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How to clear Future Disbursements from a Bill

A common problem Millennium users ask us about is the correct method to clear off
disbursements billed and not yet paid (future disbursements) when the anticipated
disbursement was never actually paid out. This is often discovered when the matter is
about to be closed, and the Bill has already been paid by the client, but the Bill still has
a value showing against the Disbursements Billed and Not Yet Paid balance.

Note: See the Reports section at the end of this document for methods of finding
matters with unpaid future disbursements.

There are two methods you can use to clear off the Future Disbursement from the Bill.
1. Posta Fee Credit for just the Future Disbursement.
2. Post a disbursement against the bill, then cancel the disbursement.

The actual procedure for each of these methods is described below.

Example:

The following screen shot shows the starting point for this posting example. The ledger
card has a single disbursement, and a bill (which includes some time worked and
miscellaneous fee charges totalling £730.80 + VAT), and a value of £38.00 for a
disbursement which is expected to be paid out soon.

Full payment of the bill has also been received at this point, for which the program
gave us a warning (as required by the Law Society rules) that the office account would
go into credit, but since we expect a future disbursement to be paid out of office within

7 days we allowed this. Also note the lower case “a” and “p” cash allocation Status

markers indicating the disbursement totals have not been fully allocated/paid for the
bill.

@ Matter ledgers for 000008,/0001: Kray, Mr Harry - Attempted ES - |EI|£|

Ly Lip == | =55 5,
& Z2R22€ 22 2 ZB- & Kwwam)» »
Statulei\"E [~ Shaow outstanding Tranzaction t_l,lpeslf-‘-.ll j
Oeverview |4 | Time | Mizcellaneous chargesl bd atter ﬂDtESl .ﬂmal_l,lsisl Dptiu:unsl
Office (228.00) Unbilled dizb 0.o0 Client current o.o0
Unpaid bill FE.00 Irt. allowable 0.00 Client deposzit 0.00
Date IT_I,Ipe |Details |Elur ref |F|eference |S |Elffi|:e |Elffice balance  |Client cur
14/01/2002 OF-PY  prizon report coosooogos B 93.45 92,45
BAJGOO4010
1141142002 | FE-PY Costs AJcoo4010 (P 730,80 82925
Disburzements billed 136_4E5 p
Disbz. billed & not paid (2800}
WAT F 12788 95713
Bill Tatal 99513 p
11/11/2002 OF-RC  recpt to pay Costz EQOF000001 & [995.13) [38.00]
< 5
%’ I atter | Q‘Eiew I &Ereviewlvl ? Help | i Cloze I
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Bill Detail:

A useful feature that users may not be aware of is the ability to see very specific details
of any type of transaction on the ledger card, either by double-clicking the line you
want to see the detail for, or by selecting the line then click the View button.

So to view the detail for the Bill transaction, highlight the FE-PY line, then click View
to open the first Detail screen, then click the More Detail button to show the following
full details screen:-

Bill no AJGO04010 For matter 00000E;0001 ll
Date |1l/ll/2002 Tranzaction type  |Payment Bill type  |Eil

Description |D:|sts |

Account period posted  |200201 Completed date WAT code |01
Dccurence tppe |Interim

[bem Amount Faid Cancelled Outstanding

Fee : : 0 .

FeeWaT 118._1%Z 118.1% 0.00 0.00

Mizc fees EE_20 EE.E0 a.00 0.00

Mizc fees WAT 276 278 0.00 0.00

Disburzements 13545 o845 o.on 2e.00

Total 995 13 Q9E7. 13 0.00 2200

Dizbe. billed % not paid 2800 0.0o0 .00 22,00

Eee eamer allocation | Miscellaneous fees | Disbursements | Disbs biled & not paid §

Description Amount Amount paid Amount cancelled | Amount outstanding YT WAT -

Allaw For future disburs 38 0.00 0.00 38.00

The middle section shows that all items of the bill have been paid, except for the
Disbs.billed & not paid (future disbursements). Click the tab also labelled Disbs.billed
& not paid in the lower section of the screen to view the description entered for the
future disbursement at the time of posting the bill and the status of it — in this case
£38.00 is the Amount outstanding.

© 2002 OPSIS Practice Management Solutions Ltd.



