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Time Recording  
Cashier’s Desktop allows you to record time against matters. 

There are two methods for entering time: 

1. Time sheet – allows you to enter a list of entries for a single fee earner. 

2. Single time entry – allows you enter a single time entry for a fee earner. 

Time Sheet 

To use the Time sheet to record time for a single fee earner:  

Go to the WIP Posting icon and select Time Sheet: 

 

This will open the Time sheet screen: 
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Select Time Sheet Input and click on the Next button to select the Time sheet input 
options:  

 

Check that the period is correct and click on the Next button: 

 

Enter the date for the time sheet, the Fee earner code (click on the Torch and select 
the fee earner from the list) and any time sheet reference you may use.  
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Click on the Next button to open the Time Sheet: 

 

1. To add a time record, click on the Torch  next to the Matter field and locate 
the matter. This will populate the Category field from the matter record. 

2. Click on the Torch next to the Activity field and select the correct activity from 
the list.  

3. Use the Tab key to move to the Quantity field – this will default to a quantity of 
1. 

4. Use the Tab key to move to the Time Taken field and enter the time taken (in 
units or minutes according to how your practice records time). 

5. You can enter details in the two Detail fields. 

6. Click on the Add button to add the next time record and complete it as above. 

7. Once you have entered all of your time records, click on the Post button to post 
them to the relevant ledger cards. 
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Single Time Entry 

To use the Time sheet to record time for a single fee earner:  

Select the Single Time Entry icon from the ledger card, or from the Client, 
Matters and Individuals screen or go to the WIP Posting icon and select Single 
Time Entry: 

 

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 to open the Activity &time details screen: 

 

1. The Category field will be populated from the matter record: 

2. Click on the Torch next to the Activity field and select the correct activity from 
the list.  

3. Use the Tab key to move to the Quantity field – this will default to a quantity of 
1.  

4. Use the Tab key to move to the Time taken field and enter the time taken (in 
units or minutes according to how your practice records time). This may be 
automatically be updated if the activity is given a specific time allowance by the 
Legal Services Commission. 

This will populate the Time Value field with the value of the time entry. 

5. You can enter details in the two Detail fields and select an Activity detail code if 
appropriate. Click on the Next button. 
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6. Enter any notes as required and then click on the Post button to post the time entry 
to the relevant ledger card. 

Deleting time entries 

To delete unbilled time posted on a ledger: 

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

 

2. Select Edit existing time entries for a matter and click on the Next button to 
select the matter: 

 

Click on the Torch and locate the matter. You can also restrict the unbilled time 
records by Date, Fee Earner and Activity Category (these are optional). 
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3. Click on the Next button to select time entries: 

 

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.  

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. 

Recalculating time records  

To recalculate unbilled time posted on a ledger to another ledger: 

1. Go to the WIP Posting icon and select Time Sheet: 
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2. Select Edit existing time entries for a matter and click on the Next button to 
select the matter: 

 

Click on the Torch and locate the matter. You can also restrict the unbilled time 
records by Date, Fee Earner and Activity Category (these are optional). 

3. Click on the Next button to select time entries: 

 

Highlight the time entries you would like to recalculate and click on the [Select] 
button or the Select All button if appropriate. This will put a green tick in the 
Select column.  

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

 

Moving time entries 

To move unbilled time posted on a ledger to another ledger: 

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

 

2. Select Edit existing time entries for a matter and click on the Next button to 
select the matter: 

 

Click on the Torch and locate the matter. You can also restrict the unbilled time 
records by Date, Fee Earner and Activity Category (these are optional). 
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3. Click on the Next button to select time entries: 

 

Highlight the time entries you would like to move and click on the [Select] button 
or the Select All button if appropriate. This will put a green tick in the Select 
column.  

In the Task to perform on the time records selected below list, select ‘Move the 
records to another matter’. Use the Torch to locate the Destination Matter. 

Click on the Post button. You will be asked if you want to move these records, 
click on the Yes button. 

Viewing posted time records 

To view a time 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. 

Click on the Time tab page to view all the time entries for that matter: 
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Billed time will have a bill number displayed in the Bill number column.  

If a credit note is issued against a bill containing billed time, the time will be unbilled 
and ready to be picked up on a new bill. 
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