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About This Guide

About This Guide

This guide provides detailed instructions for using the File Maintenance (FM)
functions of the back office application developed by Orion Law Management

Systems, Inc.

Audience
This guide is intended for use by back office personnel who perform File
Maintenance functions.

Version

This guide corresponds to Version 4 of the Orion application.

Organization

This document includes the following chapters.

Chapter Title Contents
1 File Maintenance System Introduction to fundamental concepts for using the
Overview Orion File Maintenance module

2 General Ledger Accounts Instructions for setting up the GL Chart of Accounts

3 System Information Detailed instructions for setting up firm information,
defining client and matter information, setting up
accounting information, and completing the default
General Ledger table

4 Codes Setup Instructions for setting up group, department,
timekeeper, and master task codes

5 Client Information Instructions for setting up and viewing client records

6 Matter Information Instructions for setting up and viewing client records

7 Matter Task Codes Instructions for setting up and viewing matter
records

8 Entry ID Information Instructions for setting up entry IDs and proxy rights

9 Service, Client Advance, Instructions for setting up codes for services, client

and Expense Codes advances, and expenses
10 Law Type Codes Instructions for setting up type of law codes
11 Relationship Codes Instructions for setting up codes for conflict of

interest relationships

12 Orion’s Interface Overview of how information moves throughout the
Orion interface, specifically, the GL, Billing,
Accounts Payable, and Accounts Receivable
modules
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About This Guide

Conventions Used in This Guide

With the exception of Chapter 1, all chapters in this guide contain step-by-step
instructions for performing specific system tasks. Each task in the chapter
includes the following components:

e Introduction

e Prerequisites, if applicable

o Steps (detailed instructions, including screen illustrations)
o Field Descriptions

Related Documentation

For more information, see the following Orion guides:
¢ Accounts Payable Back Office Reference Guide

e Accounts Receivable Back Office Reference Guide
o Administration Back Office Reference Guide

¢ Billing Back Office Reference Guide

o Desktop Back Office Reference Guide

e General Ledger Back Office Reference Guide

Support Services

Orion Law Management Systems, Inc. offers several support options.

If you have a question about your software, first look in the printed
documentation. If you cannot find the answer, use the following link to contact
our support staff:

http://www.orionlaw.com/support.htm

viii Orion Law Management Systems, Inc.
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Chapter Overview

Chapter Overview

Congratulations on your purchase of the Orion Law Management System. Orion
is written in the Delphi® programming language and combines the numerical
accuracy usually associated with dedicated spreadsheet programs with the raw
organizational power and data handling capability of a true relational database
system.

Orion is not merely a single program, but an entire software system composed of
several program modules. Under the overall "umbrella” of the System File, Orion
controls and integrates from one to four major application modules, each of
which automates a major accounting function. These are Billing and Accounts
Receivable, Accounts Payable, Payroll, and General Ledger.

Organization of the Orion Guides

1-2

The Orion documentation suite is organized into separate Reference Guides. In
addition to this guide, there is also a guide for each program module you have
purchased. Each guide describes all the principles and procedures applicable to
the program module or group of program modules with which it is associated.

This File Maintenance guide contains an overview of system-wide operation and
step-by-step instructions on setting up the overhead files necessary to run Orion
Law Management System. This section of the guide describes the global
procedures and basic concepts common to all Orion installations.

Special Text

Throughout the guides, we use certain special characters and typefaces to
indicate various types of data. These are summarized in the table below:

Convention Description

Enter Boldface terms indicate the names of individual keys to be pressed
or buttons to be clicked.

Ctrl+Page Up Key names joined by a plus (+) sign indicate that the first key is to
be struck and then quickly followed by the second key.

Field Boldface capitalized words indicate the names of entry fields when
embedded in text or tabs.

Emphasis Some boldface words and phrases are included in the text for
emphasis only. Their purpose is to eliminate confusion and help
you pick up on key terms and concepts in the text.

Some italicized words and phrases are included in the text for
emphasis only.

Sections References to sections or topics within the guide are displayed in
quotation marks.

Orion Law Management Systems, Inc.



Chapter Overview

Orion File Maintenance

Button Bar

File Maintenance Back Office Reference Guide

The Orion File Maintenance program contains all programs associated with
overhead files. Before you can begin daily operation of the Orion Law
Management System Billing and Accounts Receivable module, you must make
initial entries in the overhead files. By using these overhead files, almost every
aspect of your operation can be reduced to a set of codes that both speed up
data entry and relate all other files of the system to each other.

Many of your overhead files will either be converted or will be set up during
installation. Some of the files do not have to be set up before you begin using
Orion. However, we suggest you gather, organize, and enter as much of the data
as you can on the front end. The chapters that follow are not necessarily in the
same order in which the files need to be set up, although the first two chapters
deal with overhead files that must be set up first and are not accessed through
Orion File Maintenance. The other sections have been placed in the order in
which they appear on the button bar.

When you first enter Orion File Maintenance, the following screen appears.

[ New Edit ) Delete 5 Reports ~ | < Action~ Tools~ | Refresh
»

Cient / ~|Fieds || Cicet Opened ~ | Dignaling - =] [——— T
EQ 001546 COOKIE FACTORY 06/06/1334 wE.
£ 001522 RADCLIFF, GEORGE 104161335 Date Last Opened | 08/12/2003
001894 LEVITAN,JILL 07261994 Lackheed, Seott|
5002063 KEMPER, ANNETTE M 07261994 Lackheed, Seott| et M T ey
5002132 DONALDSOM, SUZETTE 10471955 Zikle, Janice A
£7,002134 CRINSHAW, ERIN 10471995 Zikle, Janice A Matters Opened this Month| 0
002137 KOPEMAM, CLIFTON % LOUEASE QPAEN3%  Zikle, Janice A
T 002141 MARKETER, EDITH 09/211994  Zikle, Janice A et M o Ve o
o 002142 FRANKS, AGUSTUS 1221195 Zikle, Janice A
07002143 BENNETT, GERALD W. 101641995 Zikle. Janice A Matters Dpened this Year 0
002144 NEITHERSHIOW, KATHY & DISNE 10/51955  Zikle, Janice A
25002151 COMWAY, ALBERTA 1202195 Zikle, Janice A You have [T Intake Items
25002157 *YOUNE, CATHERIN 02051996 Zikle, Janice A
5 002158 ATWATER, PATRICE M 10174935 Zikle, Janice & eslibiniakellens
55002163 BRADY,JIM 1017195 Zikle, Jarice A
5002184 WEINSTEIN, HELENA O1/0EA958  Zikle, Janice A
55002186 LOPEZ § VECENTY LANDSCAPING 05111955 Zikle, Janice A
5002167 SCOTT'S DESIGNS 0B/03/195  Zikle, Janice A
5002183 CLARKSTON, HENFY 4 02/05/19  Zikle, Janice A
5002163 CLOTH, KINTE 01/23199  Zikle, Janice A
25002170 SCOTT, GREGORY 01/231996  Zikle, Janice A
2002172 FUNK, MARJORIE 1017195 Zikle, Janice A
25002173 BREAKMORE, DOLORES 10/271955  Zikle, Janice A
002174 RICARDO 1017195 Zikle, Janice A >
B
Matier Code /= Hame = | Matter Type ~| Biling Cycle +/|Quoted Price /| Oiiginaing = Resporsible ~|| Opened =/|Closed
o000 Cackie Factory v. Katie's Bakery Other Litigstion-Corp~ Monthly 7000 Ediards, MancyE. Edwards, Nancy . 0B/17/1996
000002 Corporate Corporale Monthiy 5000 Ediards, MancyE. Edwards, Nancy £, 03/15/1397
000012 Tax Audt Representation Corporate Manthiy 0 Edwards, MancyE. Edwards, Maney E. DB/06/1 994
000013 Repiesentation w1s. Wicrosot Garporation Other Litigation-Corp~ Monthy 0 Edwards, NanoyE. Edwards, Nancy E. 10/11/1334 10/11/1937
000014 1030 Grant Praperty Purchass Fieal Estate Manthiy 10000 Edwards, Mancy E. Edwards, Mancy £, 07/08/1998
Swith Jones & Adams, LLP

If you have completely unrestricted rights to all programs within Orion File
Maintenance, you will see the following options on the button bar.

Button Purpose

New Enter information for a new client or matter.
Edit Edit information for an existing client or matter.
Delete Enter information for an existing client or matter.

Reports Run reports.

1-3



Chapter Overview

Button
Action

Tools

Refresh

Purpose
Open a matter intake form for a client.

Manage codes, timekeeper budgets, matters, users, date restrictions
and system settings.

Redisplay the active screen after making changes to it.

Orion Law Management Systems, Inc.



Setting Up Overhead Files

Setting Up Overhead Files

Prior to doing anything else in Orion, you must set up the minimum General
Ledger accounts required by the interface and the General Ledger Default Table.
Procedures for this are covered in the General Ledger Accounts chapter.
General Ledger accounts are not set up through the Orion File Maintenance
program, but will be covered in this guide as they are very important to the
operation of the Billing and Accounts Receivable module.

Process

This is the process for setting up overhead files.

Stage

1
2

Description
Set up the General Ledger default accounts (see Chapter 2).

Set up bank account codes. Bank account codes are not set up through
the Orion File Maintenance program, but will be covered in this guide as
they are needed to set up the firm System File.

Set up the System File (see Chapter 3).

Set up the following codes (see Chapter 4).
Group codes

Department codes

Timekeeper IDs

e Master task codes

Set up timekeeper IDs (see Chapter 4) and entry IDs (see Chapter 8).

If your firm has clients requiring task-based billing codes, then set up
master task codes (see Chapter 4).

Set up clients (see Chapter 5) and matters (see Chapter 6).

If your firm has clients requiring task-based billing codes, then set up
matter task codes (see Chapter 7).

Set up service codes and accounting codes (see Chapter 9). These codes
are optional.

File Maintenance Back Office Reference Guide 1-5



File Maintenance Manager View

File Maintenance Manager View

The File Maintenance Manager View allows you to customize the way records
display in the grid and generate ad hoc reports.

Displaying Records

To change the way records are displayed, do one or more of the following.

To arrange columns, drag the headings in whatever order you want.

To add or remove columns, right-click in the Clients or Matters section of the
grid and choose Select Grid Fields. The Customization box appears showing
a list of column headings. Drag a heading onto the grid or from the grid to the
Customization box.

To sort on columns, click their headings.

To display a particular record, type information in a field on a selected row.
The selection highlighting “jumps” to the first row containing what you typed.
For example, if you selected client code 1234 and typed 6789 in the Client
Code field, the system would highlight the first row containing client code
6789.

To find options in addition to the ones in the button bar, right-click in the
Clients or Matters section of the grid.

To filter the records displayed, click the arrow beside the desired column
heading and select a filter.

Customizing Reports

To specify the information included in reports, click Reports and select one of
the following.

Summary — print exactly what'’s in the grid.

Detail — from the Reporting menu, select a template for a report based on the
template rather than the grid.

Reporting System — use your own selection criteria to design a custom
report.

Orion Law Management Systems, Inc.



File Maintenance Manager View

Navigation

This section describes how to navigate within Orion.

Movement within a Record

Movement from field to field is accomplished using typical Windows conventions
such as the following:

Convention Description

Tab Move forward one field.

Shift+Tab Move back one field.

Enter Move forward one field (in a text or notes field, this key places a hard

return in the field you are in and will not move you to the next field).

Ctrl+Enter In a text or notes field, this key combination takes you to the next field
in the record.

Selecting Multiple Records

Windows conventions are also used when selecting multiple items on which to
perform a function:

¢ To tag/untag an individual transaction, click on the record.

o To tag/untag a range of transactions, click on the first record in the range then
hold down the Shift key and click on the last record in the range.

o To tag/untag multiple transactions that are not in a range (consecutive order),
click on the first transaction, then holding down the Ctrl key, click on any other
transactions you want to tag.

File Maintenance Back Office Reference Guide 1-7



Function Keys and Keyboard Activity

Function Keys and Keyboard Activity

Throughout the Orion system, function keys have been assigned default
functions. These functions have been modified where required to provide one-
touch capabilities in certain windows and fields (as noted under separate topic
headings). However, unless otherwise specified, these keys are programmed
throughout the application to provide the functions listed below.

F8 - Look-Up Function

Use the F8 key to look up valid entries for an indexed field. For detailed
information about this key, see "Look-Up Function" on page 1-10.

F9 - Clear Screen

Use the F9 key to abandon any input process, whether adding or editing a
record. All fields displayed on the screen are cleared and the cursor is returned
to the first field. This key is not active in screens associated with single record
databases, such as the screens in the System Settings.

F10 - Save Record

Use the F10 key to save a record, as it appears on the screen, in the database.

The function keys listed above provide only one way in which to perform the
functions they represent (for example, delete or save). All screens also provide a
button you can click for the same function. In addition, some of the standard
Windows commands (Alt+S to save and close or Alt+N to save) are available.

Ctrl+Del - Delete Record

Enter

Tab

Shift+Tab

The combination of the Ctrl (or Control) and Del (or Delete) keys are used to
delete records.

Note: Use these keys carefully.

Use this key to accept data in the field that the cursor is currently in and proceed
to the next field.

Use this key to accept data in the field that the cursor is currently in and proceed
to the next field.

Use the combination of the Shift and Tab keys to accept data in the field the
cursor is currently in and go back to the prior field.

Orion Law Management Systems, Inc.



Function Keys and Keyboard Activity

Page Up

Use this key to locate the first record based on the index of the bracketed field
and then advance one record at a time.

Page Down

Use this key to locate the last record based on the index of the bracketed field
and then back up one record at a time.

Ctrl+Backspace

Use the combination of the Ctrl and Backspace keys to clear the field where the
cursor is located.

File Maintenance Back Office Reference Guide 1-9



Searches

Searches

Searches are a little more difficult than most computer functions to fully
understand. All search functions are based on the concept of the indexed field.
An indexed field is any field that is tied by a specific relationship to a separate
database from the one in which it is contained.

When you make an entry in an indexed field, that input is usually one of a set of
unique multi-character codes, each of which represents an entire record already
stored in another database.

For example, when you enter a fee transaction, you must assign it to a client-
matter. Since the Client-Matter field is indexed, you can access the Client-Matter
file to look for the appropriate number. Orion provides a special function (F8 key
or the Look-up button) to help you find the code you want.

Look-Up Function

1-10

The F8 key or Look-up button displays a list of valid entries for the field you are
in. The Look-up button as referred to throughout the guide can appear in two
different formats:

j The Drop-down button displays a list of valid entries for the field you are in
and is sorted in ASCII order. The sort order cannot be changed.

E! The Look-up button displays a list of valid entries for the field you are in and is
sorted in ASCII order. Clicking on one column heading or another while in the
list changes the order in which the list is displayed.

While in the list, you can move closer to the record you are looking for by typing
in the value you are looking for. For example: your list displays clients starting
with Anderson, Inc. The client you are looking for is Smith and Associates. To
move to this record in the list, start typing Smith. Orion will locate and highlight
the first client name beginning with Smith.

Note: Where both the F8 key and the Look-up button are referenced in the
guide, you can use either to access a list of valid entries. Where only the
Look-up button is referenced, the F8 key is not available.

Orion Law Management Systems, Inc.



Searches

Security

Orion provides security features through the Orion File Maintenance Manager
program. The following is a brief description of the Orion File Maintenance
Manager program. The majority of the setup will be done by Orion personnel
during your installation. Each user must be set up through this program and
assigned to a pre-defined group that has security equivalences assigned to it.

To set up Orion security, click the Orion File Maintenance Manager icon. The
following screen appears.

=/ File Maintenance Manager

FM Monitor

L0z RADCLIFF, GEORGE 10/16/1335 Zikle, Janice A Date Last Opened | 08/12/2009

£ 001884 LEVITAN_JILL U7/26/1984  Lookheed. Soatt| —
£ 002063 KEMFER. ANNETTE M U7/2601984  Lookhesd. Soatt| Chisnts Opened this Month [0
S 002132 DONALDSON, SUZETTE 10171985 Zikle. Janice A

£2002134 CRINSHAW, ERIN 10171335 Zikle. Janice A Matters Opened this Month [~ 0
S 002137 KOPEMAN. CLIFTON & LOUEASE O7/DBAYE  Zikle. Janice A _—
S 002141 MARKETER. EDITH 08/21A%4  Zikle. Janice & Clients Opened this Year |0

C7002142 FRANKS, AGUSTUS 12/211985  Zikle. Janice A

£ 002143 BENMETT, GERALD W, 1041641395 Zikle, Janice A, Matters Dpened this Year [ 0

£2,002144 NEITHERSHOW, KATHY & DIANE TBNIE  Zikle, Janice & —_—
£21002151 CaNwAY, ALBERTA THAME  Zikee, arice A You have [T Intake ltems

£ 002157 YOUNE, CATHERIN QBN Zikle, arice A

5002158 ATWATER, PATRICE M, 107195 Zikle, Janice A _ Vewdyinokeltens |
002183 BRADY . JIM TTAME Zikle, arice A

Eo 002164 WEINSTEIN, HELENA OUOEAN  Zikle, darice A

3002166 LOPEZ  YECENTY LANDSCAPING 1A Zikle, darice A

FH021er SCOTTS DESIGNS D/IA193 Zikle, darice &

Gz 002158 CLARKSTON, HENRY & DAY Zikle, darice &

Bzi00218 CLOTH.KINTE DA Zikle, darice &

%DDZT?D SCOTT, GREGORY 01/23/1996 Zitkle, Janice A

%DDZT?Z FUNK, MARJORIE 101741995 Zitkle, Janice A

W= 002173 BRE&4KMORE, DOLORES 1042771995 Zitkle, Janice &,

DDZT?J RICARDO 101741995 Zitkle, Janice &, j

Matter Code /v || Hame

v [ Matter Type _v || Biling Cycle || Quoted Price || Originating _v|Responsible || Opened v Closed v
n0oaa Cockie Factory v. Katie's Bakery Other Litigation- Corp~~ Monthly 7000 Edwards, Nancy . Edwards, Nancy E. D6/17/1336
nnnooz Corporate Corporate Monthiy G000 Edwards, Mancy B, Edwards, Nancy £ 08/15/1597
o000 2 Taw Audit Fiepresentation Corporate Monthly 0 Edwards. Mancy E. Edwards. Naney E. 06/05/1334
o0no13 Representation wis. Micrasaft Carporation Other Litigation- Corp Manthiy 0 Edwards, Nancy E. Edwards, Maney B 104111934 1041171997
000014 1030 Grant Property Purchase Real Estate Monthiy 10000 Edwards. Mancy E. Edwards, Nancy £, 07/08/1538

[Smith Jones & Adams, LLP
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Setting Up Users

Steps

1-12

Before you can begin setting up users, you must first define at least one group
and assign access (security) privileges. See the “User Setup” chapter in the
Administration Back Office Reference Guide for details.

