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While many firms will choose to utilize the full capabilities of Billing Matters, other
firms will use QuickBooks for the accounting side of managing the business. If
your firm chooses to use QuickBooks, this white paper will help you in the setup
and running of the accounting. This white paper is not intended to give detailed
advice on setting up Billing Matters for purposes of creating invoices or to give
tax advice or replace your accountant. It is assumed you have a working
knowledge of QuickBooks and Billing Matters.

It is recommended that you work with someone knowledgeable in Billing Matters
and QuickBooks to setup your system and use this paper as a guideline for
assistance in setup and in processing transactions.

At the present time this paper does not cover entering expenses into Billing
Matters and sending them to QuickBooks as bills to be paid. The instructions
assume you are linking on a cash basis and posting in detail.

Please note that all instructions are based on Time Matters/Billing Matters v9 and
QuickBooks v2008. The general instructions are applicable to all versions but
keystrokes and screen views may be different.

Why Choose QuickBooks

Firms choose to use QuickBooks accounting for several reasons, including:
Already familiar with QuickBooks

Accountant uses QuickBooks and likes getting the data in that format
Downloading of transactions from online bank or credit card

Payroll processing

Why Use Billing Matters

Firms choose to use Billing Matters for their billing because of limitations in the
billing aspects of QuickBooks, including:

e Billing of one client at a time.

e Not easy to show prior balances and payments on a QuickBooks
invoice.
Can not show trust funds on invoices
No sort capability for items on invoice
Interest must be handled on statements or separate invoices
Limitations of bill layouts in QuickBooks
Limited number of simultaneous users
Granularity of security

Question to Ask
Once you have made the decision to use Billing Matters for your billing and
QuickBooks for your accounting, there are some basic questions that must be
answered before you can start.

e How many computers need to link Billing Matters and QuickBooks?



e Do | want to link or do | want to print reports from Billing Matters and
manually enter the data into QuickBooks?

e Do | want to keep QuickBooks on a cash or accrual basis?

e How do | want to track income in QuickBooks — by matter, by activity,
by timekeeper?

e Will reimbursed expenses be tracked as an asset, an expense or
income?

e Are we billing by contact, matter or contact — matter?

e Have we modified the Area 5/ User 7 field on the contact form (contact
based billing) or matter form (matter based billing)? Does the field
contain information that has to be moved to another location?

Getting Started in Billing Matters

Once the firm and the accountant have agreed on the answers to these
guestions you can begin to use the Billing Matters and QuickBooks link.

When you start linking to QuickBooks, you may have historical transactions in
Billing Matters that has either already been entered in QuickBooks or will be
entered as beginning balances. You will also want to deposit all payments that
have been received within Billing Matters if the deposits should not be transferred
to QuickBooks.

FIRST - MAKE A BACKUP!

If you have not been posting to another accounting system, you will need to clear
out the transactions from Billing Matters before you start linking. To determine if
this will need to be done go to Report — Standard Reports — Transactions and run
the Billing (AR) GL Distribution Report. Use the Filter Tab to set a date range to
limit the report to transactions prior to the QuickBooks transfer start date you
wish to use.
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Biling Transactions ITaﬁ |§taff IVandoLI Einanciall Selgnl

Mame [cid Hoc Report

e r— T | |0

Format

Aged Accounts Receivable

Aged Accounts Receivable - Tatals Only
Aged Accounts Receivable by Invoice
Frark Dennst Fpart
 Billing [AH] 51 Distibubion Detal
Billing [4F] GL Distrbution Summary
Fee Allocation

Fund Activity with Balance

Fund Balance by Matter

Invoice Listing

Payables [4F) GL Distribution Detai
Payables [4F) GL Distribution Summary
Receipt Allocation Repart

Receipts by Fee Allocation

Statement

Transaction Listing

Add Change Delets

Frinter | Preview | Erint | Cloze |

If the report shows no transactions you are ready to proceed. If transactions are
listed, that you do not want to send to QuickBooks you will need to post the
transactions. If the transactions are not able to be posted you may find it easier
to turn off the accounting link, setup the appropriate General Ledger accounts
based on account names and then post before proceeding.

In order to setup the General Ledger Accounts, go to File — Setup — General —
Program Level Setup (Alt-Shift-P). Click on Billing and make sure that Activate
Accounting is not checked. If you need to de-activate accounting, you will need to
exit Billing Matters and then reopen the program.

& Genersl vation
| Fim [+ Activate Biling Matters ™ Activate Accounting BM Setup Wizard

a. Hegional u k.
@ LesisMesis Select AccountingLink  [None> 7] Set Up Link Options
] Foms The Biling Method reflects how you manage client biling: by Contact, by Matter, or both (the

Contact account 55 3 whole as well as individual Matters). [t detemmines whether billing preferences
& Biling are associated with Contact or Matler records

' Contact - Matter Biling
 Matter Biling
© Contact Biling

$ Initial Setup
@ Rates & Aging
1 Inw & Allocations

| e [ ccnnce Lo

fJ‘> Links Aszzurance Levels control whether users can perform actions such as changing GL Account
Mumbers or deleting bills. 'ou can select actions to permit o restrict from a list by selecting Custom
Update and clicking the Custom button, Alternatively, select Open to pemit all listed actions. or Controlled to
restrict all listed actions.
WA Sunc = Dpen
" Custom Custar Set Up
 Controlled

Defaults Cancel

When you re-start, go to File — Setup — Codes — Billing Codes and make sure
you have codes that can be used for Flat Fee Time and Flat Fee Expenses. If
you do not have codes for this purpose create them.




§ Billing Code Form _?I_)‘

Code |Dpt\0ns|
Biling Code [N Tope
Description  [Flat Fee |
Bill Desc Flat Fae ﬂ
Sort Order UTEMS Code | [*] .|
Rate Type & |seRate Table Fate Table [ <Custom: - _I Define Rates |

Default Level
" Default Rate Amount ‘nmg
" Flat Amount Aot [ 00E

[uantity [ Wit Price 0.0000E]

On the Options tab, enter a description in the General Ledger box. | recommend
Flat Fee Time and Flat Fee Expenses.

