AIA D365 LEGAL HUB

QUICK START GUIDE

Dashboards

Track your work, time and billing

My Work ¢ Timers @ Billing ® Time Keeper

d365.Global
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d365.Global

Purpose of this guide

A short guide to the dashboards and time tools under My Work.

What this covers Who should use it

My Activities, My Dashboard,
time entries, My Timers and the
Billing, Matter and Time Keeper
reports.

Lawyers recording time, and
managers reviewing billing and
utilisation.

Important: billable time you save creates a billing event, which still needs approval before it is invoiced.

Recommended
process
Record time as you work, then

use the dashboards to check
hours, billing and progress.
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My Activities

It shows emails, tasks and other activities. You can create new ones from the top action bar.

Your home page lists your

e e

aCtIVItIeS' £ B3 Focused view m Show Chart [0 Task EZ Email ] Appointment Qg Phone Call E Letter @) Fax I_?y Service Activity =<' Campaign Response fl Other Activities ™ C[ Delete : [ Share
My Activities 03 Edit columns 57 Edit filters & Filter by keyword
Due Activity Type

Steps: | | [

O | Activity Type v Subject ~ Regarding ~ Priority ~ Start Date v Due Date T ~
1. Open My Activities under My "
F Email Documents: Word from client Matter.docx Primas Law Mormal
Work :
L Email Documents: LEGAL MEMORANDUM 01001.docx. test19 dollar sign.png. Word .. 01001 Normal
O Task Task Test Normal

Click Email to send an email

Create an appointment,
phone call or task the same
way

Note: Appointments sync with Outlook.
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My Dashboard

Your hours and tasks at a
glance.

Steps:
1. Open My Dashboard

2. Check the hours cards at the
top

3. Click a day on the calendar to
see its entries

V d365.Global

It shows hours billed, non-billable hours, year-to-date totals, a calendar of daily hours and your active matters.

October 2026

Your Octaber billing is tracking at 7.7h — 26% of your 30h target with 10 days remaining. You need 2.2h/day to hit target. 01001 accounts for the most hours this month (4.1h). No deadlines in the next 7 days.

October 2026

00:00:08
- - Warwick Holdings Group Limited

® 01007 - TATESTA
MCT2 NoCompany
01000 - Test
) ® 01001
» Start Warwick Hold
® 01009 - Trust disagreement
Paul White

01008 - TATESTE
MCT2 NoCompany

Task Test



03

Stopwatch

Time a task as you work.

Steps:
1. Select the matter

2. Click Start, then Pause when
you stop

3. Click Save to record the time

Note: A time entry needs at least 0.1

hours.

Select a matter and start the stopwatch. It keeps running even if you close the browser.

00:00:08

01000 - Test

P Start

» 01000 - Test

IWICK HOIdings Group Limiec

® 01007 - TATESTA

MC1T2Z NoCompany

® 01001

Warwick Holdings Group Limited

® 01009 - Trust disagreement

il White
Ul VLS

01008 - TATESTB

MOT? NoComoany
VICT2 NoCompany

v d365.Global
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Ad d T iIme E nt ry Use + Add Time Entry on My Dashboard to record time without the stopwatch.

Enter time directly.

Select matter... v 21-0ct-2026

Steps:

Select activity... - Select task code...

Click + Add Time Entry

Billable

Banking & Finance

Choose the matter, activity
code and task code

Click Save

Note: A billable entry creates a billing
record for approval.
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M y T Imers Timers let you run time against several matters and save each one when you finish.

Keep a timer ready for each

taSk. <Dashboard = Timers  3timers Unsaved 8.6h . Test Max 3h per timer & Synced to your account + New timer o () LIGHT

00:00:08 @,ﬁ 00:00:00 (»): |©00:00:00

01000 - Test 01001 01001

Warwick Holdings Group Limited Warwick Holdings Group Limited Warwick Holdings Group Limited @

Task: B0 - Activity: A101 \ctivity: A102 ask: B Activit 4 START NEW TIMER
Attended to case administration for planning an...

