How to deal with miscellaneous charges

Page 1

Miscellaneous Charges

Miscellaneous charges are internal practice charges that are made to the client but not

paid to an external supplier, for example, faxes, fee earner’s mileage, etc.

Setting up a new miscellaneous charge

To create a new miscellaneous charge:

1. Go to the Setup menu and select Fee types, Charges, and Activities:

|@|Millennium - Cashier's Desktop - OPSIS
File | Setup Printing View Links Backups Tool

m Practice Options

Local Options Chrl+O

Client, Matter & Individual Tvpes
Branches & Departments

Morminals

Banks

] Fee Earners & Staff

2. Select the Miscellaneous charges tab page:

@ Fee types, Charges, & Activities Maintenance

Fee types  Miscellaneous charges |Act_ivities| Activity details | Leqgal aid franchizes
Ciode | Description Mominal code|Price

‘ M1 Mizcellaneous Charges Qao42000 Qoo
MIL  Mileage 00042000 0.45

‘ PHO Photocopies Qao42000 1.00
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3. Click on the Add button to create a new charge.

Add a Miscellaneous Charge record x|
Code IFl’&l’l Statuz

Description IFares

ﬂ Miscellaneous Charges
Price Iﬂ
Corst Iﬂ
Default fee charge I—DDD
Default VAT code |Non YAT-able =l
[~ Mileage
[~ Travel

MNates ;I

[~
? Help | x Cancel | o 0K I

Code is the unique 3 character code that identifies this miscellaneous charge.

Status is the record's status. This is normally live, but it will become archived if
you try to delete a record that still has work in progress.

Description is the description of this miscellaneous charge.

Nominal code is the nominal account that will be associated with this
miscellaneous charge.

The Cost to practice is currently information only, and although intended for
future analysis use, it is currently unused.

The Price is used in conjunction with the Quantity entry field when posting Misc.
Charge.

The Default Fee Charge is used when posting a bill which Misc. Fees can be
added to.

The Mileage and Travel tick boxes are for Legal Aid forms, e.g. CDS7 and
CDS11 where mileage and travel must be accounted for separately. For example,
if the miscellaneous charge is "mileage", then both the Mileage AND Travel
boxes are ticked, whilst if it is "parking" or "train fares" tick only the Travel box.

4. Click on the OK button to add the new miscellaneous charge.
Posting miscellaneous charges

There are two methods for entering miscellaneous charges:

1. Miscellaneous charges sheet — allows you to enter a list of entries.
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2. Single miscellaneous charge entry — allows you enter a single time entry for a
matter.

Miscellaneous charges sheet entry
To use the miscellaneous charges sheet to enter a list of entries:

1. Go to the WIP Posting icon and select Miscellaneous Charges Sheet:

Y=k 3=

Time Sheet

% Single Time Entry

Miscellaneous Charges Sheet

'a Single Miscellaneous Charge Enfry

2. Select Miscellaneous charges input and click on the Next button.
3. Check that the period is correct and click on the Next button

4. Enter the date for the charges entry, and any reference you may use. Click on the
Next button.

5. To add a miscellaneous charge, click on the Torch next to the Matter field and
locate the matter.

6. Click on the Torch next to the Misc charge field and select an appropriate charge.
Enter the Quantity and the charge value.

7. You can enter detail in the two Detail fields, for example, you may wish to
change the Mileage description to ‘Mileage from Kilburn to Holborn Police

Station’.

8. Click on the Add button to add the next miscellaneous charge and complete it as
above.

9. Once you have entered all of your miscellaneous charges, click on the Post button
to post them all to the relevant ledger cards.

Single miscellaneous charge entry

To use the single miscellaneous charges entry:
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1. Select the Single Miscellaneous Charges icon from the ledger card, or from
the Client, Matters and Individuals screen or go to the WIP Posting icon and
select Single Miscellaneous Charges Entry:

@R EE

Time Sheet

% Single Time Enkry

Miscellaneous Charges Sheet

"

,3 Single Miscellaneous Charge Entry

2. Check that the period and date is correct. Enter the Fee earner code (click on the
Torch and select the fee earner from the list), the Matter number (click on the
Torch next to the Matter field and locate the matter) and any time sheet reference
you may use. Click on the Next button.

3. Click on the Torch next to the Miscellaneous charge field and select an
appropriate charge.

Use the Tab key to enter a figure in the Quantity field.

