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The first thing you should know is that I AM NOT an accountant nor am I a tax specialist (although I studied accounting in college and worked a season at H&R Block).  In my years of working for and with law firms, and with various accounting and billing softwares, I have found processes that work well, and want to share those with you.  For initial setup, and for accounting and tax advice, you should enlist the services of a CPA.
This Paper is divided into three sections.  Section One provides a description of referenced reports, along with any available filters, and sort options.  Section Two is a suggested checklist of sequential tasks to complete a monthly billing cycle.  Section Three covers Year End processing and suggestions.   
The most successful office procedures always include cross-checks; comparisons of lists and reports that confirm correct data entry.  For instance, the total of client checks taken to the bank should be the same as the bank deposit report.  The Invoice Listing should agree with the transaction listing, filtered for invoices only, for the same period.  Hours worked should be the same on the Productivity and the Profitability reports.
This Paper hopes to provide a backbone of monthly reporting.  There are many other reports available which, though not listed here, should not be ignored.  Reports are a valuable management tool for helping make decisions on everything from assignments and human resources to marketing.
In the most general terms, processing a billing cycle consists of the following:

· Confirm the status and accuracy of unpaid bills prior to generating new bills

· Confirm the previous month receipts are accurately recorded

· Quantify and qualify current unbilled time and expense entries (billing items)

· Confirm client accounting information is up-to-date (payments, write-offs, etc.)

· Determine the value of the current billing cycle

· Produce and post accurate client bills
Unless otherwise noted, the reports suggested here are included with your program, and are accessed from the top menu item, Reports, by selecting from the dropdown Standard Reports.   Examples are taken from the Training Mode database.

Three main internal departments are defined.   Generally ‘Staff’ refers to timekeepers who work on files; ‘Accounting’ refers to anyone entering expenses, applying payments, and handling the firm checkbook(s); and ‘Management’ refers to administrators,  partners, or other decision-makers.

Use this paper as an aide in helping you develop your own set of procedures.   Each month the checklist should be reviewed and modified to fit your particular needs.

Tip: Create QuickTabs on the Billing Item list; one to list unbilled time, and one to list unbilled expenses.  Use these lists to confirm all unbilled entries have a valid staff ID, matter ref., rate, total duration, etc.  Using the lists can help you locate problem entries and avoid re-prints.  Save a tree!!

Section One
REPORTS
Because you have the ability to 'change the past', I recommend saving critical Month End and Year End reports as PDF's.  In addition, the Accounts Receivable reports do NOT have an 'as of date' option, so saving these reports will provide you the ability to retrieve numbers as they were at a point in time.
Productivity Reports
Productivity reports show the hours each working staff has entered during a selected time frame, regardless of whether the time has been billed. These reports are available from the Billing Tab and the Staff Tab under Standard Reports.  The reports provide the total worked hours and distinguish billable from non-billable. The calculated productivity percent field divides billable hours by worked hours.  ‘Staff’ refers to the staff on the time entries.  Non-Billable means the charge status on the bill item is set to Do Not Bill.
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On the left are listed saved report definitions.  Clicking on the saved definition recalls the report, filter and options.
Below is the Bill Item Setting.  The Charge Status is on the same row to the right of the total duration, below the description.
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Aged Accounts Receivable Summary by Matter

Date Prirted: 43012012
Time Printed: & 43AM

Pirted By T

Matter Reference Matter No. Current 30Days 60D 90Days 120Days 180 and Over Balance
“Trust Test Matter 638.00 000 000 000 000 00 638.00
Watsonv. MegaTech 06-2224.030 000 000 000 000 000 11000 11000
Wiuble Matter 061786.034 000 000 000 000 000 014 014

