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Invoicing

From time and expenses to invoices
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Purpose of this guide

A short guide to recording billable work and turning it into invoices.

. i Recommended

What this covers Who should use it
. process
Recording billing gvent§ a.nd . Record and approve entries on
expenses, choosing a billing Lawyers who record time, and o
. . . T . the matter, run the invoice

type, running the invoice billing staff who approve entries rocess. then review and
process, and managing the and issue invoices. : ’
invoice list generate documents.

Important: only approved billing events and expenses are included when an invoice is generated.



Billing Events

Record time against the
matter.

Steps:
1. Open the matter

2. Click the Billing Events tab to
see its entries

Click Billing Event on the top
command bar to add one

d365.Global

Each matter has a Billing Events tab listing its time entries, and an Expenses tab for costs.

< @ (] Save |§J Save & Close B, Conflict Check 8 Matter contacts [a Expense [% Billing Event | I~ Save & Route [é Fixed Fee () Refresh New Close Matter 2 Cancel Case & Share
o 01010 - Commercial - saved 19/10/2026 12:59  £0.00 -
Opened Total WIP Total Amount

Matter

Matter : O @) @) O @) "
Active for 40 hours Investigation (40 Hrs) Pre-Suit Litigation Settled Closed

Summary Documents Fixed Fee Related Party Checklist Billing Events Expenses Contacts Invoices Matter Budget Full Access Read Access Financial Matter Timeline o
= Form assist

Total Hours Billed 8 000 Total Billing Amount ® 000

Last updated: 21/10/2026 15:09 Last updated: 21/10/2026 15:09

All Billing Events v « SetApproved | (O Refresh @ Export Billing Events  \/

Billing Event v Matter v Start.. lv EndDatev Activity Co... v Task Codev  Phase Co..v  Billable Ho... ¥ HourlyR... ¥  Total Amo... v  Bookable Resou... v Role v Billir

We didn't find anything to show here

Rows: 0
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Record Time

Fill in the billing event entry
screen.

Steps:

1. Enter the start date, end date
and hours

Choose Billable or Non-
billable

For billable time add the
activity code, task code and
description, then Review &
Submit

Note: Use + Add Line to enter several
entries at once.

You are the resource by default. You can change the practice area, dates and hours.

Billing Event Entry
Add Billing Events

Review & Submit

Billing Events o

BILLING EVENT LINES

d365.Global

01010 - Commercial

+ Add Line | Clone last | 1 0 Clone

BE-D1

Matter *

Clone Remove

Task Code *

Search task code..

Description *

01010 - Commercial Q,
Resource * [ auta |

d365 admin Q
Practice Area

Banking & Finance Q,
Start Date * End Date *

21-0ct-2026 () 21-0ct-2026 ()
Billable Hours * Billing Type

| Billable v|
I

Activity Code *

Cancel + Save All Billing Events



d365.Global

Add Expenses

Expenses are entered the same way as billing events.

Record costs paid for the
m atte r. Expense Entry

Add Expenses from matter ribbon
| 01010 - Commercial |
Mode: = Add new expenses v

Steps: [ expense tnes @

EXPENSE LINES

Review & Submit

+ Add Expense | Clone last | 1 0 Clone

1. Click Expense on the top . g
command bar

01010 - Commercial

Expense Name * Expense Code *

Enter the details and the S oot hilnates - Select code - v

sl Quantity *
vendor -

Amount (unit cost) * Due Date
Attach the receipt, then click T —

Review & Submit e
Description *

Describe the expense.,

Vendor * Vendor Invoice No.

- Select vendor - I bl
%%

[[] Create Xero Purchase Bil

Receipts / Attachments

+ Add Files

Cancel + Save All Expenses
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Billing Types

The billable type controls which billing options the matter uses.

