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ACCOUNTS RECEIVABLE

The Accounts Receivable menu provides the means of managing the firms Accounts Receivable. Functions
include the processing of cash receipts as well as analysis reporting pertaining to client billing, receipts and
receivable/WIP balances.

After selecting Accounts Receivable from the master menu, the following form is displayed.

&, Microsoft Access - [Accounts Receivable Menu]

” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

LAW S i ﬂ Accounts Receivable

‘Process Cash| Aged AIR. Report
AR Inquiry Detail A/R Report
Originating Aty Rpt
Billing Journal Aged A/R & WIP Rpt
CashfAdj Journal AR & WIP Summary

Ranking Report

Reminder Motices

AR Realization Late Charges

Copyright 1999, L AW 5. Corporation
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A detailed description of each Accounts Receivable function follows.
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PROCESS CASH

All cash received by the firm, deposited into the firm's general accounts, are processed through the Process Cash
program. Trust receipts are not deposited into the firm’s general account and are processed through the Trust
Processing program.

The cash receipts program is designed to process cash on a daily basis. Ideally, all receipts received by the firm
should be processed on the computer before the deposit is taken to the bank ensuring the deposit is processed
through the computer in a timely manner. The total from the deposit ticket should be manually verified against the
total cash processed through the computer. If the totals do not agree, then the cash balance within the system will
not be accurate.

The cash receipts are entered utilizing batch-processing methods. The Accounts Receivable balances will not be
affected until the Post Deposit button is pressed. The system is designed so that receipts may be entered,
edited, modified if necessary, then posted when the current batch totals balance to the corresponding deposit
ticket. All receipt transactions are automatically posted to the general ledger. Accounts receivable adjustments
are not posted to the general ledger.

After selecting Process Cash the following screen is displayed:

@, Microzoft Access - [LAW.5. - Processing Cash Receipts / Adjustments]
” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

Depozit Date W04/03/1993 Allocation  |04/03/1393 Batch Receipts:
[Default]: Thru Date: Totals: Adjustments:

Deposit Date: §04/03/19398
Client: EalLEY Searchinvi: f = |

Matter LOAN M B2 Blank for All Matters within Client e
Invoicelt: 101 2 Blank for all Dutstanding Invoices lew Listribution

Accountz Receivable Receipts Mizcellaneous Receipts

: Chent
Cash Receipts Edit Listing : Mizc:

Print { Yiew Mon Client
- Adjustment: Misc:

Post Completed Deposit Balance:
Post Deposit
Add Delete Close

Record: 14 « || 1 v | en]rs]of 1 1| | L|J
|

Farrn View | caAPs num |

Process Cash Selection Screen

The Cash Receipts Program processes the following types of transactions.
Accounts Receivable Receipts: Receipts that relieve existing accounts receivable invoices.
On-Account Payments: Pre-Payments from clients, deposited into the general account, which should be
applied against future invoices.
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Cost Reimbursements: Payments from clients for costs that have not been billed. Cost reimbursements
will create a credit to work in process.

Miscellaneous Receipts: All other receipts received by the firm that are not client related.

Accounts Receivable Adjustments: Non-cash adjustments affecting existing accounts receivable
balances.

INFORMATION TO ENTER - HEADER INFORMATION

DEPOSIT DATE (DEFAULT)

Enter the date of the deposit. The default date is blank forcing the operator to enter a deposit date. The entered
default deposit date will be assigned to each deposit transaction until changed. Multiple deposit dates may be
entered within a single batch. Edits and postings summarize deposit activity within the deposit date. System
Generated Journal entries are dated the Deposit Date.

ALLOCATION THRU DATE

Enter the date that the client payment should be allocated through. If clients have balances for invoices posted
after this date, they will not be displayed in the current balance or in the distribution screen. The Allocation Thru
Date is useful when clients pay the entire balance due for multiple invoices from reminder statements. The
Allocation Thru Date would be set to the date of the statement being paid. A single receipt amount could be
entered for the client which would be distributed automatically to all of the outstanding invoices for the client
through the Allocation date. Invoices dated after the Allocation date would not be relieved.

BATCH TOTALS
Displays the total of all receipts and/or adjustments within the current receipt batch.

DETAIL INFORMATION

REF NO

A unique, system assigned reference number assigned to each cash receipt transaction. When adding new
transactions, leave the reference number blank and the next consecutive number will be assigned. If the need
arises to modify an existing transaction, within the current batch, select the reference number previously assigned
to desired transaction to display the entered data.

DEPOSIT DATE

The deposit date physically assigned to each cash receipt transaction. As new transactions are entered, the
deposit date is automatically set to equal the default deposit date entered at the top of the form. This deposit date
will not be modified, regardless of the default deposit date value, once the transaction has been entered, and a
deposit date is assigned.

SEARCH INV#

The search invoice number field provides a quick method of applying receipts against an existing invoice. Use of
the search invoice number is valid only for new entries, i.e. entries not associated with an existing client, matter or
invoice. New entries have the word “(AutoNumber)” beside the reference number field.

To utilize the Search Invoice #, simply enter the invoice number of the receivable to be paid. L.AW.S. will
automatically retrieve and display the corresponding client, invoice # and A/R balance due.

An alternative method of retrieving the same information is to enter in the client, then enter in the matter and/or
invoice number. This alternative method will provide the exact same result, but requires a longer search time.

CLIENT / MATTER / INVOICE #

The client, matter and invoice # are used to identify the invoices to be relieved through accounts receivable
receipts and/or adjustments. One or all of the fields may be entered allowing the identification of a single invoice
or the identification of all invoices for a given client or matter. L.A.W.S. automatically distributes the receipt and/or
adjustment against the selected invoices based on the lowest client / matter / invoice # combination first.
Disbursements are relieved first, expenses next, than the balance of the receipt is prorated against the attorney
fee balances.
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DESCRIPTION
A description identifying the receipt. This entry will be attached to all distribution entries associated with this
transaction. Double clicking on the description field automatically inserts the clients name.

A/R BALANCE
Informational only. L.A.W.S. computes the total A/R balance associated with the entered Client/Matter/Invoice #
criteria prior to the allocation thru date. If the entered criteria is blank, the A/R balance will not be computed.

A/R RECEIPT

The amount of CASH to be applied against outstanding accounts receivable balances. Since the great majority of
receipts reduce existing Accounts Receivable invoices, L.A.W.S. automatically enters the outstanding balance,
associated with the entered client/matter/invoice number as the A/R receipt amount. If the actual receipt amount
does not equal the A/R balance, modify or delete the inserted value as necessary. If a client and/or matter was
entered in conjunction with a Client Miscellaneous Receipt, zero out the inserted A/R Receipt.

A/R ADJUSTMENT

The amount of NON-Cash adjustments to be applied against outstanding A/R invoices. Adjustments are used to
write down or up existing invoices. Write-downs are entered as positive numbers while write-ups are entered as
negative numbers.

NOTE: A/R receipts will affect the firms cash balance while adjustments will not. Both affect the outstanding A/R
balance.

BALANCE

Informational only. The beginning A/R balance less current receipts and/or adjustments. Check this balance field
to ensure that it is what you expect. If it is different from what you expect, verify that the correct criteria has been
entered, i.e. invoice number etc., and that the signs are correct when processing adjustments, or payment
reversals.

Miscellaneous Receipts
Miscellaneous receipts represent cash being deposited into the firm’s general account which does not relieve
existing accounts receivable balances.

CLIENT MISC

Enter the amount of miscellaneous receipts that are associated with client. Client related receipts include
retainers or cost reimbursements. After entering client miscellaneous receipts, a follow-up form is displayed
allowing this receipt to be further defined. Please review processing client miscellaneous receipts later on in this
chapter.

NON-CLIENT MISC

Enter the amount of miscellaneous receipts that are non-client related. Examples of non-client miscellaneous
receipts could include the proceeds from the sale of an asset, employee reimbursement for phone, etc. After
entering non-client miscellaneous receipts, a follow-up form is displayed allowing this receipt to be further defined.
Please review processing non-client miscellaneous receipts later on in this chapter.

VIEW DISTRIBUTION
The initial cash receipts screen allows the entry of totals only. It does not allow detailed allocation of the receipt
entered. Selecting VIEW DISTRIBUTION verifies the entered information on the form, then displays the
appropriate distribution screen displaying the detailed distribution of the entered receipt. Three possible
distribution screens may be displayed including:

Accounts Receivable Distribution,

Client Related Miscellaneous Distribution,

Non-Client Miscellaneous Distribution.

Note: The deposit date associated with the cash receipt is always displayed for informational purposes on the
cash receipt distribution screens. If the deposit date associated with the cash receipt transaction must be
modified, then change the deposit date entered on the original cash receipt entry screen. This modification will
carry through to all the appropriate distribution items.
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Accounts Receivable Distribution Form
When client invoices are finalized, L.A.W.S. automatically creates accounts receivable entries. Though
transparent to the user, the receivable actually consists of several transactions summarizing each contributing

attorneys performance as well as a transaction summarizing each expense distribution billed to the client.

As account receivable receipts are processed, L.A.W.S. automatically distributes the current receipt against each
transaction constituting the accounts receivable.

Example: An invoice for $97 is created. Two attorneys worked on the file with attorney “JJK” generating $12 in
fees while attorney “PDK” generated $60 in fees. The $25 dollars remaining consist of reimbursable client costs
such as telephone or photocopy charges.

When this bill is finalized, L.A.W.S. creates receivable entries as follows:

Attorney Fee Cost Payments Balance
“JJK” $12

“PDK” $60

Costs $25

TOTAL $72. $25 $0 $97

When payment is received, L. AW.S. applies payment in the order of disbursements, expenses, and fees.

Assume, for this example, that we received $90 for this invoice. L.A.W.S. would automatically distribute the
receipt as follows:

Attorney Fee Costs Payments Balance
“JJK” $12 $10.83

“PDK” $60 $54.17

Costs $25 $25.00

TOTAL $72 $25 $90.00 $7

As noted above, payment was first applied against costs, then against fees. The receipt contained enough funds
to relieve all costs, but not all fees. L.A.W.S. prorates the remainder of the receipt to each attorney fee balance.

When the second payment is received, L.A.W.S. will review the prior allocation and see that the $7 balance should
be applied as fees; $5.83 for attorney PDK and $1.17 for attorney JJK.

The accounts receivable distribution screen displays the allocation of the receipt. If desired, the system
distribution may be re-allocated in any manner whatsoever. The distribution screen will show all attorneys and
expenses associated with the invoice regardless of the receipt allocation making it easier for the redistribution of
receipts if desired. Yet, only receipt distribution lines containing payments or adjustments will be actually posted.

L.AW.S. will not override an existing distribution ensuring that manual modifications are not un-done.

After pressing the VIEW DISTRIBUTION button, with an accounts receivable value entered, the following form is
displayed:
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Accounts Receivable Distribution Screen

@, Microzoft Access - [L.A'W.5. Cazh Receiptz Proceszing - A/R Distribution]

” File Edit Wiew Insert Format Records Tools Window Help

Client# Invoicelt! Beq Bal Cur Beceipl Cur Adi Mew Bal Description/

M atter Cont. Atty Exp Bill Code
BAILEY

—_

=

oy
4

=
=
-
4

BalLEY

—_

=

oy
4

BalLEY

=

=

-
4

BalLEY

—_

=

oy
4

Sio|oolSo|ololSo|o|lolSo|o]o

Cl Distribution Fees: Firs 65 1] Fi
il Totals: Exp: 25 25 0 0
Dish: 0 0 ] 0 |
T otal: 97 90 0 Fi -
Record: 14| <[ 1 v [vu|r#] of 3Fitered) 4] | ]
Farrn View FLTR | [ MM | |

Please note that the above distribution form re-displays the utilized example. The first record shows the $25
expense allocation. The next two lines list the Contribution Attorneys associated with the invoice.

CURRENT RECEIPT/ADJUSTMENT

The header of the screen (within the heading portion of the form, immediately under the headings “Cur Receipt’
and “Cur Adj” in red) contains the total receipt and/or total adjustment entered on the prior screen. This is for
informational purposes only and may not be modified.

CLIENT/MATTER/INVOICE #

Identifies the client, matter and invoice number for which the receipt is being allocated. This information is carried
over from the previous screen and is duplicated for each distribution line item. If multiple invoices are being paid,
all the entries pertaining to the lowest invoice number will be listed first, then the entries for the next invoice
number will be listed. These entries are modifiable.

CONT ATTY
The contributing attorney to which the entry applies. If the entry represents costs, the contributing attorney will
default to the billing attorney assigned to the matter. This entry is modifiable.

