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+ Approved (1)

- Entered (2)

01/13/2014 Meeting with Mrs. Allison regardi
s74.24 Nancy E. Edwards

01/24/2014 Deposition of Jane Doe
$395.69 Nancy E. Edwards

- Needs Information (2)

01/15/2014 Deposition of Mike Smith
$500.30 Nancy E. Edwards

01/22/2014 Meeting with board members reg.
s217.54 Nancy E. Edwards

- Submitted (2)

01/20/2014 Business Dev - Brad Wilson Golf
$125.00 Nancy E. Edwards

01/21/2014 Interview with Experts and Witne.
$502.34 Nancy E. Edwards
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department time while reducing potential errors.

Expense Reimbursement Manager

Orion’s Expense Reimbursement Manager dramatically streamlines workflow between
the attorneys, legal assistants and the accounting group by eliminating the paper-based,
manual tracking system typically used by many law firms. With a user-friendly interface
for submitting and managing reimbursement requests, each party involved in the request
process is made fully aware as to the status of the request and, when an item has been
denied, what’s needed in order to process the request.
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Simple, user-friendly interface provides attorneys, legal staff and accounting
managers with accurate, real-time information about reimbursement requests.

crcd e oosesee  ntegration with iOrion®

Status Entered . . .

oate won 011320140 OTiON’S Expense Reimbursement Manager is also
integrated with iOrion, Orion’s Mobile Application which

Client-Matter 002421-000001 . . .

putmou e allows attorneys and legal staff to access their Financial
and Practice Management information from any recent

Account Nancy E. Edwards

pescriotion mestingwinars... o 1N10del Apple i0S or Google Android device.

Add Detai nacneaimae 11t€gration with iOrion gives your firm the ability to
submit and manage reimbursement requests while on-

- Entered (1)

01/13/2014 Mileage to/from client's accounta.. the_go’ maklng the pI‘OCESS qu1Ck and eaSy.

$74.24 Mileage
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Today’s law firms depend on automation and tightly integrated
software solutions to improve workflow between attorneys,
legal staff and the accounting department, freeing-up the
accounting staff for more critical business needs. Paper-based
expense reimbursement requests are time-consuming, prone
to errors and require constant back-and-forth communication
when information is incomplete, receipts are missing or
employees simply want to know the status of a request.

After approval of an expense report, an A/P invoice is created. Accounting personnel then access the invoices through Orion’s
A/P Manager to print reimbursement checks to the attorney or legal staff during the normal A/P process, saving the accounting

“We recently installed Orion’s
Expense Reimbursement
Manager at our company
and it has saved us
tremendous time as well as
improved our consultants’
productivity and client
satisfaction by effortlessly
tracking and reporting
expenses. Our entire
reimbursement request
process is now electronic
and viewable in real-time.
We especially like that the
Reimbursement Manager
generates alerts when a
request has been denied
or identified as needing
‘more information’. Orion’s
system is a valuable
timesaver that benefits
gveryone at the company.”

Paul A. Amick
Controller
First Annapolis
Consulting | M&A
Advisory Services
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Easily Enter Requests and Attach Receipts

With Orion’s Expense Reimbursement Manager, attorneys or their legal assistants
enter expense reports directly into Orion. Receipts can be attached and, when
required by the firm’s Client, will be printed along with the Client’s invoice.
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| [E3 Save g Submit ' Approve | B Clear [E Delete | = Print | & Tools~
Request |10-Needslnfo  (F =1 Attach Image
£ Status Notes
[T 01/15/2014] | [COOKIEFACTORY oK Employee |NEE Edwards, Nancy E. ~| Vendor [NEE  MNancy E. Edwards -]
Matter [001646-000001 .| [ Cookie Factory v. Katie's Bakery Cancel Matter [001546-000001 —- [COUKIE FACTORY
Type |TRVL Travel [&ir, Train & Booking Fees] -] | Cookie Factory v. Katie's Bakery
Amount $26380 Unitz| | Bilable EViewlmagel 4 Approve | e Description IDepos\t\onofM\keSmilh e
Phase Task | = ) Deny |
Description [Travel (A, Train & Booking Fees) =] e o __ddDctal | _DeleeDeta |
Date /| Matter = || Type Description w||Amount | Status || Image
_I L]7 Entered 1/15/2014 0 S46-000007 Trawel [&ir, Train & Booking Fees) $263.80 Entered ke 2 o
141542014 001546-000001 Meals $150.00 Needs Info c}
Status  [Ertered 1716/2014  O01546-000001 Car Rental & Fuel wesEneed = | | | L _ 2
$500.30

o , Email Alerts Keep Everyone Up-to-Date
Orion’s Reimbursement Manager’s
Robust Features Include: If a request has been denied, or if the accounting department requires more

information, an “alert” can be sent to the attorney or legal staff letting them know

* Report expenses quickly and of the change in status and what’s required in order to process the request. Orion’s

easily with the user-friendly Email Template Generator® will allow your firm to create custom alert-style emails

interface via Microsoft® Outlook for making sure the accounting staff gets what they require

: R while allowing the employees to get reimbursed faster. With straightforward, easy-
* Mobile accessibility with iOrion . .

to-use drag and drop object control, email templates can be created effortlessly.
* Improve the workflow between

attorneys, legal staff and the

accounting department T
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* Administrators can define the eJ [ | — =
reimbursement types, limiting P e s -
what attorneys and staff can use g 5 R

« Customizable email templates LY
for alerting attorneys and legal Bichele . Smith | Acounting Mg
staff on change in reimbursement mimibgicon wevseniosim
status Eq)] -

* Attach digital receipts for T N -

immediate processing

* As expenses are approved,
A/P Vouchers are automatically For more information about Orion’s Reimbursement Manager or other products visit
8 p
generated for payment processing www.orionlaw.com or email info@orionlaw.com