How to clear Future Disbursements from a Bill Page 3

Method 1 — Fee Credit (of Future Disbursement only)

A fee credit can be posted to contra just the future disbursement value. This can be
done either;

a) before payment of the bill has been received

b) after payment of the bill has been received (obviously the client has already
been billed and paid up, so you will need to give them a refund to the value of
the overpaid disbursement).

When cancelling future disbursements on a bill that has not yet been paid for by the
client it is important to clear out the contra value to any items that you do not want to
cancel, e.g. time worked, miscellaneous fee charges, and disbursements already paid.
The following screens demonstrate this.

Method 1a) Fee Credit (before payment of bill has been
received)

Start by entering Bill Posting, enter the matter number and click Credit Note.

i
f a6 2R

Main detailz

Pozt into financial year zOoz ::II Period I 1 ﬁ

[rate |11,-f11f2|:u:|2

b atter ﬂ Krayp, Mr Harry: Atterpted Escape
Operation ¢ Bil b atter balance

@ Eilloie |:|.IEF||: u:urren.t 0.00

Client deposit a.oa

* Credit note E!”":? 257.13

Irpaid bill 99513

£ Set instalments on exizting bill iz el 0. 00

? Help | & Clear | Mest j-_L Cloze

Click Next.
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|@|Bill Posting - Post a credit bill on 0000080001 o [m] |

ttaEe 23

Post credit note
" Unallocated credit note

f* Conect # cancel an existing bill or proforma [select from below)

Bill Legal aid contract bil I Brofarma I Legal aid contract proforma I
[rate Bill no Dretail Bill total outstanding| Client disbursements -
11471122002 | AJG00401 1 [Costs 95513 0.00

e\ Wiew |

? Help | < Back | Mest fLEIDse

Above: Tick the “Correct/cancel an existing bill or proforma” bullet, and from the
bills shown select the bill containing the future disbursement value, then click Next.

|@|Bill Posting - Post a credik to reduce an existing bill to 000008 /00 o [m] |

ttaEe 23

Fee details
[retail IHeverse future disburzement j
Billed time 4:30 Value | £75.00
Fee [excl VAT) | 0.00
WaT code IStandard j
WaT amount I 0.o0
? Help | < Back | : 1-_[‘ Cloze

Above: The detail has defaulted to “Reverse future disbursement”, and the Billed Time
Value of £675.00 appears in the Fee (excl. VAT) box. Make sure you zero this value
before tabbing out of this field, and the VAT amount will then zero also. Failure to
do so will cancel the main bill value.

Click Next.
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[@|Bill Posting - Post a credit to reduce an existing bill to 00000800 B ]

it 8 283

Mizcellaneous fee charges

Totalfee | 55.80 Total VAT | 3.76
Code| Description o= Add
= Bemove
Fee [excl WAT] | 55.80
VAT code IStandard j
VAT amount I 978
? Help | < Back Mest fLEh:ISE |

Above: If any miscellaneous fee charges are on the bill these will show up on this
screen. Make sure you click the —Remove button for any charges to prevent these
charges being cancelled off the bill.

Click Next.

[@|Bill Posting - Post a credik to reduce an existing bill to 000008 /00 o [m] |

i ta8 23

Dizburzements

Office payments | LClignt Ea_l,lmentsl

Totalz:  Amount | 0.o0 VAT 0.o0

Select dizbursements to detach from thiz bill
[retail Aot WaT FPaid |Detach

prison repork 93.4° Q.00

e\ Wiew |

? Help < Back Mest | 1-_[‘ Cloze

Above: This screen shows any Disbursements already paid from the ledger card, that
have been included in this bill. Make sure you click each disbursement line and click
Detach to “un-tick” them, because you do not want them to be “detached” from the
bill.

Click Next.
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|@|Bill Posting - Post a credik to reduce an existing bill to 000008 /00 o [m] |

i ta8 23

Dizburzements not yet paid out [future dizburzements]

Tatals: MorvAT able | 35.00 | WATable | 000 VAT | 000
+ Add
E.-'l'-.lln:n.-'-.l for future disburzements 38.00 0.00
== Remove
Dietail I.-i'-.llcuw faor future disburzements j Amount [inc. YAT] I 38.00
| =l VAT code |Non VAT -able =l
[T Counzel fees WAT amount I o.oo
? Help | < Back | Mest fLEIDse |

Above: Now we’ve reached the screen with the future disbursements value. If there is
more than one future disbursement then you can leave them showing (they will be
cancelled) or click the “~Remeove” button to remove future disbursements that you do
not want cancelling. Basically any future disbursements that remain showing on this
screen will be cleared off the Bill. Notice that you cannot click the +Add button (its
greyed out) because we are doing a fee credit.