REF NO

The reference number, displayed below the Client and Matter, assigned to the original receipt on the prior screen.
The reference number allows coordination between the original receipt and the detail distribution transactions.
This entry is for informational purposes and may not be changed.
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DEPOSIT DATE

The deposit date, displayed below the contributing attorney, entered on the previous screen is automatically
assigned to each distribution line item. This field is for informational purposes only and cannot be modified. If
necessary, the deposit date may be modified on the primary Process Cash screen. The modified deposit date is
then automatically changed on all distribution line items.

All dollar values are broken down by fees, disbursements and expenses along with a computed total. The column
headings described below are applicable to each distribution line item.

BEGINNING BALANCE
The accounts receivable balance associated with the transaction prior to the current receipt or adjustment.

CUR RECEIPT
The current receipt allocated with the transaction.

CUR ADJ
The current adjustment allocated with the transaction.

NEW BALANCE
The accounts receivable balance associated with the transaction after the current receipt or adjustment are
applied.

Note: If the entry has been modified, the new balance will not be computed until the transaction is posted by
either clicking the pencil in the transactions record selector or by moving the cursor to a new transaction.

DESCRIPTION
The description associated with this transaction. The global description from the prior screen is automatically
inserted along with each transaction. This description may be modified as desired.

EXPENSE BILL CODE

The Expense Bill Code must be associated with expense entries. L.A.W.S. allows the option of specifying the
general ledger number to which expense reimbursements should be allocated through use of the bill code. (See
Bill Code File Maintenance.) The segregation of expenses by bill code allows for an accurate allocation of
expenses to the appropriate general ledger account upon reimbursement.

B/A
Billing Attorney. L.A.W.S. automatically assigns receipt credit by both contributing and billing attorney. L.AW.S.
displays the billing attorney initials to whom billing attorney credit will be issued.

The footer of the screen displays the transaction totals. The transaction totals MUST equal the current receipt
and/or adjustment displayed at the top of the screen. If the system allocation is modified, and modified totals do
not match the original entries, the following message is displayed when the distribution screen is closed.

L.AW.5. Detail Distribution Receipt Yerification

The Total Receipt andfor Adjustment Distribution
does not equal the Original Receipt andfor

9 Adjustments. Press 0K to Accept Detail
Distribution Changes, or Press CANCEL to
Modify The Detail Distribution.

| Cancel
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Available Options:

OK- The totals entered on the distribution screen are considered accurate. The amounts entered on the
original cash receipts screen are modified to equal the distribution totals.

Cancel-The totals entered on the original cash receipts screens are considered accurate and are not modified.
Processing returns to the distribution screen for modification of distribution line item amounts.

PLEASE NOTE: The balance due per invoice is not decreased until the entire batch of receipts are posted via the
Post Deposit button. L.A.W.S. automatically calculates the distribution line items based on the existing
outstanding balance. Accordingly, if two individual receipts are to be applied against a common invoice, L. A\W.S.
will distribute each receipt against costs first then fees. The second system generated distribution will mirror the
original distribution possibly causing costs to be over applied and fees to be under applied. Posting the first
receipt prior to processing the second receipt, or manually overriding the system generated distribution line items
on the second receipt will rectify this problem.
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Client Miscellaneous Receipts: On Account Payments & Cost Reimbursements

Client miscellaneous receipts are cash receipts received from clients which do not relieve accounts receivable
invoices. Miscellaneous client receipts can be either on-account payments (retainers deposited into the general
account), or cost reimbursements (credits to WIP for costs not yet billed).

A client and matter code is required for miscellaneous client receipts. If the codes are originally entered on the
original cash receipts screen, they carry over to the distribution screen. Otherwise, the codes will be blank on the
distribution screen and must be entered.

Assume, for this example, that we receive a $1,000 client miscellaneous receipt from our client “BAILEY”, matter
“GEN”. In this example we assume that $500 is considered an on-account retainer to be applied against future
invoices and $500 is considered cost reimbursements crediting WIP. After entering the $1,000 client
miscellaneous receipt amount on the original cash receipts entry screen, the following form is automatically
displayed.

Client Miscellaneous Receipt Distribution

OE0 A g A g Helated ellaneo [} h 1 3y =
” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

Amount to be Distnbuted: -

Hef Client/ On i
M atter Account imb. Description Cont Atty

10 BAILEY $R00.00 . - PDK

04503798 [ PDK

— D~ WP Fembusemert A1 Fare
04503798
* .
04503798

$1.000.00 D C =
Record: 14 « || z v | |r#]| of 2 iFilkered) 1] | x|
Farrn View FoR | UM | |

The Amount to be Distributed total, displayed in the header of the form, is the amount carried over from the
original cash receipts entry screen.

REF NO

The system assigned reference number assigned to the original entry. This reference number is associated with
each distribution line so as to allow coordination between the original entry and the distribution line items.
Informational only, may not be modified.
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DEPOSIT DATE
The deposit date is displayed directly below the system assigned reference number. This is for informational
purposes only and may not be modified.

CLIENT/MATTER

Client Miscellaneous receipts must be assigned to a specific client/matter combination. If a client and matter code
is entered on the prior screen, they are automatically carried over to this distribution screen. Otherwise, the client
and/or matter codes will be blank and must be entered.

ON ACCOUNT
If applicable, enter the amount of on-account payments received. On-account payments reflect payments from
clients, deposited in the firm's general cash account, which should be applied against future billings.

Note: If an on-account payment is received, but should be deposited in a trust account, it must be treated as a
trust retainer and must be processed through the trust-processing program.

COST REIMB

If applicable, enter the amount of cost reimbursements received from the client. Cash receipts from a client used
to reimburse costs prior to billing are considered cost reimbursements. Cost reimbursement entries are posted as
a credit to the clients WIP and will decrease the costs on future billings. Cost reimbursements do not affect the
current A/R balance.

BILL CODE

The bill code associated with cost reimbursement entries. Cost reimbursements post as a disbursement entry in
WIP. All costs in WIP MUST have a bill code. This is a required field for cost reimbursement entries, but is not
utilized with on-account receipts.

DESCRIPTION
The description associated with a miscellaneous client receipt. The global description entered on the prior screen
automatically defaults to the line item description. This description may be modified as desired.

BILL ATTY / CONT ATTY

Specifies the billing and contributing attorneys who are to receive credit for on-account payments. On-account
payments will be stored as negative fee transactions within the accounts receivable system. Both billing and
contributing attorney “Fees Received” credit will be given for the on-account payment.

Options Available for Assigning On-Account Credit
Two methods of credit allocation are available within L.A.W.S. for on-account credit allocation.

Method 1: Normally both billing and contributing attorney credit is given to the billing attorney assigned to the
matter. Upon receipt of payment, positive credit is given to the billing attorney. When the on-account payment is
applied against an invoice, credit for the on-account application is automatically taken away from the billing
attorney assigned to the matter then reapplied as a normal cash receipt to the associated invoice.

Method 2: An alternative method of assigning credit to on-account payments is to allocate credit to a pre-defined
billing attorney specified in the firm file maintenance. If a firm billing attorney code is specified, the original on-
account credit, as well as the negative application of the on-account payment will be posted to this attorney. This
method of on-account credit application effectively eliminates the assignment of on-account credit to the billing
attorney until the on-account payment is applied to an invoice.

It is possible to mix the application methods within the firm. If some members of the firm are to receive on-
account credit while others are not, simply specify a firm billing attorney as specified in Method 2. For all members
of the firm who are to receive on-account credit as specified via method 1, modify the “Use Firm Retainer Atty” to
“No” in the Attorney File Maintenance.
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The footer of the form displays the transaction totals. The transaction totals MUST equal the Current Receipt
entered on the prior screen. If the system allocation is modified, and modified totals do not match the original
entries, the following form is displayed when the Distribution form is closed.

L.A W S Detail Distnbution Receipt Yenhication

The Client Distribution does not equal the

@ Original Receipt. Press OK to Accept Detail
Distribution Changes, or Press CANCEL to
Modify The Detail Distribution.

Cancel

Pressing “OK” will accept the detail distribution total and modify the originally entered amount, on the prior form, to

equal the distribution totals. Pressing “Cancel” will return the user to the distribution screen allowing modification
of the distribution amounts.
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Non Client Miscellaneous Receipts
Non client miscellaneous receipts represent all receipts not applicable to existing A/R invoices or clients.
Examples of non-client miscellaneous receipts could be tax refunds, employee reimbursement of expenses, sale

of assets, etc.

Since a miscellaneous receipt is NOT client or invoice related, the client, matter and invoice number may be left
blank. A description may be associated with the receipt amount.

For this example, assume that the firm receives $250 for the sale of a copier. After entering the $250 non-client
miscellaneous receipt on the Process Cash screen, the following form is displayed.

Non Client Miscellaneous Receipt Distribution Screen

&, Microsoft Access - [L.AW.5. Cash Receipts Processing - Mon Client Miscellaneous Distribution]
” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

Amount to be Distributed: -

Ref No/ General Distribution
Dep Date @ Ledger # Amount Description

E L8 1509 - $2650.00 YSale of copier

04/03/98

3 I 30,00

04/03/98

$250.00 Delete

Record: 14 « || 1 v | e1]r#] of 1 (Fitered) 4| | H
|

Farm View FLTR | | caPs [Mum |

The Amount to be Distributed total, displayed in the header of the form, is the amount carried over from the prior
screen.

REF NO
The system assigned reference number assigned to the original entry. This reference number is associated with
each distribution line so as to allow coordination between the original entry and the distribution line items.

DEP DATE
The deposit date is displayed directly below the system assigned reference number. This is for informational
purposes only and may not be modified.
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GENERAL LEDGER #

The general ledger account number to which the miscellaneous receipt should be distributed. The amount will
naturally be debited to the cash account identified in the firm file. The distribution transaction allows definition of
the credit portion of the created journal entry. The entered account number is verified against the firm's chart of
accounts.

DISTRIBUTION AMOUNT
The amount of receipt to be applied against the defined general ledger account. Multiple line items would be
utilized to enter distributions pertaining to multiple general ledger accounts.

DESCRIPTION
The description associated with the miscellaneous receipt. The global description associated with the total receipt
automatically defaults to the line item description. This description may be modified as desired.

The footer of the form displays the transaction totals. The transaction totals MUST equal the non client
miscellaneous receipt entered on the prior screen. If the system allocation is modified, and the modified totals do
not match the original amount entered on the prior form, the following form is displayed when the distribution form
is closed.

L AW 5. Detail Diztribution Beceipt Yernfication

The Mon-Client Distribution does not equal the

@ Original Receipt. Press OK to Accept Detail
Distribution Changes, or Press CANCEL to
Modify The Detail Distribution.

Cancel

Pressing “OK” will accept the detail distribution total and modify the originally entered amount, on the prior form, to
equal the distribution totals. Pressing “Cancel” will return the user to the distribution screen allowing modification
of the distribution amounts.
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Print/View Button

The Print/View button prints or displays the Cash Receipts Edit Listing. The purpose of this report is to list and
total all deposits being processed within the cash receipts system.

The report may be printed in Summary or Detail form. The Summary Report prints a single line cash receipt
transaction without reference to distribution. Only information entered on the primary Process Cash screen is
displayed. Accordingly, blank client, matter, or invoice codes will not be printed. The Detail Report shows the
complete distribution of each transaction.

A primary purpose of this report is to allow the visual verification of the entered receipt totals against the
corresponding deposit ticket total taken to the bank. If an error occurs, the Cash Receipts Edit List allows a line by
line review of the entered receipt and/or adjustment activity. Transactions may be corrected by referencing the
desired system assigned reference number.

After pressing the Print/View Button, the following form is displayed.

EE Printing The Cash Receiptz Edit List

Type of Report: Ei I.Jrnrnar',H

| print_ |l View Cancel

A sample of the cash receipts reports are displayed on the following pages.

Sample: Summary Cash Receipts Edit Report
Sample: Detail Cash Receipts Edit Report
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Post Deposit

As previously discussed, cash receipts are entered in a batch mode which allows all receipts to be entered and
reviewed prior to the actual posting. Posting of the entered receipts occur after the batch totals are verified as
accurate against the deposit ticket total. The POST DEPOSIT option physically posts all transactions entered
through the PROCESS CASH option. After pressing the POST DEPOSIT button, the following form is displayed.

Post Cash Receipts Screen

@&, Microsoft Access - [LA'W.5. -Posting Cazh Receipts / Adjustments]
“ File Edit Wiew Insert Format Records Tools Window Help

Posting Cash Receipts:

Cazh Receiptz Edit Listing

. . Batch Totals: Receipts:
Print / Yiew Adjuzements:

Post Cash .
Cancel Posting
Continue With Posting?