B Billing Code Form 21x
Code Dptionsl

Markup,/Discaunt " Mone % lseMatter Settings ' Use This Amaunt %

Default Duration Type |:|z|
Default Charge Status I:E

GL Account [FLAT FEE TIME] |
Available Tax Rates Taxable In....
Lode Desc Code Desc

IT‘ZI NE] r'-J Tax add » |
7% tax for expenses
4 Remove |

Add all ))l

4 Remove Al |
4 3
oK I LCancel

Now, return to the Billing section under Program Level Setup. Click on Inv &
Allocations. Here you will see how you have the allocations setup, whether as
Client, BillCode or Staff. This will determine where in the program you need to go
to setup General Ledger accounts. Make sure you assign your Default Billing
Codes for Flat Charge Allocations for Fees and Expenses.



Receipt Allocation Methods

&) General
| Fim Fees [Stait [*] Expenses [BilCods [*]
Markups -Fees  [Use Stalff GL [*] Enpenses [Use Biling Code GL [*]
ai Regional
Discounts -Fees  [Use Staff GL [*] Expenses [Uss Biling Code GL [*]
@ Lesihenis
Default Biling Code far Flat Charge Allacation
=] Ligts Fees [FLATFEE ] Expenses [EXPENSE [*]
= o IR
54 Biling
Mext Irvaice Number | 14065 Invaice Format 3353 [*]
8 it Sehp I Allow Invoice Number to be manually entered

188 Rates & Aging

— Fill Invoice Staff from  [Responsibls [*]

| Aocounting

& Links
[¥ Create Document Records when Posting Bills
¥
Updsts Class Code to assign I Documents  [[Wiinvaices ] ..
R Sunc Class Code to assign to Emalls [CURICInt Rislated 7] el
Defaults LCancel |

If you have set the Receipt Allocation Method to Staff, you will need to go to
Database — Staff, click on the Options tab and assign a general ledger account to
each staff. At this point, this is just a text field.

“% staff Form - Howell, Albert A. 2l x|E

Main Dgt\onsl
[~ Make Inactive

[ Initially Motify Field is set to Yes on New Records

Records will be colored as shown...  Staff Records Color Color |

Fate Type ' Use Rate Table FRate Table PaRALEGAL ki J Define
Default Level
" Hourly Fiate Amaurt $0.00FE]

Overhead [ 000 Per | [*]
Budgst Amount | 0.00[8] Hows | 0f&]

GL Account  |Fee Income [SIRE]

b |

If you have set the Receipt Allocation Method to BillCode, you will need to go to
File — Setup — Codes — Billing Codes, click on the Options tab and assign a
general ledger account to each Billing Code. Again, this is just a text field.

If you set the Receipt Allocation Method to Client, you will need to assign a
General Ledger account to the Billing Preferences for each client. The easiest
way to do this is to setup the account you wish to use on a Billing Preferences
Template. Go to File — Setup — Templates — Billing Preferences. Choose a
template to change or create a new template and click on the Accounts
Receivable tab. Under General Ledger, fill in the GL Account field with text. Click



OK to save and then click on Close to close the Billing Preferences Template
window.

% Billing Preferences Template 2|

" Billing PreferencesTemplate ‘

Description [Standard Bill Defaults ]

Setup | Rates | Arangement  Accounts Receivabls IEhasEs | Funds | A\:Iyancedl#clmgs | Messagesl

Early Payment Discount

Discount % | 0.00[&] DapsDue | []53] bpplies T [Fees ]
Pa;
Allocation Oider  [Expenses, Fees, Intersst [¥]  Order  [Oldest [*] PapFist [Irveoice [*]
Bill
Bil Tar M atter Area 2 [¥] [~ Create Second Copy Bill T Matter diea 2 [*]
Ship To [atterdeaz  [¥] shipTo. [Matter2ea2  [¥]
I Email Copy of Bil Email &ddress [ [*]
Sutiject [ =]

General Ledger

GL Account  [Fee Income Cliend

Ireenice:

& Use Global Invoice Number

£~ Use the following Invoice Mumber [0 E Invoice Number Format [[Use Program Level] [¥]

Print | 0K I Cancel

To copy the General Ledger account from the Billing Preferences Template to all
existing clients:
e Open the Matter list (if doing Contact — Matter or Matter Billing)
e OR Open the Contact list (if doing Contact billing).
e Then click on the small arrow next to the Process Icon (looks like two
pieces of paper with a checkmark on it.).

___ Matter Reference

Matters

Search biatters ~ | Power Yiew |cMones - | @ E | n -

™ 2es|aa @ o ®



e Click on Change Billing Preferences and Choose the option to Tag All
Records.

e In the box Billing Preferences Template to apply choose the Billing
Preferences Template you previously modified.

e Locate GL_Account in the Available Preferences column. Highlight the
GL_Account field and click on Add to move the GL_Account into the

Preferences to Apply column. Click OK and wait while the contacts or
matters are updated.

&8 Change Billing Preferences x|
This procedure will copy selected Billing Preterences to the Tagged Matters.
Biling Preferences Template to apply  [Standard Bill Defaults [~]
Available Preferences Preferences to Apply

Irw_Nao - GL Account

Irw_Famat Add »

Email_addr —

EurrencE 1D B

Fsg_Omit

Msgl_Std

Megl_Std_Print

Msgl_5td_Count

Msgl_Custom

Magl_Last _I

Fundi_Acet

Fundi_Balance

Fundl_Min

Fundi1_Pref Bal

Fundl_ApplyTo -

Records not marked as “Billable" Records with no biling preferences

& Wil be skipped & Wil be skipped
€ Wil be Marked as Rillable € Apply entire template

You will also need to assign General Ledger accounts on the Accounting tab and
to your Bank Accounts.