Click Next.

|@|Bill Posting - Post a credit ko reduce an existing bill to 000008 /00 B ]

8 28 |

Summary
Bill total 22.00
Maotez
]
=
—Batch tatal
Billz F3E_13 Proformasz ao.oa Credit notes 3g.00
[~ iThis iz the end of the batch o clear these totals after poshing

[~ Produce a bill docurnent

? Help < Back | " Post fLEh:ISE |

Above: The summary screen shows the final bill total. The Bill Total showing here
should now be just the value of the future disbursements that you want to cancel. If it is
not then it suggests that you will contra more than you mean to, so use the Back button
to review what you entered and correct any items you overlooked or should have
removed or zeroed. If all seems well, click Post.
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The Ledger Card now looks like this, showing the Fee Credit applied before the Bill
was paid by the client:-

@ Matter ledgers for 000008/0001: Kray, Mr Harry - Attempted Escape - |EI|£|
Ly i | =% | 58 &
e B23323€ 2B Z 7 D B Kuwacm)»
Status |Live [~ Show outstanding Transaction lypes I.&II j
Overview  Accounts Ilime I Mizcelaneous chargesl b atter ﬂotesl .ﬁ.nalysisl Dptiunsl
Office A7 13 Unbilled disb 0.00 Client current .00
Urpaid bill 95713 Int. alloveable 0.00 Client depaosit 0.00
Drate |Ty|:ue |Details |Dur ref |F|eferenu:e |S |foiu:e |foiu:e balance |Elient L
14012002 OF-FY | prizon report coosooongos B 95.45 98.45
BAaJIGOO4010
Dizburzements billed 13,48 |C
WaT 127.88 957,13
Bill Tatal 995,13 |C
11/11/2002 FE-RC  Reverse Costs AJGO04010 & nan 957,13
Disburzements billad (ze. 000 C
Bill Tatal (za.00) C
K1 -]

%‘ I atter |

Preview |= ? Help T Close
Al

And the More Detail screen shows that the future disbursement value (“Disbs. Billed
& not paid) are now zero, and the Disbs. Billed & not paid tab shows £38.00 under
the Amount cancelled column:-

Bill no AJGOO4010 for matter 000008 ,/D001 ll

Date |ll/ll/z002 Transaction type  |Payment Bill type:  |Ell

Diescription |D:u$t$ |

Account period posted  |200201 Completed date YT code IH
Dceurrence type | Interim

[tem Arnount Paid Cancelled Outztanding

Fee 0

Fes WAaT 112 1z 0.00 0.00 1121z

Mizc fees EE_&0 o.on o.an EE_&0

Mizc fess VAT Q.78 0.0o0 0.on 9,78

Disburzements 12E_ 4K 0,00 2E.00 98 45

Total 99E_ 13 0.00 2800 AE7. 13

Dizhbz. billed & not paid 38._00 o0.o0 38._00 0.o0
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Method 1b) Fee Credit (after payment of bill)
Start by entering Bill Posting, enter the matter number and click Credit Note.

The process is very similar to the Method 1a detailed above, except that since all the
other items of the bill have been paid by the client, the fee credit posting screens are
much simplified, and only the Future Disbursements screen will show (because it’s the
only thing outstanding on the bill).

After the fee credit for the future disbursement only is posted the ledger card looks like
this (note that the office balance is in credit due to the overcharged bill, and a
repayment should be made to the client, either directly from office account, or by
transfer to the client current account). Also note the “PC” status against the bill which
indicates some disbursements were Paid and some Cancelled:-