*
|4pply Cash Receipts | e MLIM [

INFORMATION TO REVIEW

As a convenience to the user, a PRINT/VIEW button is available for the generation of the Cash Receipts Edit
Listing. The button generates the Cash Receipts Edit Listing allowing for a detailed review of entered transactions.
Please review the prior section of this chapter for a discussion of the PRINT/VIEW Button.

BATCH TOTALS

The batch totals display the total receipts and/or adjustments that are going to be posted. If the batch totals do not
agree with your deposit ticket totals, DO NOT POST THIS BATCH. It is possible that multiple deposits are being
processed simultaneously. If so, the batch total should equal the total of the processed deposit tickets.

Copyright 1999 .A.W.S. Corporation 204
Accounts Receivable - Process Cash
Post Deposit



L.A.W.S. Documentation Manual
Accounts Receivable- Process Cash
Post Deposit

POST CASH RECEIPTS
The POST CASH RECEIPTS button will initiate the posting of this batch of cash receipts. Posting involves the
following:
1) The relief of accounts receivable.
2) The posting of cost reimbursements to WIP.
3) Creation of a general ledger journal entry which posts the cash receipts general ledger activity to the
firms general ledger. All journal entry activity is automatically coded with a source code of “CR” (cash
receipts).
4) Removal of posted receipt transactions from the Process Cash system.

When complete, the Accounts Receivable Menu is displayed.

CANCEL BUTTON

Will cancel the cash receipt posting. No activity will be posted and all receipts will remain on the system.
Special Cash Receipts Processing Situations:

Over Payments

If an overpayment is received which should be returned to the client, perform the following procedures.

1) Determine the portion of the receipt that should be applied against existing invoices and apply in
the normal manner.
2) Determine the amount of overpayment that should be refunded to the client. Enter this amount

as a Non-Client Miscellaneous receipt. Post the overpayment to a miscellaneous income or
expense general ledger number.

3) Deposit the overpayment in the firms general fund along with the rest of the deposit.

4) Write a disbursement check to the client through Cash Disbursement Processing. Utilize the
previously referenced miscellaneous income or expense general ledger number as the
distribution account number.

If an overpayment is received which should be applied towards future invoices, perform the following procedures.

1) Determine the portion of the receipt that should be applied against existing invoices and apply in
the normal manner.
2) Determine the amount of overpayment that should be applied towards future billings. Enter this

amount as a Client Miscellaneous Receipt - On-account Payment. If the Retainer Billing Option
is set to yes, the amount of the overpayment will be noted on the next invoice

Reversing a Payment
Reversing a payment simply involves re-entering the original payment as a negative. This transaction will reduce

the firms cash balance and reactivate the existing accounts receivable balance. If it becomes necessary to
reverse a payment, follow the following procedures.

1) Identify the receipt to be reversed.

2) Run a Detail Cash Receipts/Adjustments Journal identifying the original receipt. This journal will
display the attorneys, costs and expenses to which the receipt was applied.

3) Enter the reversal exactly as the original was entered except with negative numbers. All line

items noted on the Detail Cash Receipts/Adjustments Journal must be entered exactly as they
appear with negative numbers. Be sure that fees for each attorney are reversed by attorney and
that costs are reversed as they were originally entered.
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ACCOUNTS RECEIVABLE INQUIRY

The Accounts Receivable Inquiry is designed to allow for the review of Accounts Receivable balances or
transactions through a variety of formats. The program is designed to either display the detail accounts receivable
activity, or to summarize WIP and A/R balances within Attorney, Client or Matter.

All information contained on the inquiry screens is display only and may not be modified.

After selecting A/R INQUIRY, the following screen is displayed.

A/R Inquiry Screen

&, Microsoft Access - [LAW.5. - Accounts Receivable Inguiry]

” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

Accounts Receivable Inquiry Aging Date: 04/17/1998

Detail Selection Criteria Summary ARWIF Data

_ Aged AR 0O - 30Days:
-! Balance: 31 - 60 Daps:
: 61 - 90 Days:
Invoicett: f| = [-] Display Summary Data 91 - 120 Days:
Ower 120 Days:
Total AfR:
Start Date: _ wiP Wwip Hours:
End Date: Balance: Wwip Fees:
Tranzaction Wwip Dizbs:
Criteria: Yiew Detail AfR Activity Wip Exp:
Summarny T otal Wip:
Critenia: Totals

Last Pay Date:
Last Pay Amt:

Last Bill Date:
Last Bill Amt:

w
Record: 14 « || 1 v )] of 1 4| | L|_I
[Farm View | | [ UM | |

The A/R Inquiry form is partitioned into two sections including the Detail Selection Criteria in the left column and
the Summary AR / WIP Data in the right.

All information within the Detail Selection Criteria column is used to select data and specify the form in which it
should be presented. All selection criteria fields work in conjunction with each other allowing the inquiry to be as
broad or as narrow as desired. A detailed explanation of the selection criteria options are described in the following
pages.
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ATTORNEY
If selection of information is to be displayed by attorney, select the desired attorney. Otherwise, leave the attorney
blank and all attorneys will be selected for review. Listed to the right of the Attorney field is the Attorney
Summary Option. The available options include:

Billing Data will be selected and reported by the Billing Attorney

Contributing Data will be selected and reported by the Contributing Attorney

CLIENT
Enter the client code to retrieve information for a single client. Otherwise, leave the field blank for all clients.

MATTER

Enter the matter code to retrieve information for a single matter. Otherwise, leave the field blank for all matters.
Matters must be entered in conjunction with clients. If a matter is entered independently of a client, a listing of all
matters will be displayed. When a matter is selected, the appropriate client code will be inserted.

NOTE: If the selected matter code is not unique, and the client code is left blank, the first client code associated
with the matter will always be retrieved. It is always best to enter the client and matter combination if the firms
matter codes are not unique.

INVOICE #

Enter the invoice number to retrieve information for a single invoice. Otherwise, leave the field blank for all
invoices. The invoices are displayed via decreasing invoice number displaying the current invoices first.
Retainers will always show first.

START/END DATES

Enter the date range for selected activity. For example, to review A/R activity for a single month, enter the desired
months start and end dates. To review all activity, leave the start date blank and leave the end date at the default
of the current system date.

NOTE: In order to display accurate invoice balances, the start date must be left blank. Otherwise, the balance will
include only activity dated within the start and end dates. For example: An invoice may be initially billed on 1/1/97,
a partial payment may be applied on 2/15/97 and the balance may be written off on 3/15/97. In order to receive an
accurate balance, the start date should be left blank so that all activity is accumulated and displayed. In this
example, if the start date was entered as 02/01/97, the invoice total would include only the payment and the write
off, excluding the initial billing, yielding undesired results.

TRANSACTION CRITERIA
L.A.W.S. allows analysis of the Accounts Receivable activity to be selected based on the type of transaction. The
available options include:
All Transactions: Will include all transaction types in the computation of balances, --i.e.: Billings,
Receipts and Adjustments. If the balance of invoices is to be displayed, “All
Transactions” must be utilized.

Billing Only: Displays only amounts billed. The billing amounts are displayed as positive
numbers.

Receipts Only: Displays only cash receipts. The receipt amounts are always displayed as
NEGATIVE since they decrease the value of accounts receivable.

Adjustments Only: Displays only adjustments write ups and downs. Adjustment amounts are

displayed as they affect the accounts receivable balance. Accordingly, write-offs
are displayed as negative while write-ups are displayed as positive.
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SUMMARY CRITERIA
Specifies the manner in which the selected information should be summarized and displayed when the VIEW
DETAIL A/R ACTIVITY button in pressed. The available options include:
Billing Atty:  One line per billing attorney is displayed. The attorney type is always displayed at the
top of the attorney summary form.
Cont Atty: One line per contributing attorney is displayed. The attorney type is always displayed at
the top of the attorney summary form.
Client Totals: One line per client is displayed summarizing receivable activity based on the entered
criteria.
Matter Totals: One line per matter is displayed summarizing receivable activity based on the entered
criteria.
Invoice Totals: One line per invoice is displayed summarizing receivable activity based on the entered
criteria.
Transaction
Totals: Summarizes activity within transaction. A transaction groups activity by
Client, Matter, Invoice#, Date and Type.
Detail
Transactions: All detail transactions associated with the invoice are displayed based on the entered
criteria. The detail transactions include the distribution of charges, receipts and/or
adjustments by billing and contributing attorney. The detail transactions also summarize
the total costs billed and the reimbursed cost type.

Example: Difference between Transaction Totals and Detail Transactions

Assume a receipt is posted to the system for $150 and is distributed to several attorneys. The
Transaction Total summary option displays one line totaling $150. The Detail Transaction summary
option displays multiple lines consisting of the amount of the receipt allocated to each attorney.

SOURCE:

Specifies the file that should be utilized for the inquiry. All Accounts Receivable information is stored in the AR file.
Over time it is possible that this file may contain information about thousands of paid invoices with zero balances.
In order to improve performance, L. AW.S. offers the option of moving invoices with zero balances from the
regular A/R file into a Purged A/R file. The available options include:

Active Data is selected from the Active Accounts Receivable file only.
Complete Data is selected from both the Active and Purged Accounts Receivable files.
Example: A firm has been utilizing L.A.W.S. for several Years. The A/R file contains 500,000

transactions of which 450,000 pertain to paid invoices over 1 year old. Each time an A/R inquiry is
performed or an Aged Receivable list is produced L.A.W.S. must examine and summarize all 500,000
entries. If desired, all zero balance invoices may be moved from the active A/R file into a Purged A/R file
based on a user supplied cutoff date. In this example, 450,000 transactions would be copied from the
active file to the purged file. After the purge the active file will contain 50,000 transactions while the
purged file will contain 450,000 transactions. Normal A/R Inquires, Cash Receipt processing and other
functions access the Active A/R file only dramatically improving performance. When prior history is
required, the Complete Source option may be used which automatically accesses both the purged and the
active transactions.
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DISPLAY SUMMARY DATA Button

Clicking the DISPLAY SUMMARY DATA will insert values into the Summary AR/WIP Data section of the form.
This section of the form utilizes the ATTORNEY, CLIENT, MATTER and END DATE selection criteria only. The
transaction criterion is always “All Transactions”.

AGING DATE: The Aging Date is stored in the screen header. The current system date is used as the default
aging date. The Aging Date is used to age the WIP and A/R balances when requested via the Display Summary
Data button.

Please note: The WIP balances include unbilled transactions only, regardless of the date of entry.
The Last Pay Date, Last Pay Amt, Last Bill Date & Last Bill Amt are only computed if a client code is entered. If

the client is entered independently, the last activity dates will pertain to the client. If a client matter combination is
entered, the last activity dates will pertain to the matter.

Listed below is a Sample of the Summary Data associated with the Client "BAILEY".

&, Microsoft Access - [LAW.5. - Accounts Receivable Inguiry]

” File Edit Wiew Insert Format Records Tools ‘Window Help = | ﬁ’lﬂ
Accounts Receivable Inquiry Aging Date: 04/17/1998
Detail Selection Criteria Summary ARWIF Data
Attorney: _ Aged AR 0 - 30Days: $0.00
Client: 3 E Balance: 31 - 60 Daps: $614.83
Matter: - - 61 - 90 Days: $0.00
Invoicet: [Display Summary Datalf8¥ q1 . 120 pays: $0.00
Ower 120 Days: 37 954 81
Total A/R: $8.569.64
Start Date: wiP Wwip Hours: 3250
End Date: 041714938 Balance: Wip Fees: $2.997.50
Tranzaction B4l Tranzactions = ; : — Wwip Dizbs: (3147000
Cntena: YView Detail AR .ﬁ.ﬂtl"v"lty’ Wip Exp: $68.75
Summarny Tranzaction - T otal Wip: $1.596.25
Critenia: Totals
Last Pay Date: 04/03/1998
Last Pay Amt: $£590.00
Source: | Last Bill Date: 0371241998
Last Bill Amt: $598.85
Record: H|4|| 1 blbllb*lnfl 4| | _"I—I
Form vew B B
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View Detail A/IR Activity Options

L.A.W.S. allows for Accounts Receivable Inquires to be performed in a variety of methods. Listed below is a brief
description of each option.

Attorney Totals
Listed below is a sample of the Attorney Totals Summary. Please note that a single line is displayed for each

attorney. The selection criterion utilized is displayed at the top of the form. In this example, a transaction type of
BILLING ONLY was selected. The data displayed represents total billing by attorney.