Report Totals $738.00 $55.00 $0.00 $401.00 $971.23 $18,92191 $21,087.14
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One thing to note, Non-Billable time is not considered on the Effective Bill Rate reports.  For this reason, some firms choose to make administrative work billable, and then bill with an action set to reduce to 0.00.  Do Not Bill time entries can be archived to get them off your unbilled list.  They can be included in most reports by clicking the ‘Include Archived’ checkbox.
Sample Report:
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Aged Accounts Receivable by Date Printed: 43012012
Responsible Tire Printedt: G:504M
Prted By: M
Current Days DS %003y 12002 180 and Over Balance
Peters . Befier Wardiobe Siores, 00 000 000 00 00 231 2331
Inc.
Total For:MCG 5000 000 5000 5000 5000 52,1801 219801
RsB
Atle, Bany B.v. State of lorda 00 000 000 31000 00 13200 w200
Brubsker Barkrupey 00 000 000 00 75000 000 75000
Chelseav. City of Hialeah 0.00 55.00 0.00 0.00 12873 200.00 38373
Florida . Sanders 00 000 000 00 00 77943 7943
Gordon v. Miami Marine 00 000 000 00 00 000 00
Green . Biyce Tech, In: 00 000 000 00 00 45000 45000
Lee v. All County Insurance. 0.00 0.00 0.00 0.00 0.00 341.00 341.00
Plummer Assaut 00 000 000 00 00 15288 152384
Total For.RsB 5000 355,00 50.00 531000 987873 93,4262 457000
RSB.BEA
Hellermanv. Hellerman 00 000 000 00 00 10954 10054
Total For. RSB BEA 5000 0,00 5000 5000 5000 10054 91085
RSB,0BH
Bater . A, Jenkins Enineering LLC 00 000 000 at00 00 10.00 10100

Total For.RSB.DBH 5000 5000 5000 591,00 5000 1000 510100
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Productivity Report by Originating
HOURS
Originating
Matter No. Matter Ref. Hrs Worked Billable Non-Billable Productivity %
ASM
05-1236.011 Able, Bary B. v. State of Florida 510 510 000 100.00
Total For: 510 510 0.00 10000
MCC
06-7458.037 Baxterv. A Jenkins Engineering LLC 1.00 1.00 000 100.00
Total For: 1.00 1.00 0.00 10000
RSB
05-1113.012 Brubaker Bankruptcy 1.00 1.00 000 100.00
05-1252.013 Chelseav . City of Hialeah 2000 8.00 12.00 4000
Total For: 21.00 9.00 12.00 4286

Report Total 27.10 15.10 5672





Summary:  This report provides hours worked for the timeframe selected, and distinguishes billable (entries where the bill status is ‘billable’, ‘additional charge’, or ‘no charge’), and non-billable (entries where the bill status is ‘do not bill’), as well as the percentage of productivity (billable hours divided by hours worked).

Filter: The report can be filtered by time entry form fields such as Bill Date, Matter Ref., Staff, Classification Code, Billing Code, Phase Code, and/or the Originating or Responsible Staff (on the General Tab of matter Billing Preferences).  From the Billing Tab, sort by Billing Code, Client, Client/Matter, Matter Number, Originating Staff, Phase Code, or Responsible Staff.  From the Staff Tab, sort by Responsible/Staff, or by Staff.

Example: In the above example, the report was run from the Billing Tab.  A filter of ‘Responsible Staff equals RSB’ was chosen, and the report is sorted by Originating Staff.  For matters where RSB is responsible, ASM originated matter was worked 5.10 hours, MCC originated matter was worked 1.00 hour, and RSB originated matters were worked 21.00 hours.
Below, the same information is gathered on the report selected from the Staff tab.  The data sorts by working staff, for matters where RSB is the responsible staff.
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Productivity Report by Staff

Printed By

™

HOURS
Staff Hrs Worked Billable Non-Billable Productivity %
David B. Halomar 12.00 0.00 12.00 0.00
Marilyn C. Campos 2.00 2.00 000 100.00
Robert S. Brown 13.10 13.10 000 100.00
Report Total 27.10 15.10 12.00 56.72





Profitability Reports
Profitability Reports are available from the Billing and Staff Tabs, and provide hours and value data within a specified date range.
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Responsible  IN RSB
FEES HOURS

staff FeesWorked Billed Value Profitablty % HoursWorked  Hours Billed Eff Bill Rate

David B. Halomar 102000 5000 000 1200 000 000

Martyn C. Carnpos 20000 520000 10000 200 200 10000

Robert 5. Brown 179550 $2,005.50 117 1310 1310 15309

Report Total $3015.50 $2205.50 7314 27.10 510 136,08





Summary: This report provides total value of  Fees Worked, the Billable Value, Profitability percent, (of the value worked, the percentage that is billable), as well as Hours Worked, Worked Hours that are billable, and the Effective Bill Rate (the billable value divided by the billable hours).