@ Matter ledgers for 000008,/0001: Kray, Mr Harry - Attempted EScape - |EI|5|

L) | i=E | =5 e
G e DRBBE 22 Z Z|EB- B Hawam»»)
Statulei\"E [~ Shaow gutstanding Transackion typesl.-’-‘«ll j
Overviews  Accounts |Iime I Mizcellaneous chargesl b atter ﬂDtBSI .-’-'malysisl Dptionsl
Qffice (38.00} Unbilled dizb .00 Client curent .00
Unpaid bill .00 Int. allowable .00 Client deposit .00
Date |T_I,I|:ue |Details |Elur ref |He[erence |S |foice |D[fice balance |Elient (=)
140142002 OF-PY  prizon report coosonosos B 93.45 92.45
EATGOO4010
11411/2002|FE-PY ATG004010[P | 730.80 | §29.25 | |
Dizburzements billed l3g.45  PC
WAT P 12788 95713
Bill Tuakal aa5_ 13 | PC
11411/2002 | QF-AC | recpt for bill E00 000001 & [395.13) [38.00]
Clear: &
1141172002 | FE-RC | Rewverse Costs AJGOO4010 A 0.00 [38.00]
Dizburzements billed {zeg_o00) C
Bill Tatal tza_00) LC
]| >

c‘} b atter |

: Ereview [+ 7 Help | Close
: Hl.
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The More Detail screen shows that the future disbursement has been

cancelled.

Bill no AJGO04010 for matter 00000S/0001 x|

[iate |11/117z002

Tranzaction type  |Payment

Bill type

[Bil

Description |Eu:usts

Account period posted | 200201
Occunence tppe  |Interin

Completed date |11/11/z00z2

AT code (01

Fee eamner allocation | Miscelaneous fees

[bem Amount

Fes

Fee VAT 118,
Mizc fees EE.
Mizc fees VAT Q.
Dizburzements lze.
Total 995,
Disbz. billed & not paid 3.

Disbursements

Faid Cancelled
1z 11&8.1z2 i
20 EE_80 a
76 .76 0
45 98.4E5 8.
1= 95713 38
oo o_oo 38,

Dizbz billed & not paid :

i)
.oo
.o

an
an
ulu}

L QO O o [ o o o |

ali]
.oo
oo
o0
ali]
.oo

Description Amount

Allow for future disburs

Amaount paid

Amount cancelled  |Amount outstanding [WC | MAT
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Method 2 — Posting a Disbursement to use the Future

The second method involves two steps; first is to post a disbursement (allocated against
the Bill) as if it had actually been paid out as expected, secondly this is followed by a
correcting receipt to cancel it.

This achieves the desired result because first the future disbursement value on the Bill
(Disbs billed & not Paid) is allocated to the disbursement, then when the cancelling
receipt is posted it is the disbursement value on the bill that gets corrected because the
value has now been converted from a “future” and allocated to an “actual”
disbursement, 1.e. the future disbursements value remains at zero. This becomes clearer
when you look at the More Detail screen for the bill after the Method 2 transactions
have been posted.

Note: You might be tempted to refund the overpayment back to the client by posting a
correcting payment (Cash Correction for £38.00) allocated against the receipt of
money that paid the bill in the first place. This is incorrect because the Disbs billed &
not Paid value would be unaffected and would still appear against the Bill.

Method 2 — Step 1: Posting the disbursement

Start the Office Account Posting wizard and select the matter to which this applies. As
this is a correctional type posting you may prefer to use a suspense office account bank
so that the normal office bank is unaffected by the transactions. Select Payment as for
a normal disbursement:-

i
@ | % % % | % [~ Save inta batch ‘

o Client deposit 0.o0

[Date |11,-f11f2|:u:|2 Office 35 00)
Irpaid bill 22.00

Fozting type IUSE office bank, vI LInI:uiIIzu:I dish o oo

Bank, ISS'? ﬂ Office Suspense Account

b atter ﬂ Kray, br Harny: Attempted Ezcape

Transaction type  (+ Payment ¢ Beceipt

Main details
| | b atter balance
Foszt into financial pear 200z Period I = Client cumant 0. oo

? Help | é'E_Iear | Mest j-_LEIDse

Click Next.
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@ Office Account Posting - Post a payment on 0000080001 - |EI|5|‘

@ EE | % % % | g [T Save into batch

Payment tranzaction type

Dizbursement | Cazh u:u:urreu:ticunl

" Unbilled disbursement {+ Billed dizbursement [please select a bill]
Bill o Detail Bill total Future dizburzements -
AlGEO0407 0 Casts 995,13 38.00

? Help < Back Mest | 1-_[‘ Cloze

Above: Select the Disbursement tab and click the Billed Disbursement bullet, then
select the Bill containing the Disbursements Billed and Not Yet Paid value that you
want to clear off. The value of the Future Disbursements can be seen on the bill line
(our example is £38.00). You can also click the View button if you wish to see more
details for the selected bill. Click Next.