For the Accounting Tab use ALT-SHIFT-P to go to Program Level setup. Click
on Billing and then Accounting. Enter a text description in each of the General
Ledger Accounts boxes. As you change each line, you may receive a message
“Changing this GL Account after posting to the GL is not recommended.
Continue?” Click on Yes to continue. You may also receive a warning when you
finish and click on OK. Confirm that you want to make the changes.



% Program Level Setup 2|
& Somel e

5| @ Date Range [A1 ¥] From [ 170171900 [&] | To 7273172060 2] .|
& Regondl General Ledger Options
@ Lesshons Accounting Basis © pcousl & Cash
b Biling (4R) Posting Level & Detal ¢ Summary

Ligts Papatles [4F] Posting Level @) Detail € Summeny
B Foms Gl Acoourtzuse Numbers € ges & Mo

= General Joumal ID/Humber € Maruzl ) Automatic Nest Number 1347
‘H Biling ¥ Display a Warning when using an inactive GL Aocount

8 Iniial Seup W | Hide AP Acoount on Transaction Foms

@8, Rates & Aging

General Ledgei

Acoounts Receivable [Aecourts Payable

Interest Biled/Recd [Tterest Billed/Recd

Finance Chgs Biled/Recd  [Finance Chas Biled/Recd
Updats Undeposited [Undepusited

Refund/Fund Wihdrawak  [Refund/Fund Withdrawals
Suspanse [Suspersd

Trade Payztle [
Early Payment Discour: [

Enter Bagrring Balances St Up Chart of Aceounts
Deraults ]

B2 Sunc

To setup the Bank Accounts go to File — Setup — Rates and Accounts —
Accounts. Open each account. For Trust Accounts assign a GL Asset Account
and a GL Liability Account. For Regular Bank Accounts assign a GL Asset
Account. For Credit Card Accounts assign a GL Liability Account.

2x
@G| B @

Code ¢ |Description | |

GEM Checking dccount ¢ default:
LEC Lochmere Credit Card

T1 First Mat'l Trust &ccount

T2 Chase IOLTA Trust Account

TRST b ain DLTA Trust Account

Account Code Account Type [Fund ]

Dezcription [First Mat'l Trust Account |

Accaunt Number [ ]F DefaultBank Account

—General Ledger
GL &sset Account  [TRUST ASSET ACCOUNT |
GL Liability Account  [TRUST LIABILITY ACCOUNT |

LI_I ok I LCancel LI




You are now ready to clear your General Ledger by going to Report — Standard
Reports — Transactions — Billing (AR) GL Distribution Detail. If appropriate set a
date filter. Preview the Report and go to the very end. If the report ends with
numbers that are equal in both columns, you will probably be able to post the
transactions. If there are errors the last page(s) of the report will indicate the
errors you need to fix before you can post the report. You can print the report or
save it to a PDF before closing. You will NOT be able to recreate this report after
posting. When you close you will be asked if you want to post the report, say yes.

Make sure that you have NOT customized the User7 field on the Contact or
Matter form (depending on whether billing by contact or matter/contact-
matter). This field will be used for the link to QuickBooks. If you have data
in this field, it is important that you move the data out of the field before
you start working with the Billing Matters — QuickBooks link.

Getting Started in QuickBooks

FIRST — MAKE A BACKUP!

Before you connect Billing Matters and QuickBooks you want to make sure your
chart of accounts is properly setup in QuickBooks. Within QuickBooks you will
want to make sure you have the following accounts:

- Bank Account for each General Bank Account

- Trust Bank Account for each Trust Bank Account

- Trust Liability Account for each Trust Bank Account

- Suspense Account — used to track money received but not yet applied to

an invoice

- Accounts Receivable Account

- Undeposited Funds Account — see note below

- Exchange Account — this should be a bank account

- Income Accounts —

0 As appropriate based on how income will be tracked

o0 Account for recording interest received from clients — even if you
don’t currently charge interest. This can be a generic income
account.

o0 Account for recording finance charges received from clients — even
if you don’t currently assess finance charges. This can be the same
as the interest income account.

- Sales Tax Accounts —if you charge sales tax, you must have at least a
liability account setup for sales tax. It should not be the real QuickBooks
sales tax account.

NOTE: It is important that this is the “true” QuickBooks Undeposited Funds
Account that QuickBooks creates. To insure this, click on Customers — Enter
Sales Receipts. When the sales receipt screen opens you can click on the X in
the upper right hand corner to close the sales receipt. Then go to your Chart of



Accounts and make sure you see an Undeposited Funds Account listed as an
Other Current Asset type of account. If you do not see it listed, click on Include
Inactive at the bottom of the Chart of Accounts. If the account shows on the list
with an X next to it, right click on the account and choose Make Active.

It is recommended that you setup a “global” customer and vendor to facilitate the
General Ledger activity transfer from Time Matters to QuickBooks. If you will be
transferring in summary format, these are mandatory. | generally create them as
TM Customer and TM Vendor.

It is also recommended that you setup a user called TMLink. This will facilitate
tracking of changes made in QuickBooks by Billing Matters when a user is not
logged in to QuickBooks.

In order to connect to QuickBooks, you need to know the path to your
QuickBooks database. To locate the path, open QuickBooks and hold the Cirl
key while pressing the number 1 on the keyboard. (Do not use the number 1 on
the numeric keypad.). On the screen that opens you will see the path to
database.

