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General

As of April 2014, Microsoft officially stopped support for their Office 2003 product.

In order to utilise functionality in the newer Office versions, the minimum Microsoft Office
requirement for GhostPractice will change to MS Office 2007 and is effective from v7.1.

Foreign Currency

Users now have the ability to bill Clients in a foreign currency [GP-85623].

The current functionality set only allows users to configure Foreign Business bank accounts for
the Practice. In v7.3 users will be able to configure Foreign Trust banks for the Practice.

Foreign currencies need to be configured in the Practice setup.

& Go to System Administrator, Practice Setup, and Financial tab. Under the “Foreign
Currencies” section, users can add/edit and delete foreign currency entries.

% When adding a new foreign currency entry, give it a meaningful name as this will be
exposed throughout the application. Include the currency symbol as this will be shown
on the invoice document.

@

Users need to capture the exchange rate as the amount of local currency a single
foreign currency unit represents. For example, for a South African based practice, the
user could create an entry called "“US Dollar” and the exchange rate would be 10.0. This
means R10 to $1 US.

@

Changes made 1o this table will be logged to the Change Log report.

Practice Setup
n Save

General | Finandal |S13tements and Printers | GhostConvey | Clients and Contacts I Documents

=
== Clear

Inwvoicing

Display units: [Real units

( Foreign Currencies )
v

Currency

Delete

Client and Matter settings

When creating new clients where the firm will bill in a foreign currency, the user needs to
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select the applicable currency on the Financial Tab.

VAT number:

[] Accept standard debits

Credit terms: = | Upon presentation (0 days) v
Credit limit: = e
Interest charged: 0.00 -3+ % per annum

[] Electronic Billing
Invoice

Automatic
[] collection commission
[] Disbursements

[[IFees
Only if sufficient credit

[] Automatic pro forma if insufficient credit

Frequency: Monthly v

Firm Bank Accounts

Business: -None - v

Trust: = | FNB Trust Bank Account v

Clients
B New [ Client ID: /2 Edit ‘nSave | 9¢ Deactiva
Gener. Finandal ess | Contacts | Documents | Rate Exceptions

% When creating the Matter linked to a Foreign client, the VAT sefting will default to exempt

Matters Newport Contracts

Q) New | Matter ID: / Edit ‘nSave H—oead File \ Bt

General | Financial | Biling | Users | Address | Contacts | Milestones | Spiit Fee Allocation |

G
VAT: * Exempt :DSame as client
Amount in dispute: 0.00 -2-

[] Auto deactivate after: 15 | months
Accounts
Business bank account: - None - Same as client
Trust bank account: = FNB Trust Bank Account v [ ] Same as client
Reserve trust limit: 0.00 13-

Invoicing

G Users will capture their time in the local currency and only on invoicing will the
invoice be converted fo foreign currency. The invoice document will display all

amounts and balances in the foreign currency.

& On Invoicing, the user is also able to amend the exchange rate if it is different to

what is captured in GhostPractice.
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Invoice
Matter ID: * |MAT1639 E‘i Q i Newport Contracts, Charles Newport
[VIFees Foreign Currency:  British Pound
[] Disbursements VAT Number: N/A
Indude Filter
Billableitems From date: 22 Sep 2014 E-
[[] tems on Pro Forma(s) To date: 22 Sep 2014 (ke
Fee earner: Al v
Invoice format
Date: @ Current date (O Todate (i)
Units: Show all units (indude rate) v

Foreign Currency

Release Previous Pro Forma(s) Exchange rate:

18.0900 %

® Editing the Exchange rate is permission-based. To enable the permission, Go to
System Administrator, Roles

ROleS Super Fee Earner

] New | / Edit }nSave ’ % Delete |

Modules | Reports

Name: = |Super Fee Earner

Type: * Fee Earner

<

Select Permission(s):

=[] 1nvoice

["JProduce Invoice

—

% When the invoice is generated the matter will now have a local and a foreign business
balance. The local balance will be revalued whenever the exchange rate changes.
Any differences will be journaled automatically by the system to the foreign exchange

account.
2l ... |225ep 2014... | Invoice Invoice I... |INVO1-1054 | [nvoice 1,250,00 69.10 1,250.00
... |22 Sep 2014... |Attending Faith Kea... |Billed - Fee 750.00 0.00 1,250.00
Jul... |225ep 2014... ; Invoice L., LINVD1-1085 | Invoice 250,00 4121 2,000.00
M. 22mm14...@*‘m’“&”m System | Journal 7.62 0.00 ] 2,007.62
& Two additional columns have be added to the Transaction History screen (Foreign Dr &