@ EE | % % % | g [T Saveinta batch

|&| Office Account Posting - Post a billed disbursement on 00000800 = |EI|5|‘

Pay out a future dizburzement from the selected bill

Pleaze select a future disburzement from the lizt below to pay out now

Y
Allow For future dizburzement 38.00 .00 j

=l

? Help | < Back | et » _J-_LEIDSE |

Above: You will now see the Description and Amount (and any VAT) of the future
disbursements expected and entered when the Bill was originally posted. If more than
one shows, select the line you wish to cancel. Click the Next button.
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|E| Office Account Posting - Post a billed disbursement on 000008000 B ]

@ EE | % % % | g [T Saveinta batch

Bank payment method

Bank Office Suzpense Account

Tranzaction method I Cheque j

Reference / cheque no IDDDDDD
—Cheque detail

Payes IStamfu:uru:I cd j ¢ Name |

Amount | 22.00
How to produce cheque—— "hen will the cheque be produced
{1 Computer will grint i * 'fith thiz pozting
% Hand write it pourself = Do not produce it vet - the next posting will add to the cheque amont
? Help < Back Mest fL Cloze |

Above: Enter details for the bank payment method such as “Cash” since this is only a
correcting transaction. Click Next.

|&| Office Account Posting - Post a billed disbursement on 000008000 o [m] |

@ EE | % % % | g [T Save inta batch

Payment detail & amount

Cur reference I

Detail code I_ ﬂ

Detail Ithe future disburzement j

! [

Amount finc. V&T) | 38.00
VAT code Mo AT -able =l
) e I o.0o [~ Thiz disburzement iz counzel fees
? Help | < Back | Mest 1-_[‘ Cloze |

Above: Enter any additional payment details, description, etc. associated with the
posting, e.g. “Cancelling unpaid futures”. Click Next
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|&| Office Account Posting - Post a billed disbursement on 00000800 I ] B
@ f%| % % % |a [T Saveinta batch ‘
Summary
Tranzaction amount | 35.00
Mates
-
[
B atch tatal
Payrnents | 35.00 Feceipts 995 13
[ iThiz iz the end of the batch so clear these totals after posting

? Help < Back | " Post fLEh:ISE |

Above: Finally confirm the posting by clicking Post.

Now the ledger card appears as shown below. Compare this with the ledger card shown
at the very beginning of this document. You will see that the Disbs. Billed & not Paid
line has now disappeared from the bill, and the dummy payment we have used to
cancel the future disbursement is marked as billed status - “B”.

@ Matter ledgers for 000008 ,/0001: Kray, Mr Harry - Attempted Escape - |EI|5|
1 @23383¢ 22 22 E- @ cnr
Status |Live [ Show outstanding Transaction t_-,-pesl.dxll j
Overview I Time I Mizcellaneous chargesl b atter nutesl a'-‘malysisl Dptiu:unsl
Office 0.a0 Unbilled disb 0.00 Client current 0.0o0
Unpaid bill 28.00 Int. allowable 0.00 Client depozsit 0.00
D ate IT_|.J|:|E |Detai|3 IEIur ref IFleference IS Ifoice II:Iffice balatce IEIient cur
14/01/2002 OF-FY  prison report coosooone0s B 33.45 93.45
EATGOO4010
Dizburgements billed . p
WAT P 127.88 95713
Bill Total 995,12 p
11/11/2002 OF-RC  recpt to pay Costs E00/000001 & [995.13] [38.00)
Clear: &
11/11/2002 OF-FY  the future disburgement 2977122456 B 3a.00 Q.00
BATGOO4010
4 | i

% bd atter |

&Ereviewl"l ? Help | i- Close I
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Now click the View button, then More Detail button to see the full detail for the Bill:-

Bill no AJGO04010 For matter 00000E;0001 ll
Date |1l/ll/2002 Tranzaction type  |Payment Bill type  |Eil

Description |D:|sts |

Account period posted  |200201 Completed date WAT code |01
Dccurence tppe |Interim

[bem Amount Faid Cancelled Outstanding

Fee : : .

