How to: Transfer Billing Info From Time Matters to Timeslips

Begin by opening Time Matters

A. Bring up the Billing Records List by pressing F12. Highlight the tab
“Unbilled”
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Al % RSE - Today %, RSE - Lastweek * RSE - Last Manth *, Billekl %, Unbiled
Bill Diate Staff | Time/Exp Bill Code Description Dur/Oty Gross | Clientho
2/07/2006  Albert A Howell T PRE-TRIAL PREP Get Jury Charges Done 1.00 75.00 019
3/15/2006  Marshall B, Addison T COURT Fre-trial Hearing 800 320.00 040
6/30/2006  Robert S. Brown T MEETIMNG Discuss Possible Infringement Action 1.00 155.00 030
7/06/2008  Marilyn C. Campos T RESEARCH research 300 42000 033

M arilyn 15 ik h on patent requirements

8/14/2006  Fiobert 5. Brown T MEETING First Cliertt Canference 1.00 175.00 040
8/23/2008  Robert S. Brown T ADMIN Plating for Nest Year 0.00 50.00 046
9/05/2006  Fobert 5. Brown T CALL Confrence Call with Client 1.00 175.00 037
10/014/2006  Wictor C. Marshall T DOC PREF Document Preparation 1.00 200.00 036
10/05/2006  Robert S. Brown T COURT Court 200 31000 o1
10/03/2006  Robert 5. Brown T DOCFREP File an appeal 080 11200 022
12/20/2006  Fiobert S. Brown T MEETING Pre-trial Conference 1.00 100.00 042
12/19/2006  Robert 5. Brown T: CaLL Remind client to bring in all documents 0.20 15.00 018
12/19/2006  Fobert 5. Brown T CaLL Remind client of conference next week 020 35.00 042
12/19/2006  Robert 5. Brown iE CalL Get accident repart 0.20 31.00 024
12/29/2006  Robert 5. Brown T MEETING testing 200 350.00 012
12/29/2006 FRobert S. Brown T CALL meeting with client 1.00 1765.00 012
12/20/2008  Marshall B. Addison T MEETING Settlement 1.00 30.00 046
12/20/2006  Fobert 5. Brown T RESEARCH Review customer satisfaction forms for 2005 1.00 100.00 042

B. These are records that have not yet been sent to Timeslips. To transfer
these records, tag them by pressing CTRL-T. You will see small check
marks next to each record.

C. Click on the small arrow next to the “Process” button on the toolbar. It

%f

D. You will see a drop-down menu appear as illustrated on the next page.
Choose “Bill Records”

looks like this =
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Bill Date Staff Time/Exp Bill Code Descript Change Recards Dur/Qty Gross | Clientho
2/07/2006  Albert A Howell T PRE-TRIAL PREP GetUl  yerge Records 1.00 75.00 019
3415/2006  Marchal B. Addison T COURT Pre-tial | Export Records 0o 320.00 040
E/30/2008  Robert S. Brown T MEETING Discuss 1.00 15500 030
7/05/2006  Marilpn C. Campos T RESEARCH 1es2ach elete Records 300 42000 033
B/12/2008  Marilpn C. Campos T BILL Researc archive Records 4.00 200.00 038
8/14/2006  Robert 5. Brown T MEETING First Clie  pejste Records 100 175.00 040
8/23/2008  Robert S. Brown T ADMIN PFlanning Change Billng Rates 000 50.00 D46
9/05/2006  Robert 5. Brown T Call Confrend  of v on TimeChart 1.00 17500 037
10/01/2006  Wictor C. Marshall T DOC FREP Dacume 1.00 200.00 036
10/05/2006  Robert S. Brawn T COURT Court Tag Records ' 200 3000 011
10/03/2006  Robert 5. Brown T DOCPREP Fizang  Save Tagged 0,80 112.00 022
12/20/2006  Robert 5. Brown T MEETING Pre-tial Conference 1.00 100.00 D42
12/18/2006  Robert 5. Brown T CALL Remind client to bring in all documents 0.20 15.00 018
12/19/2006  Robert 5. Brown T call Remind client of conference nest week 0.20 35.00 048
12/15/2006  Robert 5. Brown T CALL Get accident report 0.20 31.00 024
12/29/2006  Robert S. Brown T MEETING Meeting 200 3§00 012
12/23/2006  Robert 5. Brown T CALL mesting with client 1.00 175.00 012
12/20/2008  Marshall B. Addison T MEETING Settlement 1.00 30.00 048

12/20/2006 Robert 5. Brown T RESEARCH Review customer satistaction forms for 2005 1.00 100.00 042

E. The Edit Bill Selection window appears

0 Edit Bill Selection

Date b atter tattertlo. Clignt Activity
643072006 | Arthur Patent 06-4878.036 | Frederick A Shermg Communicate
10/05/2006 | Able v. State of Flo 05-1236.011 Barry B. Able Oral Argument
81242008 Arthur Patent 0B-4873.036 Betty Arthur Research
10/01/2006 | Arthur Patent 0E-4373.036 Betty Arthur Document/File
970572006 | Baxter v. A Jenkins| 06-7458.037 | Therelius Baxter Communicate
Arthur Patent 06-4878.036 | Lany D. Gordon

izcovery Matid
Arthur Patent 1E- %

B = Fieady to Bl B = Eror Datected B = Previously Sent

F. Please review this list. If a line item appears in red, information is missing
and that bill record will not transfer to Timeslips. Go back to that record
and see what is missing. If an item appears in black, it is ready for
transfer.
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G. When all items in the list are printed in black, click on the Send All button.
Your billing records will appear in Timeslips, ready to be billed.
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