Use this procedure to set up users. You can also inactivate users as required.

To set up users:
1. Click Tools and select Manage Users. The Manage Users screen appears.
2. Click New or press the Insert key. The following screen appears.

mUSEI‘ Entry - !IEI !E
Ba save B new | Bl Clear Toals
| | A

| F'n:n:-tiesl Wurkgmupsl ﬁ.dministratinnl

0 I— [~ Timekeeper v Active
ull Mame I
Sort Mame I
Uzer Feys I ;I
Lewvel I ;I
Location I ;I
Practice Group I LI
Target Rate 0o Coszt Rate 0.00
[~ Use Private Dictionan
[~ Orion Local Push to Dutloak. Allowed

3. Fillin the fields as required. See "Field Descriptions — User Entry Screen —
General Tab" on page 1-13 for specific information.

Click Save.

Click on Proxies tab. If User is to have access view and enter time for
another user, select the user(s) in the Available column and move to the
Selected column by clicking on the | button located between the two
columns.

6. Click on the Workgroups tab. In the Available column select the Workgroup
user is associated with and move to the Selected column by clicking on the
| button located between the two columns.
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7. Click on the Administration Tab. The following screen appears.

mUser Entry -

J EX Save B New | = Clear | /4 Tools

M= e

General | Prosies | Workgroups — Administration |

MNetwark Login 1D ||

Security Group I

[~ Restricted

[ Practice Managemert User

Remate Acces:

Uszer Mame I

Pazsword I

8. Fill in the fields as required. See "Field Descriptions — User Entry Screen —
Administration Tab" on page 1-14 for specific information.

Field Descriptions — User Entry Screen — General Tab

The following table describes the fields.

Field
ID

Timekeeper

Active

Full Name

Sort Name

User Keys

Description

A 4-character alphanumeric field. Each timekeeper must have a
unique ID code. Most firms use the person's initials. Other firms
simply assign a number. Remember, all timekeepers (anyone
who charges their time) should be entered.

Indicates if the user is a timekeeper.

If the timekeeper you are entering is active, click this field.
Otherwise, leave it blank. An active timekeeper will count
against your timekeeper license. An inactive timekeeper will not
count against your license, but you cannot enter any time or
expenses for the timekeeper.

Name of the timekeeper. The name will appear on reports and
invoices.

In the normal course of operation, reports run by timekeeper
are sorted by timekeeper ID. This field allows you to establish a
different sort order such as by last name or by firm hierarchy.

If you want to sort reports by:

e Last name, enter the timekeeper’s last name in this field.

e Firm hierarchy, you can create a hierarchal order and enter
the appropriate code in this field.

If user keys have been created, assign as appropriate.
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Field

Level

Location

Practice Group

Target Rate

Cost Rate

Use Private
Dictionary

Orion Local Push to
Outlook Allowed

Description

A level code (Attorney, Partner, Paralegal, etc.) must be
entered in order to save the timekeeper record. The level codes
and their respective categories are set up in the System
Information program. To access a list of valid level codes, click
the down arrow. Once you have chosen or entered the level
code, the description displays to the right of the code.

If you have set the system (through the System File) to use the
location feature, you must enter a location code. You can use
the click the down arrow to locate a valid code. If the system is
not set up to use multiple locations, Orion will skip this field.

The group code representing the Practice Group to which this
timekeeper belongs. If you do not know the correct code, click
the down arrow to locate a valid code.

The target rate for this timekeeper. This is normally the effective
billing rate at which you would like all the timekeeper’s time
billed at. You can leave this field blank if you wish and enter it
later.

The cost rate for this timekeeper. This is normally the billing
rate at which the timekeeper’s time needs to be billed in order
to cover their related overhead costs (including salary). You can
leave this field blank if you wish and enter it later.

If allowed a private spelling dictionary can be assigned to each
user. Assign dictionary here.

Indicates whether the Orion system is allowed to push
information to Microsoft Outlook.

Field Descriptions — User Entry Screen — Administration Tab

The following table describes the fields.

Field
Network Login ID
Security Group

Restricted

Practice
Management User

1-14

Description
The ID that gives the user access to the Orion system.
The code for the security group.

Leave this box unchecked if the user has permission to edit
and review time entries for all other users. If this box is
checked, the user will be limited to editing and/or reviewing
entries for their own time or for others that are specifically listed
in their Proxy List.

This option is applicable only if Practice Management has been
installed. If this user will have access to the Practice
Management features, this box should be checked.
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Overview of User IDs in Orion

This topic provides an overview of user IDs in Orion, including the types of IDs
and the correct usage of user IDs.

User ID Types

This table describes the three types of IDs used in the system.

ID Type Description
User ID Environment variable USER retrieved from the operating system.
Timekeeper ID Used for individuals within the firm for whom time is tracked.

Entry ID Used for individuals who enter time for timekeepers, but do not
record their own time for billing purposes. Users can be identified
as either a timekeeper or entry ID, typically, secretaries and billing
facilitators.

Process Overview

When starting any Orion program, the program must know the user ID of the
operator. Orion retrieves the user ID from an environment variable called User
ID. When loading any Orion application, the program first searches the
environment settings on the workstation to see if the environment variable User
exists.

Once the Orion program has determined the user ID, the correct mode for entry
and inquiry is set. If the user ID is defined as an entry ID, the program operates
in the Proxy Mode. If the user ID is defined as a timekeeper, the program
operates in the timekeeper Mode. If the value is not found as either, the user will
not be allowed to enter Orion. Based on this logic, operators entering time should
be established in Orion in one of three ways:

¢ Timekeepers (people who bill their time) who only enter, edit, and view their
own time should be set up as a timekeeper only. They should not be set up as
an entry ID. Operators set up this way will be in the timekeeper Mode when
entering Orion.

e Time entry operators (secretaries, etc.) who enter time for other people, but do
not enter billable time for themselves, should be set up as entry IDs only.
Proxy rights should be assigned for each timekeeper for whom the entry 1D will
enter, edit, and view time. Operators set up this way will be in the Proxy Mode
when entering Orion.

o Timekeepers who also enter, edit, and view time for other timekeepers must
be set up as both a timekeeper ID and an entry ID. Proxy rights should be
assigned in the normal manner. Operators set up this way will be in the Proxy
Mode when entering Orion.
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Modes Overview

Unless a user is set up in the Administration program to go into the system in an
unrestricted mode, the program always begins operation in either the timekeeper
Mode or the Proxy Mode.

Following is a clarification of the operation and rights characteristics of each
mode.

Timekeeper Mode

All fields related to timekeeper ID will display the ID from the User variable and
cannot be changed by the operator. This includes Fee Entry, Time Manager,
Reporting, Listing, and Calendar. All filters are set to the timekeeper ID and
cannot be changed. When you select Fee Entry or Time Manager, the program
will assume the timekeeper ID and display time for that ID.

Proxy Mode

When in the Proxy Mode, the program assumes the operator is not a timekeeper,
but has a Proxy List of at least one timekeeper for whom entries can be made.
When you start the program, all fields related to timekeeper ID are blank in all
windows until a default timekeeper ID has been set (see below). The operator
can use the F8 key or the Look-Up Button to choose a timekeeper ID from the
Proxy List on any entry window where timekeeper ID is an option. This includes
Fee Entry, Time Manager, Reporting, and all filters. Once a timekeeper ID has
been selected, the program uses this as the default timekeeper ID. Once a
default timekeeper ID has been set, this ID is used to automatically populate all
related windows throughout the program. When you select Time Manager, the
program will not display time until a default timekeeper has been selected.

Note: If the user ID is set up as both a timekeeper ID and an entry ID, the
program functions in Proxy Mode. The timekeeper ID is simply added to
the valid Proxy List. The timekeeper ID becomes the default ID
immediately upon entering into Orion.
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Backing Up Your Data

Orion Law Management System highly recommends you back up your Orion
data on a daily basis. If you do not have an established procedure, establish one
before entering any data into Orion.
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Requests for Support

This topic describes the process for obtaining support.

Questions to Ask

If you experience a problem, there are a few questions you should ask yourself
before reaching for the telephone.

1.
2.

Does the Reference Guide say anything about this?

Have you ever been able to do it this way before, or, have you been able to
use this program without problems before now? If you come across an
apparent malfunction when attempting a new function or procedure; were you
following the instructions for the procedure contained in the guide? If not,
doing so may solve your problem.

Is this a system problem or an accounting or procedural problem?

Have any changes been made to the hardware, the programs, or the
operating system since Orion was installed? This application is dependent on
the particular environment in which it operates and is installed different ways
to accommodate different operating environments and system setups. If
changes are made to your system by someone other than an Orion Law
Management System installer, try removing them. Under most
circumstances, if these changes were the problem, Orion should return to
normal operation once the system is placed in its original configuration.

Does the apparent problem involve error messages, and if so, what are they?

What happens if you reboot your system and repeat the same function or
procedure that caused the problem? If the problem does not repeat itself,
chances are you will not see it again.

Information to Collect

1-18

If you make it all the way through the checklist above and still need support, have
the following information close at hand before calling for support:

The name and model number or type of your computer and/or other
component (printer, monitor, etc.) which seems to be most affected by the
problem.

The name and version of the network software you are currently using and the
name and version of the operating system on the workstation experiencing the
problem.

An exact description of the procedures that led up to the problem. Try to
duplicate the problem, keystroke by keystroke, to see exactly what was done
and jot it down before you call.
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Support Procedures

We have attempted to establish some procedures to better handle your support
calls. The purpose of these procedures is to more quickly and efficiently answer
your questions and/or take care of your problems.

1. When your call is first received, the individual answering the phone will obtain
as much information from you as possible. If no one is available to take your
call, you will be assigned an internal incident number and will be asked to fax
any relevant materials or reports. To expedite your support call, you may wish
to fax the information to us at 404-635-1162 prior to placing your call. Please
be specific and provide us with as much information as possible to minimize
the amount of time we must research problems. In addition, fax the materials
to us as soon as possible. The faster we get the information, the faster we
can deal with the problem. If we have requested information from you and do
not receive it for several hours or days, there is a risk that we will become
involved in another client's call and will not be able to get back with you as
soon as you would like.

2. Calls will be returned as soon as possible in the order they are received.
However, emergency situations, such as missing or corrupt data files or a
server crash, will take precedence.

3. Once we have assigned an incident number, your support call is in the
system and is being tracked by the computer. Continual calls regarding the
status of the request may substantially slow down the process. Of course
emergencies (data file missing or corrupted or a server crash) will be dealt
with immediately.

4. If we return your call and you are not available, we will take your return call if
we are not on another line or working on another incident. If, however, we are
involved with another client when you call back, we will get back to you as
soon as possible.

5. Make sure your modem is operational and accessible by us. If there are any
changes in logins, passwords, etc., please keep us informed. If we need to
dial in to complete the support call, we will make two attempts to get into your
system and complete the work. If we cannot get in or have problems staying
in, we will rely on you to engage your hardware vendor to troubleshoot the
modem problem. Once the modem is accessible by us, we will dial in again at
the first available opportunity.
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Chapter Overview

General

Next Steps

2-2

The Chart of Accounts forms the underlying framework for any accounting
system, whether automated or manual, and is a very integral part of Orion
system operations.

Although the entire Chart of Accounts does not need to be set up for system
operation, there are several accounts that must be entered prior to attempting
any other accounting data or system configuration input.

Once you have defined the required General Ledger accounts, you must then set
up the General Ledger Default Table.

Note: Itis imperative that the General Ledger Default Table be completed prior
to entering any type of payment/credit/write-off transaction or printing any
invoices.

The General Ledger Default Table controls the interface between the Billing and
Accounts Receivable module, the Accounts Payable module, and the General
Ledger module.

Once you have set up the General Ledger defaults, there are several smaller
overhead files you must set up prior to completing the System File. These
include:

e Invoice Styles (Invoice Styles chapter)
o Cover Sheet Styles (Cover Sheet Styles chapter)
e Reminder Statement Styles (Reminder Statement Styles chapter)
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Setting Up the Chart of Accounts

There are several structural and organizational elements to decide on and rules
to follow prior to creating the Chart of Accounts. Refer to the Chart of Accounts
chapter in the General Ledger Back Office Reference Guide for a discussion on
these issues as well as various other functions available in the Chart of Accounts
Entry program.

This chapter will deal only with the basics you need to know in order to set up the
accounts required for correct operation of the Orion interface.

List of General Ledger Accounts

Following is a list of the General Ledger accounts that must be established prior
to setting up the General Ledger Default Table and the Orion System File.

Steps

Cash in Bank

Accounts Receivable Fees

Fees Uncollected (Offsets Accounts Receivable Fees)
Accounts Receivable Expenses

Expenses Uncollected (Offsets Accounts Receivable Expenses)
A/R Client Advances

Client Advances Unbilled

Client Advances Written Off

Sales Tax Receivable

Sales Tax Offset Account

Client Trust Cash Account

Trust Liability Account (Offsets Client Trust Cash Account)
Unapplied Retainers

Fee Income

Expense Income

Interest Income

Sales Tax Payable

Accounts Payable (If running on an accrual basis)

To set up the General Ledger accounts:

1. Access the Orion General Ledger program. From the button bar, click Tools

and select Chart of Accounts. The following screen appears.
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! General Ledger Account Entry M= B

Ba save | Bl Clear Delete Tools =
| | A

Account I— I:I [T Inactive

Description I

Type IDebit 'I
Budgetl ear 2010 'l

1 sao0
2 s0o0
3[ wm
4 som

Usage Notes

5 I $0.00 q I $0.00
S T
7 I $0.00 11 I $0.00
e[ wm 2] wm

Enter Annual Amount

B
[~

2. Fillin fields as required. For details, see "Field Descriptions — Account Entry
Screen" on page 2-4.

3. When finished, click Save or press the F10 key to save the record.

Field Descriptions — Account Entry Screen
The following table describes the fields on this screen.

Field

Account

Inactive

Description

Type

Budget

Enter Annual
Amount

Usage Notes

2-4

Description

The account number for this account. The account number is
required and must be a unique number if you are not using
department and/or location codes.

Selecting this field prevents you from using an account for new
entries, but the existing information is still there.

A description for the account. Text in this field is displayed and
saved as typed and not converted to uppercase. This account
description will print on all reports.

This is a required field and Orion will not let you go any further if
you do not complete it correctly. Keeping in mind debit and credit
rules, select Debit if this is a debit account or Credit if it is a credit
account.

The year and periods used when printing financial statements.

Populates all period fields with the same amount.

A text entry area for special instructions concerning the account.
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Setting Up General Ledger Default Accounts

Steps

It is extremely important that you complete the General Ledger Default Table
prior to proceeding with any daily processing or setting up the Billing System.
The purpose of the General Ledger Default Table is to tell Orion what General
Ledger accounts to create transactions for when certain procedures are
performed in the program.

For example, if you create a General Ledger account number “4000 - Fee
Income” and enter this as the Default Fee Income account in the General Ledger
Default Table, Orion knows that when you post a payment that has paid off fees,
it should create a General Ledger transaction that credits account 4000.

To set up your General Ledger default accounts for purposes of controlling the
interface:

1. Access the Billing Manager program.

2. From the button bar, click Tools, System Settings, and then select the first
Cash Interface tab. The following screen appears.

ﬂSystem Settings E
General | Cazh Interfacel
[¥ Cieate AR Fees |11EIDEI-IJEID J l-’-‘n.ccounts Receviable Fees®
Fees Dffset |‘|1BDD-DDD - [Fees Uncallected
[¥ Create AR Expenses |'|1'|DD-EIDD J lﬁccounts Receivable Expenszes [soft
Expenses Offset [11400-000 -] [Expenses Uncallected
AR Sales Tax I__ J |
Sales Tax Dffset I__ J [
Sales Tax Payable I__ J |
Ok | Cancel |

3. Enter the account and department number in each field for the General
Ledger account you want to reference. Repeat for the second Cash Interface
tab. If you do not know the correct account number, you can use the F8 key
or click the Look-up button. If you set up the System File to use the Location
feature (see the System Information chapter in this guide), you can specify
whether or not to use this feature for transactions affecting the general cash
account.
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Chapter Overview

Caution

3-2

The System Master File serves as the overall umbrella under which all Orion
modules operate and is used to enter the firm’s system parameters. It allows you
to set up information on time units, format of client and matter numbers, staff
levels, and system default settings. The information in this program should be
entered prior to setting up clients or matters or timekeepers. Do not begin the
conversion process or begin entering other data (other than the Chart of
Accounts and bank codes) until all the firm’s parameters are established in this
program.

Most of the parameters in the System File are set by Orion personnel at the time
of your installation. Depending on the modules you have installed, some of the
fields may not need to be completed. Since some of the information required by
this program affects the entire billing system, the information requested should
be discussed in detail with the Managing Attorney.

Do Not Change Any Settings in this Program without first consulting
personnel at Orion Law Management System, Inc.
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Setting Up Firm Information

You use the System Settings screen to set up information about your firm. The
values entered in the General tab appear when a new client and/or matter is
being set up. You can change any of these values as the information for the
client and/or matter is being entered.