Foreign Cr) to reflect the invoiced amount.
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Right click in the open
space to expose the new
filters
Transaction History I s
Previous Results
Filters: Display ‘% Export ‘;Qprewew v | /o Interest ¥ » Settlement | Receipt Journal | Matter View (Al ’I Print v
Selections « | Account History | Requisitions Receipt Allocations Milestones
Account Options Filter Options Peric PostDate  Narration Attachmr Referen Type T/B  Debit Creditf Foreign Foreign YRunning
Account A |Ju... | 22Sep 20... Attending Faith ... |Biled -Fee |B 375.00 0.00 0.00
®) Matter ) Debt recovery debtor Ju... | 22Sep 20... | Consultation Faith ... |Biled-Fee |B 750.00 0.00 0.00
L) Chent O Business aeditor Ju... 22Sep 20... Telephone call to dient Faith ... Biled-Fee |B 125.00 0.00 0.00
(_) Generalledger () Instr correspondent matter Ju... | 225ep 20... Invoice Invoi... |INVO... |Invoice B 1,25... 69,10 1,250.00
Account number: = 3| Q Ju... | 22Sep 20... Attending Faith ... |Blled -Fee |B 750.00 0.00 1,250.00
Account name: Newiport Contracts Ju... | 22 Sep 20... Foreign exchange revaluation @ 18.20 System | Journal B 7.62 0.00 2,007.62
Legacy: Ju... | 22Sep 20... Invoice Invoi... [INVO... | Invoice B 750.00 41.21 2,000.00
General Ledger Accounts
When creating the Foreign Currency bank accounts in the General Ledger, the
Bookkeeper must select the applicable “Foreign currency” for that particular account.
[GP-90915]
General Ledger cee susiness account
_] New | General ledger ID: |GEN493 | / Edit nSave | 3% Deactivate | Branch filter: | Claremont
General
Account Type Branch number: 2016555
(@) Asset (O Income () Trust
SWIFT code: FNBZAJ]
() Liabili () Expense
by ) =P Next cheque number: = =
Account Cheque print format: Cheque 1 v
Account number: GEN493
Account name: GBP Business Account Clearance Number:
Branch: Clar t = Transit number:
Alternate key: GEN493 Institution number:
. ABA code: 002134
Opening balance: 0.00
Current balance: Address
) 0.00 Line 1: 23 Wale Street
Created: 22 Sep 2014, 9:03 AM
Line 2: Cape Town, 8001
Reports Line 3: RSA
Group name: Cash & Cash Equivalents v| | New..
Cheque printers
Asset Add another printer: Cheque Printer 1 ¥ [ Add
Balance sheet type: Business Bank ~
Printers Delete
Default cheque printer:
[ Foreign currency: British Pound v]

For firms with foreign US bank accounts, the user can now configure the ABA code for that
bank account. This information will display as part of the bank wiring information on the

invoice.

For firms with foreign Canadian bank accounts, the user can now configure the Transit and
Institution number of the bank account. This information will display as part of the bank wiring
information on the invoice.

Users can now configure the address details for the bank account. This information is
required when wiring funds to a foreign bank account.
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Banking Instructions for Foreign Clients

Users now have the ability to reflect the banking details for the foreign bank account on the
Invoices. [GP-920795]

This setting is found on the Invoice Template. (System Administrator, Practice Information,
Documents/Invoices)

Display wiring informationfor foreign clients

Receipts

For the first implementation of foreign currency, the user can only utilise the batch module to
capture receipts to accounts linked to a foreign bank account.

Bank Reconciliation

A new column “Foreign Balance” has been created on the Bank Recon main screen for
Foreign Currency accounts

Bank Reconciliation v

Recondile Bank Account ~ as atdate: 22 Sep 2014 [E~ |period: July 2014 v Refresh | ||| Hide Matched ‘ H Save ’ Preview ‘I f‘;sank Statement
| | |

Account Number  Account Name Bank Account Number Balance Foreign Balance Branch Practice Branch
GEN433 GBP Business Account 649012345678 0.00 GBP 0.00 erley Claremont

Billing Statement for Foreign Clients

The Billing Statement has been amended to reflect the foreign amounts: [GP-90797]

Statement of Account

The Statement of Account has been updated to reflect foreign movement in the report.

Invoice Templates

Invoice Template

The ability o create invoice templates that allow users to customise invoice settings at a
Matter level has been added [GP-920617/GP-60997].

Previously users were only able to configure most invoice settings at branch level. Having
invoice templates gives users more flexibility to configure their invoices according to a
template for the firm/branch/department/client, etfc.

® TAKE NOTE: fields that were previously on the Branch sefup have not moved to this
new template section. For clients that were on GhostPractice prior to v7.2, this
update would have created an invoice template automatically for each branch
that existed in the system. The legacy branch invoice settings have been copied
across to the new Invoice template and all matters would have been linked to the
femplate automatically. This is fo ensure that affer the update, invoices would use
the same layout settings as previously configured in the system. To setup these
Templates go to: System Administrator, Practice Setup, Documents/Invoices tab.
Under the “Invoice Templates” section you can choose to Add/Edit/Delete
femplates.
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Practice Setup

nSave ‘ =2 Clear ‘

»Gerﬂd[Fnandd]Shwnm'smdPrhwsldthonvery Clients and Conta i \Bad 7mdArdivhglPaynmtheﬁdarieslAttomeyﬁ1m[dweqyeSetﬁxgs

Document Folders Invoice Templates
Name () Add Name Branch
Emails / Edit Claremont - Invoice Template Claremont / Edit
Letters Commerdial Invoice Template Claremont
{ Delete \ Delete

The following window will appear, complete the necessary information and click on OK.