Filter:  The report can be filtered by billing item fields such as Bill Date, Matter Ref., Staff, Classification Code, Billing Code, Phase Code, and/or the Originating or Responsible Staff on the General Tab of the matter Billing Preferences.  From the Billing Tab, sort by Billing Code, Client, Client/Matter, Matter Number, Originating Staff, Phase Code, or Responsible Staff.  From the Staff Tab, sort by Originating/Staff, Responsible/Staff, or by Staff.

Example: The above example shows summary of working staff investment on matters where RSB is the responsible staff.  Note David B. Halomar fees worked value is 1,020.00, but billed value is 0.00.  This indicates bill items have status of ‘no charge’ or ‘do not bill’.  Robert S. Brown has a higher billed than worked value.  This indicates a mark up at billing by action or flat fee setting.  To get the details of the work for a staff, run the profitability from the billing tab for the same criteria and timeframe and sort by matter as shown below.
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Profitability Report by Matter

Printed By

FEES HOURS

Reference Matter No. FeesWorked Billed Value Profitabilitts  HoursWorked  HoursBilled  Eff.Bill Rate

Able, Banty B.v. State of Florida 05-1236.011 $790.50 425,50 5383 510 510 8343

Basterv. & Jenkins Engineering LLC 06-7458.037 $175.00 $175.00 10000 1.00 1.00 17500

Brubaker Bankmptcy 051113012 $175.00 750,00 457 1.00 1.00 750,00

Cheiseav. City of Hidleah 051252013 $655.00 $655.00 10000 6.00 6.00 10917
Report Total $1795.50 £2,005.50 mz 310 1310 153,09





Important Note: This report shows exact, potential bill values.  It does not take into account flat fee or other adjustments until the entries have posted to a bill.  Had the 750.00 flat fee on Brubaker Bankruptcy not yet been billed, the worked and billed columns would be showing exactly the same values.  Once a time entry is posted to a bill, these numbers change based upon the allocation of adjustments brought about by flat fee charges, markups, discounts, or actions.
Ask me about getting this report to run from the Billing Item list, where you can select by tagging the records you wish to include in the report.
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Date Frirted: 4/30/2012
Time Printed: 5:584M

Brown v. Brawn

Total: Brownv. Brown
Brubaker Bankruptcy

Aged Accounts Receivable by Invoice Pinted By  Tht
Date Invoice No. Current 30 Davs 60 Davs 90 Davs 120 Days 180 and Over Total
Able, Barry B. v. State of Florida
1043172010 22 00 000 00 00 oo 9.00 9.00
1143072010 23 0o 000 0o 0o 0o 123.00 123.00
1172011 24 0o 000 0o 0o 31000 0o 310,00
Total: Able, Barry B. v. State of Florida 0o 000 0o 0o 31000 13200 $442.00
Baxter v. A Jenkins Engineering LLC
1212872010 73 0o 000 0o 0o 0o 10.00 10.00
1172011 7 0o 000 0o 0o 91.00 0o 91.00
Total: Baxterv. A. Jenkins Engineering LLC 0.00 000 0o 0o 91.00 10.00 $101.00
97292010 B0 0o 000 0o 0o oo 6757 6757
1143072010 72 0o 000 0o 0o oo 156.59 156.59
0.00 000 0o 0o 000 22416 $224.16
111072011 4 0o 000 0o 0o 75000 0o 750.00
0o 000 0o 0o 75000 0o $750.00

Total: Brubaker Barkrugtey




It is sometimes desirable to produce reports on selected billing records only.  The report below was run from a filtered bill item listing that includes only billed time entries, billed within a specific date range (as shown above) by tagging and clicking the printer icon.  These reports are NOT part of the program, but, if you want them, I can provide them to you.
Note the top line on the report has no staff.  This situation is created by billing a flat charge on a matter where there are no unbilled time entries on which to allocate the billed amount.   A flat charge pro-rates by VALUE the billed amount across all the time entries included on the bill.  If there are no time entries, no staff gets credit for the worked, billed or received amounts.