Steps
To set up firm information:

1. From the button bar, click Tools and select System Settings. The following
screen appears.

" '

| Client additional Info | Matter Additional Irfo |

Ihput Defaults

Fes Arangemment | Hourly - Billing Cycle |Maonthly - [v Charge |nterest

IFvoice Style |EI1 - Hourz, Rate, dmount with Full Perzon Recap ﬂ

Cowver Sheet |EI'I - Standard Clent Cover ﬂ

Rerninder |D1 - Standard R eminder ﬂ Mext Client Humber [16004 EI:

Contact Type for "Clent"! Contacts |E|ient ﬂ Starting Matter Mumber |1 EI:

Finance Charges

Minirnurn B alance $1.00 Charge Interest on balances overdue by N daps

Annual Interest Rate 18.00 v Charge Interest on Interest

LCancel |

2. Fillin fields as needed. For details, see "Field Descriptions — System Settings
Screen" on page 3-3.

3. Click OK.

Field Descriptions — System Settings Screen
The following table describes the fields.

Field Description
Input Defaults

Fee Arrangement The default fee arrangement to be used for most client-
matters. Click the Look-up button to choose Hourly,
Contingency, Flat Fee, or Non-Billable.
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Field
Billing Cycle

Charge Interest

Invoice Style

Cover Sheet

Reminder

Next Client Number

Contact Type for
“Client” Contacts

Starting Matter
Number

Finance Charges

Minimum Balance

Charge Interest on
balances overdue by
__days

Annual Interest Rate

Charge Interest on
Interest

Description

The default billing cycle to be used for most client-matters.
Click the Look-up button to choose Monthly, Bi-Monthly,
Quarterly, Semi-Annually, Annual, Contingency, or O
through 9.

If you plan to charge interest on overdue accounts
receivable balances for most client-matters, Select Yes.
Otherwise, select No.

The default Invoice style to be used for most clients. Click
the Look-up button for a list of valid invoice styles.

The default cover sheet style to be used for most clients.
Click the Look-up button for a list of valid cover sheet
styles.

Select the default reminder style to be used for most clients.
Click the Look-up button for a list of valid reminder styles.

The first number to use for automatically assigning client
numbers.

You can specify people performing a particular function to
be listed as contacts.

The first number to use for automatically assigning matter
numbers.

The minimum balance that must be present in order for the
system to generate an interest charge. If you do not charge
interest at all, you can leave this field blank.

The number of days old the accounts receivable balance
must be before the system generates an interest charge. If
you do not charge interest at all, you can leave this field
blank.

For those matters on which you choose to charge interest
on overdue accounts receivable balances, the interest
charged is based on the information provided in this field.
This information must be completed even if only one matter
will accrue interest. If you do not charge interest at all, you
can leave this field blank.

If your state allows you to charge interest on unpaid interest,
select this field. Otherwise, leave it blank.
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Defining Client Information

You use the Client Additional Info tab to define additional fields of information for
clients. The fields are user-defined and you can add up to four date fields, four
25-character text fields, and four 50-character text fields. The text fields can be
set up as list box (look-up) fields where you define the options available in the
box.

Steps
To set up your Additional Client Information screens:
1. Click Client Additional Info. The following screen appears.

" '

8" Matter Additional Info |

Ayailable Fields Fizld Properties
v B::E E:ng:; Caption |F|eferra|5u:uurce Type m
[rate Prompt 3
[rate Prompt 4
W
| Short Text [25] 2 Enter one item per line,
| Short Test [25] 3 |terms
vl Short Text [25] 4 e B
v| Long Text [50] 5 o (=]
| Long Test [50] & D'.:'mmugi yb CHRY i
v Lang Text [50] 7 Fé”é‘e' u

Long Text [BO] 2

LCancel |

2. Click the box beside the field name for the fields you want to add. If there is a
field that you want to skip, leave it unchecked.

Enter a name for the new field in the Caption field.

To define a field as a list box, select list box in the Type field. If you set the
field as a list box, you must define the variables available in the box.

To enter a variable, enter the information in the Items field.

To delete a variable, highlight the correct variable and press the Ctrl + Delete
keys.

7. When finished, click OK.
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Defining Matter Information

Steps

You use the Matter Additional Info tab to define additional fields of information for
matters. The fields are user-defined and you can add up to four date fields, four
25-character text fields, and four 50-character text fields. The text fields can be
set up as list box (look-up) fields where you define the options available in the

box.

To set up your Additio

nal Matter Information screens:

1. Click Matter Additional Info. The following screen appears.

" '

Ayailable Fields

General | Client Additional Info { Mafter Addiizral infa |

Fizld Properties

v| [late Prompt 1
v| Date Prompt 2
| [ ate Prompt 3

Short Text [25]1

Short Text [25] 2 Enter one item per line,
Short Test [25] 3
Shart Tesxt [25] 4
Long Text [RO] 5
Long Text [BO] &
Long Text [BO] 7
Long Text [BO] 2

Caption |Date aof Settlement

LCancel |

2. Click the box beside the field name for the fields you want to add. If there is a
field that you want to skip, leave it unchecked.

Enter a name for t

he new field in the Caption field.

To define a field as a list box, select list box in the Type field. If you set the
field as a list box, you must define the variables available in the box.

To enter a variable, enter the information in the Items field.

To delete a variab
keys.

le, highlight the correct variable and press the Ctrl + Delete

7. When finished, click OK.
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Setting Up Accounting Information

You set up Accounts Payable, General Ledger, and Payroll module information
by completing the fields in System Settings in the various modules.

Steps — Accounts Payable
To set up Accounts Payable information:

1. From the button bar in the A/P Manager, click Tools then System Settings
to display the following screen:

T |

I

Hext Youcher Humber

Mext Vendor 1D I'IDDEIE# 3: 1D width IE 3: Format Ij‘»;ﬂ‘“/.,

Default Check Format |StandanStandard Check Stub Stu - |

Accounts Payable I'”E':"':":":I I |.fl'-.|:|:|:|unt Receivable Feesz I

[ Allow Youcher Discounts?

Dizcount Account I__ I |

Yendor Contact Type I"v"end-:ur j
Current Period |'| 3: Current Fizcal Year IEEITI 3:

ok | Cancel

2. Fillin fields as needed. For details, see "Field Descriptions — Accounts
Payable System Settings" on page 3-7.

Field Descriptions — Accounts Payable System Settings
The following table describes the fields.

Field Description
Next Voucher Can contain up to nine (9) digits but cannot contain any
Number punctuation (for example, 500.123 would not be accepted by

the system). If not already set up by Orion Law Management
System personnel, enter the voucher number you want the
system to start with. Make sure the number you enter is
greater than the last voucher number on file.

Default Bank Code  The bank code for the default operating account in the
General Ledger to be affected by checks written. Remember,
you must have already set up the bank code in the Bank
Code Entry program and the account in your General Ledger
Chart of Accounts. You can use the F8 key or click the Look-
up button to locate the valid code.
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Field Description
Default Check The default check format to be used by the majority of the
Format vendors you set up in the Accounts Payable module. You can

use the F8 key or click the Look-up button to locate a valid
check format.

Accounts Payable If you run on an accrual basis, enter the General Ledger
account number for your Accounts Payable account in this
field. This is the account that is credited when the voucher is
posted. You must have already set up this account in your
General Ledger Chart of Accounts. If you run on a cash basis,
you do not need to complete this field. You can use the F8
key or click the Look-up button to locate the valid account
number.

Discount Account The General Ledger account number for discounts in this
field. This is the account that is debited when an early
payment discount is taken. You must have already set up this
account in your General Ledger Chart of Accounts. You can
use the F8 key or click the Look-up button to locate the valid
account number.

Steps — Payroll
To set up Payroll information:

1. From the button bar in the Payroll Manager, click Tools then System
Settings.

2. Fill'in fields as needed. For details, see "Field Descriptions — Payroll System
Settings" on page 3-8.

Field Descriptions — Payroll System Settings

The following table describes the fields.

Field Description
Payroll Cash The General Ledger account number for your payroll account.
Account You must have already set up this account in your General

Ledger Chart of Accounts. You can use the F8 Look-Up
function or click the Look-up button to locate the valid
account number. If you are not running the Payroll module,
you do not need to complete this field.

Payroll Bank Code The bank code for your payroll account. Remember, you must
have already set up the account in the Bank Code Entry
program and in your General Ledger Chart of Accounts. You
can use the F8 key or click the Look-up button to locate the
valid code. If you are not using the Payroll module, you do not
need to complete this field.
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Steps — General Ledger
To set up General Ledger information:

Setting Up Accounting Information

1. From the button bar in the G/L Manager, click Tools then System Settings

to display the following screen:

E; System Settings
J #% Tools ~

]|

Current Period IE 3:
Firzt Historical Year IEEIEIE 3:

Current Fizcal Year |2|:|'||:| 3:
Fizcal Year begins in I.Januar_l,l "I

Cash or Accrual IEash Orily 'I Next Transaction Number |552'I 3:

Year End Process:

Close to IEDEEI-EIEIEI I
Start Cloze with |4'| 00-000 I
End Cloze with I?DUU-DUE I

|F| etained Earmingz

|Fees

|D epreciation & Amort. - Dy,

Account Format:
Account Length
1 =

-

Department Length

Location Length
3 = n ==

-

ok | LCancel |

2. Fill'in fields as needed. For details, see "Field Descriptions — General Ledger
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System Settings" on page 3-9.

Field Descriptions — General Ledger System Settings

The following table describes the fields.

Field Description

The current period you are in or will be beginning with. Do not
change this number once established. This number is
automatically incremented by Orion every time you close a
period.

Current Period

The number to assign to the next (first) transaction. This is
normally set up by Orion Law Management System
personnel. Do not enter a number lower than the one
displayed by Orion. Also, do not change this number once
you have begun using the General Ledger module.

Next Transaction
Number
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Setting Up Accounting Information

Field Description

Retained Earnings The General Ledger account number that income and

Account expense accounts close to during a year-end closing. You
can use the F8 key or click the Look-up button to locate the
account. You must have already set up the account in the
General Ledger Chart of Accounts prior to completing this
field.

Note: The account number entered here may not fall within
the range specified in the Start Closing With
Account and End Closing With Account fields.

Start Closing With The General Ledger account number that represents the
Account beginning of the range of income and expense accounts to
close to the Retained Earnings account.

End Closing With The General Ledger account number that represents the end
Account of the range of income and expense accounts to close to the
Retained Earnings account.

Cash or Accrual Indicates whether you run on a cash basis, an accrual basis,
or both. This flag controls when General Ledger transactions
are created in the Accounts Payable module.

Note: Once you have started using the system, Do Not
change this flag without consulting Orion Law
Management System personnel.
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Chapter Overview

Chapter Overview

After you set up the System File, you must set up the following codes:
e Practice Group codes

¢ Department codes

e Location codes

e Sales Tax codes

e Timekeeper IDs

e Task sets, if you installed the Task Billing module

Next Steps

After you set up the task sets, you are ready to set up clients. For instructions,
see the Client Information chapter.
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Chapter Overview

Practice Group Codes

If you would like to run certain reports by Practice Group, you must set up
Practice Group codes. The Practice Group code is assigned to the timekeeper
whereas the Department Code is assigned to the matter. For example, the
Department Code would be Corporate and the Practice Group within it would be
Small Business.

Practice Group codes are entered through the Manage Codes option found
using the Tools button. There are several other types of codes entered using this
button, but this section will deal with Practice Group codes only.
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Adding a Practice Group Code

Adding a Practice Group Code

Use this procedure to add practice group codes.

Steps
To add a Practice Group code:
1. From the button bar, click Tools and select Manage Codes.
2. Inthe Show Codes for field, select Practice Groups.

3. From the button bar, click New. The following screen appears.

ﬁPracticE Group Enktry !E[ E

J Er Save B Mew | &= Clear EJ Delete | 4 Tools =

Code ||
Dezcription I [‘5

4. Fillin the fields as required. For details, see "Field Descriptions — Practice
Group Entry Screen" on page 4-4.

5. Click Save or press the F10 key.

Field Descriptions — Practice Group Entry Screen

The following table describes the fields.

Field Description

Code A five-digit alphanumeric field. You must have at least one group
code on file.

Description Description (name of practice group) for the code. This name will

appear on all screens and reports related to the Practice Group.
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Editing a Practice Group Code

Editing a Practice Group Code

Use this procedure to edit an existing group code.

Steps

To edit an existing Practice Group code:

1.

a M DN

From the button bar, click Tools and select Manage Codes.
In the Show Codes for field, select Practice Groups.
Select the code you want to edit.

From the button bar, click Edit.

Make any necessary changes to the description. You cannot edit the code.
For details, see "Field Descriptions — Practice Group Entry Screen" on page
4-4.

To save your changes, click Save or press the F10 key. Orion will then go
through all related files and make the necessary changes. Be aware that this
may take some time.
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Deleting a Practice Group Code

Deleting a Practice Group Code

You cannot delete a Practice Group code that is in use by one or more
timekeepers. If you attempt to do so, Orion will display an error message.

Steps
To delete a Practice Group code:
1. From the button bar, click Tools and select Manage Codes.
2. Inthe Show Codes for field, select Practice Groups.
3. Select the code you want to delete.
4

Click Delete or press the Ctrl+Delete keys. The system prompts you to
confirm the deletion.

5. Click Yes if you want to delete the code or No if you want to keep it.
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Deleting a Practice Group Code

Department Codes

If you would like to run certain reports by department, you must set up
department codes. The department code is assigned to the matter, whereas the
group code is assigned to the timekeeper. For example, the department would be
Corporate and a group within it would be Small Business.

Department codes are entered through the Manage Codes option found using
the Tools button. There are several other types of codes entered using this
button, but this section will deal with department codes only.
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Adding a Department Code

Adding a Department Code

Use this procedure to add department codes.

Steps
To add a department code:
1. From the button bar, click Tools and select Manage Codes.
2. Inthe Show Codes for field, select Departments.

3. From the button bar, click New. The following screen appears.

rﬁnepartment Enktry !IEI

J Er Save B Mew | = Clear EJ Delete | /4 Tools =

Code ||

Description I

4. Fillin the fields as required. For details, see "Field Descriptions — Department
Entry Screen" on page 4-8.

5. Click Save or press the F10 key.

Field Descriptions — Department Entry Screen

The following table describes the fields.

Field Description

Code A three-digit alphanumeric field. You must have at least one
department code on file.

Description Description (name of department) for the code. This name will
appear on all screens and reports related to the department.
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Editing a Department Code

Editing a Department Code

Use this procedure to edit an existing department code.

Steps

To edit an existing department code:

1.

a M DN

From the button bar, click Tools and select Manage Codes.
In the Show Codes for field, select Departments.

Select the code you want to edit.

From the button bar, click Edit.

Make any necessary changes to the description. You cannot edit the code.
For details, see "Field Descriptions — Department Entry Screen" on page 4-8.

To save your changes, click Save or press the F10 key. Orion will then go
through all related files and make the necessary changes. Be aware that this
may take some time.
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Deleting a Department Code

Deleting a Department Code

You cannot delete a department code that is in use by one or more matters. If
you attempt to do so, Orion will display an error message.

Steps
To delete a department code:
1. From the button bar, click Tools and select Manage Codes.
2. Inthe Show Codes for field, select Departments.
3. Select the code you want to delete.
4

Click Delete or press the Ctrl+Delete keys. The system prompts you to
confirm the deletion.

5. Click Yes if you want to delete the code or No if you want to keep it.
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Deleting a Department Code

Location Codes

If you have chosen to use locations in the system file, you must set up location
codes. You must have a minimum number of location codes prior to entering
clients, matters, or attorneys. Each location code represents a specific location
(office, site, etc.) and relates to a location account in the General Ledger.

Location codes are defined only when enabled by Orion administration. Enabling
these codes affects other areas of the application and should only be done after
discussion with Orion support personnel.
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Deleting a Department Code

Sales Tax Codes

If you have chosen to charge sales tax on fees and expenses in the system file,
you must set up sales tax codes. You must have at least one sales tax code in

this file prior to entering any matters. Each sales tax code represents a specific
sales tax percentage to be used.

Sales tax codes are defined only when enabled by Orion administration. Enabling
these codes affects other areas of the application and should only be done after
discussion with Orion support personnel.
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Deleting a Department Code

Timekeeper IDs

The Timekeeper Input and Edit program is found using the Tools button and is
used for entering and editing timekeepers and creating billing rate codes and
billing rates. Depending on the number of timekeepers allowed on your system,
you may not be able to add timekeepers without an upgrade from Orion Law
Management System.

You can also enter entry IDs from within the Tools button. However, this
procedure will be covered in the Entry ID Information chapter.
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Adding a Timekeeper

Adding a Timekeeper

Steps

4-14

Use this procedure to add a timekeeper. If for some reason the system does not
allow you to add a new timekeeper, see "Viewing Timekeeper Status" on page
4-18.

There is a default ID of FIRM in the system that is intended for use when entering
balance forward amounts or other work that is not to be charged against an
actual timekeeper (for example, expenses). You should not delete the Firm ID
although you can change the name associated with it. The Firm ID does not
count against your timekeeper license.

To add a timekeeper:
1. From the button bar, click Tools and select Manage Users.

2. Click New. The following screen appears.

— O =

JEEVE |+ | = Clear | /4 Todls

| F"rcu:-:iesl Wnrkgrnupsl .ﬁ.dministratinnl

D I [T Timekeeper W Active

Full Hame I

Sart Hame I

Uzer Feps I

Lewvel I

Location I

Fractice Group I

=1 I K KN B

Target F ate .00 Cost Rate o

[T Use Private Dictionany
[T Orion Local Push o Outlook Allowed

3. Fillin the fields as required. Click the Timekeeper field. For details, see
"Field Descriptions — User Entry Screen" on page 4-15.