MName: * |Litigation Invaice Template

Branch: |Claremunt

Fee earner details: |Iniﬁals with fee summary

Invoice format: [] show balance summary
Show statement message
Show Trust statement annexure

nits: |Shnw all units (indude rate)

Line detail show amounts: |Fees and disbursements

Line detail show date: |Fees and dishursements

Display wiring informationfor foreign clients

Custom message:

Mew Invoice Template custom message

Invoice Wizard Defaults
Present consolidated fees as: (®) One-ine entry

() Individual entries on annexure
Show amounts on annexure

Show as single paragraph on annexure

Ok || Cancel |

Users also have the ability to add a custom message to an Invoice template. This is a rtf field,
which means that you are able to format the text (Bold, underline, colour, efc.) and add
characters and images

G Capture the information in WORD and apply the formatting that you want to use. Select

Copyright ©2014 Korbicom - All copyright in and to this document, including without limitation the content, layout
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all the text and copy and paste it into the "Custom Message” field on the invoice
femplate dialog.

| Account Name | Employment Contracts / Newport Industries |
| Your Ref | | Your VATRegNo. | NiA |
| our Ref [LmaDmmAT 1640 | ourvATRegNo. | 4840261954 |
| Account No | MAT1640 Pro Forma No PRF01-100 | Date |05 Nov 2014 Page 10f1 |
Date Description Amount excl VAT VAT% VAT Amount
FEES
05 Nov 2014 Attending ADM  15min 187.50 14.00 26.25
05 Nov 2014 Consultation ADM  1:30hour 1,125.00 14.00 157.50
SUB TOTAL 1,312.50
TOTAL VAT 183.75
TOTAL DUE ON THIS PRO FORMA 1,496.25
Payable upon presentation (0 days)
New Invoice Template custom message ]

Users are also able to set an Invoice Template as a default for the branch. To do this, go to
System Administrator, Practice Setup. Open the relevant branch and browse to the Financial
Tab

Printing Formats
Default cheque print format: Manual v
Print test

Receipt printing format: Manual

[] Receiptlanguage English only
Show time on invoice: Show time v
Our Ref format: Department/Owner/MatterLega Vv
Statement of account aging: v
Currency symbol:
Default invoice template: Claremont - Invoice Template v

To select the Invoice Template on a Matter Level, go to the Matters module and open the
relevant Matter. Browse to the Billing Tab and then select the required Invoice Template
from the dropdown list

Copyright ©2014 Korbicom - All copyright in and to this document, including without limitation the content, layout
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Invoice Document

[[] show unbillable items on invoice

[Inv oice Template: = | Claremont - Invoice Template V]

Override invoice template
Invoice units: Show all units (indude rate) v

Invoice line amounts: Fees and disbursements v

Users also have the opftion to override certain settings from the invoice template. If the user
selects the "Override” setting on the matter, they can then change the Invoice units and
Invoice line amounts to be displayed on the invoice document.

Consolidation Defaults
Users have the ability to set consolidation defaults on the invoice templates [GP-920687]

Go to System Administrator, Practice Setup, Documents/Invoices and select the specific
default setting

Invoice Wizard Defaults
Present consolidated fees as: (®) One-ine entry AV

() Individual entries on annexure

Show amounts on annexure

w

how as single paragraph on annexure

Display Date
Users have the option to not display the date in the Invoice line detail. [GP-90936]
This setting is set on the invoice Template.

Go To System Administrator, Practice Setup, Documents/Invoices

Line detail show date: Disbursements only v

Fee Earner

Fees and File Notes

Users now have the ability to print the details of a fee, including an attached file note if
applicable when capturing. [GP-86618]

G Users need to click on the “Save and Print” on the Fees and Files Notes screen

Copyright ©2014 Korbicom - All copyright in and to this document, including without limitation the content, layout
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L] New | A Edit | Hsave L' SE‘.’E;:'-. % Save and Print | Jrint | 3¢ Delete | |22 Load in Legal Diary | Post to Matter
Account Transaction Details
i@ Matter () Debt recovery debtor i) Client Post fee for: * [Faith Kearns
Account number: = MAT1624 @ Transaction type: ¥ [Unbilled
Account Details Fee code: = 164 Attending
Account name: User Motes Marration: = Attending
Balances: Bus: 0,00, Trust: -4 286.25, Inv: 0.00
Client/Matter: GhostPracticeVersions

G A print dialog will then appear, the user can then select the appropriate printer and click
on Print.