@, Microsoft Access - [A/R Inquiry - Summary by Attorney]

” File Edit Wiew Insert Format Records Tools ‘Window Help ;Iilil
B Attorney = All = Invoice: = All = Zero Bal: Mo Active AR =
Client: Al = Start Date: Atty Type: Billing
Matter: =All = End Date: 041741998 Transzactions:  Billing Only
Attorney Total Fees Disbursements Expenses
b |2dd, $1.660.00 $1.615.00 $25.00 2000

BEE $4.807.83 $4.757.43 $0.00 $20.40
CCC $598.85 $412.50 $161.55 $25.00
FEG $2.125.00 $2.125.00 $0.00 $0.00
JJE $395.00 $62.50 $0.00 $32.50
Pihd b $350.00 $350.00 $0.00 $0.00
FOK $45.674.53 443 B6E. 28 $520.00 $1.458.25
554 $2.350.00 $2.350.00 $0.00 $0.00

$57 561.21 355,368, 71 $708.35 $1.556.15

Recard: Hl*” 1 I*|H|H9| af &
|F|:|rm Wi | | |_| UM | |

INFORMATION TO REVIEW

ATTORNEY The Attorney to which the activity applies.
TOTAL The total of Fees, Disbursements and Expenses associated with this transaction.
FEES The total Fees associated with this transaction.
DISBURSEMENS The total Disbursements associated with this transaction.
EXPENSES: The total Expenses associated with this transaction.
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Client Totals
The second sample displays Client Totals. Again, the selection criteria is displayed at the top of the form. This

example displays RECEIPTS ONLY. Receipts decrease the value of Accounts Receivable and are stored in the
system as credits. Accordingly, when receipts are displayed on A/R Inquiry forms, the value received is negative.

@&, Microsoft Access - [A/R/ Inquiry - Summary by Client]

“ File Edit Yew Insert Format Records Tools “Window Help

Attorney = All = Invoice: = All = Zero Bal: Mo Active AR
Client: = All = Start Date: Atty Type: Contributing
Matter: = All = End D ate: 04/17/1998 Transactions: Receipts Only
Client Total Fees Disburgsements Expenses

P [$1.020.00) [$975.00) [£25.00] [$20.00)
ABC [$120.00) [$30.00) $£0.00 [$30.00)
LTSN [$2.674.00] [$2.,4065.00) [$250.00) [$15.00)
BAILEY [$14.147 B3] (312 E5262] [$1258.01) [$1.366.00)
CHEATHAM [$100.00) [$7100.00) $£0.00 $0.00
HICKEY [$100.00) [$7100.00) $£0.00 $0.00
b Cov [$100.00) [$7100.00) $£0.00 $0.00

Record: H| ol ” 1k |H|He| of 7

|F|:|rm Wiew

INFORMATION TO REVIEW

CLIENT The client to which the transaction applies.
TOTAL The total of Fees, Disbursements and Expenses associated with this transaction.
FEES The total Fees associated with this transaction.

DISBURSEMENTS The total Disbursements associated with this transaction.

EXPENSES The total Expenses associated with this transaction.
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The matter total option displays a single line per matter. All selection options are displayed at the top of the form.
This example displays All Transactions. The values displayed are current A/R balance associated with each
matter within the client "BAILEY".

&, Microsoft Access - [A/B Inguiry - Summary by Matter]

” File Edit Wiew Insert Format Records Tools ‘Window Help ;Iilil
B Attormney = All = Invoice: = All = Zero Bal: Mo Active ASH -
Client: BAILEY Start Date: Atty Type: Contributing
Matter: = All = End Date: 04/17/1998 Transactions:  All Tranzactions
Client M atter Total Fees Dizbursements Expenszes
b [BAILEY 132 $E07.83 $412.50 $161.35 $3393
BAILEY GEM $2.594.31 $2.364.98 $130.93 $38.34
BAILEY LOAM $2.600.33 $2.554 62 $0.00 34571
BAILEY COME $2.767 17 2,724 65 $0.00 4252

Total  $856364 | $8.05.75 4352 34 100 5
Record: H|4|| 1 "I”I'*I of 4

|F|:|rm Wigsw

INFORMATION TO REVIEW

CLIENT/
MATTER

TOTAL

FEES

DISBURSEMENTS

EXPENSES

The client and matter to which the transaction applies.

The total of Fees, Disbursements and Expenses associated with this transaction.

The total Fees associated with this transaction.

The total Disbursements associated with this transaction.

The total Expenses associated with this transaction.
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Invoice Totals

The Invoice Totals Inquiry form displays a single line per invoice. All options utilized for selection of data are
displayed at the top of this form. Invoices with zero balances are not displayed. The values displayed are current
A/R balance associated with each invoice within the client "BAILEY", matter "LOAN".

@, Microzoft Access - [A/R Inquiry - Summary by Invoice]

” File Edit Wiew Insert Format Records Tools Window Help ;[il El

B Attorney = All = Invoice: * All = Zero Bal: Ho Invoice Totals -
Chent: BAILEY Start Date: Atty Type: Billing Active ASH —
Matter: LOAM End Date: 04/17/1998 Transactions:  All Tranzactions

Client Matter Inwv Ho Inv Date Atly Total Fees Disb Exp
b |BAILEY  [LOAM 1M 027251995 FDE. F7.00 $7.00 $0.00 $£0.00

BAILEY  [LOAM 234 08/28/1 395 FDE. 0.0 $£0.01 $0.00 $£0.00
BAILEY  [LOAM K11 124231995 FDE. 0.0 $£0.01 $0.00 $£0.00
BAILEY  [LOAM 325 01/131997FDE. $856.83 234417 $0.00 $12 66
BAILEY  [LOAM 337 014211997 FDE. 42811 $422.08 $0.00 $6.33
BAILEY  [LOAM BE329 | 02/15/1997FDE $1.31233 $1.292 54 $0.00 $£19.29
BAILEY  [LOAM RETAIME| 02/28/1997FDE. [$4.2E) [$11.59) $0.00 $7.33

$2,600.33 $2,554.62 $0.00 $45.71

Record: H|1|| 1 PIHIP*I af 7

[Farm iew | | [ UM | |
INFORMATION TO REVIEW

CLIENT/

MATTER/

INV NO: The client, matter and invoice number to which the transaction applies.

INV DATE: The invoice date.

ATTY: The attorney associated with this entry. If the specified Atty Type is "Billing", then the
attorney represents the billing attorney, otherwise, it represents the contributing attorney.
A line item is displayed for each attorney referenced within the invoice.

TOTAL The total of Fees, Disbursements and Expenses associated with this transaction.

FEE The total Fees associated with this transaction.

DISB The total Disbursements associated with this transaction.

EXP: The total Expenses associated with this transaction.
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)

The Transaction Totals Inquiry groups data by transaction within the requested criteria. The Transaction Totals
Inquiry groups activity together by Client, Matter, Invoice Number, Date and Transaction Type. It differs from the

Detail Transaction
Totals Inquiry.

Query in that activity is not segregated by Attorney. Listed below is a sample of the Transaction

Please note that the Description pertaining to each transaction may be displayed by moving the screen right via

&, Microsoft Access - [Accounts Receivable Inguiry - Summary by Transaction]

” File Edit Wiew Insert Format Records Tools Window Help ;Iilil
B Attorney = All = Invoice: 101 Zero Bal: Mo Tranzaction Totals =
Client: BAILEY Start Date: Atty Type: Billing Active AR
Matter: LOAM End Date: 04/17/1998 Transactions:  All Tranzactions
Client Matter Inv Mo Tran Date Tyvpe Total Fees Dizh Exp
p [BAILEY  |LOAN 101 02/25/1993B $37.00 $72.00 $0.00 $25.00 |k
BAILEY  |LOAN 101 04/03/1938|R [$30.00] [$65.00) $0.00 [$25.00)

Recard: Hl*” 1 I*|H|H9| af 2

$7.00 $7.00 $0.00 $0.00

|F|:|rm Yiew

the arrows at the bottom of the screen.

INFORMATION TO REVIEW

CLIENT/

MATTER/

INV NO: The client, matter and invoice number to which the transaction applies.

TRAN DATE: The transaction date.

TYPE: The transaction type B=Billing, W-Write off or Write up, R=Receipt

TOTAL The total of Fees, Disbursements and Expenses associated with this transaction.
FEE The total Fees associated with this transaction.

DISB The total Disbursements associated with this transaction.

EXP: The total Expenses associated with this transaction.
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Detail Transactions

The Detail Transaction screen is designed to display all transactions associated with each invoice. A billing
transaction is created for each contributing attorney having activity associated with each invoice. As payments or
adjustments are processed, individual transactions are created allocating appropriate credit to the contributing
attorneys. The possibility exists for many transactions to pertain to any given invoice.

#, Microsoft Access - [Accounts Receivable Inquiry - Detail Transactions]

” File Edit Wiew Insert Format Records Tools ‘Window Help ;Iilil
Ettumey = All = Invoice: 101 Zero Bal: Mo Active AR =
Client: BAILEY Start Date: Atty Type: Billing
Matter: LOAN End Date: 0441741998 Transactions:  All Tranzactions

Client Matter In¥ No Tran Dt Typ B/AC/A Total Fees Dish Exp EzpCd
BAILEY  [LOAM 101 2/25/98(B [PDE|LIE, $12.00 $12.00 $0.00 $0.00
BAILEY  [LOAM 101 2/25/98(B |POK|PDE $26.00 $0.00 $0.00 $25.00 |ADMIN
BAILEY  [LOAM 101 2/25/98(B |POK|PDE $E0.00 $60.00 $0.00 $0.00
BAILEY  [LOAM 101 4/3/38(R [PDELIE. [$10.83) [$10.83] $0.00 $0.00
BAILEY  [LOAM 101 4,/3/98(R [PDK|PDE [$54.17) [$54.17] $0.00 $0.00
BAILEY  [LOAM 101 4,/3/98(R [PDK|PDE [$25.00) $0.00 $0.00 [$25.00) |aDkdlM

Recard: Hl*” 1 I*|H|H9| af &

|F|:|rm Wi | |

INFORMATION TO REVIEW

CLIENT/

MATTER/

INV NO The client, matter and invoice number to which the transaction applies.

TRAN DATE  The transaction date.

TYP The transaction type B=Billing, W-Write off or Write up, R=Receipt

B/A The billing attorney associated with the transaction.

C/A The contributing attorney associated with the transaction.

TOTAL The total of Fees, Disbursements and Expenses associated with this transaction.
FEE The total Fees associated with this transaction.

DISB The total Disbursements associated with this transaction.
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EXP The total Expenses associated with this transaction.

EXPCD The Expense Code associated with expense amounts within this transaction.
Additional information, pertaining to each transaction may be displayed by moving the screen right. Below, please
find a sample form displaying additional data.

#, Microsoft Access - [Accounts Receivable Inquiry - Detail Transactions]

” File Edit Wiew Insert Format Records Tools ‘Window Help ;Iilil

[ Zero Bal: Mo Active ASR (=
Atty Type: Billing

198 Tranzactions: All Tranzactions

A Total Fees Dish Exp ExpCd Description CH Ref GL Src

K. $12.00 $12.00 $0.00 F0.00 b anual ifvoice entered 03/31,/1338 |

[k $25.00 $0.00 $0.00 $25.00 |ADRIM|Manual invoice entered 03/31/1938

L1k $60.00 $60.00 $0.00 $0.00 M arual irvoice entered 0343119338

4 [$10.83] [$10.83] $0.00 $0.00 a CR1z22

[k [$54.17] [$54.17] $0.00 $0.00 G CR1z22

[k [$25.00] $0.00 $0.00 [$25.00] [a0IM 4 CR1z22

I
Record: |4|4|| 1 b |w]rs]|of & Ll

|F|:|rm Wiy | |

[

LM | |

DESCRIPTION A description of the transaction entered through the Cash Receipts Processing Option

CR REF The system assigned Cash Receipts Reference number assigned to each receipts and
adjustments transaction.
GL SRC As cash receipts are posted to the general ledger, L. AW.S. assigns a G/L Source

number to each journal entry. The GL Source number is stored with the G/L transaction
as well as with the accounts receivable entry allowing each receipt transaction to be
cross referenced to an actual general ledger journal entry.

Copyright 1999 L.A\W.S. Corporation 216

Accounts Receivable - A/R Inquiry



L.A.W.S. Documentation Manual
Accounts Receivable- Billing Journal

BILLING JOURNAL

The Billing Journal summarizes all invoices produced within a given time period. The report may be summarized
by client, billing attorney, contributing attorney or invoice number. As a matter of convenience, this option is also

available on the Billing menu.

After selecting Billing Journal, the following screen is displayed.