4. Click Save or press the F10 key. To clear the screen at any time without
saving the information, press the F9 key or click Clear.
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Adding a Timekeeper

Field Descriptions — User Entry Screen

The following table describes the fields.

Field
ID

Timekeeper

Active

Full Name

Sort Name

User Keys

Level

Location

Practice Group

Target Rate

Cost Rate

Use Private
Dictionary

Description

A 4-character alphanumeric field. Each timekeeper must have a
unique ID code. Most firms use the person's initials. Other firms
simply assign a number. Remember, all timekeepers (anyone
who charges their time) should be entered.

Indicates the user is a timekeeper.

If the timekeeper you are entering is active, click this field.
Otherwise, leave it blank. An active timekeeper will count against
your timekeeper license. An inactive timekeeper will not count
against your license, but you cannot enter any time or expenses
for the timekeeper.

Name of the timekeeper. The name will appear on reports and
invoices.

In the normal course of operation, reports run by timekeeper are
sorted by timekeeper ID. This field allows you to establish a
different sort order such as by last name or by firm hierarchy.

If you want to sort reports by:
e Last name, enter the timekeeper’s last name in this field.

e Firm hierarchy, you can create a hierarchal order and enter
the appropriate code in this field.

If firm has created additional User Key sets in the Orion
Administration program, this is where you assign the keys to
users.

A level code (Attorney, Partner, Paralegal, etc.) must be entered
in order to save the timekeeper record. The level codes and their
respective categories are set up in the System Information
program. To access a list of valid level codes, click the down
arrow. Once you have chosen or entered the level code, the
description displays to the right of the code.

If the system uses the location feature, you must enter a location
code. To locate a valid code, click the down arrow. If the system
is not set up to use multiple locations, Orion will skip this field.

The group code representing the Practice Group to which this
timekeeper belongs. If you do not know the correct code, click
the down arrow to locate a valid code.

The target rate for this timekeeper. This is normally the effective
billing rate at which you would like all the timekeeper’s time billed
at. You can leave this field blank if you wish and enter it later.

The cost rate for this timekeeper. This is normally the billing rate
at which the timekeeper's time needs to be billed in order to
cover their related overhead costs (including salary). You can
leave this field blank if you wish and enter it later.

If allowed, a private spelling dictionary can be assigned to each
user. Assign dictionary here.
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Editing a Timekeeper

Editing a Timekeeper

Use this procedure to edit an existing timekeeper or to make a timekeeper
inactive. When you save the record, Orion deletes all billing rate codes for the
timekeeper. However, work in process and accounts receivable are not affected.

Steps
To edit an existing timekeeper ID:
From the button bar, click Tools and select Manage Users.
Select the timekeeper you want to edit
From the button bar, click Edit.
To change the user ID, click Tools and select Change ID.
In the New User ID field, enter the new ID and click Change ID.

2 A

To inactivate a timekeeper, click Tools and select Inactivate User. The
system prompts you to confirm the change.

Click OK to make the change or Cancel to cancel it.

Make any other necessary changes. For details, see "Field Descriptions —
User Entry Screen" on page 4-15.

9. Click Save or press the F10 key.

10. Confirm the change. Orion goes through all related files and makes the
necessary changes. Be aware that this may take some time.
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Deleting a Timekeeper

Deleting a Timekeeper

Orion will not allow you to delete a timekeeper that is referenced in one or more
data files. In this case, you can change the status from Active to Inactive.
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Viewing Timekeeper Status

Viewing Timekeeper Status

Use this procedure when the system will not allow you to add a new timekeeper.

Steps
To view timekeeper status:

1. Access the Orion Administration Program. Under System Setup, click
System Information then Systems Settings to see the following:

e how many timekeepers are in use (active timekeepers)

e how many inactive timekeepers are on file (these do not count against your
license)

e how many timekeepers you are licensed for

If the number of timekeepers in use is equal to the number of timekeepers
you are licensed for, you must either inactivate a timekeeper or purchase
additional timekeeper licenses from Orion.
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Viewing Timekeeper Status

Task Sets

Prior to using the Orion Task Billing and Accounting System, it is a good idea to
set up task sets and relate them to matters that require specific sets of codes.
The Task Sets file allows your firm to avoid numerous client specific coding
systems and allows you to create a set of standard codes that can be copied to
multiple matters.

Task sets are entered through the Manage Codes option found using the Tools
button. Matter task codes are also entered using this button, but this section will
deal with task sets only.
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Setting Up and Adding Task Sets

Setting Up and Adding Task Sets

Use this procedure to add task sets.

Steps
To set up task sets:
1. From the button bar, click Tools and select Manage Codes.
2. Inthe Show Codes for field, select Task Sets.

3. From the button bar, click New. The following screen appears.

e T mEr —_— — —_———

| . R
. [ edit Task set M= E

] J Save b4 Cancel | 4 Tools =

Coode: ||

Dezcriphion: I

EdtCode | AddCode | Delete Code |

P. ¢ j| T./ j| Type |Descri|:utiu:un |.-’-‘u:ti\-'it_l,l Fleq| |Jeed For |

IEu:Iits to any properties an this set will change all M atters using this et

4. Enter the code and a description of it.

5. To add a phase/task code, click Add Code. The following screen appeatrs.

f 3
Edit Task Code - S
Phaze: || (]
Task Cancel

IJzed For: |Eh:.th ﬂ
[ Activity Code Required

Dezcription: |

6. Fill in the fields as required. For details, see "Field Descriptions — Edit Task
Code Screen" on page 4-21.

7. Click Save or press the F10 key to save your changes.
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Field Descriptions — Edit Task Code Screen

The following table describes the fields.

Field Description

Phase A unique code for the phase you are setting up. The code can be
numeric or alphanumeric.

The phase is the highest level code in the coding hierarchy. For
litigation, examples are pre-trial pleadings and motions or
discovery. A phase should represent a collection of tasks and
activities that occur largely in sequence during the course of a
case or a matter. Typically, timekeepers enter their time at the
task level, but they can also enter it at the phase level.

Note: You do not have set up any codes at the phase level, but
can define all codes as tasks instead. If you are not using
the phase level but only the task level, enter the task code
in this field.

Task If you are using the phase level and have defined the code you
are entering as a task, enter a code for the task level in this field.
Codes can be either numeric or alphanumeric. The task code
represents more detail using the phase level in the coding
hierarchy. All tasks can be rolled up (consolidated) into a phase.
They are intended to capture tangible work product produced or
business results received.

Type Type of tasks. Values are:
e Phase (for example, discovery)
e Task (for example, document production)

Used For The tasks a code is used for. Options are:

o Fees

e Expenses

e Both
Activity Code Indicates whether the Task Code requires an Activity Code.
Required When Time is entered and a user enters this Task Code, the

cursor moves to the Activity Code field. If an Activity Code is not
entered, the user will be warned and the entry will be flagged as
Incomplete. Activity Codes are entered just like Service Codes.

Description Description for the phase and/or task code you are creating.
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Editing a Task Set

Editing a Task Set

Use this procedure to edit an existing task set.

Steps
To edit a task set:
1. From the button bar, click Tools and select Manage Codes.

2. In the Show Codes for field, select Task Sets. The File Maintenance Codes
screen appears.

3. Select the code you want to edit.
From the button bar, click Edit.

Make any necessary changes. For details, see "Field Descriptions — Edit
Task Code Screen" on page 4-21.

Click OK.

To save your changes, click Save or press the F10 key. If you have changed
the actual code, you will be asked to confirm the change. Orion will then go
through all related files and make the necessary changes. Be aware that this
may take some time.
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Deleting a Task Set

Deleting a Task Set

Use this procedure to delete a task set. Deleting a task set does not affect
existing matter task codes.

Steps
To delete a task set:
1. From the button bar, click Tools and select Manage Codes.

2. Inthe Show Codes for field, select Task Sets. The File Maintenance Codes
screen appears.

Select the code you want to delete.

Click Delete or press the Ctrl+Delete keys. The system prompts you to
confirm the deletion.

5. Click Yes if you want to delete the code or No if you want to keep it.
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Deleting a Task Set
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Chapter Overview

Chapter Overview

Next Steps

5-2

The Client Input and Edit program is used for entering new clients and editing
existing clients. The format of the client code is defined in the System File
program (System Information chapter). The firm can choose whether to use an
alphanumeric structure or a numeric structure for the code.

If a numeric coding structure is used, the system can right-justify the number
code and/or pad the empty spaces to the left of the number with zeros. These
options should be considered and established before proceeding. Once you have
begun using a certain scheme, you should not change it without consulting with
Orion Law Management System Support personnel.

Note: Before adding clients, read the File Maintenance Manager View section of
Chapter 1 for information on how to display client records.

After you set up clients, you are ready to set up matters. For instructions, see the
Matter Information chapter.
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Adding a Client

Adding a Client

Use this procedure to add clients.

Steps

To add a new client:
1. From the button bar, click New. The following screen appears.

2. Fillin the fields as required. For details, see "Field Descriptions — Client

[E] Client Intake

[ (O] x]

Initial Client Information  Assigned to RERT L L 1hd

* [lient Mame I

* Sorting Marme INew Client

% Client Mailing Address

Address

City State Zip |

Country I j

Attention I

Phore Number I
Fax Murnber I

* Originating Atarmey I j
# Irvoice Style |D1 - Hours, Rate. Amount with Full Person Recap j
Intake Motes :I
[ |

Referal Source I j

Initial Client Information

Accounting Azsigned to LA R EVER AN j

Conflict Check [~ Completed?
# Rate Code I—
* Reminder Style ID'I - Standard Femindsr 4
# Client Cover Sheet |D1 - Standard Client Cover j
# Charge Interest? |

Accounting * Indicates Required Fizld M| Completed

Edit Task |
Delete from Intakel
Intake Lizting |
Frint Formn |
Complete Intake |

Intake Mew Matlerl

Intake Screen" on page 5-4.
3. Click OK.
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Adding a Client

Field Descriptions — Client Intake Screen

The following table describes the fields.

Field

Description

Initial Client Information

Client Name

Sorting Name

Address

Attention

Phone Number
and Fax Number

Originating
Attorney

Invoice Style

Intake Notes
Referral Source
Completed
Accounting

Conflict Check
Complete

Rate Code

The full name of the client. The characters are saved as entered
(uppercase or lowercase) so you should enter the name in the
format you would like it to appear on an invoice to the client.

The system will automatically enter the client Name as a "client"
relationship in the Conflict of Interest program. This is done when
the record is saved.

This is the sort name used by the system for purposes of reports,
conflicts, and lists displayed when using the search (F8 key or
Look-up button) feature. The field is automatically populated
with the name you entered, but you can change it. All characters
in this field are saved in uppercase.

The client's address in this field and in the City, State, Zip, and
Country fields. This address does not have to be the billing
address, as you can set that up separately for each matter
entered in the Matter Input and Edit program. Notice that the City
and State fields are automatically populated by the default city
and state set up in the System Information file. You can,
however, override this by typing in a different city and state. All
characters are saved as typed in this field.

If applicable, the name of the person or department to whom
statements will be addressed. All characters are saved as typed
in this field.

The phone and fax numbers of the client.

The ID code of the originating attorney for this client, a required
field. If you do not know the correct ID, you can click the down
arrow to locate the code. The originating attorney entered here is
used as the default Originating, Responsible, Managing, and
Project Attorney when setting up a new matter.

The invoice style code for this client. This is the default invoice
style code for any matters set up for this client. If you do not
know the correct code, use the F8 key or click the down arrow to
get a list of valid codes.

An area in which to enter notes about the matter intake process.
The referral date. You can display a pop-up calendar.

Indicates completion of this part of the intake form.

Indicates this client has been checked for conflicts of interest.

The default billing rate code to be used for this client. The billing
rate code entered here will be used as the default billing rate
code when setting up new matters.
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Field
Reminder Style

Client Cover Sheet

Charge Interest

Completed

Adding a Client

Description

The style of reminder statement (for open invoices) for the
matters of the client. If you don't want reminder statements
printed for this client, select None; otherwise, select the reminder
statement style code.

The summary cover sheet style to be used for this client and a
required field. A cover sheet is appropriate where a client has
more than one matter. If you don't want a cover sheet printed for
this client, select None; otherwise, select the cover sheet style
code.

Whether or not to charge interest for overdue balances for this
client. A check mark in the box indicates interest will be charged.
This is a default setting based on your System File setup and can
be overridden on either the client level or the matter level.

Indicates completion of this part of the intake form.
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Editing a Client Record

Editing a Client Record

Guidelines

Use this procedure to edit an existing client record.

If you change the...

Client code

Default Rate code or the
Invoice Style code

Last Name

Then...

The old client code in all other files will be changed to the
new client code provided you save the record and confirm
the change.

Orion will ask if you want the system to:

e Don't adjust matters (only apply change to new matters)

e Adjust client’s matters with an existing rate or style code
(code is displayed)

e Adjust all client’'s matters

Once you change the field and click Save or press the F10
key to save the record, Orion gives you two options
regarding the conflicts record (where relationship is equal
to client) associated with the client record. You can either:

e Change existing conflict records to the new name (old
name will be removed)

e Create new conflict records with the new name (records
with old name will remain)
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Editing a Client Record

Steps
To edit a client record:
1. From the button bar, select a client and click Edit or double-click.
g Client: 001546 The Cookie Factory |0
J £ aave and Close £ Save | [0 Wew = EZ Action = A, Tools ¥ 1:2 Yiew = W Private

ﬁﬁﬂf‘g |Eilling | Maltersl
1 :
@ Type | Person Company | Tupe of Contact |EI|ent ]

Client Cade 107545 e, Fiimary [[770) 454-3356

Company Mame |T|"|E Conkie: Factary Fa I
Tie | Hare |
Fil as [CODKIE FACTORY Mobie |

ﬂ Address... | gﬁi}lﬁ ggfmblee Dunwondy Road Wark Group IEurpnrate -

* Lt
Bilng w| [Atarts. G4 30338 E-Hal |
_ . Web URL... ||www.nrinnlaw.com
hddress Attention | essie Bennett

Thiz iz the corporate office.  Check other addresses to review proper address for mailing warious articles. ﬂ

2. Make changes as required.
3. To save your changes, click Save or press the F10 key.
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Deleting a Client Record

Deleting a Client Record

Steps

Orion recommends that you not delete client records. However, the system will
allow you to delete a client record as long as there is not a matter record for the
client number. In turn, you cannot delete the matter record unless the matter has
no Work in Process or Accounts Receivable.

To delete a client record:
1. Select a client.

2. From the button bar, click Delete. The system prompts you to confirm the
deletion.

3. Click Yes if you want to delete the record or No if you want to keep it.
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Viewing Client Information

Viewing Client Information

Use this procedure to access the Additional Client Information screen, which you
use to view client information. The fields that appear on this screen are defined in
the System Information File.

Steps
To view client information:
1. From the button bar, select a client and click Edit or double-click.
2. Click the Billing tab.

3. Click Additional Client Information The following screen appears.
[# additional Client Information A=l

Client: 002327 - JONES, MICHELLE ‘

Referal Source IW vl Type of Business I

Mewsletter Type I Engagement Lir I

nticipated Revenue I

(ther Practice Area I

Attormey Mame I

Collections Info I

4. Make any necessary entries or edits.
5. To save your changes, click OK.
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Viewing Client Conflicts of Interest

Viewing Client Conflicts of Interest

Use this procedure to view conflicts of interest associated with a client record.

For details on adding a new conflict record or searching for other records, see
the “Conflict of Interest” chapter in the Desktop Back Office Reference Guide.

Steps
To view client conflicts of interest:
1. From the button bar, select a client and click Edit or double-click.
2. Click Action and select Conflict Search. The following screen appears.
Conflict Search S
| O New | "Bl Edit X Delete | (G Reports | Tools ™ | Batch Search Mode
m Balch j\m Matter ﬂ‘Nae S jle\alnnshlp Ij‘Eva ﬂ‘Eduadﬂlﬂpenedj‘l:lusedj‘vAttyj
e 012253- MICHAEL SNIDER CLIENT 2 JEZ
— Search Options
& Prosimity m
" Shing  OR
[~ Search is a subset of
previaus search?
— Search in Figlds
System Notes -
.
Client Cade: 122853 |
Client-Matier: |n12253 |
Client Mame |Michael Snider |
Created |0101/2004 |
Mame |MICHAEL SMIDER |
Originating: |Zwkle,Jam:eA ‘
Feelstionship |cLENT |
it At
[Smith.Janes & Adams, [LF [ [
Orion displays the conflict record showing the relationship with the displayed
client.
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Closing All Matters for a Client

Closing All Matters for a Client
Orion allows you to close all matters for a client at once.

Steps
To close all matters for a client:

1. Select a client and then select all matters for that client by holding down the
Shift key while clicking the first and last matters.

2. Right-click and select Edit Selected. The following screen appears.

Edit Selected Matters [6 selected] Eq

Driginiating I Mo Change j Splits |
% Rezponsible I Mo Change j
Id anaging I Mo Change j
Project I Mo Change j Splits |
| azation I Mo Change
Department I Mo Change
Matter Type I Mo Change
Sales Tax I Mo Change
Change T azk Code Set I Mo Change

Fee Arrangement IN.;. Change

Billing Cycle IND Change

Charge Interest IN::; Change

Walidate Cost with Imaage |N-:| Change

Delete Matter Biling Addreszes

[Reset to using Client Address) IND Change

Close hatters [{flaya Nl

Delete Carbon Copy Addreszes IN.:. Change

Irvoice Style IND Change

$0.00

A

Biling Fate Options - Sets/Fixed I Mo Change

I K B T T T O

Delete All Dverride B ates INo Change

=
=

LCancel

3. Inthe Close Matters field, select Set closed on.
4. In the second part of the field, select a close date.
5. Click OK.
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Chapter Overview

Chapter Overview

Next Steps

6-2

The Matter Input and Edit program used for entering new matters and editing
existing matters. Before entering a new matter, you must have already entered
and saved the client.