[image: image7.png]17 Tagged  Records Brown, Campos & Marshall LLC Date Printed: 4/16/2012
i Prirted: 11:15M

. PrirtedBy. TH
Profitability Report by Staff
Tag Billec! Recordls (Sert Date Not Blank)
FEES HOURS
Staff FeesWorked  BilledVlue  Proftabilty % HowrsWorked  Hours Billed EAT Bil Rate
50.00 $75000 00 000 000 000
Aberta. Howell $75.00 57500 10000 100 100 500
Alsons. orroe $345.00 $75000 2738 300 300 250.00
Dan . hiler $125.00 $12500 10000 100 100 12500
Marshall B Addison 3000 532000 10000 800 800 w0
Matiyn C. Carmpos seB0.00 588000 10000 700 70 14000
Robert 8. Brown $1,807.50 52117.60 111 1150 1150 18413

Report Total $3652.50 $5,117.5 0.1 3150 350 16248





Best practice is to save to PDF, or to indicate on the report the criteria used to produce it.  The date and time the report was printed will display on the top right, but the filter used to determine what items to include is not displayed anywhere on the printed report.  All that can be determined is the number of tagged bill records.
Accounts Receivable Reports

Accounts Receivable Reports are available from the standard Reports Billing and Transaction Tabs.  They provide total amount due in the Aging brackets determined at program level settings.

From the Billing Tab, Aged Accounts Receivable can be sorted by Class Code  (of the matter), Client, Department, Matter, Matter Number, Originating Staff or Responsible Staff.  Multiples in any of these fields will create separate sorts.
These report net unpaid bills and any credits.


From the Transaction Tab, there are three Aged AR reports; Aged AR, sorted by Class Code, Department, Originating, or Responsible.  Using multiples in any of these fields will create a separate new sort.



Aged AR  - Totals Only – A quick way to find out what is owed to the firm overall.


Aged AR by Invoice.  This report does NOT net credits.  It shows balances due by invoice, which might seem like stating the obvious, but  a matter with an unapplied credit or payment does not reduce the balance due by matter the way it does on all the other AR reports.


FOR ALL OF THE ACCOUNTS RECEIVABLE REPORTS, I STRONGLY RECOMMEND SAVING TO PDF.  THESE REPORTS CANNOT BE RECREATED LATER BECAUSE A DATE RANGE FILTER CANNOT BE APPLIED.  

Ask me about providing the Aged AR reports as custom reports, which you can run from the matter list.  This allows you to pinpoint what matters you want included in the report by tagging them.  Click the Print icon on the Matter list toolbar and select the report.
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Many of the reports shown in this paper are also available from the sub-list on the Billing tab of the matter. YOU MUST TAG THE RECORDS YOU WISH TO INCLUDE IN THE REPORT.
Click the printer icon on the middle (sub-list) toolbar to display the reports.

[image: image9.png]-~ Biling

Goto [s3vz01z 3| | [ oted [unis [ Fee | Eo | [ speced | auomstc AR ARG =a
B ¥] Tine 250 e - A Evoerses | I
E|
A
LD Al Stait | By Descrp Aged WIP Totals Only [REQUIRES. Bl
2NENT2 T RSB B Aeienandparisa o uie oot I LIRS T 55
27202 T RSB B Hueres more vl | Aged WIP by Cien REQLIRES F o
T T RSB B Cow Ged WP by Clent and Matter o0
L T Ly GedWIP b Elertard et =
reck 10588 [ 3MSWE | ged WIP by Matter (REQUIRES F
TUB20I0 T RSB B Discoveyde B0ed WP by Mallr (REQUIRES F 300
10292010 T RSB B AnowerDue e s FEQUnES T
0292010 T MCC B AnowerDue Efecte B e FEQUR 500
2N T RSB B FieNotioof Heaing | Efecive b Aae by S 400
200 T RSE Bl Popsessetl | Erperieiy Sl ks
B/30/2010 T AAH B File Complaint orm Format 37.50
Hotes by Doto 8y Sttt
B/02/2010 T MBA B Hearing on Mation to d id Fo.00
S0 T MCC B Pleasegeliedocsic 750
372472010 T RSJ B Meeting Brinter Preview oK LCancel 000
2232010 T RSB B Meeting with CIENt 18 «ewrereerrerreermererre e hoED





Click Preview to display on the screen, or OK to print to the designated report printer.  Select an alternative printer by clicking the printer button before hitting print or preview.
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The effect of using the ‘tag’ approach is that only the records tagged will be included in the report.  There is no filtering, the tagged records are the only records on the report.  This allows you to use Time Matters customized fields to filter in a way that the standard reports cannot.