X
Produck  QuickBooks: Premier Accountant Edition 200% Release RSP

License number  2867-6013-1228-425 REGISTERED — Services Information L
Product number 519-126 AuthID

User Licenses 1 nline Biling Token

Installed 11/04/2007 Shoppi Te Token

Integrated Application Information
# of apps 3
Last accessed  D4406/2008 19:57:56

—Clean Lp Information

Usage Information
Date First Used  10/19/2006 Nurber T 7
Audie Trai Enabled since 04/06/2008 19:30:18

~File Information Last run Hane
Location C:\Finance DatalTest, QEW Lact a5 of date Hone
Last payroll deleted Hone
Versions Used on File Last inventory deleted  Hone
File Size: 7924 ¢ [¥16.00 R7 08j24/2006 T
Page Size 4096 [V18.0D RS 04/06/2005 EEMRELLD
Total Transactions o [Total Accounts: 14 -
[Total Names: 2
Total Targets i Customers: 1
Total Links i Vendors: 1
Dictionary Entries o Employess: 0
DB File Fragments ] Other Hsries: O
[Total Items: 0
Schema version 6.0 -
Server Port 10180
Server IP 192.168.1,100 Free Memory 959460 K
Server Name QB_EMILY_18
# of Users Logged In 1
~Local Server Information
Hosting: local files anly  Server IP 192.168.1.100 DE Engine wersion 9.0.2.3267
Initial Cache 32 Server Port 10180
Cache 64 Server Mame QB_EMILY_18

(114



Linking Billing Matters and QuickBooks

Whenever you will be using Billing Matters and QuickBooks on the same
computer, and want both programs open at the same time, you must first open
QuickBooks and then open Billing Matters. When you are ready to close
QuickBooks, or if you need to switch to single user mode in QuickBooks, or if you
want to switch QuickBooks companies, you must first close Billing Matters.

Make a new backup of Time Matters/Billing Matters and QuickBooks. Do
not overwrite previous backups.

Open Billing Matters and go to Program Level Setup — Billing — Initial Setup. Set
the Select Accounting Link to QuickBooks. Then click on Set Up Link Options.

Choose whether you will be using the Billing Server for QuickBooks or a regular
link to QuickBooks 2004 or later. Note you must be running QuickBooks Pro,
Premier or Enterprise.

The primary purpose of the Billing Server for QuickBooks is to allow multiple
Billing Matters Users to use the real-time link with QuickBooks regardless of
whether or not they have QuickBooks installed. The Billing Server also permits
more than five Users to access the QuickBooks Company File. Detailed
information on Setting up the QuickBooks Billing Server can be found in the help
file by searching for “QuickBooks Server”. If you use Billing Server you will need
to know the computer name of the computer that holds the QuickBooks
database, as well as the path to the QuickBooks database.

You will need to close Time Matters/Billing Matters and then reopen the program.
Make sure that QuickBooks is open and that you are logged in to QuickBooks as
the Administrator. Go to Program Level Setup — Billing — Initial Setup - Set Up
Link Options — File Locations. Navigate to the path to the database in the
QuickBooks Company File box.



ﬁ QuickBooks Billing Setup ﬂﬂ

General File Locations |Elient Dptionsl Matchingl

QuickBooks Company File
‘E:\Finance D atahTest QBW |

Mote: QuickBooks file can be specified for each User in User Level Setup

Re-Initialize Link Test Link |

QK LCancel

e Click on Test Link.

e A screen will come up showing Initializing the QuickBooks link, followed by
a QuickBooks — Application Certification screen,

e Click on yes, always; allow access even if QuickBooks is not running.
Login as:.

¢ Inthe Login as box choose TMLink. This unique user you will help provide
an audit trail within QuickBooks of the transactions created by the Billing
Matters Link when the user of the link is not specifically logged in to
QuickBooks.

e Click on Continue.

uickBooks - Application Certificate x|

An application is requesting access ta the Following QuickBooks
comparry File:

Test
Access may include reading and modifying QuickBooks data as well as
enhancing the QuickBooks user interface,

The Application Calls Ttself
Time Matters 9.0

r~ Certificate Information

Description:

Dewveloper:  Lexishexis

Developer identity has been verified by:
WeriSign Class 3 Code Signing 2004 CA

~ GuickBooks Solutions Marketplace
Search for infarmation about this application at the
< QuickBooks Solutions Marketplace

Do you want to allow this application to read and modify this company File?
© Mo

" ves, prompt each time

" ves, whenever this QuickBooks company fils is open

& ves, slways; allow access even if QuickBoaks is not running

Allow this application to access personal data such as Sacial Security Mumbers and
customer credit card infarmation. Tell me more:

Continue. ., | Cancel Help




e When the Access Confirmation screen appears, click on Done.

ficcess Cor ]

%ou hawve chosen to grant the application
Time Matters 9.0

access ko the QuickBooks company file
Test

any ktime, even if QuickBooks is nok running.

Access rights:
- Read and modify QuickBooks data
(MOT including personal data)
- Enhance the QuickBaoks user interface

If QuickBooks is not running, the application will log in as:
TMLink

Done an Back,

e You should receive a Link Successful message. Click OK and wait for the
processing to finish.

e When it completes a message will appear showing the QuickBooks link
has been successfully established. Be patient as this may take a little
while.

& QuickBooks Link x|

Congratulationz! The link with QuickBooks waz successful.

Link Details...
Company Mame [Test |
Cormpany File | C:\Finance DatahT est. O BW |
QuickBooks Product |QuickBooks: Premier &ccountant Edition 2003 | Wersion
Autologin Allowed Sensitive Data Access Allowed N0 |

Autologin Hame ThdLink

XML Versions [1.0.11.2.0,21 | SDK Versiar:




Click OK and you will be returned to the Billing Matters — File Locations tab. It is
recommended you exit Billing Matters and then restart the program to insure that
all changes are saved. When you return go to Program Level Setup — Billing —
Initial Setup — Link Options — General.

Set whether you are going to transfer Summary Only or Detail by Customer.
Detail by Customer is recommended since it provides more information and
makes it easier to cross-check the information in QuickBooks against Billing
Matters if needed.

Use the drop down to choose the AR Global Customer and AR Global Vendor
from the QuickBooks database.