@, Microzoft Access - [L.AW.5_ Billing Journal 5election]
” File Edit Wiew Insert Format Records Tools Window Help

Billing Journal

Blank Far Al

02/25/135
Summary

Crntena:

Record: H|1|| 1 PIHIP*I af 1

[Farmm Yiew

Billing Journal Selection Screen

T T om[

Please refer to the CLIENT BILLING chapter, BILLING JOURNAL section, for a detailed explanation of this
option.
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CASH RECEIPTS/ADJUSTMENTS JOURNAL

The Cash Receipts and Adjustment Journal reports all Cash Receipts or Accounts Receivable Adjustments
received within a given time period. The information may be displayed in detail or summary form and may be
sorted by client, attorney or deposit date.

After selecting the CASH/ADJ JOURNAL, the following screen is displayed.

&, Microsoft Access - [LAW.5. - Cash Receipts/Adj Joumnal]

” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

Cash Receipts and Adjustment Journal:

Identification of Records [Blank For All)

Start Date: B 02/01,/1333 ;

End Date: 0272671550  Print | View |
Sort Summary

Crntena: Cntena:

Record: 14 « || t o [en]r#] af 1 4| | B
|F|:|rm Wi | | |_| UM | |

Cash Receipts / Adjustments Selection Screen

ATTORNEY
If selection of information is to be for a single attorney, enter the desired attorney. Otherwise, leave the field blank
for all attorneys.

CLIENT
If the desired information pertains to a single client, enter the appropriate client code. Otherwise, leave the client
blank for all.

START/END DATE

Enter the date range for inclusion of data on the report. Only receipts and/or adjustments dated between the start
and end dates will be included on the report. The dates default to the month of the WIP Entry Cutoff Date stored
in the FIRM file.
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Specifies the manner in which the data should be sorted. The available options include:

ATTORNEY:

CLIENT:

Information will be grouped first by attorney, then by client, matter, and/or invoice
within attorney. Non-client miscellaneous receipts are not associated with a specific
attorney and will be grouped on a single page at the start of the report.

The information will be sorted by client, matter, then invoice regardless of attorney.
Non-client miscellaneous receipts are not associated with a specific attorney and will
be grouped on a single page at the start of the report.

DATE: The information will be sorted by the deposit (transaction) date regardless of attorney,

SUMMARY CRITERIA

client or matter. All receipts including non-client miscellaneous receipts will be
included on this report. The daily totals that are noted on this report should equal the
corresponding total on the bank deposit ticket. The Summary Options available
within this sort option are Detail Transactions and Invoice Totals only.

Specifies the manner in which the selected information should be summarized and displayed. The available

options include:

ATTORNEY
TOTALS:

CLIENT
TOTALS:

MATTER
TOTALS:

INVOICE
TOTALS:

DETAIL
TRANS:

One line item per attorney is displayed. The attorney total works in conjunction with

the attorney type option. Accordingly, if the attorney type is “Billing”, then billing attorney
totals are displayed. Otherwise, contributing attorney totals are displayed. The attorney
totals summary option is available only if the attorney sort option is specified.

One line per client is displayed summarizing receipt or adjustment activity based on the
entered criteria.

One line per matter is displayed summarizing receipt or adjustment activity based on the
entered criteria.

Summarizes all activity within the report date range by Invoice. Receipts received on
different days will be totaled into a single line item.

Detail receipt and adjustment transactions associated with the invoice are displayed
based on the entered criteria. It is likely that multiple transactions will be reported per
each transaction. This option displays the credit allocated to each attorney and/or
expense item.

CONTRIBUTING

ATTORNEY:

ATTY TYPE

This report displays the receipts received by each contributing within billing attorney.
The report is sorted by billing attorney. Within each billing attorney, a single line per
contributing attorney is displayed summarizing all receipts and/or adjustments within the
requested date range.

If the Summary Type is Attorney, then this option identifies the type or attorney. If the Summary type is not
Attorney, this option is ignored. The available options include:

BILLING The Cash Receipt /Adjustment data is summarized by Billing Attorney

CONTRIBU-

TING The Cash Receipt /Adjustment data is summarized by Contributing Attorney.
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SAMPLE CASH / ADJUSTMENT RECEIPTS REPORTS

L.A\W.S. offers a wide variety of printing options allowing the Cash Receipts/Adj report to be generated in virtually
any format desired. Itis recommended that the firm experiment with different sort and summary options to
determine the format of the reports that best meet the needs of the firm.

Two report samples are displayed on the following pages for your review:

Sample: Sorted by Attorney, Summarized by Attorney
Sample: Sorted by Date, Summarized by Invoice.
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Accounts Receivable Realization Report

The Accounts Receivable realization report is used to monitor how well the firm collects past due accounts. The
report analyzes all payments which have been received against delinquent accounts.

After selecting A/R Realization, the following form is displayed.

OE0 . : AJH Hea ation Hepo =
” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|
Accounts Receivable Realization Report =

Thiz report dizplays the success in collecting delinguent Accounts Receivable balances. [t will
list all invoices outstanding as of the entered "Delinguency Date' which have not been
reimbursed as of the entered "'Favment Through Date'’.

Delinquency D ate
Payment Through Date:
Sort Option:

Open Activity Only?

Record: 14 « || 1 v )] of 1 1| | b
[Farm iew | | ] M | |

A/R Realization Selection Screen

Information to enter:

DELINQUENCY DATE

The delinquency date identifies the invoices to be included on the report. Only invoices dated prior to the
delinquency date will be included on the report.

PAYMENT THROUGH DATE
L.A.W.S. accumulates payments received from the Delinquency Date through the Payment through Date. The

accumulated payments are deducted from the original balance yielding a balance due on the original group of
delinquent invoices as of the payment through date.

SORT OPTION
Determines the method by which the report will be sorted. The available options include:
Client Sorted by client name.
Bill Attorney Sorted by client name within billing attorney. Page Breaks occur after each billing
attorney.
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OPEN ACTIVITY ONLY

L.A.W.S. allows the option of displaying all invoices outstanding as or the delinquency date, or only invoices with a
balance due as of the payment through date. The available options include:

Open Only invoices with a balance due as of the payment through date will be listed.
Complete All invoices with outstanding balances as of the delinquency date will be listed. Invoices
paid in full will display a zero current balance due.

The following page displays a sample of the Accounts Receivable Realization report sorted by client.

Sample - Accounts Receivable Realization Report - Client Order
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AGED ACCOUNTS RECEIVABLE REPORT

L.A.W.S. monitors the firms accounts receivable balances. One tool utilized in the monitoring of Accounts
Receivable is the Aged Accounts Receivable List. Based on selection criteria, L. A.W.S. lists the outstanding
receivables, then ages the balance based on the original bill date.

After selecting AGED A/R from the Accounts Receivable menu, the following screen is displayed.

@, Microzoft Access - [L.AW.5. Detail Accounts Receivable Report - Selection]

” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

Aged Accounts Receivable Report

Aging Criteria
Blank Far &l [in Dayz)
1

#2
#3
#4
#5

Sort Criteria: Clignt

Summary | rvoice
Criteria:

Close |

-
Record: 14 « || t e ]rs] of 1 1| | L|J
[Farm iew | | ] M | |

Aged Accounts Receivable Report Selection Screen

CUTOFF DATE

The date through which A/R balances are computed. All activity dated AFTER the cutoff date will be ignored. The
default entry for the cutoff date is the WIP Entry Cutoff Date entered in the Firm File.

ATTORNEY/CLIENT/MATTER
Define the scope of the report by specifying the desired attorney, client, or matter. To include all, leave the
appropriate field blank. The attorney code works in conjunction with the sort criteria. If the sort criteria of

"Contributing Attorney" is specified, then the attorney refers to contributing attorney. Otherwise, the attorney refers
to the billing attorney.
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SORT CRITERIA

Specifies how the data should be compiled. Available options Include:
CLIENT: Sorts A/R invoices by client name regardless of attorney.
BILLING

ATTORNEY: Sorts A/R invoices by client name within billing attorney. Page breaks occur after each
attorney except in conjunction with the Attorney Summary Option. The report contains
the billing attorney totals along with firm totals.

CONTRIBUTING

ATTORNEY: Sorts A/R invoices by client name within contributing attorney. Page breaks occur after
each attorney except in conjunction with the Attorney Summary Option. The report
contains the contributing attorney totals along with firm totals.

SUMMARY CRITERIA
Specifies how the data should be presented on the report. Available options Include:

INVOICE: One line for each invoice contained on the report. The report includes matter, client,
firm, and if applicable, attorney totals.

MATTER: One line for each matter summarizing all activity for that matter. The report includes
client, firm, and if applicable, attorney totals.

CLIENT: One line for each client summarizing all activity for that client. The report includes Firm,

and if applicable, Attorney totals.

ATTORNEY: One line for each attorney summarizing all activity for that attorney. The Attorney
Summary Option is not available when the Sort Option is Client.

DIST BY C/A: Summarizes the distribution of fees, disbursements and expenses by contributing
attorney within invoice. The report is ALWAYS sorted by attorney within CLIENT. The
Sort Criteria is automatically switched to "Contributing Attorney" when using this option.

AGING CRITERIA (in days)
Enter the age brackets for the age classification of invoices. The default is 30, 60, 90, and 120. They may be
changed to any ascending value.

INCLUDE/OMIT

Specifies if the data within corresponding aging brackets should be included on the report. All options default to
yes. If the option is set to "No" then the aging column will be omitted.

Example: The firm desires a listing of all invoices over 120 days old. The Include/Omit option would be set to
"No" on the on the 30, 60, 90 and 120 brackets. The "Over #4" bracket would remain at "Yes". The generated
report will include only invoices over 120 days old.

Combining the available report options will produce a wide variety of Aged Accounts Receivable report formats. It
is suggested that you experiment with the report options to find the formats that best meets the firms needs. Two
representative sample reports are displayed on the following pages.

Sample: Sort by Client, Summary by Invoice, Client "Bailey" only

Sample: Sort by Bill Attorney, Summary by Attorney

Sample: Sort By Client, Summary by Client Include over 120 day bracket only.
Sample: Distribution by Contributing Attorney within Client.
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L.A.W.S. Documentation Manual
Accounts Receivable-Detail A/R Report

DETAIL A/R REPORT

The Detail A/R Report selects and lists all the detail transactions affecting the account receivables within the
specified criteria. Each invoice within L. AW.S. is actually a compilation of multiple billing, cash receipt and
adjustment transactions segregated by the contributing attorney and expense type. All report options print the
detail transactions along with invoice, matter, client and attorney totals if applicable. This report may be quite
lengthy if the selection criterion is not narrowly defined.

After selecting DETAIL A/R REPORT, the following screen appears.

@, Microzoft Access - [L.AW.5. Detail A/R Report - Selection]

” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

Detail Accounts Receivable Report =

Attormey: |_ Start Date:
Client: End Date: 2/28/1333
Matter: Sort Criteria: B Clisnt -

Invoiceli: Tranzaction Il Tranzactions =
Expense Type: Critena:

Source: A ctive

Record: H|1|| 1 PIHIP*I af 1
[Farmm Yiew | | [ UM | |

Detail Accounts Receivable Selection Screen

ATTORNEY / CLIENT / MATTER / INVOICE#:
The attorney, client, matter and invoice # fields define the scope of data to be selected for the report. All fields
work in conjunction with each other allowing the selection criteria to be as broad or as narrow as desired.

The attorney option works in conjunction with the sort criteria. If the sort criteria is specified as “Contributing
Attorney” then the attorney field represents the contributing attorney. Otherwise, the attorney field represents the
billing attorney.

EXPENSE TYPE:
Allows selection of data based on a specific type of expense. This option is useful to display items such as
interest charges or photocopy reimbursements.

START / END DATE
Represents the date range for inclusion of transactions for the report. A blank start date will include all activity.
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SORT CRITERIA
Specifies the manner in which the data should be sorted. The available options include:
Client: All detail A/R transactions will be listed within client regardless of attorney.
Billing
Attorney: All detail A/R transactions are sorted by client within the billing attorney. Page breaks

occur after each billing attorney.

Contributing

Attorney: All detail A/R transactions are sorted by client within the contributing attorney. Page
breaks occur after each contributing attorney.

TRANSACTION CRITERIA
Specifies the information to be included on the report. The available options include:

All
Transactions: All billing, receipts, and adjustments which meet the selection criteria will be included.
Billing Only:  Only billings which meet the selection criteria will be included.

Receipts

Only: Only receipts which meet the selection criteria will be included.