Receipt Allocation

This report is available from the Transaction tab.  It reflects allocation of payments to the individual billing items which were included on the invoice with payment application.  Select the date range of payments to be reported on.  Note the top left implies the filter is by Invoice Date.  It is not.  The filter is by Payment Date.
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The Receipt Allocation Report provides individual and totals of payments applied to billed Fees and Expenses.   It can be sorted by the billing item fields Billing Code, Client, or Working Staff, [the staff whose ID appears as the primary (first) staff].  
Filter options are Client, Matter, Matter Number, Staff, Classification Code [of the billing item(s)], and Responsible Staff.  The report shows the billed value of time and expense items which appeared on the invoice to which a payment was applied.
Note: Reporting receipts on flat fee allocations has always been challenging.  If you have matters with a billing arrangement of flat fee (one time charge, flat charge, or bill in advance), and no billing items are entered prior to posting a bill, payments entered will not be allocated to a staff.  Likewise, unless a default billing code is specified at program level setup, (file> setup> general> program level/billing tab/billing tab, ‘default billing code for flat charge allocation’), no billing code will get a receipt allocation.  The allocations will appear on the report, but the staff or code will be blank.  For this reason, I suggest at least one time billing item be included on these types of bills.

A best practice is to have ALL worked time entered before posting a flat fee bill so that the bill items are pro-rated prior to applying payments to them.  This is not always easy to accomplish, but good, steady procedures can help.
Work In Progress

There are several variations of the WIP report available, in both detail and summary.   The report to print depends largely upon the needs of your audience.

For Staff, prior to management review, and prior to printing pre-bills or bills, print from the Billing Tab the Detail Work in Progress Report.  Select the date range (typically ‘last month’), and print the report for each staff member.

Tip: Save report preferences for repeat printing by clicking the ‘Add’ button, and providing a name for the report.
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The report lists bill date, client/matter, staff/description, billing code, if any, the billable duration (or quantity), the rate (or price), and the billable value.  Using this report, staff can confirm their own billing items are completely and correctly entered.

Note: If not already on the toolbar for the Billing Item list, add the button, ‘Send to Excel’.  (User level setup.) Tag desired records, (unbilled expenses, for instance), and create an Excel spreadsheet that includes those records.  Use the [image: image13.bmp] Auto Sum button to quickly and easily get totals.  (Change the format [image: image14.png]


 to dollars of the value columns.)
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Lamy D Gordon  Gordonv Hammersmith  09/03/2005 Meals and Lodging - Hiton Airport $ 47108 | § 47108
Linda Flaury Fleury v. Flaury 081112005 € 45025 § 45025
Linda Flaury Fleury v. Flaury 08/31/2005 Postage at Cost € 087§ 087
Rafasl S Molina  Molinav. United Builders  08/30/2005 Postags at Cost € 087§ 087
Rafasl S Molna  Molinav. United Builders  D/06/2005 Photocopies at $0.15 sach € 3045 § 3945
ViienM Eroon  Eran v romn 0811812006 € 2700 § 2700
VivienM Brown  Brown v Brown DAA8/2005 Caurier Fee - deliver sigred Assetagreement € 1500 § 1500
VivienM Brown  Brown v Erown 0A/1512005 Deposition of empleyer § 4380 § 43880
$£226332 § 225028




\
See how easy it is to find items with no description from the list.

Note: The spreadsheet will have the same sort selection and columns as were set on the list. 

Transaction Listing

This report is on the Transactions tab, and shows details of transactions for the selected date range and type(s).
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Filter for date range, client, matter ref., or matter number.  Click the up arrow to the right of ‘types’.  Check the box to the left of each transaction type to be included in the report.

Tip: This is a good report to run whenever you need to see a ledger of transactions for a particular client or matter.   Let the report default to all transaction types.
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Brown, Campos & Marshall LLC

Date Printed: 4/
Time Printed: S:49aM

Transaction Listing Prnted By TM

Date Type Ref No. For Amount
1/06/2006 Payment 874 Wruble Matter -250.00
2/02/2006 Payment 84 Baxter v. A. Jenkins Engineering LLC -1,500.00
4/10/2006 Payment 657 Fleury v. Fleury -150.00
4/15/2006 Payment 10045 Molina v. United Builders. -250.00
411712006 Payment Baxter v. A. Jenkins Engineering LLC -250.00

Report Total $-2,400.00




The listing shows the transaction date, type, any reference information, (check number, invoice number), the matter reference, and the total amount of the transaction.  Bills and invoices are positive numbers (increase AR), and payments, credits, and write-offs are negative numbers.