General |F\|E Locatiomsl Client Dpt\omsl Malchingl

QuickBooks Yersion

Edition [QuickBooks 2004 or Later - Pro, Premier or Erterpris= ¥

Select the QuickBooks Country version (¢ IS4 " Canada

GL Detail
SendtoBilingSendste ¢ Summary Only % Detail by Custamer
AR Global Customer [Th Cutamer [*]
AP Global Yendor

[*]

Click on the Client Options tab and select your preferences. Since Billing Matters
has more fields for contact/matter information and breaks out the address more
completely, it is recommended that you always start Matters in Billing Matters
and send them to QuickBooks and that you do not send changes from

QuickBooks to Billing Matters.
General | File Locations  Client ptions |Matching|

[V Time Matters Charges are Sent to QuickBoaks

I~ {HickBooks Chanaes Updated to T ms Malters

Check for QuickBooks Changes
& ManuallyIFile Menu=>Synchianize =>0uickBooks]
1 £k Login to Time M atters
1 putomaticalyevery [30 B minutes

Customers Added to BuickBooks become Time hatters
@ Contacts € Batters € Both I
Create Time tatters Contact Beference Name
% OuickBooks Name
€ Last Name, First Wame
' Eirst N ame Last Name

LLog Options




If desired you can go to the Matching tab and change the template settings for
Contacts or Matters, depending on whether you are billing by Contact or Matter.
(Contact-Matter Billing is billing by Matter.) Generally I find this to be
unnecessatry.

If you do not need to change the templates, or when you are finished, click on
OK to save your changes.

Proceed to the Inv & Allocations section of the Billing setup. Make sure your
Receipt Allocation Methods and your Default Billing Code for Flat Charge
Allocation are setup properly. For Fees you can use whichever method is most
appropriate for your business. For Expenses | recommend using an allocation
method of Bill Code.

8 Pengram | evel Setup 7 x|
= | neceot tocomniseted
Lo Fim Fees [stait [¥]  Ewtross [Bilode I*]

] Maruga Fees  [UseSeafon  [w]  Ewperses [UieDingCodecl ]
Al Degioral
Dicouris-Feos  [Dre Gl [¥]  Esperoes [Die DhrgCodeGL W]
@ Lemdien
[t Hillng Cocde I Fial Change Socalion
Lt Fons [FLAT FEC [¥]  Evperses [FLAT DOENSE =]
2 T
EEY e Irvvomce Numkesr [T | Imvoce Fomal [E55 Ir]
§ \iSeuo ¥ Abenw bvvcics M 1o b ertered
B Aetes bhg o s Humshet in b manually
Fillrwoics Stall bom [eipocuible ]
[ Accouning
Docanerh arvd Emal Creslion Dptions
P ks
S ¥ Cinain Diocusent Fioooids when Pasing Rl
sl
B pdote [z Lol b accign THVInwoices 7]
B Sy Chos CodetosmnioBmads [0 7]l
[ petsi | G|

Go to the Accounting section of Billing setup. Insure that your Accounting Basis
and Billing (AR) Posting Level are properly setup. Cash Basis and Detail Posting
are recommended. If you choose to post on an Accrual Basis you will need to
manually apply payments to customers in QuickBooks after the payments are
posted from Billing Matters to QuickBooks in order to have accurate reports in
QuickBooks. The discussions in the rest of this document assume you are linking
on a cash basis and using Billing Matters to track accounts receivable.

Assign the General Ledger Accounts. The Refunds/Fund Withdrawals should be
assigned to the Exchange Bank Account.



| % Program Level Setup 21x|
B Gerera IR

Date Rangs [al [*] From [ 1/01/1900 [%] .| To [12/31/2060 =] ..

|| Fim

General Ledger Options

%2/ Regional

@ Leitei Accounting Basis © Accual % Cash
Biling [4R] Posting Level & Detall ¢ Summany
i z| Lists Payables (4P Pasting Level % Detall €00 Summan
i B Foms Gl gecounts useumbers € Yes &) B
. Gereral ol [D/Humber € panual @ Automatic. NestHumber [ 1B
(|5 Bilng ¥ | Display awWarming when using an inactive GL Aceourt
i 8 Iniial et V| Hidke AP Aceount on Transaction Forms
@ Rates & Aging
= ations
Aeoounts Receivable [Bccaunts Frecevable [*]
] Iterest Biled/Recd Interest Incame [*]
| & Links Finance Chs Biled/Aecd  [Interest Income I+]
Update Undeposited Undeposited Funds [*]
Refund/Furd Withdiawaks  [Exchange Aocount [=]

B2 Syne Suspense
Tradle Payable I ]

Early Payment Discount: [ |

Erte: Bedinning Belanices St s Chatt of Acoons
Defaults Cansel

When you finish filling in the fields and click on OK you will receive a warning
about Changing System Level General Ledger Accounts. Click OK.

i General Ledger Accounts Change x|

'E Changing System Level General Ledger Accounts
.

WBRMIMG - Changing the Program Level General Ledger Accounts iz not
recommended after you have posted transactions.

Click OK. to make the change, or CAMCEL ta keep vour current General

Ledger Accounts.
Lancel |

When this is finished you should setup links for your Bank Accounts and for Staff,
Billing Codes and Clients, as appropriate.