Adjustments

Only: Only adjustments which meet the selection criteria will be included.
SOURCE

Specifies the file that should be utilized for the inquiry. All Accounts Receivable information is stored in the AR file.
Over time it is possible that this file may contain information about thousands of paid invoices with zero balances.
In order to improve performance, L.A.W.S. offers the option of moving invoices with zero balances from the
regular A/R file into a Purged A/R file. The available options include:

Active Data is selected from the Active Accounts Receivable file only.

Complete Data is selected from both the Active and Purged Accounts Receivable files.

A sample of the Detail A/R report is displayed on the following page.

Sample - Detail Accounts Receivable Report

Copyright 1999 L.A\W.S. Corporation 239
Accounts Receivable - Detail A/R Report



ove

L Wd ¥S:/5:2 86/2/% uopesodiod "S'MVT 8661 IuBuAdoD
58'8 000 selol 05°ZS1- ‘lejo) puels
G8'8 00°0 G191l 0S°2¢SL- ‘[ejo jual|o
00°00S- 00°0 00°0 00°00S- ‘jejol J9eN
00°00S- 00°0 00°0 00°00S- ;[ejoL 9Jl0AU|
paAiadal Jsulelay 000 000 00°00G- dadd d 866L/L€/€0 d3INIVL3IY N3O / AFTIve
29V - 9|l4 |esdud9 (NI9)
00°06- 00°52- 000 00°59- ‘lejo Janen
00°06- 00°52- 000 00°59- ‘3o 3d10AU|
00'SZ- 000 000 Mad ¥ 8661/LE/€0 10l NVO1/ ATTIve
000 000 €8°0}- PP o 8661/LE/E0 Lol NYO1/ ATTIve
000 000 L1 '¥S- MAd o 866L/L€/€0 1oL NVYO1/ A3ivd
ueoT] uononusuo) (NvO1)
G8'86S 00'S¢ Ge'19l 0SCLYy |ejol J9)jeN
58865 00'sZ SE°191 0S°ZLy ;3o ad10AU]|
000 ge'l9 000 dd9g 9 8661/21/€0 L0v celL / ATva
000 00'SLL 000 000 9 8661/ZL/S0 L0 Zel / ATIve
000 000 000 NYId g 8661/21/€0 L0v cel / A3TIvd
000 00°GlL- 0sclvy Mdd 9 8661/2L/€0 L0¥ ¢elL /[ A3va
00°'S¢ 000 000 000 9 8661/21/€0 L0v c¢el / A3TIvd
uos|ipM dbo1a9 B ypwg sawer sA uonelodiod 0gv (ZE1)
uoponysuo) Aajreg (A311va)
sjuswwo) |eyol sasuadx3y qsia S994 adA) ajeq JaquinN JapeNl / uald
uoljoesuel] ‘Juoy ueaj 9210AU|
suoljoesuel] ||y :suoljoesueld) a)9|dwo) :921n0g IONAU]| LY. 19NN LIVs fJUdID LIV, Reulopy H:-TVE (R E Yo L ETETS

8661/1€ JeN
8661/10 JeN

:ajeq pu3
:ejeq Mels

suonoesuel] |1ejaq - Jual|o Aq Joday ajqeAladsay sunoady

NOILVHLSNOIZA - NOILYHOdHOD 'S'M'V™]



(344

le1eg-10-cdv
umog/dnaiipm=M ‘1disosy ysen-y ‘[esiensy /bulig [euibluo-g :edA| uoioesuel |



L.A.W.S. Documentation Manual
Accounts Receivable-Originating Attorney Report

ORIGINATING ATTORNEY REPORT

L.A.W.S. provides the ability to analyze attorney performance based on origination credit. Attorney origination
credit may be assigned, by percent, at either the matter or client level. Changes may be made to the origination
credit percentages based on an effective date. The Originating Attorney Report compares the transaction dates
associated with the selected data to the effective dates associated with the originating percentages, then uses the
appropriate percent. L.A.W.S. utilizes matter percentages first then, if matter percentages are not found, checks
for client percentages. If neither matter nor client percentages are entered, then full credit is given to the billing
attorney of record when the transaction was generated. After selecting Originating Attorney Report, the following
screen appears.

@, Microzoft Access - [Originating Attorney Report]
” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

Originating Altorney Report - Selection Criteria —

Date Range:
Start Date: 02701
End Date: 0242841993

Selection Criteria:
Bill Attorney:
Cont. Attorney:
O1i Attorey:
Client:
Matter:

Summary Criteria: bl atter Surmmary -

Record: H|1|| 1 PIHIP*I af 1
[Farm iew | | [ LM | |

Originating Attorney Selection Screen

START/END DATE
Enter the data range for selection of data to be included on the report. The default date range corresponds to the
month associated with the WIP Entry Cut off Date stored in the Firm file.

BILL ATTORNEY
Selects account receivable transactions by billing attorney then allocates the selected activity to the appropriate
originating attorneys. Leave the billing attorney selection blank to include all attorneys.

CONT ATTORNEY
Selects account receivable transactions by contributing attorney then allocates the selected activity to the
appropriate originating attorneys. Leave the contributing attorney selection blank to include all attorneys.
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ORI ATTORNEY
Selects account receivable transactions based on the allocation to the originating attorney. Leave the originating
attorney selection blank to include all attorneys.

CLIENT
Selects account receivable transactions by client then allocates the selected activity to the appropriate originating
attorneys. Leave the client selection blank to include all clients.

MATTER
Selects account receivable transactions by matter then allocates the selected activity to the appropriate originating
attorneys. Leave the matter selection blank to include all matters.

SUMMARY CRITERIA
The summary criteria option determines how the selected transactions should be presented. The available
options include:
Detail
Transactions: Each detail transaction selected for the report is displayed. Accordingly, if a bill was
generated and paid containing three contributing attorneys, then six entries would appear
on the report, three for the billing, and three for the receipt. Page breaks occur after
each originating attorney.

Invoice

Summary: A single line is printed for each invoice for the report within each originating attorney.
Page breaks occur after each originating attorney.

Matter

Summary: A single line is printed for each matter selected for the report within each originating
attorney. Page breaks occur after each originating attorney.

Client

Summary: A single line is printed for each client selected for the report within each originating
attorney. Page breaks occur after each originating attorney.

Attorney

Summary: A single line item is printed for each originating attorney selected for the report.

Unreimbursed
Disbursements: Displays the unreimbused disbursements by billing attorney.

The Start Date represents the evaluation date for inclusion of activity on the report.
Disbursements dated prior to the start date will be considered for inclusion on the report.
Disbursements dated after the start date will not be included on the report.

The End Date represents the evaluation date for reimbursements of costs dated prior to
the start date. Reimbursements for costs received after the End Date will not be reflected
on the report.

Example:

On April 15, 1999, A cost Unreimbursed Cost Report should be generated showing all
unreimbursed disbursements dated prior to 12/31/98 not reimbursed by 3/31/99.

- The summary criteria would be set to "Unreimbursed Disbs".
- The Start Date would be set to 12/31/98.
- The End Date would be set to 3/31/99.

According to this criterion, all disbursements dated prior to 12/31/98, and not reimbursed
by 3/31/99 will be included on the report.
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The Detail Transaction, Invoice Summary and Matter Summary reports contain a column headed “Source of %”.
The purpose of this column is to specify how the percent was determined. Each possible source is listed below
with a description of the source.

MAT ALOC:

SYS-MAT:

CLIALOC:

SYS-MAT:

SYS B/A:

Originating percentages located at the matter level were used to determine the
origination credit percent.

Originating percentages were found at the matter level. The total distribution percent at
the matter level did not equal 100%. L.A.W.S. subtracted the total entered distribution
percent from 100% and assigned the resulting origination credit to the billing attorney
assigned to the transaction.

Originating percentages located at the client level were used to determine the origination
credit percent.

Originating percentages were found at the client level. The total distribution percent at
the client level did not equal 100%. L.A.W.S. subtracted the total entered distribution
percent from 100% and assigned the resulting origination credit to the billing attorney
assigned to the transaction.

Origination credit was not found at either the matter or client level. Full credit for this
transaction was allocated to the billing attorney associated with this transaction.

Samples of the Originating Attorney report may be found on the following pages.

Sample: Originating Report - Detail Transactions
Sample: Originating Report - Attorney Summary
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L.AW.S. CORPORATION - DEMONSTRATION

Start Date: Jan 01 1998
Originating Attorney Performance - Summary by Attorney End Date: Mar 31 1998
Selection Ori Aty: *All* Bil Aty: *All* Client: *All*
Criteria: ConAty: *All* Matter: *All*
Originating Allocated Allocated
Attorney Billings Receipts
Alan A Apple Berry (AAA) $0.00 $470.00
Barker B Bob (BBB) $242.25 $567.50
Susan S Jones (SSJ) $242.25 $567.50
Report Total: $484.50 $1,605.00

Copyright 1998 L.A.W.S. Corporation
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AGED ACCOUNTS RECEIVABLE & WIP REPORT

The Accounts Receivable & WIP Report produces a single report which analyzes both the A/R and WIP balances
due to the firm by clients. The report summarizes activity by either attorney or client. Each line of the report totals
and ages the applicable A/R and WIP balances.

After selecting the AGED A/R AND WIP RPT function from the Accounts Receivable menu the following screen is
displayed.

@, Microzoft Access - [LAW.5. aged A/R & Wip Report - Selection]

” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

Aged Accounts Receivable & Wip Report

Aging Criteria [in Daysz)

Sort : Billing Attormey - #1

Summary: Attorney - #2

Total Due or Total Due - #3
Feez Only:

Close

-
Record: 14 « || t e ]rs] of 1 1| | L|J
[Farmm Yiew | | ] M | |

Aged A/R & WIP Report Selection

CUTOFF DATE

Enter the cutoff date to be used for selection of data for this report. Transactions dated after the Cut off Date will
be ignored.

SORT CRITERIA
Specifies how the data should be sorted. Available options include:
Client: Sorts A/R & WIP by client regardless of attorney.
Billing
Attorney: Sorts A/R & WIP by client within billing attorney. Page breaks are produced for each

attorney. Report contains the billing attorney totals along with firm totals.
Contributing
Attorney: Sorts A/R & WIP by client within contributing attorney. Page breaks are produced for
each attorney. Report contains the contributing attorney totals along with firm totals.
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SUMMARY CRITERIA
Specifies how the information should be summarized. The available options are:
Attorney: Summarizes information into a single line per attorney. There are no page breaks by
attorney if the summary criteria is “Attorney”.
Client: Summarizes information into a single line per client.

TOTAL DUE OR FEES ONLY
Specifies if the criteria should contain fees only, or the total of fees, expenses and disbursements. The available
options include:

Total AR: The Values on the report consist of Fees, Expenses and Disbursements.
Fees Only: The Values on the report includes Fees Only.

AGING CRITERIA

L.A.W.S. allows the option of defining three aging values creating four aging brackets. The standard aging values
are 30,60,90 days yield brackets of 0-30, 31-60, 61-90 and over 90. These aging brackets may be modified as
desired.

A sample of the Aged Accounts Receivable and WIP report may be found on the following page.