Write-Up/Write-Down

This report is on the Transactions tab, and provides the difference between the value of billable time worked, and the value that has been, or will be, billed.
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Filter billing item fields including Date Range, Contact, Matter, Matter Number, Staff, Classification Code, Billing Code, or Phase Code, and choose to include values of records that are billed, unbilled or both.  On the Options tab, sort by Billing Code, Client, Client/Matter, Matter Number, Originating Staff, Phase Code, or Responsible Staff.

Note the example above is sorted by staff, and the top line shows a value with no associated staff.   That number represents a flat fee billing where no billing item was on the bill. No staff will receive credit for the billing or any applied receipts

Pre-Bills and Bills
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The ‘Print Bills’ and ‘Print Pre-Bills’ dialogue boxes are very similar.  The ‘Matter’ tab filters for particular matters, and sets the print order.  There are two levels of print order available.  The default is ‘Client Name’, then ‘Matter Reference’.  You can also choose ‘Matter Number’ and ‘Responsible Staff’ at either level.  I suggest Matter Reference in both fields.
The ‘Charges & AR’ tab filters for particular billing items on those matters.

The ‘Options’ tab allows for including matters with no WIP.  And, when printing Pre-Bills, an ‘Include’ tab allows for suppressing the printing of various sections.

At the bottom of the dialogue box, use the ‘Printer’ button to select a printer other than the windows default printer, and set any printer options.  Use the ‘Preview’ button to print to screen.  Use the ‘Print’ button to print to a printer.  Use ‘Close’ to close the dialogue box.

As with other report print screens, to the bottom left click ‘Add’ to save the report definition.

Section Two
MONTH-END PROCESSING

BEFORE BEGINNING THE BILLING CYCLE

Print the Following Reports Using the Pre-Defined Date Range ‘LAST MONTH’:

This sequence assumes you are in the first days of a new month, preparing to bill time and expense records through the prior month-end date.

Print the Following Suggested Reports for LAST MONTH:

For Staff:

Billing Tab - Detail Work in Progress



Run an individual report for each timekeeper


Make any necessary changes after staff review, and prior to printing reports

for management.

For Accounting:

Transaction Tab - Transaction List

Filter for Date Range ‘Last Month’ and Type ‘Apply Funds to A/R’

Confirm all applications have been processed in the fund bank


Transaction Tab – Fund Activity with Balance Report



Confirm agreement with bank balance


Make any necessary changes AFTER accounting review, and PRIOR to printing reports

for management.

For Management:

Staff Tab - Hours Recap by Staff

Sort Option by Staff


Billing Tab – Productivity

Sort Option Client or Client/Matter

Billing Tab - Aged Accounts Receivable Summary – SAVE TO PDF
Sort Option Client, Matter, or Responsible


Transaction Tab – Transaction Listing – Print Individual Listings




Filter for date range ‘Last Month’




Select Type ‘Payments’





Select Type ‘Pay to Funds’





Select Type ‘Write Off’

Billing – Paper Driven

Print Pre-Bills

Date range 1/1/1900 through the month-end date



Print in groups that help manage distribution and processing



Select the desired sort

The default is ‘Client Name’, ‘Matter Reference’.  I prefer ‘Matter Reference’ so the Pre-Bills (and, when I print them, Bills) are ordered Alphabetically – the same way the matter list is sorted

Create BillFlow Manager collection(s)

Create collections which mimic the pre-bill printing

As pre-bills are reviewed, marked-up, and processed, those NOT returned will maintain a status of ‘new’, promoting easier follow-up

Billing – Paperless

Create BillFlow Manager collections
Create collections by responsible staff

Print BillFlow Collection reports

Select file> Print BillFlow Collection while on the ‘New’ tab for each collection.


Distribute reports to each responsible staff



Assumes responsible staff do their own edits.

Billing – All

Perform Any Edits

From the BillFlow Manager Collections, modify time/expense entries as needed


Change Status

Change status to ‘Ready to Bill’ as you go


Print BillFlow Collection report

Print while on  ‘Ready to Bill’ tab



Note: You must print this report PRIOR to printing bills

Create Bills


From the ‘Ready to Bill’ tab, hit control+T (tag all), and select ‘Bill’ to print bills 

Place in ‘final review’ if another review is required

Post Bills



From the ‘final review’ tab, hit control+T (tag all), and select process, ‘Post’.



Once the bills have been approved and put in the mail, post them

Note: Bills do not appear as AR, and cannot have payments or credits applied until they are posted.