If the field is not already populated, use the Tab key to enter a figure in the Price
field.

Enter detail in the Detail field about what the charge is for:

|E| Single Misc Charge Entry - Post entry on 000003/0001 - &) x|

b B

Charge details
Mizcelaneous charge IFAR ﬂ Farez

Cluantiby I 1 ill

Piice | 15.00
Walue I 1500
Detail  |EEORETE R el j b atter balance
J Wwiorked value Z10.7E
b .
I Billed walue 0.o0
0 Unbilled walue Z10.7E
[~ Post fee eamer's expense

? Help | < Back | Mest » I_j-_LEIDSE |
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4. 1If Fee earner’s expense posting is set up, you can tick the Post fee earner’s
expense box and click on the Next button. This will open the Expense Details
screen:

|| single Misc Charge Entry - Post entry on 000003,/0001 o ]

b &

Cluantiby

Fate

Amnount [inc, WAT]

Wat code

WAT amaunt I Z.23

? Help | < Back | Mest » I_j-_LEIDSE |

Enter the appropriate nominal account for the expense, enter the amount you will
be paying the fee earner in the Amount field and make the posting VAT able as
appropriate. Then click on the Next button.

Expensze details
Expense liability bank. |21 A | Grabbit - Expenzes
Expenze nominal IDDDEDEDE ﬂ Staff Travel General

5. Enter any notes as required and then click on the Post button to post the time entry
to the relevant ledger card.

Deleting miscellaneous charges entries

To delete unbilled miscellaneous charges posted to a ledger card:

1. Go to the WIP Posting icon and select Miscellaneous Charges Sheet:

@ E B

Time Sheet

(ﬂ Single Time Enkry

Miscellaneous Charges Sheet

I Single Miscellaneous Charge Enfry

2. Select Miscellaneous charges input and click on the Next button.

3. Select Edit existing miscellaneous charge entries for a matter and click on the
Next button.

4. Click on the Torch and locate the matter. You can also restrict the unbilled
miscellaneous records by Date. Click on the Next button.
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5. Highlight the time entries you would like to delete and click on the Select button
or the Select All button if appropriate. This will put a green tick in the Select
column:

|E|Miscellaneous Charges - Matter maintenance on 00000370001 - &) x|
0 |

Edit matter ledger card

T azk to perform on the time records selected below IDeIete the records j
Date |ME |Detail |Elur ref |Duantit_l,| Price Charge |Select|
29/04/2004  MIL  travel to St Peters 145 0.45 EE_ZE
29/04/2004  FAR Return train to ' aterh 1 E._EO E_E0
27042004 M1 Mizcellaneous Charge 1 40._00 40.00
2040452004 FAR Fares 1E. 00

304042004 |FAR

1 15.00 ey

Q\Hiew | « Select !

i

" Select all

? Help < Back | o Post | j-_LEIDse

In the Task to perform on the time records selected below list, select ‘Delete
the records’ and click on the Post button. You will be asked if you want to delete
these records, click on the Yes button.

Viewing posted miscellaneous charges records

To view a miscellaneous charge record:

1. Press the F8 key to open the matter ledgers.

2. Use the Search facility to locate the ledger card for the client you are interested in.

3. Click on the Miscellaneous charges tab page to view all the time entries for that
matter:

@ Matter ledgers for 000003,/0001: Adams, Mrs Yicky - Probate

= L =3

PEF Y IR
StatuleiVE [™ Show outstanding Tranzaction t_l,lpesl.-’-'«ll j
Qvewiewl gccuuntsl Time  Miscellansous charges | bd atter notes Qndettakingsl .&nal_l,lsisl Dptionsl

Wwiorked valus | EL10.7E Billzd walue | 40.00 Unbillzd value | 170,75
[rate Twpe|Charge| D etail Qur ref Bill no Walue

27042004 | MC [ b Mizcellansous Charges AlGO04002 40.00

270442004 FE Costs AlGOO3995 0.0o

29/04/2004 MC |MIL travel bo St Peters B5.25

29/04/2004 MC  FAR  Return train o\ aterloo B.AN

a0/04/42004 | MG |FAR Fares 100.00

30/04/2004 FE Costs AJGO0D4002 40.00CH
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Billed miscellaneous charges will have a bill number displayed in the Bill number
column.
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