General

Select Printer

0 Add Printer B0 HP Laserlet 4000 €
= Fax o= Kyocera KM-3050
3 GhostPractice - Kyocera F5-1350DN KX on file0l = Kyocera Mita KM-

4 | [} | 2

Status: Ready Print to fils

Location: GhostPractice

o

Page Range

@ Al MNumber of copies: 1
Selection () Curent Page

() Pages: o Collate

2131 H2)3
Enter either a single page number or a single 1 1

page range. For example, 5-12

Fees and File Note Details
for GhostPractice Test Version
as at 13 Aug 2014

Post Date: 13 Aug 2014 Time: 4:06 pm
Client: CNT1229 GhostPractice Versions
Matter: MAT1624 User Notes

Legacy Account:  N/A

Type: Unbilled fee

Posted For: Faith Kearns Posted By: Faith Keamns
Duration: 15min Amount: R 187.50
Category: Attending (1D 164)

Narration: Attending to demonstrate the "save and print * feature.

File Note: N/A

G To print saved fees. The user needs to go to the Fees & File Notes module, Daily Summary
and use the filter options to select the unbilled fee that they wish to print.
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Fees and File Notes

D New l / Edit ]Q Save | [&) Save All |E§,|Save and Prielete |I§]Load in Legal Diary | Post to Matter | Favourites

User Notes | User Notes

Account Transaction Details

@ Matter Debt recovery debtor Client Post fee for: . [Fﬂh Kearns

Account number: = |MAT1624 Ej Transaction type: * |Note v Post date:
Account Details Fee code: . None

Account name: User Notes Narration: = Attached document(s):

Balances: Bus: 0.00, Trust: -4 286.25, Inv: 0.00
<« J_f ' "‘- - ' m

( Daily Summary Target: 0.00 Total unbilled:  0.00 Total billed: 187.50

Filter by:

1624 for Fees Cost Recovery Notes [] Show system Filter:

Date v AccountNu... Account Name Amount Unitof M...  Units Narration

=) Date: This Month (2 items)

15 Aug 2014, 3:58PM _|MAT1624 __ |use

G The unbilled information will display for you to check the details. The user then needs to
select "Print".

Matters
Conflict of Interest
Users now have the ability to save the ‘Conflict of Interest’ search to a Matter [GP-89204].

When running the Conflict of Interest search, the following pop-up will appear:

Please enter the matter number that you want to link the search to:

Matter ID: = || I3
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Transaction History < [ | e Seatet
= Previous Results
Filters: hd Go |Display‘-I |¢’£|Ex|:lort ||§_("\,\Preview w | o Interest w | o Settlement | Receipt Journal | Matter View (All) = | Print
‘Selections « | [ Account History ] Requisitions Receipt Allocations Milestones
[ Account Options ] Filter Options Per Post Marration Attac T/B Batc Debit Credit Runming *
Account = (1., |18 Aug... | Journal entry B2... |B BE... |10... -1 500.00
@) Matter () Debt recovery debtor 1. |18 Aug... | Journal entry BZ.. |B  |B..| 50... -1000.00
() Client () Business creditor J... |18 Aug... Received Cheque from Client R B |Aw. 18... | -2850.00
(0 Generalledger () Instr correspondent matter Ell5... [18 Aug... |Received Cheque from Client B |T A 30... | -5850.00 |
Account number: = MAT 1625 @ J... | 18 Aug... j e = B2... (T B... |30... -2850.00 || _
Account name: Test for GPTET28 —fJ... |18 A . | Conflict of Interest: testing -2850.00 ||
Legacy: J... | 18 Aud Conflict of Interest: long -2850.00 |
Client: GhostPracticeVersions 1o |18 Aug.., |TransTEr-from-Sasinass-h B AL [28.. 0.00
Current owner: Faith Kearns ... |18 Aug... | Transfer into Trust from Business T [ 28... | -2850.00
1... | 18 Aug... |Received EFT from Test R.. [T A 55.. | -8350.00| _
Account Balances ‘ 1 1 | Results 1 to 21 of 21
Business: s7onon ¥
Contacts

Relationship Link

The ability to indicate if a contact is self-represented or not has been added. [GP-86125]

Enter the contact ID or use the find button to search for the contact.
Contact ID: = |SeNEGEI | Represented by us
Jason ] Non orself represented >

Outlook

Save and Send

When replying to an email in Outlook, users can now press ‘Save and Send’ which will send
and save the email to GhostPractice. [GP-84089]

® This feature only applies fo users that make use of the ‘Save to GP' (WEB) tool which
was implemented for the newer versions of Office

FILE MESSAGE IMSERT OPTIONS FORMAT TEXT REVIEW
izl oL
[ : i Yo
Save and = Address Check
Send Book Mames
ostPractice Aipboard Basic Text Mames

Default Document Folders

You are now able to set a default document folder, when saving emails from Outlook to
GhostPractice. [GP-90681]
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(® Matter (O) Debt recovery debtor
Account number: MAT 1639
Newport Contracts

Document folder: Emails

The following filesw
save the email to it

Account Number  Name

(O Client

[w]gLeN

inked to the email addresses contained i

G To do this, Go to System Administrator, Practice Setup, Departments, select the respective

document folders.