The format of the matter code is defined in the System File Maintenance program
(System Information chapter). The firm can choose whether to use an
alphanumeric structure or a numeric structure for the code. If a numeric coding
structure is used, the system can right-justify the number code and/or pad the
empty spaces to the left of the number with zeros. These options should be
considered and established before proceeding. Once you have begun using a
certain scheme, you should not change it without consulting with Orion Law
Management System Support personnel as some data conversion may be
necessary.

Note: Before adding matters, read the File Maintenance Manager View section
of Chapter 1 for information on how to display matter records.

After you set up matters, you are ready to set up matter task codes. For
instructions, see the Matter Task Codes chapter.
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Adding a Matter

Adding a Matter

Use this procedure to add client matters.

Steps

To add a new matter:

1. From the button bar, select a client.
2. Click Action and select Open Matter for this Client. The Matter Intake

Screen appears.

:: Matter Intake INTAKE CYPHER, RICHARD!

|MEE Edwards. Marcy E.

1=l

# Matter Name |

* Matter Short name/Alias [

Additional Description

* Biling Address Bill to |

Address [ 1020 b ain Strest

City [#Hanta State W Zip W
Country [United States of America JE3 |
Attention |
Fhene [[404) 2220000 Fax [[404] 2220001
¥ Use Client's Address
* Date File Opened [oszezoi0 <
* Type OF Law | =1
#* Department | Ll
# Biling Cycle [Marthy =]
* Fee Arrangement [Hewy =]
Conflict Mames: SearchA8dd [ 7 ame [ Doasaks [ Felatiorshi
El| 1 3
add | Edt | Delete |
# Originating Attormey |NEE Edwards, Mancy E =~

ID | Person | Percent [ -
AP Penoyar-turphy., Ann [ ol
BwF  Finney, Bryce W
CBS Smith, Charles B
CssS Shirley, Cindy
ERH Harris, Elizabeth M. -
Split Total: 0.00
#* Responsible/Billing Sttorney INEE Edwards, Mancy E vI
#* Managing " orking Attomey |NEE Edwards. Nancy E. vI

tatter Intake Maotes

Special Biling Instructions

| »

[P
[a]3
Edit Task
D elete from Intake]
Intake Listing
Frint Form

Complete Intake

m

Fill in fields as required. For details, see "Field Descriptions — Matter Intake

Screen" on page 6-4. Note: Portions of this screen are customizable; not all
available Field Descriptions are listed.

Click OK.
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Adding a Matter

Field Descriptions — Matter Intake Screen

The following table describes the fields.

Field

Description

Initial Matter Information

Matter Name

Additional
Description

Bill to

Address

Attention

Phone and Fax

Use Client’s
Address

Date File
Opened

Conflict
Names:
Search/Add

Matter Intake
Notes

Completed

The full name of the matter (limited to 60 characters and spaces).
When entering the matter name, if you precede the adversary name
with \, that name will automatically be entered into the Conflict of
Interest program with a relationship of Adversary. All characters are
saved as typed in this field. The system automatically enters the
matter name as a Matter relationship in the Conflict of Interest
program when the record is saved.

A free-from text box for additional matter description, if necessary.

Name and address to use for billing purposes. Use to specify a
special billing address for the matter; each matter can have its own
billing address if required. You can also set up carbon copy
addresses for purposes of addressing invoices to someone in
addition to the client-matter being invoiced. Basically, you are
sending a copy of the invoice to an additional party without having to
address it yourself - the system does it.

The client's address in this field and in the City, State, Zip, and
Country fields. This address does not have to be the billing
address, as you can set that up separately for each matter entered
in the Matter Input & Edit program. Notice that the City and State
fields are automatically populated by the default city and state set up
in the System Information file. You can, however, override this by
typing in a different city and state. All characters are saved as typed
in this field.

If applicable, the name of the person or department to whom
statements will be addressed. All characters are saved as typed in
this field.

The phone and fax numbers of the client.

Indicates whether to use client’'s address for billing the matter.

The date the file is opened. The system defaults to the current date,
but you can change this by entering a new date or clicking the pop-
up calendar button to choose a date.

An area in which to enter names to be searched for conflicts.

An area in which to enter notes about the matter intake process.

Indicates completion of this part of the intake form.
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Field
Accounting

Conflict Check
Complete

Default Rate
Code

Invoice Style

G/L Trust
Account

Billing Cycle

Adding a Matter

Description

Check box. Select if conflict check is completed

The default billing rate code to be used for this matter. If you entered
a default billing rate code in System Settings, it will appear here.
You can, however, override it.

The code of the invoice style to use with this matter. The style code
you enter will override the style code chosen in the Client Input &
Edit program, but only for this matter.

This is a required field and must be completed prior to saving the
record The system defaults to the current date, but you can change
this by entering a new date or clicking the pop-up calendar button to
choose a date.

The default frequency that the matter is to be billed. Enter the
interval at which to invoice the matter. When printing prebills and
invoices, the system allows you to select and print matters in a
particular cycle. If an invoice has already been printed for a matter
within the same cycle, the system will not select that matter for
invoicing again unless you specifically override the selection. This
will help you avoid invoicing someone more than once within the
matter's billing cycle. You can, however, bill a matter as many times
as you wish within a period by simply overriding billing cycle criteria
and using manual criteria. The available cycles are as follows:

e Monthly - If the matter received an invoice within the last 20 days,
it will not be selected for this billing cycle. (20 days is used rather
than an actual month to allow for the differences in the lengths of
the months and fluctuations in the actual day of each month that
invoices are produced). If the last invoice date (or opened date if
no invoice) is greater than 20 days, the matter will be selected for
billing.

e Bi-Monthly - Same as monthly except with a 50 day cutoff. (One
30-day month plus 20 days)

e Quarterly - 80 day cutoff. (Two 30-day months plus 20 days)
e SemiAnnual - 170 day cutoff. (Five 30-day months plus 20 days)
e Annual - 355 day cutoff

e Contingency - Initially selected, regardless of last invoice date
since contingencies are assumed to be on-demand matters.

¢ 0to9 - Allows you to assign a billing cycle where no checking is
done as is with the above cycles. These options are good to use
for quarterly, etc. when you want to bill on demand and do not
want the system to check the number of days since the last
invoice.
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Adding a Matter

6-6

Field

Fee
Arrangement

Fees/Expenses
Selected or
Deferred

Type Of Law

Department

Charge Interest

Description

The type of fee arrangement. Values are:
e Hourly - Hourly matters

e Contingency - Contingency matters

¢ Flat Fee - Flat fee matters

¢ NonBillable - Non-billable matters. If you choose NonBillable, a
non-billable invoice will be generated, and when posted, the Fees
and Expenses will update the Working Attorney and Matter files.
However, no open invoice (AR) will be created. It is important that
all non-billable matters are assigned a fee arrangement of
NonBillable in the Matter Input & Edit program. If the matter is not
assigned this arrangement, the transactions will be posted to
Accounts Receivable and shown as billable matters.

When you enter a new matter, you have the option of "flagging" time
and expense transactions as being Selected for Billing as they are
entered. That is, the default status of the transactions (Selected for
Billing or Deferred from Billing) can be established here. For
instance, if this is an hourly matter that will be billed on a regular
basis, you want to choose the Selected default. If it is a contingency
matter, where fee transactions will not be billed, choose the
Deferred default for fees, but Selected default for costs since they
will be billed on a regular basis.

The default selections are only to save a step during the billing
process. Any transaction individually or in groups can be selected
and deferred from billing during the bill preparation phase.

Orion will default to one or the other based on the settings in your
Firm System File. You can, however, override the settings by
clicking the one you want for the matter you are entering.

The code for the type of law applicable for this matter. The type of
law assignment is a required field since it is used for most reports
and for income classification. The types of law for your firm should
be established by the partners and made part of the Client Intake

form.

The department code to be used for this matter. Entry in this field is
required. You can click the down arrow to locate a valid code.

Indicates whether to charge interest on a particular matter. This will
override what you chose in the Client Input & Edit program, but only
for this matter. If you wish to charge interest, click Yes. When
interest is generated, the system looks to the System Information
File to see what the interest rate is and creates a transaction
equaling the interest percentage multiplied by the past due amounts.
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Field

Originating
Attorney

Managing
Attorney

Project
Attorney

Billing Attorney

Completed

Adding a Matter

Description

This field defaults to the originating attorney entered for the client
record for this matter. It can be changed to another ID if applicable.
An originating attorney ID is required in order to save a matter
record.

This field defaults to the originating attorney ID for the client, but can
be changed to another attorney ID. Although the Managing
Attorney field is not used by a lot of firms and there are no current
reports to sort by it, it is available for those who wish to use it.
Typically, it is used to identify the attorney responsible for
overseeing the work done on a particular matter or the attorney
performing most of the work on a particular matter. A managing
attorney ID is required in order to save a matter record. You can
click the down arrow for a list of valid attorney ID codes.

This field defaults to the originating attorney entered for the client
record for this matter. It can be changed to another ID if applicable.
A project manager ID is required in order to save a matter record.
You can use the F8 key or click the Look-up button for a listing of all
valid attorney ID codes.

Orion automatically defaults to the originating attorney ID for the
client, but it can be changed to another ID. The billing attorney is
sometimes referred to as the responsible attorney since he or she is
responsible for reviewing the account for the matter. The billing
attorney identification is important because it can be used as a sort
criteria in almost all reports and in the prebilling and invoicing
process.

A billing attorney ID is required to save a matter record. You can
click the down arrow for a list of valid attorney ID codes.

If there is more than one attorney receiving credit as the originating
attorney, click the Split Assignment option in the list of attorneys.
Select an attorney from the list below the Billing Attorney field and
double-click. In the Split Amount box, enter the percentage of credit
this attorney should receive and click OK. Continue assigning
percentages as needed. If you add someone you should not have,
you can delete them by changing their percentage to zero.

Orion keeps a running total of the percentages entered at the bottom
of the box and will not let you save the matter record unless the
percentages add up to 100%.

Indicates completion of this part of the intake form.
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Editing a Matter

Editing a Matter

Guidelines

Steps

6-8

Use this procedure to edit an existing client matter.

To edit a matter record:

e

If you change the...
Matter Code

Type of Law

Matter Name

Then...

If you change the matter code for an existing matter, the old
matter code in all other files will be changed to the new
matter code including all related transactions in Time and
Billing.

If you change the type of law code of a matter that has
posted transactions, you must note that the Type of Law
monthly balances will not be accurate. Since the Type of Law
monthly balances are a combination of the posted
transactions for all matters, and since no monthly balances
are kept on an individual matter basis except for the current
month, there is no way to move the respective portion from
the old type of law code's monthly balances to the changed
type of law code's monthly balances. The type of law code
will be changed from the old to the new code in all unposted
transaction record (fees and expenses). It will not be changed
in posted transactions.

If you change the Name field and click the Save and Close
button or press the F10 key to save the record, Orion gives
you two options regarding the conflicts record (where
relationship is equal to matter) associated with the matter
record. You can either:

e Change existing conflict records to the new name (old
name will be removed)

e Create new conflict records with the new name (records
with old name will remain)

Select a client and then select matter.

From the button bar click Edit or double-click matter name.

Make changes as required.

To save your changes, click Save and Close or press the F10 key.
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Printing a File Copy

Printing a File Copy

Once you have saved the matter, you may want to print a file copy of the matter
record to place in the physical file created for the matter. This file copy displays
the information you have entered as well as any conflicts records created in
relation to the matter.

Steps

To print a file copy:

1.
2.
3.

Select a client and double-click the matter to print a report for.
Click Report to display the Matter File Copy screen.

Enter the initials of the individual who performed the conflict check as well as
the date of the conflict check.

Click Print to print the report.
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Moving a Matter

Moving a Matter

You can move a matter from one client to another. Once the procedure is
complete, the old matter (client-matter number) will no longer exist in the system.

Steps

To move a matter from one client to another:

1. Select a client and double-click the matter you want to move.
Click Tools and select Move Matter.

Enter the new client code and matter code for the matter.

P WD

Click Move. This procedure may take a while as Orion must change multiple
data files (WIP, AR, Billing History, Override Rates, etc.).
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Deleting a Matter

Deleting a Matter

Use this procedure to delete a client matter. You cannot delete a matter that has
transactions attached to it.

Note: Itis highly recommended that you not delete matters unless they were
entered by mistake.

Steps
To delete a matter:
1. Select a client and highlight the matter you want to delete.

2. To delete the matter, click Delete. The system prompts you to confirm the
deletion.

3. Click Yes if you want to delete the matter or No if you want to keep it.
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Viewing Matter Information

Viewing Matter Information

Use this procedure to access the Additional Matter Information screen, which you
use to view matter information. The fields that appear on this screen are defined
in the System Setup File.

Steps
To view client information:
1. Select a client and double-click the matter you want to view.
2. Click the Billing General tab.

3. Click Additional Matter Information. The following screen appears.

:
Matter: [007123/000005 - Corporate |
: Aetainer Letter Sent Iﬁ Executed Retainer Lt lﬁ
ietainer Dep. Rec'd Iﬁ [rate of Settlement lﬁ
Type of Lass Iﬁ Type of Settlement Iﬁ

Settlement Amaount I

. Collections Nates: I

Approval Persan I j

Qg Cancel |

4. Make any necessary entries or edits.
5. To save your changes, click OK.
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Viewing Matter Conflicts of Interest

Viewing Matter Conflicts of Interest

Use this procedure to view conflicts of interest associated with a matter record.

For details on adding a new conflict record or searching for other records, see
the “Conflict of Interest” chapter in the Desktop Back Office Reference Guide.

Steps

To view matter conflicts of interest:

1. Select a client and a matter and double-click to display the matter record.

2. Click Action and select Conflict Search. The following screen appears.

i) Confiict Search

(0116004-000001 -

Search Options

& Prosiity [fny =

© Sting " OR

[~ Search s a subset of
previous search?

Search in Fields

Wl Mame
| Employer

Wl DBAMBKA

w| Rielationship

| Client-Matter

| Client Name

| Matter Name
v Motes

Wl Spstem Motes

[~ Date Fiter

Recards found
inlast Search: 2

Smith Jones & Adams, LLP

Bat.. / =/ Client-Matter v || Name
016004000001 Kahlan Amnell
016004-000001  Cypher, Richard vs. Amnel, Kahlan

Client Code:
Client-tatter:
Client Name:
Created By:
Created:
Editect:
Opened:
MName:

Matter Code:
Matter Mame:
Criginating:
Felationship

Fespansible:

016004

016004-000001

CYPHER. RICHARD R.

Harris, Kewvin C.

017262010

01/26/2010

01/26/2010

Cypher. Richard vs. Amnell, Kahlan
000001

Cypher, Richard vs. Amnell, Kahlan
Edwards, Mancy E

MATTER

Edwards, Nancy E

- e

[y New | ‘HjEdit ) Delete | (3§ Reports | Tools ¥ | Batch Search Mode

~ || Relationship # = || Created = || Edited || Opened | Closed || Orig &ty =
ADVERSARY 01/26/2010 01/26/2... 01/26/2010 MEE
MATTER 071/26/2010 01/26/2... 0/26/2010 MEE

Orion displays the conflict record showing the relationship with the displayed

matter.
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Chapter Overview

Chapter Overview

Before you can enter time on a Task Billing basis, you must first set up a matter
for Task Billing and you must establish matter task codes for the specific matter.
The Matter Task Code program allows you to perform both of these procedures.

Note: You set up matter task codes only if your firm has clients requiring task-
based billing codes.

Next Steps

After you set up matter task codes, you are ready to set up entry IDs. For
instructions, see the Entry ID Information chapter.
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Setting Up a Matter for Task Billing

Setting Up a Matter for Task Billing

Use this procedure to set up a matter for Task Billing.

Steps
To set up a matter for Task Billing:
1. Select a client and a matter.
2. From the button bar, click Edit. The matter record appears.

3. Click the Billing Options tab. The following screen appears.

4 Matter; 000001 Cypher. Richard vs. Amnell Kahlm

& Save and Close [ || [4 New =@ Action Tools | View @Report

General ] Billing General l Billing Bates]
Qriginating |NEE Edwards, Mancy E. j Splits. .. M anaging |NEE Edwards, Mancy E. j
Praject Manager |NEE Edwards, Nancy E. j Splits... Responsible |NEE Edwards, Mancy E. j

Default Fes Status | Selected - Billing Cycle |Manthly - Annual lnterest Rate | 18.00
Default Experse Status |Defemed [~ “alidate Cost with Image Interest Minimum Balance | $1.00
Fee Arangement |Flat Fee - [~ Charge Interest  Charge Interest an Balances Overdue by ,ﬁ Days

Task Biling Mo set defined. Edi... w
Invoice Style |D‘I - Hours, Rate, Amount with Full Person Recap j

Budget  Hours | i} Fees | $0.00 Expenzes $0.00

4. If this case does not require copies of vouchers, go to step 5. If you have
identified this case as requiring copies of vouchers to be included with
invoices, select the Validate Cost with Image field. When a voucher is
entered in AP, the person is notified to put the invoice in the scanner. In the
Billing module, a copy of the invoice will be printed along with the bill. For
more information, see Chapters 3 and 9 of the Accounts Payable Back Office
Reference Guide.

5. To the right of the Task Billing field, click Edit. The following screen
appears.
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Setting Up a Matter for Task Billing

\{ ) Task Cades

J & save | X Cancel | Remaove Matter From Task Billing | Cﬁ Print

Client:|[0716004 - Richard Cypher
Matter: (D000 - Cypher, Richard ws. Amnell, F.ahlan
Tazk Code Set: |EE|LINSEL - Counzeling Code Set - ABA

Phase / |Task / | Type | Description | Activity Fleq | Budget Dollars| Budget Hours| Target Rate| Used For
sk Fact Gathering Changed $0.00 0.00 $0.00 Fees
Rezearching Law $0.00 Fees
Analysis and Advice $0.00 Fees
Finalizing Counseling Ses... $0.00 Fees
Copies $0.00 Expenzes
Miscellaneous $0.00 Expenizes

6. From the Task Code Set field, select the task code set you want to add.
7. Click Create Codes from Set. Click Save.
8. From the Billing Options tab, click Save and Close.
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Adding a Phase-Task Code

Adding a Phase-Task Code

Use this procedure to add a phase-task code.

