@ Clioe

Basics of Billing Webinar

Clio’s Basics of Billing Webinar is designed to give a review
of the basic functionality used to create Bills in Clio. In this
session we discuss billing efficiently and effectively.

This Document will cover the basics of what is discussed in
the Basics of Billing Webinar.

www.clio.com
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Bill Settings

Bill Settings are used to modify the background rules around
bill creation and calculations. Set up Payment Profiles and
Time Rounding from this page.

1. From the Settings page, select “Billing” under the “Clio
Settings” column.

set-up Time Rounding on your account.

3. Select to have a Primary and Secondary Tax, and below that

CLIO SETTINGS

Practice

il Drop Email Aliases. Practice performance, areas, and matter numbering.

Billing

Android apps. Edit your bill settings, themes, payment profiles, and
UTBMS options.

nc

e or Office 365. Online Payments
Manage your anline payment aptions In Clia and Clia
Connecl.

ations.

Data Escrow
Manage back-ups using Amazon 23 cloud storage.

2. Select to upload a Firm Logo from your computer.

4. At the bottom of the page, click the Save button.

BllSettings  Bill Thermes  Payment Profiles  UTBMS Codes

il DRAPER LAW

Deleic this logo

.Fiangn

Choose File Upload Loge

Default Currency

usD 5

) Hide "Pending Approval”

An approved bill ia intendad to be final and ready ta sand 1a a client. To maintain
an accurate audit trail, we recommend that you do not edit approved bills.

¥ Allow editing of approved bills and trust requests

Bill Notifications

¥ Display notification modal after bill generation

Save Bill Settings [ 5=t

More details can be read in the Billing Support Articles.
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Bill Themes

Bill Themes allow you to customize your bills to better reflect
your firm’s unique brand.

1. From Settings, select Billing on the right hand side.

CLIO SETTINGS

Practice
iases. Practice performance, areas, and matter numbering.

Billing
Edit your bill settings, themes, payment profiles, and
UTBMS options.

Online Payments
Manage your online payment options in Clio and Clio
Connect.

Data Escrow

(V] R | - A o S PSR

2. At the top of the Bill Settings page, select Bill Themes.

Settings Billing

Bill Settings | Blll Themes | Payment Profiles  UTBMS Codes

Statement Document
Set Default

Heoliday Reminder

Set Default Copy Delete Copy Delg

& . T & RO E

3. Select your desired Bill Theme.

Default Theme
Set Default

Copy Delete |iSet Default

Statement Document Second

Copy Delete Set Defq

- s

=== N

4. Inthe Bill Themes options, select to change the phrasing of

items on your bills, change how your firm's logo displays, and

delve into separating and splitting entries.

Edit Bill Thema: "Default Theme™
Page Sstup
watermark

Ve
VoK AR

Firm Informanon
Gest ieformation
Tabie Configuration
Mater Footer
nteest

Staterment of Accourts

ot

Aemitasce Sip

Earty Payment Diseount
Early Payment Discount
Early Payment Disecunt End Date
P By
Earty Payment Duscount Total
Total Aner Dwscount
Early Payment Discount Balance Owing
Balance Cwing After Disceunt

imckce 1 00001 Smach, DO0OG-mie - £216/2011

Va0E THEME ConTRoLs w

More details can be read in the Billing Support Articles.
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New Bill

Generating new Bills in Clio will grab unbilled Time and
Expense Entries and place them on a client-facing invoice.

1. Select Bills at the top of Clio.

Accounts

2. From Bills, select Billable Clients on the left hand side. Then,
check off .

Bills Online Payments Statements of Account  Export Transactior

Billable Clients | Draft 7

B Select All 1 Billable Client selected @

Pending Approval 4 Awaiting Payment | 50

Name Unbilled Hours
Xeron Inc 0
00258-Xeron Inc 0

Aaron Aaronson 58

3. Input your Bill details, such as tax information, and select
Generate Bills.

Generate Bills ®

[, wcpincd (b e

Wesgen P

# U v grace pasbed b cakculste i dibe

Dt Lo

o 20wl

4. Click the underlined link “View bills in draft” to see the Draft
section where the bill that was generated to.

1 bill was generated. Undo View bills in draft

More details can be read in the Billing Support Articles.
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Quick Bill

Quick Bills grab unbilled Time and Expense entries for
individual Matters or Clients and places them onto an invoice.