Sample Aged A/R and WIP Report - Summary by Billing Attorney
Sample Aged A/R and WIP Report - Summary by Client

Copyright 1999 L.A.W.S. Corporation 250

Accounts Receivable
Aged A/R & WIP Report



WV LEEC0L 86/C/Y

(374

uonesodiod ‘S"MV'1 8661 uBuAdoD

26988 GlLzey 8G6GE ¥0S 8zzlL GZSh 11¥9% LLE9Y 0 . 66 :[e10] wii4
G6 0 0 0 0 0 66 G6 0 0 0 (Mrr) uoysbury r uyor
€28.. z629¢ G£80€ 05 2L G205 LESLY ¥ZSiy 0 . 0 (Mad) Bisqgspey g ined
00l 0 0 0 0 0 00} 00} 0 0 0 (rss) seuor g uesng
¥8elL 6GG1L 6501 0 00S 0 GlL- G- 0 0 0 (904) Jo18818D Y pai4
6YSL 066 oGl 0 008 0 665 0 0 0 665 (009) uowd O 10180
1099 PLve 716¢ 0 0 006S- /81¢€ 189¢ 0 0 006S- (gg9) gog g Jexieq
ovLL 0 0 0 0 0 ovLL ovLL 0 0 0 (vvv) Aueg eiddy v uely
diM®Iv dipnlelol 0649A0  06- L9 09-1¢ 0c-0 d/viellL 0648A0 06-19 09-1¢ 0c-0 sweN
|elol SS9201d U| }IOAA 9|geAIad9y SJUNoddy

onQg |jejol >0:._oﬁ< m:____m UIYJIAM SSO9I0.d U] JI1OAA PUk d|BAIDIDY SIUNOIIY me<
8661/€04dy  :eje@ niulL NOILVHLSNONZA - NOILVHOdHOD 'S'MV1



(414

1dy dip 29 /v peby-- snusiy Yy
aweN Asuwiony Aq Ajleoneqeyd|y pspos Avhy dimay



WV LE:CP-0L 86/E/Y

€G6¢

uonesodiod "STM'Y'T 8661 BLAdoD

¥2568 629¢Y Le/SE 00S 8/€2 020S G68SY 9/vSP 0 . W lejo] w4
29 0 0 0 0 0 29 29 0 0 0 (LS3aM) Buunioenuely 1sep
LzLe G6GZ G691 0 0 006 9zG 928 0 0 0 (1) uoneiodio ey
00l 0 0 0 0 0 00} 00} 0 0 0 (@Y¥vM) ued prepn
2.z 0 0 0 0 0 2z 2z 0 0 0 (SYINOHL) Buunioeynuely sewoy |
0G20€ 062 0 0 0 062 0000€ 0000€ 0 0 0 (9MS) umoig puy UOSJIA ‘UNWS
0000€ 0000€ 0000€ 0 0 0 0 0 0 0 0 (1d) fuy "s1ed
€9/1 888 98¢ 0 005 0 G/8 G/8 0 0 0 (ov1) OININ
0G. 068 068 0 0 0 001~ 001~ 0 0 0 (MOW) usem Jeg s hiep
09¢Z 09¢Z 09 0 0 00£Z 0 0 0 0 0 (S3INOr) uos|ip puy ssuor
0€0L 0€0l 0€2 0 008 0 0 0 0 0 0 (NOSNHOTr) uosuyor puy uosuyor
1211 0 0 0 0 0 1211 1211 0 0 0 (AIMOIH) wswurensuz AexoiH
SovL 0,01 0 0 0 0201 Gee Gee 0 0 0 (Nv3Q) bune|d uesq
¥9¢ 0 0 0 0 0 ¥9¢ ¥9¢ 0 0 0 (WVHLVY3HO) ou] ‘soydels weyesyd
£902 889 0 0 889 0 GlEL GlEL 0 0 0 (NOSYHVD) Buunoenuey uosie)
890€1 8662 80Lg 00S 06€ 0 02001 1596 0 . 487 (A371vg) uononnsuo) Asjieg
G/- 0 0 0 0 0 G/- G/- 0 0 0 (AVMYIY) sieindwod Aemiy
¥9. 0ov 0ov 0 0 0 ¥9¢ ¥9¢ 0 0 0 (0gv) uonesodiod DgYy
dim®gly  dipmelol  0648M0 06-19 09- 1€ 0£-0 H/V[eI0L 06 48A0 06-19 09- 1€ 0€-0 aweN
|jejol §S920.4d U] }UO0MA 9|gBAIDIDY SIUNO0IIY

KjuQ so94 jual|n Aq ssas0.ud U] YIOA\ PUe 3|qBAIDI3Y SIUN0I2Y paby

8661/€0 4dv ‘ejeq niylL NOILVYLSNOINEA - NOILVHOdHEO0D 'SMV1



14°T4

1dy dip 88 ¥/V paby-- snusiy ¥ _
sweN jualD Aq Ajleonaqeyd)y payos 1010 diMmyvY



L.A.W.S. Documentation Manual
Accounts Receivable-Summary WIP & A/R by Matter

SUMMARY OF WIP AND ACCOUNTS RECEIVABLE BY MATTER

The WIP and A/R by Matter report provides an in-depth analysis of performance by matter. Information
contained on the report includes for each matter:

- Start and end range for unbilled WIP,

- Analysis of Unbilled WIP,

- Analysis or outstanding Accounts Receivable,

- Next scheduled bill cycle,

- Date and amount of last bill and last payment,

- To date hours worked, fees billed and fees received,

- Option of viewing WIP and A/R activity by contributing attorney.

After selecting AR & WIP SUMMARY from the accounts receivable menu the following screen is displayed.

@, Microzoft Access - [Wip AR Summary by Matter]
” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

Cutoff Drate:
Billing Attorney:
Client:

Billable Status:
Sort Dption:
Include Option:
C/A Distribution:

Close |

Record: H|1|| 1 PIHIP*I af 1
[Farm iew | | [ LM | |

WIP & A/R by Matter Selection

CUTOFF DATE
Enter the cutoff date for inclusion of data on the reoprt. All WIP and A/R Activity dated after the cutoff date will
be excluded.

BILL ATTORNEY
Enter a specific billing attorney for inclusion on the report. Leave the billing attorney blank for all attorneys.

CLIENT
Enter a specific client for inclusion on the report. Leave the client blank for all clients.
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Accounts Receivable-Summary WIP & A/R by Matter

BILLABLE STATUS

Defines the billable status of the matters to be included on the report. The available options include:
COMPLETE Includes all matters including Billable, Non-Billable and Contingent
PRODUCTIVE Includes productive matters only - Billable and Contingent
BILLABLE Included Billable Matters only
NON-
BILLABLE Includes Non-Billable Matters only
CONTINGENT Includes Contingent matters only

SORT OPTION
Defines the order in which the data is listed on the report. The available options include:
BILL ATTY Data will be listed by client within billing attorney.

CLIENT Data will be listed by client regardless of billing attorney.
INCLUDE OPTION
ALL All matters containing WIP or AR or To Date balances will be included on the report.
WIP All Matters containing WIP Balances will be selected on the report. A/R balances will
be computed for selected files only.
AR All Matters containing AR Balances will be selected on the report. WIP balances will

be computed for selected files only.
WIP & AR All Matters containing either WIP or AR balances will be included on the report.

C/A DIST
Specifies whether the distribution of WIP and A/R balances by contribution attorney should be displayed on the
report. The Contributing Attorney Distribution is displayed in italics. The available options include:

YES The Contributing Distribution is displayed on the report.

NO The Contributing Distribution is not displayed on the report.

A sample of the Accounts Receivable & WIP Summary is displayed on the following page.

Sample: Accounts Receivable & WIP Report including Contributing Attorney Distribution
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Accounts Receivable-Ranking Report

RANKING REPORT

The Ranking Report provides the means of analyzing either Attorney or Client performance based on hours
worked, fees received and fees billed within a specified reporting period. The report contains three columns
ranking the selected entries. The user has the option of limiting the ranking to pre-defined count, or of including all
records within the firm. After selecting Ranking Report from the Accounts Receivable menu, the following screen
is displayed.

@, Microsoft Access - [L.A'W.5. Ranking Report]

” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

i Ranking Report

Start Date: 01407 ¢
L, e  Print_ | View |

Humber of Enter the number of entries to rank

Entriez to - or -
Rank? Leave blank for all

Recard: Hl*” 1 I*|H|H9| af 1
|F|:|rm Wi | | |_| UM | |

Ranking Report - Selection

START DATE
END DATE Specifies the Date range for inclusion of data within the report. The default range is the fiscal
start date defined in the firm file though the current system date.

SORT
CRITERIA Specifies the sorting criteria associated with the report. The available options include:
CLIENT Data will be accumulated and sorted by client.
BILLING
ATTORNEY  Data will be accumulated and sorted by Billing Attorney.
CONTRIBUTING
ATTORNEY  Data will be accumulated and sorted by Contributing Attorney.
NUMBER OF
ENTRIES TO
RANK Specifies the number of entries to rank. If a number is entered, only the specified number of

lines will be included on the report. Performance associated with all additional records will be
grouped in a single line titled "All Others".

A Sample of the Ranking Report is displayed on the following page.
Sample: Ranking Report by Client

Copyright 1999 L.A\W.S. Corporation 259
Accounts Receivable-Ranking Report



09¢

TN IO ONO©

05°¥8t$ 00°070°L$ 0982

000% 000% 00S OINN (0FL) 8
00°0$ 000$ 0G'S Buunioejnuely uosied (NOSHYD) L
00°0$ 000$ 052 umolg puy UOS|IA ‘UNWS (gMS) 9
00°0$ 000$ 008 uosuyor puy uosuyor (NOSNHOIM) §
00°0$ 000$ ol oL uonesodio) Jejep (L) ¥
00'0$ 00°0% 0S'LL uoponnsuog Asjieg (A31Iva) €
00°0% uopelodiog serep (1) 00°0LF$ uoneisodiod J8lepn (L) 0S°2L Bune|d ueeq (NvIA) 2
0G'+8+$ uononisuo) Asjieg (A3T1IvE)  00°0.G$ uononisuo) Asjieg (A3T1IvE)  05°8L uos|Ip puy seuor (SINOM) b

yuey junowy awenN junowy aweN junowy QWwieN yuey
pajjig so994 PBAIDIDY SO°94 P3IOAN SINOH
8661 L€ Uoten :ajeq pu3 poliad 9)9jdwon-jual|n Aq pHoday Bunjuey

8661 10 Arenuer 212q IS poviad NOILVHLSNOW3A - NOILVYOJYO0D 'S'M'V"]



19¢

| 1o | ebed webunuo) pue ajgelig -- Aluo JAILONAOYd Sepnjoul pa)IoA) SINOH NUS|\ 8|gBAIS0aY SJUN0oDY  Yueyldy
NV €5:2t:01 86/9/% uonesodiod 'S'M'VT 8661 BuAdoD



L.A.W.S. Documentation Manual
Accounts Receivable-Reminder Statements

REMINDER NOTICE

REMINDER NOTICES produce statements which summarize client’s outstanding accounts receivable
balances. Reminder Notices may be generated by client or matter. The REMINDER NOTICE program allows
the firm to alter the text that prints on the statement based on the age of the oldest outstanding invoice.

After selecting Reminder Notices from the A/R Menu, the following screen is displayed.

&, Microsoft Access - [Reminder Motice]

” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

Printing Client Reminder Notices
Cutoff D ate: Attorney: Print Option:
Dayz Delqg: Client: Exclude Cur

Moz Bills:

Amount Due

$0.00

Recard: Hl*” 1 I*|H|H9| af 1

|Select Clignt Code | | l_ | WU | |

Reminder Notice Selection Screen

REMINDER NOTICE SELECTION PROCEDURES

L.A.W.S. allows selection of Reminder Notices based on the entire firm, a specific attorney, or a specific client.
The selection process utilizes the “Reminder Notice” field within both the FIRM and CLIENT files. If the Firm’s
Reminder Notice option is set to “Yes”, all clients will be considered for Reminder Notices unless the Client
option is “No”. If the Firm Option is set to “No”, then all clients will be excluded unless the Client option is
“Yes”.

Only clients meeting the delinquent criteria will have notices printed. Clients not matching the delinquent
criteria, will be ignored.

CUTOFF DATE
Enter the cutoff date pertaining to information to be included on the Reminder Notices. Activity dated on or
before the cutoff date will be included.
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DAYS DELQ

Enter the number of days the OLDEST invoice must be delinquent for generation of a notice. If the client has
one or more outstanding invoices older than the specified DAYS DELINQUENT then ALL outstanding invoices,
through the cutoff date, for the client will be listed.

ATTORNEY

Specifies whether Reminder Notices should be generated for a single attorney or for all attorneys. The
Attorney field operates in conjunction with Print Option. If the Print Option is "Client" then the Attorney will be
the Primary Attorney associated with the client. If the Print Option is "Matter" then the Attorney will be the
Billing Attorney associated with the matter. If an attorney is entered, only Reminder Notices associated with the
entered attorney will be generated, otherwise, reminder notices for all attorneys meeting the selection criteria
will be selected.

CLIENT

Specifies whether Reminder Notices should be generated for a single client or for all clients. If a client is
entered, only Reminder Notices associated with the entered client will be generated, otherwise, reminder
notices for all clients meeting the selection criteria will be selected.

PRINT OPTION
L.A\W.S. allows the option of printing Reminder Notices by either client or matter. The available options
include:
CLIENT A single Reminder Notice is prepared for each client which summarizes all selected
activity. The client's name and address, entered through Client Maintenance, print at
the top of the statement. Activity is subtotaled by matter.
MATTER A reminder statement is printed for each matter and contains a single matters activity
only. The Reminder Statements name and address will be appropriate to the matter.
The order of address assignment is:
- the Matters Miscellaneous Address;
- the Matters Branch Address;
- the Clients address.

EXCLUDE CUR MO’S BILLS

L.A\W.S. allows the option of excluding, from the automatic Reminder Notice selection, clients that have
received a current month's bill. The current month is considered the period between the cutoff date and
number of delinquent days prior to the cutoff date. For example, assume the delinquent days are 30. If the
Exclude Cur Mo’s Bills is Yes, all clients receiving an invoice within the last 30 days from the cutoff date will be
excluded from consideration for automatic reminder notice selection. This option has no effect on the
individual entry of clients for reminder statements.