Steps
To add a phase-task code:
1. From the button bar, click Tools and select Manage Codes.
2. Inthe Show Codes for field, select Task Sets.
3. Select a task code and click Edit. The Edit Task Code Set screen appears.
4. Click Add Code. The following screen appears.

“Eit Task Code A S |
Phaze: || ok
Task LCancel

Tupe: |Task j
Ilzed Far: |E|:.th j
[ Activity Code Required

Drescription: |

5. Fillin the fields as required. For details, see "Field Descriptions — Edit Task
Code Screen" on page 7-5.

6. Click Save or press the F10 key.

Field Descriptions — Edit Task Code Screen

The following table describes the fields.

Field Description

Phase A unique code for the phase you are setting up. The code can be
numeric or alphanumeric. The phase is the highest level code in
the coding hierarchy. For a litigation case, examples are Pre-Trial
Pleadings and Motions or Discovery. It should represent a
collection of tasks and activities that occur largely in sequence
during the course of the case or matter. Typically, timekeepers
will enter their time at the task level, but they can also enter at
the phase level.

Note: You do not have to have any codes set up at the phase
level but can define all codes as tasks instead. If you are
not using the phase level but only the task level, enter the
task code in this field.
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Field Description

Task The code for the task level if you are using the phase level and
have defined the code you are entering as a task. Codes can be
either numeric or alphanumeric. The task code represents more
detail under the phase level in the coding hierarchy. All tasks can
be rolled up (consolidated) into a phase. They are intended to
capture tangible work product produced or business results
received.

Type The type of code you are adding. You can click the down arrow
and choose either Phase or Task.

Used For You can specify whether this code will be used for fee entry,
expense entry, or both. If you specify Fees, the code will not
appear in a search (look-up) done through the Expense Entry
program. If you specify Expenses, the code will not appear in a
search (look-up) done through the Fee Entry program. If you
specify Both, the code will be available in both the Fee Entry and
the Expense Entry programs.

Activity Code Indicates whether an activity code is required to be entered
Required whenever this code is used during time entry.
Description A description for the code you are adding. This description will

appear on any Task Billing reports run or invoices generated.
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Editing a Phase-Task Code

Use this procedure to edit a phase-task code.

Steps
To edit a phase-task code:
1. From the button bar, click Tools and select Manage Codes.
2. Inthe Show Codes for field, select Task Sets.
3. Select a task code and click Edit. The Edit Task Code Set screen appears.
4. Select a phase-task code and click Edit Code. The following screen appears.

 Edit Task Code - oS |
Phaze: ok

Task LCancel
Tupe: |Task ~|

Ilzed Far:

[ Activity Code Required

Drescription: |Ease Adminiztration

5. Make the necessary changes. Note that you cannot change the phase or the
task code. However, all other fields can be edited. For details, see "Field
Descriptions — Edit Task Code Screen" on page 7-5.

6. To save your changes, click OK.
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Deleting a Phase-Task Code

Use this procedure to delete a phase-task code.

You should not delete a code that has already been used in fee or expense
transaction entry.

Steps
To delete a phase-task code:
1. From the button bar, click Tools and select Manage Codes.
2. Inthe Show Codes for field, select Task Sets.
3. Select a task code and click Edit. The Edit Task Code Set screen appears.
4

Select a phase-task code and click Delete Code.
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Copying Task Codes

Rather than entering all new task codes for each code set, Orion provides you
with the option of copying task codes from an existing code set. Even if some of
the codes are different, you can perform a copy and then make the necessary
changes to the code set.

Steps
To copy phase-task codes:
1. From the button bar, click Tools and select Manage Codes.
2. In the Show Codes for field, select Task Sets.

3. Select a task code and click Edit. The following screen appears.

|

J B Save X Cancel | Tools ~

Code: |B.&NKHLIF'T

D escription: IEankruptn:_l,l Code Set ABA

Edit Code | AddCode | Delste Code |

P. s j| T. 7 j| Type | Dezcription |.-'1'-.|:ti'-.-'it_l,l Heq| Ilzed For -
B110 Tazk Case Administration [ Fees
B120 Tazk Aszzet Analyziz and Rec... H Fees
B1a0 Tazk Azzet Digpozition [ Fees
B210 Tazk Buginesz Operations [ 1 Fees
B220 Tazk Emploves Benefitz/Pen... [ Fees
B240 Tazk Taxlzzues [ Feez
B30 Tazk Claims &dminiztration an... [ Fees -

IEl:Iits ko any properties on this zet will change all Matters using this set.

4. Click Tools and select Copy Task Code Set. The following screen appears.

MHew Code: I

Dezcrption: I

Cancel

In the New Code field, enter the new code.
In the Description field, enter a description of the new code.

Click OK. The new task code appears at the bottom of the list of existing task
codes. The new code contains the same tasks as the original.
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Removing a Matter from Task Billing

Steps

7-10

Use this procedure to remove a matter from Task Billing.

Note: If a matter is removed from Task Billing, all associated task records will

be deleted and are unrecoverable.

To remove a matter from Task Billing:

1.

2
3.
4

Select a client and a matter.
From the button bar, click Edit. The matter record appears.
Click the Billing Options tab.

To the right of the Task Billing field, click Edit. The Task Codes screen
appears.

Click Remove Matter From Task Billing. The system prompts you to
confirm the removal of the matter.

Click Yes if you want to remove the matter or No if you want it to remain in
Task Billing. The system asks if you want to remove the historical task data.

Click Yes if you want to remove the data, No if you want to keep it, or Cancel
to cancel the removal.
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Chapter Overview

Chapter Overview

The Entry Identification program is found using the Tools button and is used for
entering, editing, and deleting persons in the firm who will be entering time.

The Entry ID Input and Edit program is also used to set up proxy rights for time
entry personnel. Proxy rights grant individuals the right to list and edit fee
transactions for specific timekeepers. There is no limit to the number of Entry IDs
that can be saved. Adding, changing, or deleting IDs in the Entry ID program has
no effect on the timekeeper IDs on file.
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Adding an Entry ID

Adding an Entry ID

Use this procedure to add an entry ID.

Steps
To add an entry ID:
1. From the button bar, click Tools and select Manage Users.

2. Click New. The following screen appears.

ey | et

I save [ Mew | [3 Clear | Tools

General l F‘ro:-cies] Workgroupsl Sunc Informalionl Administralion]

I [~ Timekesper [v Active

Full Narne |

Sort Mame |

Uzer Kews |

Lewvel |

Location |

Practice Group |

Target Rate Cost Rate

[ Usze Private Dictiohary

3. Fillin the fields as required. For details, see "Field Descriptions — User Entry
Screen" on page 8-3.

4. Click Save or press the F10 key. To clear the screen at any time without
saving the information, press the F9 key or click Clear.

Field Descriptions — User Entry Screen

The following table describes the fields.

Field Description

ID A 4-character alphanumeric field. Each user must have a unique
ID code. Most firms use the person's initials. Other firms simply
assign a number.

Timekeeper Indicates the user is a timekeeper. For entry IDs, leave blank.

Active If the user you are entering is active, click this field. Otherwise,
leave it blank.

Full Name The name of the person the code represents. The name will

appear on reports and invoices.
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Field Description

Sort Name In the normal course of operation, reports run by user are sorted
by entry ID. This field allows you to establish a different sort
order such as by last name or by firm hierarchy.

If you want to sort reports by:
e Last name, enter the user’s last name in this field.

e Firm hierarchy, you can create a hierarchal order and enter
the appropriate code in this field.

User Keys If firm has created additional User Key sets in the Orion
Administration program, this is where you assign keys to users.

Level A level code (Attorney, Partner, Paralegal, etc.) must be entered
in order to save the user record. The level codes and their
respective categories are set up in the System Information
program. To access a list of valid level codes, click the down
arrow. Once you have chosen or entered the level code, the
description displays to the right of the code.

Location If the system uses the location feature, you must enter a location
code. You can use the click the down arrow to locate a valid
code. If the system is not set up to use multiple locations, Orion
will skip this field.

Practice Group The group code representing the Practice Group to which this
user belongs. If you do not know the correct code, click the down
arrow to locate a valid code.

Target Rate The target rate for this user. This is normally the effective billing
rate at which you would like all the user’s time billed at. You can
leave this field blank if you wish and enter it later.

Cost Rate The cost rate for this user. This is normally the billing rate at
which the user’s time needs to be billed in order to cover their
related overhead costs (including salary). You can leave this field
blank if you wish and enter it later.

Use Private If allowed, a private spelling dictionary can be assigned to each
Dictionary user. Assign dictionary here.
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Editing an Entry ID Record

Use this procedure to edit an existing entry ID record.

Steps

To edit an existing entry ID record:

1.

a M wDn

10.
11.

From the button bar, click Tools and select Manage Users.
Select the entry ID you want to edit and click Edit.

To change the user ID, click Tools and select Change ID.

In the New User ID field, enter the new ID and click Change ID.

To inactivate a user, click Tools and select Inactivate User. The system
prompts you to confirm the change.

Click OK to make the change or Cancel to cancel it.
To merge a user with another user, click Tools and select Merge User.

From the Merge into User field, select the user to merge with and click
Merge.

Make any other necessary changes. For details, see "Field Descriptions —
User Entry Screen" on page 8-3.

Click Save or press the F10 key.

Confirm the change. Orion goes through all related files and makes the
necessary changes. Be aware that this may take some time.
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Deleting an Entry ID Record

8-6

Users can only be deleted after the system determines that there is no related
history or transactions. Otherwise, users can be inactivated and/or merged into
another. For details, see "Editing an Entry ID Record" on page 8-5.

Deleting an entry ID will not change or affect fee transactions already entered
and saved. However, you will not be able to run any reports (Fee Report or Fee
Listing) by entry ID for the entry ID you have deleted.
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Setting Up Proxy Rights

For those fee entry persons who are not also timekeepers and for those
timekeepers who will be viewing or editing transactions for other timekeepers, it
is hecessary to set up proxy rights. In other words, you must give an entry ID
rights to enter, edit, or view transactions for a timekeeper or timekeepers.

Steps
To set up proxy rights:
1. From the button bar, click Tools and select Manage Users.
2. Select the entry ID you want and click Edit.
3. Click the Proxies tab. The following screen appears.

o I =

I save B Mew | [ Clear | Tools

General Prowies lWorkgroups] Sync Infnrmalion] .-’-'«dminislrationl

Available Selected
APM Penoyar-Murphy, An
BWwF Finney, Bryce'w!. |
CBS  Smith, Charles B.
CS55  Shirley, Cindy j
EMH Haris, Elizabeth M.

FIFM FIFiM ﬂ
GAG  Grahm, George A,
JAG  Greenberg, Janice A
JAH  Hargrove, John A,
JAZ Zitkle, Janice A.
KCH  Harrig, Kevin C.

MEE Edwards, Mancy E.
PGEY velon, Paul G.

PRE Emmanz, Peter B,
Tag  Alamo, Tracy A,

v Show Active Only

4. From the Available list, select one or more names and click the right arrow.
The names now appear in the Selected list. To move names from the
Selected list to the Available list, click the left arrow.

5. Click Save or press the F10 key.
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Adding a Service Code

Service Codes

You use the Service Code Input and Edit program to enter, edit, or delete service
codes. Service codes are alphanumeric characters you define to represent up to
600 characters of information that can be used when entering fee transactions.

Benefit of Service Codes

Fee or service codes are used primarily for two reasons:

o It saves key strokes and therefore input time for phrases often used to
describe legal work ("Telephone conference with client regarding ...")

e Since itis an indexed code, it can be used to track the specific type of work the
firm or a timekeeper is doing. That is, it can be used to produce a report that
tells you how many hours you are spending in court versus hours on telephone
conferences.

System Use

Unlike many systems, Orion allows you to assign an hourly fee or a flat fee to a
service transaction. Consequently, even if you are entering fees for an hourly
matter, you can still charge a flat fee rate for a particular service transaction. This
should be done in cases where the firm has established forms or has automated
a function (for example, wills, incorporations), making an hourly charge
disproportionately low to the product or service performed.

Service codes are used by the system in two different ways:

e When you are in Orion Desktop Fee Entry and a code is entered in the
Activity field, the description is displayed. If a flat or hourly rate is established,
that rate is used in calculating the transaction amount. The rate can be left as
0.00 if you want the service calculated at either the matter or the attorney rate.

¢ When in the Description field of Fee Entry, a selected service code has its
description appended to the transaction text. In this usage, the Flat/Hourly
and Rate fields have no function.

Recommended Approach

Orion recommends that you use a simple and logical coding system that can be
easily learned by new timekeepers and data entry personnel. Also, since it is
difficult to remember many codes, we recommend starting with a reasonable
number. You can always add codes later. If your firm is already using codes on
the time slips, then adopt those codes. This will make it easier for both the
timekeeper and the data entry personnel.
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Adding a Service Code

Use this procedure to add a service code.

Steps
To add a service code:
1. From the button bar, click Tools and select Manage Codes.
2. Inthe Show Codes for field, select Services/Activities.

3. From the button bar, click New. The following screen appears.

- )
Service/Activity Code _ E=EE

B save B Mew | [4 Clear ) Delete

Cade |
Default Rate | Rateiz [ Howly [ FlatFee

Default Time | 0.0a Billing Opticn |N-:|ne

4. Fillin the fields as required. For details, see "Field Descriptions —
Service/Activity Code Entry Screen” on page 9-3.

5. Click Save or press the F10 key. To clear the screen at any time prior to
saving the transaction, press the F9 key or click Clear.

Field Descriptions — Service/Activity Code Entry Screen
The following table describes the fields.

Field Description

Code A service code can be any combination of from 1 to 4
alphanumeric characters.

Default Rate If you have chosen to attach a flat rate or hourly rate to the
service code, see the Rate Option field below, and enter the
amount here.
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Field Description

Rate Options You can attach an hourly rate or a flat fee to the service code.
For instance, an in-court code (such as AH for Attend Hearing)
can be given an hourly rate of $350.00 per hour. Or you may
wish to establish a flat rate for certain work, such as
incorporation. By utilizing this system, you can mix hourly work
with flat fee work on the same bill for the same matter. This
should be done in situations where the firm has established
forms or automated the function, making an hourly charge
disproportionately low to the product or service performed. If you
want to set this service code up as having a specific flat rate or
hourly rate, click one of the rate options. If no rate is entered, any
time entered using this service code will be calculated at the
timekeeper’s billing rate for the matter.

Default Time The default time (hours and units) for this service. If the service
does not have a fixed time, leave it at 0.00.

Billing Option Orion gives you the ability to set up certain parameters for
service codes so that if those codes are used, the time can
automatically be written down to zero or flagged as off invoice.
This option is useful for those matters where a monthly flat fee is
charged and all time is written down to 0.00. Values are:

e Off Invoice - If a service code is set for this option and it is
used in the Activity field of a fee transaction, the transaction
will be saved and automatically flagged as off invoice. This
saves preparation time during the billing process.

e Write Down to O - The transaction is automatically written
down to zero when saved. This does not affect the original
amount of the time or the credit the timekeeper gets for hours
worked.

e Off Inv/Write Down - The transaction is automatically written
down to zero and flagged as off invoice when it is saved.

¢ None - the fee transaction using the service code is saved as
entered.

Description The description to use when the service code is entered. This
field has full word processing capabilities. You can enter or edit
text at any place within this field. Word wrapping occurs when:

e Characters are entered outside the Description field
boundary.

e An insertion pushes the last word in a line beyond the
Description field boundary.

e Character deletion frees enough space at the end of the
current line to allow insertion of a word from the next line.

For additional information about this field, see "Description Field"
on page 9-5.

914 Orion Law Management Systems, Inc.



Description Field

Adding a Service Code

Toggle the insert mode on and off in the Description field by pressing the Insert

key on your keyboard.

e In the insert mode, characters typed on the keyboard are inserted at the
current cursor position and any characters to the right are moved to the right

one space.

e In the typeover mode, characters are entered at the cursor location and will
overstrike any existing character at the cursor location.

— Press the Delete key to delete the character that is under the cursor and pull
any text to the right of the cursor one space.

— Press the Backspace key to delete the character to the left of the cursor and
pull any text at and to the right of the cursor left one space.

— Select a block of text and press any of the above keys to delete the block.

Non-Destructive Cursor Movement

Keystroke

Left Arrow

Right Arrow

Up Arrow

Down Arrow

Ctrl + Left Arrow
Ctrl + Right Arrow
Home

End

Purpose

Move the cursor to the left.

Move the cursor to the right.

Move the cursor up one line.

Move the cursor down one line.

Move the cursor to the beginning of the next word to the left.
Move the cursor to the beginning of the next word to the right.
Move the cursor to the beginning of the current line.

Move the cursor to the end of the current line.

Other Keystroke Combinations

Keystroke
Ctrl+Home
Ctrl+End
Shift+Home

Shift+End

Shift+Home

Shift+End

Purpose
Move the cursor to the beginning of the description.
Move the cursor to the end of the description.

Highlight text from the left of the cursor to the end of the line on
the screen.

Highlight text from the right of the cursor to the end of the line
on the screen.

Highlight text from the left of the cursor to the beginning of the
description.

Highlight text from the right of the cursor to the end of the
description.

You can check the spelling of this field or search and replace specified contents
of the field by right-clicking and choosing the appropriate option.
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Editing a Service Code

Steps

9-6

You can retrieve and edit any service code that has been saved.

Any changes made on the service code will only affect future fee transactions. It
will not change the service code used for transactions already stored in WIP.

To edit an existing service code:

1.

2
3.
4

From the button bar, click Tools and select Manage Codes.
In the Show Codes for field, select Services/Activities.
Select the code you want to edit and click Edit.