Department Details
General | Posting Code Defaults
General Document Folders

Department name: = Commerdal All Document Folders:

Trust bank account: | FNB Trust Bank Account v
Department code: =|COM

Department head: Faith Kearns v
Invoiding

[] Automatic invoice Frequency:  Monthly
Collection commission

Disbursements

Selected Document Folders:

Emails
Letters

Note: changes to the department folders will have no effect on documents

Fees
Only if sufficient credit ¥ already linked to those folders.
Automatic pro forma if insufficient credit
Default Document Folders
[[] show unbillable items on invoice
Outlook: Emails
Correspondence Generated documents: Letters

Invoice units: Show all units (indude rate) v

Document Management

Ability to copy files from one Matter to another

Users now have the ability to copy an attachment from one Matter to another Matter. [GP-

78728]
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Document Management

¥ || Search
ﬂﬁkttach |__."" Open | 3¢ Delete | = Move

<) Refresh |.ﬂEmai| | =1 Reply |:%Priter‘.
Account

Account Details

i@ Matter (™) Debtrecovery debtaor (™) Client Matter name: User Motes

Account number: = 1624 Client name: GhostPracticeVersions

Include client facing documents

Mame Size  Type Date Modified Date Created + Owner Last Edited By

=l [ MNone (2 items)

@ VAT on Bank Charges f... Microsoft Office... |15 Aug 2014, 3... |15 Aug 2014, 3...

'@] Court Tariff Sheet -Mao.., 125KE Adobe Acrobat... 15 Aug 2014, 3... 15 Aug 2014, 3... Faith Kearns

Faith Kearns

& The following window will appear. Enter the new Matter where the attachment must be

moved to. You are also able to select a specific Document folder for the attachment.
Then click on Save

WG| Fees and File Notes

Account

@) Matter (71 Debt recovery debtor i) Client
Account numb@TlﬁEE )
Account Details

Account name: Test for GFFA728

Balances: Bus: 5 700.00, Trust: -11 850,00, Inv: 0.00
Client/Matter: GhostPracticeVersions
Attachmentg

—

@Er: |- None - >

e

VAT on Bank Charges for GhostPractice.doc

Attach

View

Delete
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Advanced §

Document Management user otes - P
1] attach | —i Open Delete Move | €& Refresh | ~ Email | Reply |e=aPrint ‘ 123 Copy ‘ Filter:

Account Account Details

i@ Matter i) Debtrecovery debtor () Client Matter name: Test for GP73728

Account number = 1625 Client name: GhostPracticeVersions

e client facing docn@
Mame S, Type DateM... Date... = Owner Last Edi... Archive,
me (1 item)
ﬂWk Charges for GhostPractice 65... Microsoft..., 15Aug 2... 154ug 2., FaithKe... Faithke... Active

Legal Diary

Task filters

Users now have the ability to easily load all tasks associated with a file in the Legal Diary [GP-

88502].

Legal Dlar'y for Faith Kearns

user notes

S1209E
paub|ssy syse |

§IMaT1825 (i

ID: Matters (1 item)

Ghost,., Testfor G... 15 Au...

View files | By Mumber * on MAT1E25 for | Faith Kearns
)
[11]
o € x| D « T]2 dle... MatterN... Due.. Ta.. Assi.. Comment
< g 1 ID: Tasks (1 item)
( T T T T T P

Faith ...
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G Users are now able to load tasks for specific dates by using the new task filters in the Legall

Diary

Event Categories

Legal Dlary for Faith Kears

" View fies | All .

AiviQ)

[osnNboy SIIEW

sy SYse L

All
By Court Date
21 @ |By Diary Date
- By Number
W Court: Due & Overdue
3o Court: Due in Future
Court: Due Today
§ MAT1{ Court: Overdue
§MaT1{ Court: Recent
Custom
Diary: Due & Overdue
Diary: Due in Future
Diary: Due Today

DiaE Overdue

Milestones: Due

Tasks: Due By Date
Tasks: Due Today
Tasks: Overdue
Tasks: Scheduled By Date
Tasks: Scheduled For Today

Users now have the ability to create event categories and then apply them to tasks. [GP-

90025]

To create these categories, go To System Administrator, Practice Setup, Event Sets.

Event Categories

Name Colour ] Add
Follow Up Maroon Z Edit
Follow Up - Finandal Dark Red : )
Initial Orange Delete
Secondary Green

& Users can add, edit and delete event categories

& Give the category a meaningful name and select one of the available colours to
represent the category. Any task/appointment that syncs with Outlook will also be given
this category so entries are easily identifiable in Outlook.

G NB. In order for this to work, users will need to create Outlook categories of the same

name.

% When creating a new task or amending it, the category can then be selected. (System
Administrator, Practice Setup, Event Sets)

Copyright ©2014 Korbicom - All copyright in and to this document, including without limitation the content, layout
and structure, vests in Korbicom. This document is confidential to Korbicom and any unauthorised disclosure or
copying of the document is prohibited and may be unlawful.

