ELECTRONIC BILLING (LEDES, ETC.):
Setting up the Client:

Clients who require electronic billing such as Serengeti or LEDES need to be set up
as follows:
1. The Client Information Custom Fields sections will require certain information
based on the client
2. The Client Information “Invoices” section must show which electronic delivery
firm is being used (select from the dropdown).
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J Format on bill
Custom Fields
LEDES Payment distribution rules
First pay invoice [Dldest ']
Bills J
Arrangements Order of charges [Interestr Costs, Fees V]
Holds First pay in full [Imroice "]
Charges _ o
- [] require manual distribution
Layouts Email options
A/R & Funds J []send bills via email Default V] @
Balance

[] send statements via email
Funds Accourt

Other | Bills sent to
MNotes Electronic Delivery LEDES 19938 -
Activities

3. Each client must also be assigned to require L codes as follows: From the top
main menu click NAMES ... CLIENT REFERENCES

Bills  Reports Calendar Ac

f 4 Client Info Ctrl+l
“ &P Client History Ctrl+H [
rr'.'i Client References  Shift+ Ctrl+R
% Dial the Phone... Ctrl+D
E Tirnekeeper Info Ctrl+U
L
L3 TaskInfo Ctrl+¥
U4} ExpenseInfo Shift+ Ctrl+Y
@ Budgets Ctrl+G
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4. Open the client and click the OPTIONS button on the right:
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5. Choose the correct template from the drop-down and check the “Required” box
and then click OK.

(D Client Reference Setup X

Client
Mickname 1:  Addmin

Mickname 2 ara

Alzo use template: LEDES Codes IEI

I aming

Auto-farmat for Mickname 1

Auto-farmat for Mickname 2

Mext number for Mickname 2 3 il
References on zlipz
Default | <Mones |Z|
[¥] Required
’ Impart ] ’ Export ] QK l [ Cancel ] ’ Help ]

Creating the Electronic Bill

Generate the bill and put it into PROOF stage

From the top menu click BILLS ... SEND BILLS TO AUDIT HOUSES
Place a checkmark next to the bills to be sent to the audit house
Click the EXPORT button to create the file

Move the bills to audit stage

Use the file created in step 4 to upload to the audit house

When the bill is accepted, approve the bill
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