AFTER THE BILLING CYCLE

Print Following Reports for DATE RANGE OF CURRENT MONTH

Accounting:


Transaction Tab - Transaction Listing

Select Type Apply Funds to AR


Transaction Tab – Invoice Listing

Management:


Transaction Tab – Invoice Listing

Another good option is to go to the invoice list.   Filter for the current month invoices.  Displaying the columns Fees, Expenses, Invoice Total, and Balance, tag all and ‘send to Excel’.  In this way you can auto-sum the columns.   If the Excel button is not on the invoice listing, click the options button, select list toolbar, and add it.

Section Three
CLOSING THE YEAR
When it comes to your financials, your firm’s Accountant should always have the final word.   The accountant should have been consulted during the initial setup and should review your financial reports, including bank statements, on a regular basis.
The Billing Matters program does not have a true Month or Year End processing.  This affords the opportunity to make corrections to prior month and even prior year numbers, when necessary.   It also means that care must be taken to limit unwanted changes from being affected.

As with Month End, you’ll want to confirm the Year End numbers are accurate.  Here are some simple steps to take.

Print the General Ledger (or Save as PDF) and review the transactions to all the banks, and all the expenses.   Check things like the rent expense account, which should show a debit for each month of the year in approximately the same amount.   Check other accounts such as utility expenses such as electric and phone charges to be sure there is an entry for each month.   You don’t want to miss any tax deductions.

If you find anything that seems amiss, print (or Save as PDF) the General Journal, sorted by Ref Number.  This will show the corresponding debits and credits for each transaction.

It’s a good idea to save both the detailed GL and the GJ for the year.   They can be quite large, but are invaluable when trying to explain entries.   I create a folder for Year End Reports, and save it to at least two locations; a local disk and the shared network drive.

Once you are satisfied with those reports, and have made any necessary adjustments:

Print the Trial Balance through the Year End Date
Print the Balance Sheet through the Year End Date

Print the Profit and Loss (Income) Statement for the Year.

The trial balance will list the balance of each General Ledger Account as of the date selected.  The accounts will list in this order: Assets, Liabilities, Equity, Income and Expenses.

In the Equity area, you’ll find Retained Earnings.   Retained Earnings is the net of income and expenses, and will be the bottom line on the Income Statement.   The balance of Retained Earnings needs to be ‘distributed’ to the company owners.   For Partnerships, it is Partner Equity, and for Sole Proprietorships, it is Owner Equity.   For instance, assume the company is an LLC, it is the end of 2008, and there are three equal partners in the following example:
Retained Earnings is a Net Income 1/1/08 to 12/31/08 of 9,000.00.    This is the bottom line of the Income Statement when run for the year, and is the Retained Earnings number in the Equity area of the balance sheet.   If it is not, you must determine why and correct.

To distribute to Partner A, Partner B, and Partner C, enter a general journal entry dated 12/31/08.  Debit Retained Earnings 9,000.00 and credit Partner A Equity 3,000.00, Partner B Equity 3,000.00 and Partner C Equity 3,000.00.   The retained earnings account will now have a 0.00 balance as of the last day of the year  Another approach is to create in the equity section of the chart of accounts a ‘Retained Earnings 2008’ account and credit that account rather than the equity account(s), but eventually all Retained Earnings should be distributed to owner accounts.  
Note: If the Income Statement reflects a net LOSS, Credit Retained Earnings and Debit the Equity accounts.
Compare the End of Year Cash balance to the December year end Bank Reconciliation.

Compare the End of Year Trust Balance to the December year end Bank Reconciliation.

Compare the End of Year Trust Liability to the Trust Balances by Matter report.

Note: When running the Trust Balances by Matter report using an ‘as of’ or ‘end’ date, you’ll need to check the box to ‘include matters with zero balance’.   Otherwise, matters that had a balance as of 12/31/08, but are at a zero balance on the current date will not be included in the report.

Print 1099s for all vendors who are not corporations, and were paid 600.00 (or the current IRS mandated amount) or more by the firm.  Print the detailed AP report by vendor to confirm the 1099 numbers are correct.
Compare the Taxes Paid and Wages Paid to the Report provided by your payroll preparer.

Print the Working Trial Balance and present it along with the other financials to your accountant for final year end adjustments.   After making those adjustments, print the Balance Sheet and Income Statement one last time and save to disk.
Time entries with charge status of Do Not Bill are considered Non-Billable for reporting purposes.
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