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Dashboards
Track your work, time and billing

My Work • Timers • Billing • Time Keeper



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

What this covers

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

Who should use it

Lawyers recording time, and 
managers reviewing billing and 
utilisation.

Recommended 
process
Record time as you work, then 
use the dashboards to check 
hours, billing and progress.

Important: billable time you save creates a billing event, which still needs approval before it is invoiced.
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P U R P O S E

Purpose of this guide
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My Activities
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Your home page lists your 
activities.
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Steps:

1. Open My Activities under My 
Work

2. Click Email to send an email

3. Create an appointment, 
phone call or task the same 
way

Note: Appointments sync with Outlook.

It shows emails, tasks and other activities. You can create new ones from the top action bar.
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My Dashboard
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Your hours and tasks at a 
glance.
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Steps:

1. Open My Dashboard

2. Check the hours cards at the 
top

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

It shows hours billed, non-billable hours, year-to-date totals, a calendar of daily hours and your active matters.
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Stopwatch
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Time a task as you work.
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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.
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Add Time Entry
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Enter time directly.
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Steps:

1. Click + Add Time Entry

2. Choose the matter, activity 
code and task code

3. Click Save

Note: A billable entry creates a billing 
record for approval.

Use + Add Time Entry on My Dashboard to record time without the stopwatch.
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My Timers
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Keep a timer ready for each 
task.
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Steps:

1. Open My Timers

2. Press Start on a timer to 
record, Pause to stop

3. Click Save and add the details 
to create the time entry

Note: A saved timer is removed from My 
Timers.

Timers let you run time against several matters and save each one when you finish.
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New Timer
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Set up a timer for a task.
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Steps:

1. Click + New Timer

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

3. Add a description and click 
Create Timer

Create timers for pending work, then start them when you begin.
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Bill ing Report
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A monthly billing summary.
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Steps:

1. Open Billing Report

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

3. Review the hourly billable 
matters, margin and billed
amounts

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



D365 Legal Hub  ·  Quick start guide  ·  d365.Global

Matter Dashboard
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Billing details across your 
matters.
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Steps:

1. Open Matter Dashboard

2. Use the filters to choose 
matters and dates

3. Click a matter name in the 
details table to open it

Note: Forecasts appear once there is 
enough data.

It shows totals for matters, billing events, hours and expenses, with charts by resource and a billing forecast.
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Time Keeper
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Review hours by timekeeper.
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Steps:

1. Open Time Keeper Report

2. Change the filters to see a 
different period or user

3. Compare actual, billable and 
non-billable hours

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



Three things worth remembering.

Time as you go

Use the stopwatch or a timer so 
hours are recorded while you 
work.

Billable or not

Only billable entries create a 
billing record for invoicing.

Change the filters

Every dashboard and report can 
be filtered to show the data you 
need.

Need help? Contact d365.Global if a dashboard shows no data or a figure looks wrong.
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Q U I C K  T I P S

Tips for Dashboards and Time
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