FeeWaT 118._1%Z 118.1% 0.00 0.00

Mizc fees EE_20 EE.E0 a.00 0.00

Mizc fees WAT 276 278 0.00 0.00

Disburzements 13545 o845 o.on 2e.00

Total 995 13 Q9E7. 13 0.00 2200

Fee eamer allocation | Mizcellaneous fee

Description Amount Amount paid Amount cancelled | Amount outstanding YT WAT -

pri:i: 0 rep ork 93.45 98.45 0.00 .00

the future disbursement 3a.00 Q.00 .00 38.00 Q.oc

O\Eiew | ? Help | i EIDSEI

Above: Compare this with the “More Detail” screen at the very beginning of this
document. The row showing Disbs Billed & not Paid has gone, and also the Disbhs
billed & not Paid tab is no longer available for selection in the bottom section of the
screen. Instead the future is now classed as a disbursement and is recorded in the
Disbursements tab with an Amount Outstanding of £38.00.
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Method 2 — Step 2: Cancelling the Disbursement
So far we have cleared off the future disbursement value from the bill. But because the
disbursement used to do this is not real we now need to cancel the disbursement.

Start the Office Account Posting wizard again and select the same matter to which
this applies. Use the same bank account as you used for the Step 1 posting. Select
Receipt as the transaction type:-

o1
@ | % % % | % [~ Save inta batch

Main detailz

. . Matter balance
Pozt inta financial pear zo0z ZII Period I 1 j Cliert current 0 00
o Client deposit 0.oo
Date |11,-f11f2|:u:|2 Office 0 oo
. - Idrpaid bill 22.00
Poszting type IUSE office bank, j Urbiled dish o oo

Bank I ﬂ Office Suzpenze Account
b atter IDDDDDSIDDDl ﬂ Kray, tr Harn: Attermpted Ezcape

Transaction type  © Pawment @+ Receipt

? Help | & Clear | Mewt » _j-_LEIDSE |

Click Next.

|&| Office Account Posting - Post a receipt on 0000080001 B ]

@ | % % % | % [T Saveinta batch ‘

Receipt allocation

Receipttype Unallocated cash Amount [inc. YAT) I 3g.00
f* Allocated [select from below) WAT code IN:::n WAT-able j
WAT amount I 0.oo0

Pap bills | Pay disbursements I Credit/zancel a disbursement

[rate Bill rio [retail Total outztanding Future % counzel outst. | Pay

111/2002  (AJGO04010 | Costs 38.00 0.00

A [ Pay far future disbursements Cazh left unallocated | 0.o0

% Help < Back | Mewt » | jLEIDSE

Above: Allocate the receipt against the Bill by entering the amount of the cancellation
(e.g. our example is £38.00), then select the required bill and click the Pay button.
Note: Do not tick the “Pay for future disbursements” tick box. This is only used when
making a decision to use a receipt to pay for future disbursements outstanding on the
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bill and we know the disbursements will be paid out in the next 7 days, whereas we
have just cancelled the future disbursements because we know they have not been and
never will be paid out.

Click Next.

@ Office Account Posting - Post receipt to pay bills/disbs on DDD00S - |EI|5|

@ EE | % % % | g [T Save into batch

Receipt detail

Cur reference I

Detail code I_ ﬂ

[retail Il:ancel the future dizbursement

=
=

? Help < Back | Mest fLEh:ISE |

Above: Enter the description for the posting, then click Next.

@ Office Account Posting - Post receipt to pay bills/disbs on D00DD& - |EI|5|

@ EE | % % % | g [T Saveinta batch

Bank receipt method

Bank Office Suzpenze Account

Tranzaction method I Cazh j

Reference / paving in zlip ho IDDDDDJ.
Mame - | Dirawer Icancellatinn j

Clearance dayz I D::II [adjuzted for week ends]

? Help < Back Mest fL Cloze |

Above: Choose a suitable posting receipt method, Cash should suffice since this is
simply a correction. Click Next.
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@ Office Account Posting - Post receipt to pay bills/disbs on 000008 - |EI|5|
@ EE | % % % | a [T Save inta batch
Summary

Trangaction amount | 22.00
Motes

F

N IO

>

—Batch tatal

Payrnents | 0.oo0 Receipts 35.00

[~ iThis iz the end of the batch o clear these totals after posting

? Help < Back | " Post fLEh:ISE |

Above: Finally confirm the posting by clicking Post. You may get a warning (as per
Law Society rules) that the office account will go into credit, this will be alright
provided you make a corresponding refund to the client.

