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) Codes allow further categorisation of charges and expenses incurred during litigation, based on the
experience of the litigator.

To record time with ] Codes, please ensure your grade codes have been set up to your fee earner by
a relevant System Supervisor.

https://support.ospreyapproach.com/guides/add-j-codes/

Recording New Time

Open the Post Time Entry screen by going to Time Recording and selecting Post Time.
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Enter Details for your Time Entry. To the right-hand side you will have the Phase/Task Code and Activity
Code dropdowns.
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Adding J Codes to existing Time Entries

Navigate to the Time Recording area to bring up the Time Ledger. You will notice there is a column
headed Codes.

DATE CREATED D# CREATED BY DESCRIPTION F/E ACTIVITY UNITS MINS RATE VALUE GRADE PHASE / TASK CODE ACTIVITY CODE CODES ATT NOTE UNDO
04022018 04/02/2015  rab ATE - Attending Client RJ ATE 12 7200 110000 12000 A E} [k iy
04022019 047022015 rab EMO - Email Out RJ Emo 1 &.00 100,00 10.00 & 2 ] iy
O4DR/I01F 04022019 rab WAI- Waiting R WAl 4 24,00 100,00 40,00 A @ D‘ iy
4OZ/019 V02019 osprey & Clignt Lattar - Blank RJ STANLETT 1 600 2500 25,00 A ] E‘ e
TR0 VA0S csprey A& clian Latter - Blank RJ STANLETT 1 500 25.00 2500 A I @ Ll
1402019 140272019 caprey ATC - attending Client RJ ATC o oo 100,00 o.o0 A P4 L,? iy
7032019 2703209 tany ATG - attending Client T™H ATG 4 24.00 oo 4400 r.‘,ﬂ Lt’ Lal

Click the icon in this column to add a Phase/Task and Activity. Select them from the drop-down list and
then click Save.

Phase / Task Code: | yM10 - Preparing Costs Claim -
Activity Code: A102 - Research -

Cancel Save

Once saved, you will be returned to the Time Ledger and you will notice that the Phase/Task Code and the
Activity Code columns now have the chosen information displayed.
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You can select the pencil icon in the Codes column to amend the information if required.

Credit Limits

You can also add limits to show in Credit Limits and the reports. Under the Time Recording tab, you have
the option to select Phase Limits.
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(+)Add
Phase Pre-action Costs ﬂ Estimate (£) |1 ,200.00 Warning (%) |75 :.: [ Del
Phase ADR / Settlement discussions ﬂ Estimate (£) |2,000.00 Warning (%) [75 ek i Del
Phase Disclosure ﬂ Estimate (£) [a50.00 Warning (%) [75 B [ Delete
Phase Expert Reports ﬂ Estimate (£) [4,000.00 Warning (%) [75 s [ Delete



Select the Add option to create a new limit.

Phase Select Estimate (£) | Warning (%) |?5 [B)save | {jDelete

Select a phase and then add an estimate in pounds. You can then add a percentage value at which the
limit warning will appear. Click Save to add the new limit.

Linking Expense Codes to Disbursements on the Client
Ledger

Navigate to the Client Ledger tab to display the client ledger for your selected file.

There is a tick box for Show Ledger Expense Codes available above the ledger table.

O Refresh | o Office Bank Receipt D Post | Currency: GBP WIShow ledger expenses codes ‘

Tick this box and an additional two columns for Phase/Task and Exp (Expense) Code will be added to the
ledger table on the far right.

DATE DETAILS REF VAT DISBS OFFICE cuent PHASE/  EXP

TASK CODE
23/08/2018 Fixed Price Bill TR2109 139.00 0.00 695.00 0.00 Ea
29/08/2018 Cheque from client tr2908 0.00 0.00 0.00 250.00 Ea
30/08/2018 Court Fees TR3008 16.66 83.34 0.00 0.00 Ea
30/08/2018 Payment of bill Tros09 0.00 0.00 364.00 0.00 Ea

Select the Add icon under the far right column to open the Add window.
Enter the relevant information here and click Save when complete.

Phase / Task Code: | JM10 - Preparing Costs Claim ~
Expense Code: X102 - Copies/Hard Copy Prin -

Cancel Save

The selected information will now be present in the client ledger table.

PHASE / EXP

DATE DETAILS REF VAT DISBS OFFICE CLIENT TASK CODE
23/08/2018 Fixed Price Bill TR2109 139.00 0.00 695.00 0.00 JMI0 xio2 [a
29/08/2018 Cheque from client tr2908 0.00 0.00 0.00 250.00 Ea
30/08/2018 Court Fees TR3008 16.66 B3.34 0.00 0.00 Ea

30/08/2018 Payment of bill Tr0509 0.00 0.00 364.00 0.00 Ea