SELECT BUTTON

After entering the desired selection criteria, use the Select button to actually select the matters for which
Reminder Notices will be generated. All matters meeting the selection criteria will be listed in the bottom
section of the screen. If desired, individual matters may be either added or deleted from the list.

Individual Selection of Matters For Reminder Notices

If desired, Reminder Notices may be requested for individual matters by entering data directly into the lower
portion of the form. To select specific matters, enter the following information:

CLIENT / MATTER
Enter the client and matter code identifying the matter for which the Reminder Notice should be prepared.
L.A\W.S. will display the attorney , matter description and the amount due pertaining to each matter.

If desired, selected matters may be deleted from the list by highlighting the matter's record selector, then
pressing the “Delete” key on the keyboard.

Please Note: Reminder Notices will be produced for the displayed matters only. If desired, individual matters
associated with a client may be deleted from the list. Only the remaining matters for the client will be included
on the Reminder Notices.
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Paragraph Text Button

The text associated with the Reminder Notices may be setup so as to be dependent on the age of the OLDEST
outstanding client invoice. Each Reminder Notice automatically contains a summary of outstanding invoices. If
desired, the firm may enter a top and bottom paragraph that prints above and below the invoice summary
respectively.

For Example: The firm desires two different paragraphs to be printed on the Reminder Notices based on the
age of outstanding invoices. If the oldest invoice were less than 60 days old, the firm would like to thank the
clients for their business. For invoices over 60 days old, the firm wishes to inquire about problems and again
request payment.

This example requires two different entries. The first UPPER DAYS LIMIT would be “60”. Since there are no
“Paragraph” records entered before 60 days, all clients with an oldest outstanding invoice of 60 days or less will
naturally receive this message.

The second entry would have an UPPER DAYS LIMIT very high, representing the largest delinquency
imaginable, use 9,999,999. Accordingly, when Reminder Notices are being prepared, all clients with the
OLDEST invoice between 60 days, the upper days limit from the prior “Paragraph” record, and 9,999,999 days
will utilize this message.

To enter or modify the Reminder Notice Paragraphs, press the PARAGRAPH TEXT button. The following form
will then be displayed.

#¥ | egal Accounting and WordProcessing System - [Reminder Notice ... [HISIEd
File Edit “Window Help - |&] x|

Reminder Notice Paragraph Maintenance =

Top Paragraph:

Thiz iz where the Top Paragraph of the Reminder Statements print.

For Demaonstration purposes | entered the Upper Days Limit at 99333339,
Thiz ensures that the paragraph will print an all notices between 0 and 33933333 days old.

Bottom Paragraph:

Thiz iz the bottom paragraph of the Reminder Statement. "Hard Returnz” are entered
by preszing "Chl"' and "Enter”.

Paragraphz may be customized based on the age of the oldest irvaice.

4] 4 [|Record:[1 af 1 L L
Select Entry | | | | INUM | |

Paragraph Maintenance Screen

UPPER DAYS LIMIT
Use this field to assign the entered paragraph(s) to a specific age category. The age category runs from the
Upper Days Limit of the prior “Paragraph” record through the Upper Days Limit of the current record.
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TOP PARAGRAPH
Enter the top paragraph to print above the invoice summary

BOTTOM PARAGRAPH
Enter the bottom paragraph to print after the invoice summary

Samples of Reminder Notices are displayed on the following pages.

Sample: Reminder Notice by Client
Sample: Reminder Notice by Matter
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L.AW.S. CORPORATION - DEMONSTRATION
PO Box 455
Roscommon, M| 48653
(517) 275 4843
38-1234567

Bailey Construction April 13,1998
11456 East St Louis Avenue
Detroit Ml 48268
BAILEY JUK

Listed below are invoices outstanding as of this statement date. If you have a question pertaining to these invoices,
please contact the firm for a resolution, otherwise please remit payment.

AR Late
Matter Invoice # Invoice Date Balance Charges Total
ABC Corporation Vs James Smith & Geroge Wilson (132)
407 03/12/1998 $598.85 $8.98
Matter Total: $598.85 $8.98 $607.83
General File - ABC (GEN)
1111 04/15/1996 $1,352.18 $20.28
121 04/20/1995 $55.80 $0.84
218 08/24/1995 $885.00 $13.28
267 03/21/1996 $262.99 $3.94
Matter Total: $2,555.97 $38.34 $2,594.31
Construction Loan (LOAN)
101 02/25/1998 $7.00 $1.46
325 01/13/1997 $844 .17 $12.66
337 01/21/1997 $422.08 $6.33
56389 02/15/1997 $1,292.94 $19.39
RETAINER 01/02/1997 ($11.59) $7.33
Matter Total: $2,554.60 $47.17 $2,601.77
One West Bilvd (ONE)
12345 08/31/1995 $2,500.00 $37.50
148 06/19/1995 $7.00 $0.10
266 10/25/1995 $176.40 $2.65
317 01/02/1997 ($110.00) $0.00
358 03/21/1997 $151.25 $2.27
Matter Total: $2,724.65 $42.52 $2,767.17
Client Total: $8,434.07 $137.01 $8,571.08
If payment has already been forwarded, please disregard this notice.
L.A.W.S. Corporation thanks you for your business.
Accounts Receivable Aging
Total 0-30 Days 31-60 Days 61-90 Days Over 90 Days
$8,571.08 $0.00 $616.29 $0.00 $7,954.79
Date of Last Payment: 04/03/1998
Last Payment Amount: $590.00
Reminder Notice 1
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L.AW.S. CORPORATION - DEMONSTRATION

PO Box 455
Roscommon, MI 48653
(5617) 275 4843
38-1234567
Bailey Construction April 13,1998
11456 East St Louis Avenue
Detroit, MI 48268
Attention Mr. James Connor BAILEY CCC
Listed below are invoices outstanding as of this statement date. If you have a question pertaining to these invoices,
please contact the firm for a resolution, otherwise please remit payment.
AR Late
Invoice # Invoice Date Balance Charges Total
ABC Corporation Vs James Smith & Geroge Wilson (132)
Claim Number#: 028-36-9643
Insured: Mr. James Smith
Incident Date: 1/1/93
407 03/12/1998 $598.85 $8.98
Total Due: $598.85 $8.98 $607.83
If payment has already been forwarded, please disregard this notice.
L.A.W.S. Corporation thanks you for your business.
Accounts Receivable Aging
Total 0-30 Days 31-60 Days 61-90 Days Over 90 Days
$607.83 $0.00 $607.83 $0.00 $0.00
Date of Last Payment: 09/11/1997
Last Payment Amount: $1,500.00
Reminder Notice 1
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LATE CHARGES

L.A\W.S. provides the ability to generate late charges on past due Accounts Receivable balances. Late
charges are computed and charged on a monthly basis. The date of the late charge should correspond to the
last day of the month. Late charges will not be charged on invoices dated within the current month or on
invoices containing late charges dated within the current month. Late Charges are computed on accumulated
Fees, Costs and Expenses only. Accumulated late charges are exempt from consideration. Late charges are
posted to Accounts Receivable as expense items.

After selecting Late Charges from the Accounts Receivable menu, the following screen is displayed.

&, Microsoft Access - [LAW.5. Late Charge Selection]
” File Edit Wiew Insert Format Records Tools ‘Window Help _|E’|5|

LAW.S. - Late Charge Computation

Late Charge Date: 0443041933 Late Charges computed
on balances older than
Monthly Late Charge®: I_

Firm Late Charge Ophtion:

Select Entnes

Recard: Hl*” 1 I*|H|H9| af 1

[Enter the monkthly IMterest charge percent | [ [ ] M | |

Late Charge Selection Screen

LATE CHARGE DATE

Enter the date to be used in the computation of late charges. When posted, the late charge date will be the
transaction date associated with the Accounts Receivable transaction. Invoices dated within the current month
will not be charged late charges. L.A.W.S. displays, for user verification, the date prior to which late charges
will be charged.

MONTHLY LATE CHARGE%
Enter the monthly percent that should be charged on past due balances. The monthly late charge rate is
stored in the Firm File. (see Firm Maintenance within the Data File Maintenance Menu).
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FIRM LATE CHARGE OPTION
Specifies the method L.A.W.S. uses to compute late charges. The available options include:

N No. The default option stored in Firm Maintenance is "No". Late Charges will not be charged
on past due balances unless the late charge option for specific clients is set to "Yes" option in
Client Maintenance.

Y Yes. The default option stored in Firm Maintenance is "Yes". Late Charges will be charged on
all past due balances unless the late charge option for specific clients is set to "No" in Client
Maintenance.

Please review Firm and Client Maintenance on the Data File Maintenance Menu for setting the late charge
options.

SELECT ENTRIES BUTTON

Once the desired late charge computation criteria is entered, the SELECT ENTRIES button will analyze the
Account Receivables and select all invoices for which late charges should be computed. Invoices dated, or
containing late charges, within the current month will be excluded from late charge consideration.

Invoices previously selected for late charge processing, but not posted, will be displayed.

After pressing the Select Entries button, the following screen is displayed. Please note that there may be a
slight delay while L.A.W.S. is selecting the invoices for late charge processing.

@, Microsoft Access - [Invoices selected for Late Charges]

” File Edit Wiew Insert Format Records Tools ‘Window Help

Client

1 385 04/09/1997 $835.00 158 $1252

140 ) 362 034311997 $325.00 158 $4.88 | 043041998
140 ) ar3 04/03/1997 $700.00 158 $1080 | 04/30/1993
ARC HE'w 144 06/30/1995 $168.00 158 $252 | 0443041998
ARC HE'w 147 06/16/1995 $186.00 158 $279 | 0443041998
ARC HE'w 306 10/25/1996 $10.40 158 $016 | 0443041998
BAILEY 132 407 0341241998 $h598 85 158 $393 | 044301998
BAILEY aen 1111 04/15/1996 $1.30218 158 $2028 | 04/30/1993
BAILEY GEM 121 04/20/1995 $50.80 158 $084 | 04/30/1998
BAILEY GEM 218 08/24/1995 $885.00 158 $13.28 | 04/30/1993
BAILEY GEM 267 03/21/1996 $262.99 158 $394 | 0443041998
BAILEY LOAM 1m 02/25/1998 $7.00 158 $010 | 0443041998
BAILEY LOAM 325 0141341997 $84417 158 $12E66 | 04/30/1993
BAILEY LOAM 337 0142141997 $422 08 158 $6.33 | 0443041998
BAILEY LOAM BE339 02/15/1997 $1.292.94 158 $19.39 | 04/30/1993
BAILEY OME 12345 08/31/1995 $2.500.00 158 $37.80 | 04/30/1993
BAILEY OME 144 06/19/1995 $7.00 158 $010 | 0443041998
BAILEY OME 2B6 10/25/1995 $176.40 158 $265 | 0443041998
BAILEY OME s 03/21/1997 $151.25 158 $227 | 043041998

$45.113.05 | $E7E.ES
I Yiew | Post | Clear | Cloze | -
Record: 14 « || 1 b | v ]p#] of 37 4] |_|,.|_I
[Farmm Wiew | | [ UM | |

If desired, invoices may be deleted from this list, but invoices may not be added to the list. If the firm wants to
compute late charges on a limited number of clients, simply set the Firm Default option to "No" and set the
desired clients late charge option to "Yes".
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CLEAR BUTTON
If desired, all selected entries may be cleared from the system by pressing the Clear Button. After verifying
that the Clear should occur, all selected late charge transactions are removed and the Late Charge
Computation Selection screen is re-displayed.

PRINT/VIEW BUTTON

The Print / View buttons generate an Late Charge Worksheet which details late charges by client. This report
can be reviewed for reasonability prior to the posting of late charges. A sample of the Late Charge Worksheet
is displayed on the following page.

POST BUTTON

The Post Button posts the listed Late Charges to the Accounts Receivable system. As previously noted, late
charges are considered expense items. The utilized expense Bill Code is "LATECHG". If this bill code does
not exist, then it will automatically be created. L.A.W.S. does not insert a general ledger reimbursement
number when this bill code is created. If the firm desires that late charge reimbursements be posted to a
specific General Ledger account, then this reimbursement G/L number must be entered into the LATECHG bill
code. (Please see Bill Code Maintenance within Data File Maintenance for additional information).

Once posted, the current batch of displayed invoices selected for late charge processing is removed from the
system.

Sample: Late Charge Worksheet
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