To setup General Ledger accounts for your bank and credit card accounts go to
File — Setup — Rates and Accounts — Accounts. Open each of your accounts and
link to the appropriate account in your chart of accounts. Bank Accounts should
link to the appropriate Bank Account.
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Trust Bank Accounts should be linked to the Client Trust Bank Account and the

Client Trust Lia

Receipt Allocat

bility Account.

ion Method - Staff

If you set your Receipt Allocation Method (under File — Setup — General —
Program Level Setup — Billing — Inv & Allocations) to Staff then you will need to
assign a General Ledger account to each staff person. This will be an income
account. When money is received for work done by the staff person the income
will be allocated to this assigned account. If you are allocating income based on
Staff it is recommended that you make the Staff field on the Billing form a
Required field. This is done by opening the Billing Form and right clicking on the
Staff field and choosing Customize Field. The click the Required box. This will
eliminate problems caused by someone failing to fill in the field.
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To setup the General Ledger account go to Database — Staff. Open each staff
person in turn and click on Options. Fill in the GL Account from the drop down

list.
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Main  Options |

[~ Make Inactive

I dritially Nty Field is set to Yes on New Fecords {
Records will be colored as shown Staff Records Cllor

QuickBooks SalesRep [
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Default Payrall Eamings Item [ =1

Rate Type = Use Rate Table Rate Table  [PARALEGAL =] = | Define |
Default Level
" Hourly Rate Arnount $0.00F=]

Overhead [ 0.00f&] Per [ [=1
Budget Amount [ 0.00f] Hours [ of&]

T | Cancel |

Receipt Allocation Method — Bill Code

If you set your Receipt Allocation Method to Bill Code then you will need to
assign a General Ledger account to each bill code. When money is received for
work done on a Billing item that is associated with this Bill code the income will
be allocated to the assigned General Ledger account. Time based Bill Codes will
be linked to Income accounts. Expense based Bill Codes should be linked to the
Reimbursable Client Expenses account, which is generally an asset account.




If you are allocating income based on Bill Code it is recommended that you make
the Bill Code field on the Billing form a Required field. This is done by opening
the Billing Form and right clicking on the Bill Code field and choosing Customize
Field. The click the Required box.
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To setup the General Ledger accounts go to File — Setup — Codes — Billing
Codes. Open each Billing Code in turn and click on Options. Fill in the GL
Account from the drop down list.

If you setup Receipt Allocation for Fees and Expenses differently you only need
to setup General Ledger Accounts for the appropriate Bill Codes with one
exception. Regardless of your Receipt Allocation Method you need to assign a
General Ledger account to the codes you entered for Flat Fee Time and Flat Fee
Expense.

Receipt Allocation Method - Client

If you set your Receipt Allocation Method to Client then you will need to assign a
General Ledger account to each Client. This is most easily done through Billing
Preferences. When money is received for work done on the Client the income wiill
be allocated to the assigned General Ledger account.

To setup your system to assign General Ledger accounts to new clients you will
want to set Billing Preferences to reflect the appropriate account. You can setup
multiple Billing Preferences Templates by going to File — Setup — Templates —
Billing Preferences. To modify an existing template double click on it. To add a
new template click on the Plus sign. Once the template is open you will need to
go the Accounts Receivable tab and assign a GL Account in the appropriate box.
This should be an income account. Note that there is only one box for GL
Account on the Billing Preferences. This means that if you choose a Receipt



Allocation Method of Client for Fees and for Expenses everything for each client
will go to the same GL Account.

& Billing Preferences Template 21|
Billing P Template
( Dessiiption [Bll I Advance ]
Setup | Fistes | Anangement Ageaunts Receivatle |Ehasas | Funds | Advanced | Actions | Messages |
Eaily Payment Discount
Discount [ 000[%] DaysDue | O&]  Applies To
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Subject [ 7]
General Ledger
6L oot TR
Invoice
¥ Use Global Invoice Number
" Use the following Invoice Number Invoice Number Format
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To setup General Ledger accounts for existing Clients (Contacts or Matters) you
can edit the Billing Preferences of the Client by right clicking on the client and
clicking on Billing — Billing Preferences. You can then go to the Accounts
Receivable tab and choose a GL Account.

Alternatively, after setting up a Billing Preferences template with the appropriate
GL Account, you can go to the Client list and tag those you wish to change. You
can then go to Process — Change Billing Preferences.

Calendars | Contacks  Matters Diocs | Lexishexis | Message  Inbox Journal  Matter Journal | EillFlow Mawigakor

Process Fecords

Y=

| Pri Contact

Search Matters w | Power View |<Mores - @ 5 | H -
| MatterRef [ MatteiMa | Client | Clientho

Quick T... =

Choose the Billing Preference Template to Apply and from the Available
Preferences column choose GL_Account. Add this to the Preferences to Apply
column by clicking on the Add button in the middle of the screen. Click on OK
and wait for the changes to complete.
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Sales Tax

If you will be charging Sales Tax, you will also need to assign GL Accounts to
your sales tax items. Go to File — Setup- Rates and Accounts — Sales Tax
Rates. Open each rate and assign a GL Account. This will be an Other Current
Liability account, but not the “real” QuickBooks Sales Tax Liability Account. Also
choose the appropriate Tax Vendor.

Code 7% TRLEXP

Description % for enpenses GL &ccount |Sales Tax Papable [*]

Rate Type & SalesTian ) Sales Tiaw Group TanWendar [Sales Tax Autharity [*]
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CalLlL Time Cal P I EXPRESS MZ Ewpens Express Mail
CLE Time  Continuing Leg: FILING FEE  Expens Filing Fee
CLOSING Time  Closing « I MISC Expens Miscelaneous
DOCPREP  Time  Document Prep 05 COPIES  Expens Outside Copies
ExFERT Evpens Expert Fae PHOTOCOFIE Expens Photocopies [In
FLAT EXPEM Expens Flat Fes Expen: POSTAGE  Expens Postage hd
oK I Cancel

Using the Link

Once you have setup the connection between Billing Matters and QuickBooks
you can enter time and expenses, generate bills and enter transactions as you



would normally. Assuming you are linking on a cash basis, what will go over to
QuickBooks are the transactions entered into Billing Matters. These include
payments, deposits, refunds, payments to funds, etc. Some of these transactions
will require special handling in QuickBooks.

Nothing will be sent to QuickBooks until you run and post the Billing (AR) GL
Distribution Detail Report. (This assumes you have setup your system to post in
detail not in summary.) This report is found under Report — Standard Reports —
Transactions. It is recommended that you run the report, review it and post
whenever you will be taking money to the bank or need to update the information
in QuickBooks.