Make any necessary changes. You cannot edit the code. For details, see
"Field Descriptions — Service/Activity Code Entry Screen” on page 9-3.

To save your changes, click Save or press the F10 key.
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Deleting a Service Code

You can delete any existing service code from the system. However, if you plan
to run reports based on service codes you deleted, the report will reflect a blank
code.

Steps

To delete an existing service code:

1.
2.
3.
4.

From the button bar, click Tools and select Manage Codes.
In the Show Codes for field, select Services/Activities.
Select the code you want to delete.

Click Delete or press the Ctrl+Delete keys. The system prompts you to
confirm the deletion.

Click Yes if you want to delete the code or No if you want to keep it.
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Client Advance and Expense Codes

You use the Manage Codes program to enter, edit, or delete cost advance and
expense accounting codes.

Cost Advances vs Expenses

Orion allows you to differentiate between cost advances and expenses.

e Cost Advances are also referred to as hard costs. They are direct, out-of-
pocket advances made by the firm for the client, such as a court filing fee.
Such disbursements are usually not written up or down and are directly
reimbursed by the client to the firm.

e Expenses, such as telephone or copy charges, are also referred to as soft
costs. They are not direct advances, but are expenses incurred by the firm on
behalf of the client during the handling of the client’s case. For soft costs, the
actual cost of the item may include an overhead that is passed on to the client
in the form of a write-up of the firm’s cost for the item.

There must be at least one expense (EX) and one client advance (CA) code on
file in order to enter expenses and client advances in the system. If you are using
the Accounts Payable module, only transactions using EX codes can be entered
through the Expense Input and Edit program. Client advances (CA) must be
entered through the Accounts Payable Voucher Entry program.
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Adding a Client Advance or Expense Code

Use this procedure to add a client advance or expense code.

Steps
To add a client advance or expense code:
1. From the button bar, click Tools and select Manage Codes.
2. Inthe Show Codes for field, select either Client Advances or Expenses.

3. From the button bar, click New. The following screen appears.

) . .
Client Advance cﬂdiElt_ PSS

B save B Mew | [ Clear X Delete | Tools
Code Ir | &l Client Advance Codes must begin with "CA" |
Qur Unit Cost lw
Client Unit Cost lw Options [ [~ Combine

wiite Up % | 0.00 Biling Optian |Mone =]

4. Fill'in the fields as required. For details, see "Field Descriptions — Client
Advance or Expense Code Entry Screen” on page 9-9.

5. Click Save or press the F10 key.

Field Descriptions — Client Advance or Expense Code Entry Screen

The following table describes the fields.

Field Description

Code You can use up to six alphanumeric characters for the code.
However, you must precede each cost advance code with the
letters CA. Also, you must precede each expense (soft cost)
code with the letters EX. This is the way the system determines
whether the expense is a hard cost or a soft cost.

To view a list of existing codes, use the F8 key or click the Look-
up button. The list contains other accounting codes that are used
in the accounting programs and cannot be deleted or modified.
However, you can change the descriptions to suit your
preferences.

Our Unit Cost The cost per unit to the firm, if applicable. For instance, if
photocopies cost the firm 3¢, enter that amount in this field.
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Field Description

Client Unit Cost The amount you want to charge the client per unit. This is
applicable only if you know the unit cost for the expense.

Write Up % If you do not enter anything in the Our Unit Cost or Client Unit
Cost fields, the cursor will stop in the Write Up % field. Orion
allows you to charge the client a certain percentage above the
cost to the firm.

This is useful when you do not know the firm's cost until the
invoice comes in from the vendor. For instance, many firms will
charge 5% over the actual cost of long distance charges in order
to recoup the sales tax paid to AT&T. Therefore, for the EX code
you set up for long distance charges, you would enter 5.0 in the
Write Up % field. Percentage write ups can be used on any
accounting code.

Options/Combine If you have set up your System File to charge sales tax, the
Taxable field is accessible. Otherwise, it is grayed out. If the type
of transaction you are setting up the code for is subject to sales
tax, select the Taxable field. If it is not taxable, select the field to
remove the check mark.

Each accounting code can be summarized (combined) on the
invoice to the client. This means that if you do not wish to see
repeated entries for the same accounting code on the invoice
format, then you would request that the code be combined and
the invoice would print one entry with a total amount of all entries
for the same code. This is typically used for photocopy charges
and postage charges where individual entries would not be
printed on the final invoice. To combine transactions with the
same accounting code on the invoice, select the Combine field.
To itemize the transactions, select the field to remove the check
mark.

Billing Option Orion gives you the ability to set up certain parameters for
accounting codes so that if those codes are used, the transaction
can automatically be written down to zero or flagged as off
invoice. This option is useful for those matters where you cannot
charge for photocopies, etc. but you want to track them. Values
are:

e Off Invoice - If an accounting code is set for this option and it
is used in the Code field of an expense transaction, the
transaction will be saved and automatically flagged as off
invoice. This saves preparation time in the billing process.

e Write Down to O - The transaction is automatically written
down to zero when saved. This does not affect the original
amount of the transaction.

e Off Inv/Write Down - The transaction is automatically written
down to zero and flagged as off invoice when it is saved. If the
Billing Option is set to None, the expense transaction using
the accounting code is saved as entered.
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Field Description

Description The description to use when the accounting code is entered. This
field has full word processing capabilities. You can enter or edit
text at any place within this field. Word wrapping occurs when:

e Characters are entered outside the Description field
boundary.

¢ An insertion pushes the last word in a line beyond the
Description field boundary.

e Character deletion frees enough space at the end of the
current line to allow insertion of a word from the next line.

For additional information about this field, see "Description Field"
on page 9-5.
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Editing a Client Advance or Expense Code

Steps

9-12

Use this procedure to edit an existing client advance or expense code.

Changing the Client Unit Cost or the Write Up % fields will not affect existing
expense or client advance transactions. Changing the Description field will only
affect unbilled transactions where the Combine field is checked.

Note: There are codes other than those beginning with CA or EX in the

accounting codes data file. While these codes can be displayed in the
look-up list, only those codes that begin with CA or EX can have their
Code field changed by this program. You can change the description of
these codes but DO NOT change the code as it will affect the operation of
other Orion programs.

To edit an existing client advance or expense code:

1.

2
3.
4

From the button bar, click Tools and select either Manage Codes.
In the Show Codes for field, select either Client Advances or Expenses.
Select the code you want to edit and click Edit.

Make any necessary changes to the description. You cannot edit the code.
For details, see "Field Descriptions — Client Advance or Expense Code Entry
Screen" on page 9-9.

To save your changes, click Save or press the F10 key.
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Deleting a Client Advance or Expense Code

Although the system allows it, you should be careful about deleting client
advance or expense codes that are referenced by existing expense transactions.

Steps

To delete an existing client advance or expense code:

1. From the button bar, click Tools and select Manage Codes.

2. Inthe Show Codes for field, select either Client Advances or Expenses.
3. Select the code you want to delete.
4

Click Delete or press the Ctrl+Delete keys. The system prompts you to
confirm the deletion.

5. Click Yes if you want to delete the code or No if you want to keep it.
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Chapter Overview

10-2

Orion requires that each matter be assigned a type of law code. This allows you
to run various reports by type of law and to track income by type of law. If you
wish to group certain law types together, you should begin each type of law code
for a group with the same letter or letters. For example, to group all litigation
matters together, begin the code with LI___, such as:

e LI - Litigation

e LICON - Construction Litigation
e LIDEF - Defense Litigation

e LIPLA - Plaintiff Litigation

These matters can then be reported by their specific type of law or by their group
(for example, Litigation).

You should establish a non-billable law type for non-billable activities. We
suggest tracking administrative time, vacation and sick leave, business
development time, and time spent in continuing legal education.

Type of law codes are entered through the Manage Codes option found under
the Tools button.
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Adding a Law Type Code

Use this procedure to add a law type code.

Steps

To add a law type code:

1. From the button bar, click Tools and select Manage Codes.

2. Inthe Show Codes for field, select Law Types.

3. From the button bar, click New. The following screen appears.

[ )
Type of Law Entry [E=NEENS

& save [ Mew | [ Clear X Delete | Tools

Code ||

Dezcription |

GL Account |4100-000 ...

4. Fill'in the fields as required. For details, see "Field Descriptions — Type of
Law Code Entry Screen” on page 10-3.

5. Click Save or press the F10 key.

Field Descriptions — Type of Law Code Entry Screen

The following table describes the fields.

Field
Code

Description

GL Account

Description

A five-digit alphanumeric field. You must have at least one type
of law code on file.

A unique description for the code. This description appears on
reports printed by type of law.

If the General Ledger module is not installed, you will be unable
to access these fields. If you are running the General Ledger
module, these are required fields. Enter the General Ledger
income account number for fee payments associated with this
type of law code. While in this field, you can view a list of existing
type of law codes by using the F8 key or clicking the Look-up
button.
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Editing a Law Type Code

Use this procedure to edit an existing type of law code.

Steps
To edit an existing law type code:
1. From the button bar, click Tools and select Manage Codes.
2. Inthe Show Codes for field, select Law Types.
3. Select the code you want to edit and click Edit.
4

Make any necessary changes to the description or the GL account number.
You cannot edit the code. For details, see "Field Descriptions — Type of Law
Code Entry Screen" on page 10-3.

5. To save your changes, click Save or press the F10 key. Orion will then go
through all related files and make the necessary changes. Be aware that this
may take some time.
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Deleting a Law Type Code

You cannot delete a type of law code that is in use by one or more files. If you
attempt to do so, Orion will display an error message.

Steps
To delete an existing law type code:
1. From the button bar, click Tools and select Manage Codes.
2. Inthe Show Codes for field, select Law Types.
3. Select the code you want to delete.
4

Click Delete or press the Ctrl+Delete keys. The system prompts you to
confirm the deletion.

5. Click Yes if you want to delete the code or No if you want to keep it.
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Chapter Overview

The Conflict system includes four relationships: Client, Matter, Adversary, and
Opposing Counsel. However, you can add as many as your practice requires.

You enter relationship codes through the Manage Codes option found using the
Tools button. There are several other types of codes entered using this button,
but this section will deal with relationship codes only.
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Adding a Relationship Code

Use this procedure to add relationship codes.

Steps
To add a relationship code:
1. From the button bar, click Tools and select Manage Codes.
2. Inthe Show Codes for field, select Conflict Relationships.

3. From the button bar, click New. The following screen appears.

Conflict Relationship Entry LE'E'LJ
B save B3 New | [ Clear X Delete

Deszcription |

4. Fill'in the Description field. For details, see "Field Descriptions — Conflict
Relationship Entry Screen" on page 11-3.

5. Click Save or press the F10 key. The system assigns the next available code
number automatically.

Field Descriptions — Conflict Relationship Entry Screen

The following table describes the fields.
Field Description

Description Description (name of relationship) for the code. This name will
appear on all screens and reports related to conflicts of interest.
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Editing a Relationship Code

Although you can edit an existing relationship record, you should not do so if
there are existing conflicts records using the relationship.

Steps

To edit an existing relationship code:

1. From the button bar, click Tools and select Manage Codes.
In the Show Codes for field, select Conflict Relationships.
Select the code you want to edit.
From the button bar, click Edit.

Make any necessary changes to the description. You cannot edit the code.
For details, see "Field Descriptions — Conflict Relationship Entry Screen" on
page 11-3.

a > w DN

6. To save your changes, click Save or press the F10 key. Orion will then go
through all related files and make the necessary changes. Be aware that this
may take some time.
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Deleting a Relationship Code

Although the system will allow it, you should not delete a relationship code being
referenced by conflicts records.

Note: Under no circumstances should you delete the Client, Matter, Adversary,
or Opposing Counsel relationship codes.

Steps

To delete a relationship code:

1. From the button bar, click Tools and select Manage Codes.

2. Inthe Show Codes for field, select Conflict Relationships.
3. Select the code you want to delete.
4

Click Delete or press the Ctrl+Delete keys. The system prompts you to
confirm the deletion.

5. Click Yes if you want to delete the code or No if you want to keep it.
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Orion’s General Ledger is simply the program that collects transactions from
each of the other modules for reporting purposes. No transactions are
automatically transferred to the General Ledger. The transactions are created
and stored in the individual modules until you actually transfer them to the
General Ledger. Even then, they are brought in as unposted transactions. This
gives you one more opportunity to edit them before posting. The transfer can
occur at any time and as often as you wish. The frequency should be determined
by your internal accounting procedures. If you run financials frequently
throughout the month, you should transfer the transactions several times in the
month, maybe even daily. Most firms wait until the end of the month and transfer
them all at once. You should evaluate your internal procedures and determine
the frequency required to meet your internal procedures.

In addition to the General Ledger transactions created in each module, the
Accounts Payable module feeds information into the Billing and Accounts
Receivable module. Specifically, any time a voucher is posted which includes
charges that have been distributed to a Client-Matter and entered with a “CA”
code, the Client-Matter file is updated with these expenses for billing.

Additionally, trust and retainer transactions can be created in voucher entry
which also updates the Client-Matter’s ledger file. Below is a more detailed
explanation of these transactions as well as others. Understanding the path each
transaction takes will help you maintain accurate balances and ensure you can
make adjustments when necessary.

Sample General Ledger Table

12-2

For purposes of this explanation, let's assume your G/L Default Table looks like
this:

Account Name Account Number
Cash in Bank 1010
Accounts Receivable Fees 1030
Accounts Receivable Expenses 1060
A/R Client Advances 1065
Sales Tax Receivable 1070
Client Advances Unbilled 1050
Fees Uncollected 2100
Expenses Uncollected 2110
Client Advances Written Off 4030
Sales Tax Liability Offset 2115
Default Client Trust Account 9000
Trust Liability Account 9001
Unapplied Retainers 2090
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Account Name Account Number
Default Income - Fees 3000
Income - Expense 3100
Income - Interest 3200
Accounts Payable 2050

Examples

The remainder of this chapter provides examples that should help you
understand how the accounts defined in the General Ledger Table under System

Setup are affected by various functions performed in Orion and how the different
Orion modules interrelate.
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Orion Billing

Invoicing

Each time an invoice is posted or unposted or any type of payment, credit, etc. is
posted in the Billing and Accounts Receivable module, a General Ledger
transaction is created. Trust and retainer transactions also create General
Ledger transactions. Trust and retainer deposits and disbursements (TDP, RDP,
TDS and RDS) do not have to be posted. TAP and RAP transactions must be
posted before General Ledger transactions are created.

When an invoice for fees ($1,200.00), expenses ($5.00) and client advances
($150.00) is created and posted, the following transactions are created:

Acct #
1030
2100
1060
2110
1065
1050

Invoice 12345 Debit Credit
A/R FEES $1,200.00
UNCOLLECTED FEES $1,200.00
A/R EXPENSES 5.00
UNCOLLECTED EXPENSES 5.00
A/R CLIENT ADVANCES 150.00

UNBILLED CLIENT ADVANCES 150.00
TOTAL $1,355.00 $1,355.00

These transactions will print on the AR to GL Transfer Report and the date of the
transaction will be the date of the invoice.

Payments, Credits, Write Offs, Etc.

124

1. Payments (PMT)

When a payment ($1,355.00 for Invoice 12345 as shown above) is received,
entered, applied and posted, the following transactions are created:

Acct #
1030
2100
1060
2110
1065
3000
3100
1010

Payment of Invoice 12345 Debit Credit
A/R FEES $1,200.00
UNCOLLECTED FEES $1,200.00

A/R EXPENSES 5.00
UNCOLLECTED EXPENSES 5.00

A/R CLIENT ADVANCES 150.00
FEE INCOME 1,200.00
EXPENSE INCOME 5.00
OPERATING ACCOUNT 1,355.00

TOTAL $2,560.00 $2,560.00
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2. Retainer Applied as Payment (RAP)

When paying an invoice from available “Retainer” funds, a Retainer Applied as
Payment (RAP) is entered through the AR Entry Program and the client
Trust/Retainer account is automatically updated. The updated amount is
immediately reflected in all Client-Matter screens and reports in the Billing and
Accounts Receivable module. The applicable General Ledger transactions,
however, are not created until the RAP is applied to the outstanding invoice and
posted. Once applied and posted, the following transactions are created:

Acct # Retainer Applied as Payment Debit Credit
1030 A/R FEES $1,200.00
2100 UNCOLLECTED FEES $1,200.00
1060 A/R EXPENSES 5.00
2110 UNCOLLECTED EXPENSES 5.00
1065 A/R CLIENT ADVANCES 150.00
3000 FEE INCOME 1,200.00
3100 EXPENSE INCOME 5.00
2050 UNAPPLIED RETAINERS 1,355.00

TOTAL $2,560.00 $2,560.00

Note: If the TAP was created through the Accounts Payable module, the
transactions hitting the Client Trust Liability and Trust Bank Account are
not created upon posting the TAP. Instead, they are created by the
Accounts Payable Module.