Page 17 of 27




GhostPractice User Notes User Notes Version 7.2

Master task: - None - v
Posting code: -None - v

Task description: =

(Gategoy: [ [-nae- v

Task Category Column

G A task category column (colour coded)has been added to the Legal Dairy [GP-91192]

Appointments

When creating appointments in an Event Set, users now have the ability to categorise the
appointments [GP-20025]

Add a new Appointment ﬂ
Master task: - None - v
Subject: =
Location:
Body:
Importance

O Low (® Normal

Bulk Deactivate/Deadfile

Users now have the ability to dead file in bulk [GP-78890]

& Select files to dead file in the Legal Diary, select Bulk Activities. From the drop down
menu, select ‘Deactivate/Dead File’, the following window will then appear

_-’
Bulk Deactivate

(7) Deactivate only
i@ Deactivate and dead file

~Ttorage number:
1\9

>
oK ] [_ Cancel ]

L

G Enter the ‘'storage number’ if relevant and click on OK.
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Transaction History

Matter Receipt Journal

Users will now receive a warning message if a receipt journal has already been posted on a
file [GP-71030].

rWarning - ﬁ

| I h This receipt has already been journaled. |

Event Sets

Users are now able to set whether ‘schedule’ or ‘due date’ must be calculated using
calendar or working days when setting up an event set [GP-89542]

Scheduling
Schedule from when master scheduled
i@ Schedule from when master completes
[] Notify when complete
Days until scheduled: =
Days needed to complete: =

@ Working days

i) Calendar days

Only duefscheduled on working day

Users are now able to link the due date of dependant events to that of the master due date
[GP-20240]

Milestones

Users are now able to set whether the ‘due date’ must be calculated using calendar or
working days when setting up milestone [GP-89543]

Copyright ©2014 Korbicom - All copyright in and to this document, including without limitation the content, layout
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Matters restfor grrs7es Syl pre— ﬁ
[ Mew | Matter ID:  MAT1625 # Edit Save | B8 Dead File | 3 Deactivate | Debtor ID:
| General I Financial I Billing I Users I Address I Contacts | Milestones | Split Fee Allocation I Access Restrictions I Correspondents |

[ New Milestonel [ Apply Milestone Template ] [ Start at: ] 15 August 2014 [ElRg y [7] Bill based on milestones

Milestone Code Additional Fee/Note Motify? Days until due i)

1 [Miestone 1-Practice Fees > [-NonE - - [C] Motify o=
E-mail
sMs

@ Working days
(7 Calendar days
Due on working day,

Invoices
Show Time on Invoice
The option fo display fime in units as a factor of an hour has been added [GP-87997].

G To enable this option. Go to System Administrator, Practice Setup. Select the specific
branch. Go to the Financial tab. Select ‘Show Time as a factor’ from the drop down list.

G Matters that are configured to show time on the invoice will then display 0.5 instead of 30

minutes
Branch Details - Claremont EE
General | Financial | Stationery | SMTP | Electronic Payment Authorisation |
Financial Printing Formats
Mext invoice number: * 1011 Default cheque print format: [Manual ']
Next pro forma number: E 342 Print test
Next credit note number: £ 76 = Receipt printing format: e
Mext business receipt number: = 34 [ Receiptlanguage English only
Mext trust receipt number: = 83a[= Invoice format: Show balance summary
Show statement message

Default business bank: FMB Business Bank Account 'l i :

[] Show trust statement annexure
Collections @mice: Show time as a factor 2 :

Payment Requisitions
The payee details are now permission-based [GP-20724]
Any changes made to the banking details, will be logged to the Change log report.

® To grant the editing permission, Go to System Administrator, Roles

Copyright ©2014 Korbicom - All copyright in and to this document, including without limitation the content, layout
and structure, vests in Korbicom. This document is confidential to Korbicom and any unauthorised disclosure or
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L] New ’ / Edit

Modules | Reports

Name:

Type: * Fee

ROleS Super Fee Earner

= Super Fee Earner

Select Permission(s):

Save \ & Delete ‘

Earner

=BV Payment Requisi
.| ]Edit Bank Details

A direct disbursement may also now be set as a default for Matter Business Payments [GP-

90696]

Go to Practice Setup, Financial tab and then navigate to the bottom left-hand side.