Connecting Time Matters Contact/Matter to QuickBooks Customer

It is important to have your clients in both Time Matters and QuickBooks. Each
Time Matters Contact (if doing Contact Billing) or Matter (if doing Matter or
Contact/Matter Billing) should be connected to a QuickBooks Customer. This
connection is made by opening the Contact or Matter and going to the User 7
field which should now be labeled Customer. Click on the dots at the end of the
Customer field to open the link to the QuickBooks C er list. The Select
QuickBooks Customer screen will open. If the Matter alrea ists in
QuickBooks, highlight it in the list and click OK.
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If the Matter is not already setup as a Customer in QuickBooks click Add. The
Create/Edit QuickBooks Customer screen will open. Fill in the Customer field
with the name you wish to have appear in QuickBooks and then click on OK to
save. Then choose this name from the Select QuickBooks Customer screen and
click OK.
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|Default Template |v |_|
General |
Contact Information
! Customer | | Contact [Frederick A. Sherman | 0K
| |Company | | Phone [305-555-4344 |
Mds [ Far [3055557444 | Ganes!_|
Firzt Mame | | .1 | AltPh [ |
t _ o |
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[SalesRep is only uzed when Adding a Customer to QuickBooks. )

Transactions

Payment

A Payment is entered anytime a client gives you money that will be going into an
operating bank account. When you make a payment Billing Matters will create a
journal entry:
Debit: Undeposited Funds
Credit: Income and/or Reimbursed Client Expense — if paying a bill

Suspense — if payment is not allocated to an invoice.

If you are not creating deposits in Billing Matters then when you open
QuickBooks you will need to go to Banking — Make Deposits to choose the items
to be deposited into the bank account.

Note: You may also want to include the Matter Name on all transactions in the
Suspense Account to make it easier to identify balance issues in the account.

Credit and Write off

While some firms use Credit and Write off interchangeably; a good rule is to use
a Credit when giving a reduction against charges not yet billed and to use a
Write-off to decrease the client’s outstanding balance. When transferring to
QuickBooks on a cash basis, these entries have no impact on QuickBooks, and
they will not show in the Billing (AR) GL Distribution Detail Report.

Refund

A Refund transaction is used to return money to the client when, for example, the
case is closed and the client has a credit balance. The entry sent to QuickBooks
will be:

Debit: Suspense



Credit: Exchange Account

The entry is set to the Exchange Account rather than the Bank Account, since
you need to issue a check and QuickBooks does not allow checks to be created
from journal entries.

When you go to QuickBooks you will notice a negative balance in your Exchange
Account. Open the Write Checks screen in QuickBooks and create a check from
the Bank Account. The check should be written to the client and the Account
should be Exchange Account. To facilitate reports it is helpful to include the
Matter name in the Customer:Job field.

After you have recorded the check the Exchange Account should have a zero
balance.
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Note: In order to have the Customer:Job as Brown v Brown but have the name
print as Susan Brown you may need to edit the Customer:Job within QuickBooks.
Open the customer record and change the first line of the Addresses: Bill To field
to the name that should print. To prevent this change from impacting Billing
Matters, it is important that you did NOT check QuickBooks Changes Updated to
Time Matters in the QuickBooks link setup on the tab - Client Options.

You may also want to include the Matter Name on all transactions in the
Exchange Account and the Suspense Account to make it easier to identify
balance issues in these accounts.

Reverse Payment

A Reverse Payment is primarily used when a check, previously received into the
Operating Account, has been returned by the bank. The entry sent to
QuickBooks will be the reverse of what was sent when the check was received.



Debit: Income and/or Reimbursed Client Expense — if paying a bill
Suspense — if payment is not allocated to an invoice.
Credit: Undeposited Funds
Since in QuickBooks you can not deposit a negative amount, this entry requires
some special handling. A suggested procedure within QuickBooks is:
1. Lists — Chart of Accounts to open the Chart of Accounts
2. Double click on the Undeposited Funds account in the list to open the
account
3. Locate the Reverse Payment transaction in the register. The Memo will
show Reverse Payment — matter name and the amount of the reversed
payment will be in the Decrease column.
4. Right click on the transaction and choose Edit General Journal Entry
5. On the line showing the account as Undeposited Funds change the
account to the Bank Account the money was taken from.
6. Add the Matter name under the Name column if desired
7. Click on Save & Close to save your changes.
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After Change:
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Bank Deposit

Bank Deposits group the individual items that are being deposited to the bank
into a single batch. This makes it easier to reconcile your bank statement in
QuickBooks because the deposits will match the bank statement rather than be a
series of individual items.

When using the link Bank Deposits are optional as the same thing can be
achieved within QuickBooks.

The entry that will go to QuickBooks will

Debit: Bank Account

Credit: Undeposited Funds

When you go into QuickBooks you will need to go to Banking — Make Deposits
and record a zero amount deposit to clear out the deposit amount that was
transferred over from Billing Matters against the amounts that were created from
the deposits received into QuickBooks. It is recommended that you Deposit this
zero balance transaction into the Exchange Account to avoid zero based entries

in the regular bank account that may confuse the reconciliation or reporting
processes.
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If you do not use Bank Deposit in Billing Matters, you will go to QuickBooks and

Make Deposits directly into the Bank Account at the time you take the money to
the bank.

Pay to Funds

A Pay to Funds transaction is used to reflect money being deposited into the
Client Funds Account. Since this money does not belong to the firm, it is
especially important that this money is properly tracked.

The entry that will go to QuickBooks will

Debit: Undeposited Funds



Credit: Trust Liability Account

Whether you are recording deposits in Billing Matters or in QuickBooks, you will
need to perform the same steps as described in the section above titled Bank
Deposits, substituting the Trust Bank Account for the Bank Account.

If you want to be able to run reports of Client Trust Balances within QuickBooks
you will need to edit the transaction within QuickBooks to include the Matter
Name in the Name field of all transactions in the Trust Liability Account.
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Note: You may also want to include the Matter Name on all transaction in the
Exchange Account and the Suspense Account to make it easier to identify
balance issues in these accounts.