3. Trust Applied as Payment (TAP)

When paying an invoice from available “Trust” funds, a Trust Applied as Payment
(TAP) is entered through the AR Entry Program and the client Trust/Retainer
account is automatically updated. The updated amount is immediately reflected
in all Client-Matter screens and reports in the Billing and Accounts Receivable
module. The applicable General Ledger transactions, however, are not created
until the TAP is applied to the outstanding invoice and posted. Once applied and
posted, the following transactions are created:

Acct # Trust Applied as Payment Debit Credit
9001 CLIENT TRUST LIABILITY $1,355.00

9000 TRUST BANK ACCOUNT $1,355.00
1030 A/R FEES $1,200.00
2100 UNCOLLECTED FEES $1,200.00

1060 A/R EXPENSES 5.00
2110 UNCOLLECTED EXPENSES 5.00

1065 A/R CLIENT ADVANCES 150.00
3000 FEE INCOME 1,200.00

File Maintenance Back Office Reference Guide 12-5



Orion Billing

Acct # Trust Applied as Payment Debit Credit
3100 EXPENSE INCOME 5.00
1010 OPERATING ACCOUNT 1,355.00

TOTAL $3,915.00 $3,915.00

4. Credits (CR) and Write Offs (WO)

Occasionally, an attorney will decide to credit or write off a client’'s outstanding
accounts receivable balance. Credit and Write Off entries are made through the
AR Entry Program using a CR (credit) or WO (write off) code. (For information
purposes, we will credit all of Invoice 12345). Credit and Write Off transactions
are treated in the same manner as payment (PMT) transactions, RAPs and
TAPs. When a Credit or Write Off is entered, applied and posted, the following
transactions are created:

Acct # Credit Invoice 12345 Debit Credit
1030 A/R FEES $1,200.00
2100 UNCOLLECTED FEES $1,200.00
1060 A/R EXPENSES 5.00
2110 UNCOLLECTED EXPENSES 5.00
1065 A/R CLIENT ADVANCES 150.00
4030 CLIENT ADVANCES WRITTEN OFF 150.00

TOTAL $1,355.00 $1,355.00

Retainer Deposit (RDP)

12-6

Most firms consider a “Retainer” to be an advance payment for services
rendered. In other words, the “Retainer” is deposited directly into the operating
account as income to the firm. Some firms consider this as a non-refundable
deposit while others agree to bill against it. Occasionally, a client will overpay an
invoice or may pay the same invoice twice. This would be treated as a “Retainer
Deposit”.

When funds are received that are considered to be a “Retainer”, the transaction
is first entered as a Retainer Deposit (RDP) through the AR Entry Program. The
Client-Matter Retainer account is automatically updated. The updated amount is
immediately reflected on all Client- Matter screens and reports in the Billing and
Accounts Receivable module. The applicable General Ledger transactions are
immediately created as follows:

Acct # Retainer Deposit ($300.00) Debit Credit

1010 OPERATING ACCOUNT $300.00

2090 UNAPPLIED RETAINERS $300.00
TOTAL $300.00 $300.00
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Trust Account Deposit (TDP)

When a new Client-Matter is set up the system asks for a Trust Account number.
This is so the system will know what account to use when trust transactions are
entered. When funds are received that are to be deposited into a Trust account,
the transaction is first entered as a Trust Deposit (TDP) through the AR Entry
Program. The Client-Matter Trust account is automatically updated. The updated
amount is immediately reflected on all Client-Matter screens and reports in the
Billing and Accounts Receivable module. The applicable General Ledger
transactions are immediately created as follows:

Acct # Trust Deposit ($5,000.00) Debit Credit

9000 TRUST BANK ACCOUNT $5,000.00

9001 CLIENT TRUST LIABILITY $5,000.00
TOTAL $5,000.00 $5,000.00

Trust Account Disbursement (TDS)

When trust account disbursements (if you pay something on behalf of the client
out of the trust account) are made, the Client Trust account is automatically
updated. The updated amount is immediately reflected in all Client-Matter
screens and reports in the Billing and Accounts Receivable module. The
applicable General Ledger transactions are immediately created as follows:

Acct # Trust Disbursement ($100.00) Debit Credit
9001 CLIENT TRUST LIABILITY $100.00
9000 TRUST BANK ACCOUNT $100.00

TOTAL $100.00 $100.00

Retainer Disbursement (RDS)

When retainer account disbursements are made, the Client Retainer account is
automatically updated. The updated amount is immediately reflected in all Client-
Matter screens and reports in the Billing and Accounts Receivable module. The
applicable General Ledger transactions are immediately created as follows:

Acct # Retainer Disbursement ($300.00) Debit Credit
1010 OPERATING ACCOUNT $300.00
2090 UNAPPLIED RETAINERS $300.00

TOTAL $300.00 $300.00

You should be careful when creating Retainer Disbursements because your cash
account will be affected. If you are transferring a retainer amount from one Client-
Matter to another, it is a good idea to fully describe the transaction when you
enter the Retainer Disbursement. Since ORION does not have a way to create a
“Retainer Transfer”, you must first enter a Retainer Disbursement (RDS) and
then a Retainer Deposit (RDP). A retainer transfer will basically be a “wash” in
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the General Ledger accounts. For example, if Client 145 - Matter 1 has a retainer
balance of $500.00 and you wish to transfer $250.00 to Client 145 - Matter 2, the
following General Ledger transactions will be created:

RDS CLIENT 145 - MATTER 1

Acct #
1010
2090

Retainer Disbursement ($250.00) Debit
OPERATING ACCOUNT

UNAPPLIED RETAINERS $250.00
TOTAL $250.00

RDP CLIENT 145 - MATTER 2

Acct #
1010
2090

Retainer Deposit ($250.00) Debit
OPERATING ACCOUNT $250.00
UNAPPLIED RETAINERS

TOTAL $250.00

Credit
$250.00

$250.00

Credit

$250.00
$250.00

As you can see with the above transactions, the $250.00 is taken out of the
Operating Account with the RDS and immediately put back in with the RDP.
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Accounts Payable - Cash Basis

In cash basis systems, no General Ledger transactions are created until a check
is written. At that time, cash is credited and the account or accounts listed in the
distribution of the voucher are debited. If the check is voided and the transactions
created for the original check have been transferred to the General Ledger,
reversing General Ledger transactions are created. If the original transactions
have not yet been transferred to the General Ledger, they are just deleted.

If a “CA” code is used in the voucher distribution, a client advance transaction is
created in the Billing and Accounts Receivable module for the Client-Matter
associated with the code as soon as the voucher is posted. If this voucher is
voided, the system deletes the client advance transaction from the Billing and
Accounts Receivable module if it has not yet been billed to the Client. If it has
already been billed, a credit (CR) transaction is created in the Billing and
Accounts Receivable module which must then be applied and posted to an
outstanding invoice.

Trust and retainer transactions can also be entered through the Voucher Entry
program. The following details the transactions created for each type of entry.

Trust Disbursement (TDS)

If a trust disbursement is made through the Accounts Payable module you must
use the Trust Account Bank Code in the Voucher Entry Program. You must also
enter the Client-Matter number and choose the TDS code rather than a CA code.
Upon posting the voucher, the Client-Matter Trust account balance is reduced by
the amount of the TDS. The Trust ledger will display an entry showing the date,
voucher number and the amount of the voucher. When the check is written, the
following transactions are created:

Acct # Trust Check ($100.00) Debit Credit
9001 TRUST BANK ACCOUNT $100.00
9000 CLIENT TRUST LIABILITY $100.00

TOTAL $100.00 $100.00

Trust Applied as Payment (TAP)

You enter a TAP code in the voucher distribution if the check is written to the firm
to pay off its invoice. This entry will reduce the Client’s trust account in the Billing
and Accounts Receivable module, reduce the amount in the trust cash account
and increase cash in the operating account. For example, if a voucher is created
to pay off Invoice 12345 described in Paragraph I.A. above, the following General
Ledger transactions will be created at the time the check is written:
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Acct # TAP Created in AP ($1,355.00) Debit Credit
9001 TRUST BANK ACCOUNT $1,355.00
9000 CLIENT TRUST LIABILITY $1,355.00

TOTAL $1,355.00 $1,355.00

When the TAP is applied against the invoice in the Billing and Accounts
Receivable module the following transactions will be created:

Acct # TAP Applied in Billing ($1,355.00) Debit Credit
1030 A/R FEES $1,200.00
2100 UNCOLLECTED FEES $1,200.00
1060 A/R EXPENSES 5.00
2110 UNCOLLECTED EXPENSES 5.00
1065 A/R CLIENT ADVANCES 150.00
3000 FEE INCOME 1,200.00
3100 EXPENSE INCOME 5.00
1010 OPERATING ACCOUNT 1,355.00

TOTAL $2,560.00 $2,560.00

Payment of a Voucher

12-10

Entry of a voucher in the Accounts Payable module has no effect on the General
Ledger until the voucher is actually paid. However, as soon as a voucher is
entered and posted, the appropriate Client-Matter file in the Billing and Accounts
Receivable module is updated. Payment of any voucher in Accounts Payable
creates a transaction debiting the proper expense accounts and crediting the
proper cash account. If you pay a voucher for $500.00 from your main operating
account, the following transactions are created:

Acct # Check #1234 ($500.00) Debit Credit

7000 RENT $500.00

1010 OPERATING ACCOUNT $500.00
TOTAL $500.00 $500.00

Once checks are written and verified as okay, they are automatically updated
and posted in the Accounts Payable module. Writing checks or voiding them
does not affect the Billing and Accounts Receivable module. In order for the
Billing and Accounts Receivable module to be affected, the Voucher must be
posted.
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Voiding a Check

Voiding a check for $500.00 creates the following transactions:

Acct # Void Check #1234 ($500.00) Debit Credit
7000 RENT $500.00
1010 OPERATING ACCOUNT $500.00

TOTAL $500.00 $500.00

When you void a check, the voucher is reset to an unpaid (open) status. You
may also void the voucher when you void the check if you do not plan to pay it.
See the previous sections for the effect of voiding a voucher.

Adjustment of a Paid Voucher

ORION allows you to adjust the distribution of a voucher after it has been paid.
You may adjust the General Ledger accounts or Client-Matters that the voucher
was distributed to but you may not adjust the amount of the voucher. If voucher
1010 is paid and then adjusted to be distributed to a Client-Matter rather than
rent, the following transactions are created:

Acct # Voucher 1010 ($500.00) Debit Credit

7000 RENT $500.00

1050 UNBILLED CLIENT ADVANCES $500.00
TOTAL $500.00 $500.00

At the time this voucher is adjusted and posted, a client advance transaction is
created in the appropriate Client-Matter file in the Billing and Accounts
Receivable module.

Adjustment of Unpaid Client Advance Vouchers

File Maintenance Back Office Reference Guide

When a voucher containing a client advance is adjusted, the amount of the
adjustment is reflected in the appropriate Client-Matter file in the Billing and
Accounts Receivable module. If the client advance has not yet been invoiced to
the Client, the client advance will be adjusted by amount or deleted. If the client
advance has already been invoiced to the Client, ORION creates a credit (CR)
transaction.

Note: Itis important that credit (CR) transactions created by the Accounts
Payable module be applied against client advances accounts receivable.
If they are not, you will experience an out-of-balance situation with your
client advance accounts.
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Accounts Payable - Accrual Basis

In accrual basis systems, General Ledger transactions are created when new
vouchers are posted and when checks are written. If a “CA” code is used in the
voucher distribution, a client advance transaction is created in the Billing and
Accounts Receivable module for the Client-Matter associated with the code at
voucher posting. If this voucher is voided, the system deletes the client advance
transaction from the Billing and Accounts Receivable module if it has not yet
been billed. If the transaction has already been billed, a credit is created in the
Billing and Accounts Receivable module which must then be applied and posted
to an outstanding invoice.

The following illustrates the General Ledger transactions created for each type of
Accounts Payable task.

Entering Vouchers

As soon as a Voucher is entered and posted in Accounts Payable, ORION
creates a General Ledger transaction. If a firm expense is entered, the program
creates the following transactions:

Acct # Voucher 1010 ($500.00) Debit Credit

7000 RENT $500.00

2050 ACCOUNTS PAYABLE $500.00
TOTAL $500.00 $500.00

If a client advance (CA) code is used in the distribution of a voucher, ORION
creates the following transactions:

Acct # Voucher 1011 ($200.00) Debit Credit

1050 UNBILLED CLIENT ADVANCES $200.00

2050 ACCOUNTS PAYABLE $200.00
TOTAL $200.00 $200.00

An entry in the appropriate Client-Matter file in the Billing and Accounts
Receivable module is automatically created when the voucher is posted. Entries
in the Billing and Accounts Receivable module that have been created by the
Accounts Payable module cannot be deleted.

Payment of a Voucher
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Payment of any voucher in Accounts Payable creates a General Ledger
transaction that debits the accounts payable account and credits the appropriate
cash account. If you pay a voucher for $500.00 from your main operating
account, the following transactions are created:

Acct # Check #1234 ($500.00) Debit Credit
2050 ACCOUNTS PAYABLE $500.00
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Acct # Check #1234 ($500.00) Debit Credit
1010 OPERATING ACCOUNT $500.00
TOTAL $500.00 $500.00

Once checks are written and verified as okay, they are automatically updated
and posted in the Accounts Payable module. Writing or voiding checks does not
affect the Billing and Accounts Receivable module.

Adjustment of an Unpaid Firm Expense Voucher

Adjustments can be made to any open voucher. This includes voiding the
voucher completely. A reduction (decrease in amount) of an unpaid voucher by
$300.00 creates the following transactions:

Acct # Voucher 1010 ($300.00) Debit Credit
7000 RENT $300.00
2050 ACCOUNTS PAYABLE $300.00

TOTAL $300.00 $300.00

An increase of an unpaid voucher by $150.00 creates the following transactions:

Acct # Voucher 1010 ($150.00) Debit Credit
7000 RENT $150.00
2050 ACCOUNTS PAYABLE $150.00
TOTAL $150.00 $150.00
Voiding an unpaid voucher (Voucher 1010 for $500.00) creates the following
transactions:
Acct # Voucher 1010 ($500.00) Debit Credit
7000 RENT $500.00
2050 ACCOUNTS PAYABLE $500.00
TOTAL $500.00 $500.00

Adjustment of Unpaid Client Advance Vouchers

When a voucher containing a client advance is adjusted, the amount of the
adjustment is reflected in the appropriate Client-Matter file in the Billing and
Accounts Receivable module. If the client advance has not yet been invoiced to
the Client, the client advance will be adjusted by the amount or deleted. If the
client advance has already been invoiced to the Client, ORION creates a credit
(CR) transaction.
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Voiding an unpaid client advance voucher creates the following transactions:

Acct #
2050
1050

Note:

Voucher 1011 ($200.00) Debit Credit
ACCOUNTS PAYABLE $200.00

UNBILLED CLIENT ADVANCES $200.00
TOTAL $200.00 $200.00

It is important that credit (CR) transactions created by the Accounts
Payable module be applied against client advances accounts receivable.
If they are not, you will experience an out-of-balance situation with your

client advance accounts.

Adjustment of a Paid Voucher

ORION allows you to adjust the distribution of a voucher after it has been paid.
You may adjust the General Ledger accounts or Client-Matters that the voucher
was distributed to but you may not adjust the amount of the voucher. If voucher
1010 is paid and then adjusted to be distributed to a Client-Matter rather than
rent, the following transactions are created:

Acct #
7000
1050

Voucher 1010 ($500.00) Debit Credit
RENT $500.00

UNBILLED CLIENT ADVANCES $500.00
TOTAL $500.00 $500.00

At the time this voucher is adjusted and posted, a client advance transaction is
created in the appropriate Client-Matter file in the Billing and Accounts
Receivable module.

Voiding a Check

Voiding a check for $500 creates the following transactions:

Acct #
1010
2050

Check #1234 ($500.00) Debit Credit
OPERATING ACCOUNT $500.00

ACCOUNTS PAYABLE $500.00
TOTAL $500.00 $500.00

When you void a check, the voucher is reset to an unpaid (open) status. You
may also void the voucher when you void the check if you do not plan to pay it.
See the previous sections for the affect of voiding a voucher.
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Trust and Retainer Transactions

Trust and Retainer transactions can also be created in the voucher entry
program. The following details the transactions created for each of these entries.

1. Trust Disbursement (TDS)

If a trust disbursement is made through the Accounts Payable module you must
use the Trust Account Bank Code in the Voucher Entry Program. You must also
enter the Client-Matter number and choose the TDS code rather than a CA code.
Upon posting the voucher, the Client-Matter trust account balance in the Billing
and Accounts Receivable module is reduced by the amount of the TDS. The
Trust ledger will display an entry showing the date, voucher number and the
amount of the voucher. When the voucher is posted, the following transactions
will be created:

Acct # Voucher 1012 ($100.00) Debit Credit
2050 ACCOUNTS PAYABLE $100.00
9001 CLIENT TRUST LIABILITY $100.00

TOTAL $100.00 $100.00

2. Trust Applied as Payment (TAP)

A TAP code is used in the voucher distribution if the check is being written to the
Firm to pay off its invoice. This entry will reduce the Client’s Trust account in the
Billing and Accounts Receivable module, credit the Trust Cash account and debit
the operating account. For example, if a voucher is created to pay off Invoice
12345 described in Paragraph I.A., above, the following General Ledger
transactions will be created:

Acct # Voucher 1013 ($1,355.00) Debit Credit
2050 ACCOUNTS PAYABLE $1,355.00
9001 CLIENT TRUST LIABILITY $1,355.00

TOTAL $1,355.00 $1,355.00

When the check is written for either of the two previous vouchers (1012 and
1013), the following transactions are created:

Acct # Check for Voucher 1012 ($100.00) Debit Credit

2050 ACCOUNTS PAYABLE $100.00

9000 TRUST CASH ACCOUNT $100.00
TOTAL $100.00 $100.00

File Maintenance Back Office Reference Guide 12-15



Accounts Payable - Accrual Basis

Acct # Check for Voucher 1013 ($1,355.00) Debit Credit

2050 ACCOUNTS PAYABLE $1,355.00

9000 TRUST CASH ACCOUNT $1,355.00
TOTAL $1,355.00 $1,355.00

The Client Trust account used is determined by the General Ledger account
defined in the Matter file.

3. TAP Application

When a TAP created in the Accounts Payable module is applied in the Billing and
Accounts Receivable module, the following transactions are created:

Acct # TAP Applied in Billing ($1,355.00) Debit Credit
1030 A/R FEES $1,200.00
2100 UNCOLLECTED FEES $1,200.00
1060 A/R EXPENSES 5.00
2110 UNCOLLECTED EXPENSES 5.00
1065 A/R CLIENT ADVANCES 150.00
3000 FEE INCOME 1,200.00
3100 EXPENSE INCOME 5.00
1010 OPERATING ACCOUNT 1,355.00

TOTAL $2,560.00 $2,560.00
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