1. Open your client’s Matter.

00002-Powlett

R T

info. Chient Transactions Cortacts Tasks Calendar Motes Time Fxpenses fills Mociments Commanications. O Connect
Metrics.
Totad (5] ° Total (Hours) ° Totol Expenses o Aot et Client Trust Funds
$3,537.00 17.8 $08.00 51,287 94 $0.00
Details
[ N ——— E750A45 . opan
Rasponsmm Anormey opan ate o
riginating Attsrasy Passing Sats
Practice Area Cose Date
Limitations Cate
Loeation ono Bble s

2. Select Quick Bill att the upper right.

Activities Accounts

LIO CONNECT NEW QUICK BILL NEW TRUSTREQ

T s i e [ 1 | PR o DU SR NP P -

3.Input your client’s billing details.

Mew Quick Bill for 00100-Bronsin/2015

From To
Academic Access Program James Brongin Wy

230 5. Bamiston, Suite 10061
Vancouver, B.C., v3p 188 Streal cil
Umnited States

Time Entries

Date User Activity Description Task Hote

120126 e - Maeating With Client (20, Now on Zapie

© Add a time entry

4. Once you have finished entering the details, select Generate
Bill at the lower left. Once it's ready, select View Bill.

© Show options

GENERATE BILL

More details can be read in the Billing Support Articles.
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Edit Bill

Before Bills are in their final state, they can be modified to add 3. From the Edit screen, select to add new entries or modify
additional entries, have entries removed, or change tax or existing billable entries.
discount details.

1. When viewing a Bill, select Actions at the upper right.

00100-Bronsin/2015

Type User Date Description Cuansity Rate Discount Total  Tax

S vl OALS 12012006 Missang Wit Ciint 0 1000 %000 |00 % v 30 00

Irdianl phors call with [he Jaim ol Zager Lars s now we cin scisde Fun subemabion n whitl we do

Accounts Documents Communications

m ACTIONS ~ PREVIOUS n

Updato onginal racerd @ 0 hino ilom

$32.00
00

$000
$000
530.00

Discount Nate

4. When all modifications has been made, select Update
Invoice.

2. From the Actions drop-down, select Edit.

Submit for Approval
Update Invoice [ gez=ll
Approve
e Download
Total Edit 100
| oo
Delete
dite lecinad N i)

More details can be read in the Billing Support Articles.
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Write Offs, Discounts, Payments

When billing your clients, you can opt to include Write Offs, 3. Atthe middle left, select Credit Notes to apply a Write Off.
or Discounts to Bills to adjust their final amount. After these
corrections, you can apply Payments.

1. Open your client’s Bill.

Preview Fees Payments|] Credit Notes

- I ] s
Credit Notes
Inwoice Detail
Irrecice Murnber MR Sane Ematn; Paret
et B Tord CAD X
Meni Paid Al
T Detn Corvd s lssued CAD
s Do 10T Do CAD X
P o Date Descripi
Bll Preview reRr— m

B 1 n s

[T L TE eI

4. When editing a Bill, select to apply a Dsicount to the Bill, or to
individual items.

2. At the upper right, select Record Payment to apply a payment

on the Bill. Tax
] Ratce| Discount Total Tax 2
300.0 0.0 % - $30.00
Communications Campalgns Reports
RECORD PAYMENT Subtotal: 24,00
Inveice Discount: 0.0 2 =
Preferred Client Discount $0.00
Discount 50,00
Total: $30.00

Awaiting Payment

More details can be read in the Billing Support Articles.
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Further Training:

Clio Product Pro

A guided learning Experience

After our Webinar, our users should feel more comfortable using our standard
tools. For a more in-depth training experience, give Clio Product Pro a try!

Clio Product Pro Certification provides the opportunity to learn the ins and outs of
Clio through a self-paced, guided learning experience. You'll start things off with
an understanding of what it really means to work “in the cloud” and how to do so
ethically and securely. Then, we'll explore all of our features and functions to ensure
that you are absolutely comfortable managing your practice in Clio.

Clio

Product Pro


https://www.goclio.com/clio-product-pro/
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