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This guide will take you though ensuring that a
billing/invoice template has been created and is
available on Osprey for your firm to use

In Osprey, Navigate to Time Recording > Time Billing > Create Bill Template as below.
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Select the Design Bill option to create or change any content on your bill template.

) . Today's Units: 0
X OSE!'&EI Today'sTime:  00h:00m  Global search

Osprey Approach Test Today's Value: £0.00

me Recording Time Billing Create Bill Template

@ I-_,‘//J? Design Bill B Preview Bill

When the Word document opens, you can add any information you need. A standard set of merge fields
are available to allow you to include data from Osprey.
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Your Ref: «chient_nos | «matter_nos
aball_addresss

Date : «ball_dates

Fee Eamer: «fee_carners

In reference to your case: «matter_descriptions

Please find below a breakdown of Bill: abill_nos - «ball_detaals

Break Down of ball as follows

T - 85 X

Trainingd - n

When you are happy with your bill template, click the X in the top corner. A pop-up box will appear and

you will be prompted to save your changes.

Use the Preview option to display how your bill will look when run. Please note that the preview uses

dummy data to populate your bill.