After this posting the ledger appears as follows:-

@ Matter ledgers for 00000&,/0001: Kray, Mr Harry - Attempted Escape - |EI|5|
e 2232 23 Z ZEB- M aCm > »)
Status |Live [~ Show outstanding Transaction types I.-i‘-.ll j
Overview  Accounts |Iime I Mizcellaneous chargesl bd atter ﬂDtBSI Analysisl Elptiu:unsl

Office (22.00) Unbilled dizb o.o0 Client current o.o0
Unpaid bill o.oo0 Int. allowable o.oo0 Client deposzit o.oo0
[rate |Type |Detai|$ IEIur ref IHE[EIence |S |Elffice |foice balance |Client cur
140172002 OF-FY | prison report Loosooogos B 95.45 98.45
BATGZOO4010
11412002 I stz - AJGOO4010 m -
Disbursements bill=d l3c.48 P
WAT F 127.88 95713
Bill Tatal asg_ 1z P
11A1/2002 OF-RC | recpt to pay Costs E00/000001 & [995.13] [38.00)
Clear: &
11142002 OF-PY the future disbursement 2977122456 B 38.00 .00
EBATGOO4010
11412002 OF-RC | cancel future disbursement 997000001 & [38.00) [33.00)
|| 2

“r atter | G\Eiew I ﬁEreview|7| ? Help | i- Cloze I

Note that the status of all elements of the Bill now appears as fully paid (capital “P”),
and the dummy disbursement and correcting receipt are Billed and Allocated status.
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Bill no AJGOD4010 for matter 000008 /0001 ﬂ

Date |11/11/2002 Transaction type  |Paprent Bill type:  |Eill

Description |Eu:usts |

Account period posted | 200201 Completed date 1171172002 WaT code |01
Ocourence type W

[tem Aol Faid Cancelled Outztanding

Fee 0 0

Fee WAT 11z_17 l1lz.17 o.an o.an
Mizc fees EE.20 E5.E0 0.00 0.00
Mizc fees VAT 978 9,78 0.o0 0.on
Dizburzements 13548 136,45 .00 0.0
Tatal 995 13 99513 o.an o.an

Eee eamer allocation | Miscellaneous fees

Description Amount

prigam repart
the future disburzement

Q\Eiew | ? Help | i Elu:usel

Above: The “More Detail” screen for the bill now confirms that everything is fully
paid (the dummy disbursement transaction in the Disbursements tab no longer has an
Amount outstanding — the £38.00 now shows under the Amount paid column.

Finishing Off

All that remains is to decide how you are going to deal with the credit on the matters
Office account. This will generally take the form of a payment to the client direct from
Office account, or by means of a transfer from Office to Client Current account. This
can be allocated against the original receipt that was used to pay the Bill (marked with
a part-allocated status, lower case “a”).

Working preferences

The method you choose to use depends on the way you prefer to work and what you
feel is clearer on the ledger card. While a Fee Credit is probably the shorter route,
posting the dummy Disbursement and Receipt makes it more obvious (by means of
suitable description) what the disbursement was supposed to be, and that it was
cancelled.

Reports

There are two reports that you can use to find matters that have future disbursements:-

1. Disbursements Paid by Client but Unpaid by Firm
Access this report from the Matter, General reports menu. This report is the
more important of the two because disbursements paid by the client should be
paid by the firm within 14 days to comply with the Law Society legal
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accounting rules. The report shows disbursements that the client has paid but
the firm has not paid out. These are:

e Bills that have future disbursements on them where the bill has been
paid including the future part.

¢ Bills that have disbursements on them that balance against a counsel
ledger account where the counsel invoice has not been paid and where
the bill has been paid including the counsel disbursement part.

e Unbilled disbursements that balance against a counsel ledger account
where the counsel invoice has not been paid and where the
disbursement has been directly paid.

2. Disbursements Paid by Client but Unpaid by Firm
Access this report from the Matter, Review reports menu. This report shows the
amount of disbursements billed but not yet paid out. These are:

e Bills that have future disbursements on them.
¢ Bills that have disbursements on them that balance against a counsel
ledger account where the counsel invoice has not been paid.
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