Practice Setup

—-=
nSave IE%CIear l

General | Finandial | Statements and Printers | GhostConvey | Clients 3

-

Start Date

22 Sep 2014, 9:43 AM
22 Sep 2014, 12:54PM
22 Sep 2014, 9:54 AM
22 Sep 2014, 9:36 AM
22 Sep 2014, 9:26 AM

Currency Symbol
AUD Dollor AUD
British Pound GBP
CAD Dollars CAD
EURO EURO
US Dollars usD
Payment Requisition Defaults

Matter business payments:

[] Direct disbursement

Bank Recona

[[] Allow postingbank errors

Bookkeeper

Trust Transfer

Automatic Paym

ent Requisition

An automatic Payment requisition audif report is now generated by the system when a Trust

Copyright ©2014 Korbicom - All copyright in and to this document, including without limitation the content, layout
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Transfer is run. The Payment Requisition is accessible via Stored Reports [GP-18217]

New layout option: View by Invoice

A new view option has been added in the Trust Transfer module to view Matters by Invoice.
[GP-89076]

This view breaks down the fees, disbursements and VAT for the invoice. As per the fraditional
layout view, users have the option to edit the amount transferred per invoice.

When using this view, the system is able to allocate the transfer to the selected invoice
instead of always applying the fransfer to the oldest entry.

Advanced Search
Trust Transfer v [searen | S 22!
=== Previous Results
_ g — 5

g:SeIev:tAJI g:UnseIettAJI |E_E*-\Preview Filter: [MatterType 'ITYDE: lGeneraI - Mo Financial C@iew by: llnvoice 2 @Go
Invaice Ac... Matter Name Matter 0...  Client/ Carresponden... Di... F... O... Busin.. Trust... Reser... Trans...
3 INM‘DI-IEIII MA... |Test for GP787238 Faith Kearns |GhostPractice Versions (0,00 | 50... | 70... | 5700.00 | -1185... 0.00 | 5700.00
Other -Trust Tra... |MA... |Test for GF73723 Faith Kearns | GhostPractice Versions 0,00 |0.00 | 35... | 5700.00 -1185... 0.00 0.00

Transaction History

The user now has the ability to view the transaction history for a matter in the Trust Transfer
module [GP-78459]

Cheque Printing
Multiple Cheque Printers
The ability fo have multiple cheque printers for a bank account, is now available.

The cheque printers all need to be configured in the Practice Setup. Go To System
Administrator, Practice Setup, Statements & Printers

Cheque Printer Settings
Printer Settings Name Printer Name Page Size Name

Cheque Printer 1 Send To OneNote 2013 Letter / Edit
Default Chg Printer Send To OneNote 2013 Letter

Delete

[] Enable bulk printing of cheques

In the General ledger module, the users can now add the additional cheque printers to the
bank account. Users can also select which cheque printer should be the default cheque
printer.

To select the default printer, Go To, Bookkeeper, General Ledger, select the specific bank
account. On the right-hand side, go to Cheque Printers and select the specific printer under
“Default Cheque Printer”
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Chegque printers
Add another printer: Cheque Printer 1 V|  Add
Printers Delete

Cheque Printer 1

Default cheque printer: | Cheque Printer 1 v

When printing cheques for bank accounts that have multiple printers linked to them, the user
will be prompted to select which cheque printer they want to use.

System Administrator

Cheque Settings
Additional Field Mappings
The ability fo map payee address fields for the counterfoil have been added [GP-90565].

Additional Counterfoil Fields
The following fields have now been added: Client, Client Label, File Owner Label [GP-20203]

Fee Earner User Code
On the counterfoll, the file owner user code has been added [GP-90203]
® To see these new fields, go to Practice Setup, Cheque Settings, and click on Add
Additional set of counterfoil fields
Users can now map one or more sefts of fields per cheque.

& Go To System Administrator, Practice Setup, Cheque Settings

Copyright ©2014 Korbicom - All copyright in and to this document, including without limitation the content, layout
and structure, vests in Korbicom. This document is confidential to Korbicom and any unauthorised disclosure or
copying of the document is prohibited and may be unlawful.

Page 23 of 27



GhostPractice User Notes

User Notes Version 7.2

To add the new
fields

Cheque Settings - Cheque 4

v

Mapping ID Field

Cheque Number
Payee

Cheque Date
Millions

Hundred Thousands
Ten Thousands
Thousands
Hundreds

Tens

e 00 N G U b W R e
=g =1

¥ Co-ordinate

Formatting

Field Length

A Editindividual

|] Edit collection

3¢ Delete

To edit the
specific
field (co-
ordinates)

Counterfoil Cheque Number Label
Counterfoil Payee Label
Counterfoil Date Label
Counterfoil Amount Label
Counterfoil Cheque Number

Counterfoil Payee
Counterfoil Date
Counterfoil Amount

SRR

& To add a new field, click on "Edit Collection”. The following window will appear. The user
can then select the relevant fields they require. The same field can be selected multiple

fimes.

