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If you would like to run either a detailed billing guide, or a summary of the billing guide, follow the
instructions here to assist you in producing the relevant reports.

The billing guide should be printed as the breakdown for the bill before it is posted. It will provide you with
details of all unbilled time and unbilled disbursements for the client and matter selected.

To run a billing guide, go to the Time Recording area in the side menu and then select Time Billing. Now
click on Billing Guide.

The billing guide filters for the currently selected client will open. You may select an alternative client using
the available search options.

You will be able to see both the posted and marked up value should this be applicable You may also filter
by Fee Earner and remuneration type if you wish.

Tick the Fee Earner or Rem Type boxes to open the relevant areas for further filtering.

The Fee Earner check box only needs to be selected if more than one Fee Earner has recorded time on a
matter and you are just running a billing guide for one or more specified Fee Earner. If printing everything,
this can be left unchecked.

Similarly, the ‘Remuneration Type check box can be left unchecked to view all. If you wish you may select
the ones you wish to view.



The date filter can also be used should you wish to bring through information between certain dates. The
date range will show the first and last time posting on the currently selected client’s time ledger.

The guide can be grouped by Fee Earner

Posted values is the default selected report type, however if there is marked up time present, you have the
option to either report on marked up values only or to report on both posted and marked up values.

You can also bring through a summary, detailed report or you can combine the two.

Select Print.

The first report to appear will be the detailed view. You can scroll through further pages if any are present
using the arrow icons at the top of the window.

You may export any of these reports to Excel or PDF document. To move to the second report, select the
chevron facing right in the top corner.

This report is showing a summary of the time. Clicking the chevron again will now take you to the final
report which will show you any unbilled disbursements present on the ledger.



When you have finished with the report, click on the ‘X’ to close the window.


