks 00y

Conhewed On Men | Page



Testing your Abacus Skills

“Billing Procedure Recap”

Cheal Mamker: 10001 002009
Maller ®amker: 1235 Pagu: 1

FPriorEalancs 15000
LastP + 01R7H00E
Farm ants Facaired: (F1500 ) AT AT

Current Fass: $137 50
Writs OFF o FFam: (R5000 )
Adwanced Costs: $115.00

BET 50

TOTAL AMOTHRT DTL:

Thand; Wona for Letting s Serwe Yo,
Paymert Dae Tpon Feceipt.