Steps:

RUNNING | msaveentry |

1. Open My Timers

2. Press Start on a timer to

record, Pause to stop

Click Save and add the details
to create the time entry

Note: A saved timer is removed from My
Timers.




New Timer

Set up a timer for a task.

Steps:
1. Click + New Timer

2. Choose the matter, task code,
activity code, practice area
and colour

Add a description and click
Create Timer

Create timers for pending work, then start them when you begin.

d365.Global

MNew timer

MATTER

Type to search maters...

01000 - Test

1o

01005 - MC TEST - Matter Contacts
01006 - MC TEST 2 - Matter Contacts
01007 - TATEST A

01008 - TATESTB

|:| Pin this timer (keeps it on the board after saving, reset to 00:00:00)

Cancel

D365 Legal Hub - Quick start guide - d365.Global
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Billing Report

A monthly billing summary.

Steps:
1. Open Billing Report

2. Set the month and filters, for
example all fee owners

Review the hourly billable
matters, margin and billed
amounts

Monthly summary  +

Monthly Billing Summary

01001

01000 - Test

Total

01000 - Test

01001

October 2026

EXPECTED

Set the filters to see billing for the period you choose.

Al fee camers —all matters | Al

MARGIN §

£930.00

£1,526.50

£2,456.50

49h

4.0h

matters v All fee earners A4 All
N BILLED § LLED
69% £1,340.00 £410.00
81% £1,886.50 £360.00
£3,226.50 £770.00 £4,399.00
o arrangement m.
ILLABLE HR! TE-O
4.9h 0.0h
4.0h 0.0h

All

03]

Generated Wed, 21 October 2026

Time 15:27
D365 Legal
OSING o

d365.Global
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Matter Dashboard

It shows totals for matters, billing events, hours and expenses, with charts by resource and a billing forecast.

Billing details across your

m a tte rS . Legal Bi!ling Dashbt?ard ® Refresh
B Billing & Expenses ¥ Matter Pipeline 8 Invoices
All matters v All resources v Vf\’ll’al‘tro‘;r;e:yns S v A;n‘.‘:uems v ;\II p‘r’z;:‘t‘u":;areas v ;II‘: s v Al v dd y B8
Steps: dd---=-yyyy ] “L»:ATE:. X . 4 ot Gl This F "
1. Open Matter Dashboard MATTERS BILLING EVENTS TOTAL HOURS BILLING AMOUNT EXPENSE AMOUNT GRAND TOTAL
2 1 12.5h £4,399.00 £864.00 £5,263.00
2. Use the filters to choose
m atte rS a n d d ateS .Bflling over time @ Amount E‘xpenses‘over tirne ‘
Click a matter name in the .l - -

details table to open it

Top matters by billing amount Billing by resource

Note: Forecasts appear once there is
enough data. : o

10
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Time Keeper

It compares actual and billable hours, utilisation, billed amount and rate for each user.

Review hours by timekeeper.

Timekeeper Report

PERIOD Thismonth  Lastmonth  Last 3 months his year 01-Sep-2026 30-Sep-2026 v MATTER = All matters

3 11.5h 12.5h +1.0h £4,437.50
Steps:
1. Open Time Keeper Report Timekeepers (3) Q rch timek } Export CSV
2. Change the filters to see a d365 admin 10 11.2h 112h e £3,037.00
different period or user d365 Test User 1 0.3h 0.3h ——  100% £115.50
Test Resource - PA 1 0.0h 1.0h +1.0h +0.0% e — i £385.00

Compare actual, billable and
non-billable hours

11
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QUICK TIPS \

Tips for Dashboards and Time d365.Global

Three things worth remembering.

Time as you go Billable or not Change the filters

Use the stopwatch or ? timer so Only billable entries create a Ever.y dashboard and report can
hours are recorded while you . : . be filtered to show the data you
work. billing record for invoicing. need.

Need help? Contact d365.Global if a dashboard shows no data or a figure looks wrong.
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