Withdraw Funds

Withdraw Funds is used when removing money from the Client Trust Account for
a purpose OTHER THAN paying your firms bill. This may include refunding
excess Trust Funds to the client or paying a third party from the Trust Account.
Since a check will need to be written from QuickBooks, extra processing is
required within QuickBooks.

The entry that will go to QuickBooks will

Debit: Trust Liability Account

Credit: Exchange Account

The entry is set to the Exchange Account rather than the Client Trust Account,
since you need to issue a check and QuickBooks does not allow checks to be
created from journal entries.

When you go to QuickBooks you will notice a negative balance in your Exchange
Account. Open the Write Checks screen in QuickBooks and create a check from
the Client Trust Account. The check should be written to the appropriate vendor
and the Account should be Exchange Account. To facilitate reports it is helpful to
include the Matter name in the Customer:Job field.

After you have recorded the check the Exchange Account should have a zero
balance.
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Apply Funds to A/R

An Apply Funds to A/R transaction is created to move money from the Client
Funds Account for purposes of paying the firm invoice. If you have checked
Automatically Apply Payments to new charges on Bills in the Billing Preferences
for the client, this transaction will be created automatically if there is money in the
Client Funds Account at the time you create and post the bill.

This transaction is the equivalent of a Payment and a Withdraw Funds. You will
notice that the journal entry created is the same combining the journal entries
from those two transactions.

The journal entry created to be sent to QuickBooks will be

Debit: Trust Liability Account

Credit: Exchange Account

Debit: Undeposited Funds

Credit: Income and/or Reimbursed Client Expense



You will need to follow the steps to
1. Move the money into the Operating Account (depending on whether or not
you are recording Deposits in Billing Matters. — See instructions under
Payment
2. Write a check from the Trust Liability Account with a payee of the firm —
See instructions under Withdraw Funds.

e If you move money from the Trust Liability Account via phone or
computer rather than a physical check, it is recommended that you
follow the same steps but include a term like Debit on the line
where a check number would normally be entered

Transfer to Funds

If a client has a credit balance you may need or want to move that money into the
Client Trust Account. This is done through a Transfer to Funds transaction. The
journal entry created will be
Debit: Suspense
Credit: Exchange Account
Debit: Undeposited Funds
Credit: Trust Liability Account
In QuickBooks you will need to
1. Move the money into the Trust Bank Account (depending on whether or
not you are recording Deposits in Billing Matters. — See instructions under
Pay to Funds.
2. Write a check from the Operating Account with a payee of the Trust Bank
Account. The Account charged should be the Exchange Account.

e If you move money from the Operating Account via phone or
computer rather than a physical check, it is recommended that you
follow the same steps but include a term like Debit on the line
where a check number would normally be entered.

3. To facilitate reporting remember to add the Matter Name to the Exchange
Account and the Trust Liability Account transactions.

Fund to Fund Transfer

Fund to Fund Transfer is used to move client trust funds from one matter to
another. Both matters must be setup to use the same Client Trust Fund Account,
as the Fund to Fund Transfer does not move money across bank accounts.

This transaction will not generate any entry to be sent to QuickBooks. However, if
you are tracking client fund account balances in QuickBooks you will need to
make a journal entry in QuickBooks to correct the client balances.

For the Matter for which the balance is being increased the entry will need to
Debit: Client Trust Fund Account and specify the Matter

Credit: Trust Liability Account and specify the Matter

For the Matter for which the balance is being decreased the entry will need to
Debit: Trust Liability Account and specify the Matter
Credit: Client Trust Fund Account and specify the Matter



Useful QuickBooks Reports

There are several reports in QuickBooks that can be especially useful when
using the link.
1. Journal Entries Entered/Modified Today
This report is usually found under Reports — Memorized Reports —
Accountant.
If run the same day you post from Billing Matters, the report should
duplicate the entries from the Billing (AR) GL Distribution Detail Report. If
you do not run the report on the day you do the transfer, you can modify
the date of the report by clicking on Modify Report — Filters and change
the filter Entered/Modified Today to be the date the report was posted
from Billing Matters.
This report is useful for reviewing the transactions as well as for using the
“quick zoom” feature to access and change a transaction.

2. Transaction Detail by Account
Found under Reports — Accountant and Taxes, the Transaction Detail by
Account can be setup to show the balances in the Exchange Account, the
Suspense Account, or the Trust Account by Matter, assuming the matter
has been assigned to the transactions as discussed previously. Once
these reports are set the way you want, you may want to memorize each
one to make it easy to use in the future.
a. Exchange Account by Matter
If the Exchange Account is not zero and reviewing the register does
not help identify the issue, the Transaction Detail by Account may
help identify the issue.
Open the Transaction Detail by Account report Go to Modify Report
— Filters. Filter the Account to show only the Exchange Account
and clear the date range. Then go to the Display tab and set Total
by to Customer.
All transactions listed on the report under No Name can be

examined and modified to include a matter reference.
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b. Suspense Account by Matter
If the Suspense Account is not zero and you would like to know
who has money in Suspense, the Transaction Detail by Account
can help identify those matters.
Open the Transaction Detail by Account report Go to Modify Report
— Filters. Filter the Account to show only the Suspense Account
and clear the date range. Then go to the Display tab and set Total
by to Customer.
All transactions listed on the report under No Name can be
examined and modified to include a matter reference.

c. Trust Account by Matter
The Transaction Detail by Account can help identify those matters
with money in Trust. This can be useful as a cross check against
Billing Matters and to make sure all money has been appropriately
deposited and/or transferred.
Open the Transaction Detail by Account report Go to Modify Report
— Filters. Filter the Account to show only the Trust Liability Account
and clear the date range. Then go to the Display tab and set Total
by to Customer.
All transactions listed on the report under No Name can be
examined and modified to include a matter reference.

We hope this document has been helpful.
For further assistance please contact your local Certified Independent Consultant
or Caren Schwartz at 203-254-7736.