Select the mapping fields to be added to Chegue Format 1:

Fields mapped onto cheque:

=
L]

Mapping Mame
Cheque Number
Payee

Cheque Date
Millions

Hundred Thousands
Ten Thousands
Thousands
Hundreds

Tens

Units

Cents

Amount

—
L)

Mapping Mame
Cheque Number
Payee

Cheque Date
Hundred Thousands
Ten Thousands
Thousands
Hundreds

Tens

Units

Cents

Amount

Counterfoil Chegue Mumber Label

Emnﬂsmmummwmu

Counterfoill Cheque Number Label
Counterfoil Payee Label
Counterfoil Date Label
Counterfoil Amount Label

Counterfoil Payee Label
Counterfoil Date Label
Counterfoil Amount Label

Emmﬁslﬂmﬁlmm-hwr\ll—‘

H
(5,
& &

&

-
~

Counterfoil Payee
Counterfoill Date
Counterfoil Amount

Counterfoil Cheque Number

Counterfoil Chegue Number
Counterfoil Payes
Counterfoil Date
Counterfoil Amount
Cheque Number

*"HBE &

User Preference

Users can now choose whether the system should default to “Pro Forma” or “Invoice” when
working in the Invoice wizard. This setting is configured in the User’s profile under the
“Preferences” tab.
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Users Faith Kearns
1) New | / Edit ‘ Save

General | Signature = Preferences | Fee Earner | Fee Code Favourites

& Delete ‘ Fee Schedules

Notifications
Receive receiptnotifications

[ ] Receive e-mails when tasks are assigned to me

Appointments

[] Allow scheduling of appointments for other users

Fees And File Notes
[] Always default to me

Matter Defaults

Department: v
Owner: v
Assistant - None - v
Process: v
Sub-process: v
Outlook

Sync setting: No Synchronisation v
Reminder default: 1554 | Minutes v
Invoice Wizard Defaults

Produce: (@ Proforma Invoice () Invoice/CreditNote

Reports

Updated Reports and Report Filters

Billing Statement

The Billing Statement layout has been amended and the following changes have been
made: [GP-66974 & GP-88667]

@ A filter option ‘Invoiced Fees and Disbursements’ has been added: show detail or
summary

If ‘Detail’ is selected, the system will display the invoiced fees and disbursements
If 'summary’ is selected, the system will display the one line invoice entry

% The existing filter option for Financial tfransactions (None/All/Current Period) will determine
whether the system displays the entire history , just the current period financial movement
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or none of it

G The section on the report that reads ‘Invoices and Receipts to Date’ now shows all
financial movement and not only invoices and receipts.

GhostPractice Versions
Bank Detzils
Bank First Mational Bank
Branch No. 201409
Account Holder GhostPractice Tast
Account No. GZZ54241227
Payment Reference MAT1EZE
|Ac=:ounl Name |Tas1 for GPFTETZE |
Your Reference | |‘r’our VAT Reg Mo. | N |
|Our Reference |CDI.1.'ADI.1.'P.1AT'625 |0urVAT Reg MNo. | 4540261354 |
|Accoun1 Mo |F.1AT'625 |Da1e | 22 Aug 2014 Page 1 of 1 |
Date Description VAT Amousnt Diebit Credit Balance
18 Aug 2014 Received (chequs) ) - 2, 500,00 - 2,500.00
18 Aug 2014 Jowrnal entry {} - 1, 00, 0 - 1,500.00
18 Aug 2014 Jowrnal entry {} - 500,00 - 1,000.00
18 Awg 2014  Received Chegus from Client (BRO1-32) - 1,850.00 - 2,850.00
18 Aug 2014  Received Chegus from Clisnt (TRO1-838) - 3,000.00 - 5,850.00
18 Aug 2014 Received Chegue from Client (TRO1-836) - 3, 000,00 - 2,B50.00
18 Awg 2014 Received EFT from Test (TRO1-B3T) - 5,500.00 - 8,350.00
18 Aug 2014 Received EFT from Test (BRO1-33) - 3,500.00 - 11,850.00
Sub Total 0.00 4, 500.00 16,350.00
FEES
18 Aug 2014 To owr inclesive fee [Faith Keams] (INVD1-1011) D1 00hr & T, 00 5, 00, 30 - 6,150.00
5 0O0Vhr
19 Awg 2014 Test for GP-BBEGT & BE5TY [Faith Kearns] 15min @ T5Whr 26.25 187.50 - 5,536.25
Total Fezs  D1:15h T26.25 5,187.50 0.00
DUE TO YOU T26.25 3,687.50 16,350.00 - 5,536.25
Imvoices are paysble on presentation

Statement of Account

A new section "Outstanding Invoices” has been added to the end of the Statement of
Account,

Qutstanding Invoices

Date Tax Invoice No. Invoice Amount Outstanding

03 Jun2014 INV0O1-881 5567.79 3.644 49

02 Jul2014 INV0D1-99% 6,335.07 6,335.07

03 Nov 2014 INVO1-1057 2,676.54 2,676.54
Totals 14579.40 12,656.10

Business Debtors Age Analysis by Owner

A Report parameter has been added to the Business Debtors Age Analysis by Owner report.
This parameter gives the user the choice 1o either display cents or nof.
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Tasks Assigned

Tasks now reflect the Client and Matter name

ID ~ Legacy Acco... 1§ | 2] Client Name Matter Name
=) ID: Tasks (1 item)
TSK4 - MAT 1639 N/A Newport, Cha... Newport Cont.
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