Choose how the matter is

bl”ed_ Summary Documents Fixed Fee  Related Party  Checklist  Billing Events  Expenses Contacts Invoices Matter Budget  Full Access Read Access  Financial  Matter Timeline &
=t Form assist

Financial b

Billable Type Fixed Fee . |
Ste S: Contingent Fee % FRatietis
p Contingent Fee
Contingent Fee Cap Per Diem
1. Open the matter's Financial P

Settlement Amount

ta b Retainer

Settlement Probability
Open the Billable Type list p——

Expected Matter Value

Choose Contingent Fee, Per
Diem, Fixed Fee or Retainer

Assignment Date dd/MM fyyyy =

Expected Resolution

Note: A Fixed Fee matter also uses the
Fixed Fee tab to hold its fee schedule.
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Approve Entries

Open Billing Events or Expenses in the left navigation to see entries for all matters, or use the tabs on one matter.

Approve entries so they can
b e i nVO i Ce d . = < B Focused view (5] Show Chart New [i] Delete () Refresh @7 Export to Excel @1 Import from Excel & Share

2 Activities

@l Billing Report Active Bl”lng Events I3 Edit columns " Edit filters
@ Invoice List
) Billing Event v Matter v Start.. lv End Date v Activity Co... v Task Code v Phase Co... v Billable Ho... ~ HourlyR... ¥ Total Amo... v Bookable Resou... v Role v E
Invoice Process
Ste ps: #  Matter Dashboard L] 19/10/2026 19/10/2026 B120 - As. 0.3 £385.00 £11550  d365 Test Use Senior As
# My Dashboard L Billing_ - d365 admin 2026-10-15 15/10/2026 15/10/2026 A103 - Draft L110-Fa... UTBMS L1.. 1.5 £385.00 £577.50  d365 admin Senior As

-

MyTimers

Select the records 1] 29/09/2026  29/09/2026 AT - Pr 15 £335.00 £502.50 el
@ Time Keeper Report
Billing - d365 admin 2026-10- 28/09/2026  28/09/2026  A101-Plan... 140 - Do TBMS L1 20 £335.00 £670.00  d365 adm Senio
Q [hn
i Trust Accounting (] Billing ,»1,.‘;‘5.315\-;];/ 26-10-8 01000 - T.. 08/10/2026  08/10/2026  A101 - Plan B110-Ca 0.1 £385.00 £38.50  d365 admin nior As
IC IT On the comman
ba r Bl Trust Dashboard ] B 01001 07/10/2026  07/10/2026 1.0 £335.00 £335.00
€& Trust Accounts
07/10/2026  07/10/2026 01 £335.00 £0.00  d365 adm enior A
€ Trust Ledgers
Set the status to Approved 01001 07/10/2026 2026 10 £335.00 enior A
and Save cents 0771072026 07/10/2026 20 £385.00
8 Accounts .
01001 07/10/2026  07/10/2026 20 £335.00 enior As
2 Contacts
] Billing A 2026-10-7 01000 - T 07/10/2026  07/10/2026 1.0 £385.00

Time & Billing

3

& Matters

I |8 Billing Events
B Expenses
E‘\ Invoices

@ Products

Note: Unapproved entries are left out of 5
Bulk Billing Event
the invoice run. — Rows: 11
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Run Invoices

Invoices run automatically at the end of each month. To run them now, use Invoice Process under My Work.

Generate invoices for many
matters at once.

Invoice Run
Last loaded: 2

CLIENT | All clients v SHOW | Eligible only P Run Invoice

Steps: 8 0 8 0
1. Open Invoice Process
Select Matters B stage:Approved |~ @, Search matter or client..
2. Set the Cutoff Date and
choose All eligible matters or
Select matters

Click Run Invoice

Note: Set the cutoff date to today to
invoice everything approved so far.
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Invoice List

Review and adjust the invoices
just created.

Steps:
1. Click a field on a line to edit it

2. Click Add Lines to add an
approved item that is missing

Click the trash icon to remove
aline

Note: Lines can only be changed while
the invoice status is New.

d365.Global

Click an invoice row to expand its lines.

Invoices
D Alltime 7 CLIENT Al clients ATTORNEY = All attorneys
2 £2,225.20 2 4.6+h £2,125.20+ £0.00+ 0
queued
Invoices (2)
L
INVO1007- 00V 01000 - Test Wanwick Holdings Group Limited d365 admin £2,125.20 46 £2,125.20 New v v Generate ¥ Reset
(5] Invoice Lines
I Oy T e e e o R I Y
Fee 06-Oct-2026 ® 1 385 Test Resourc... Senior Assoc... A101-Plan... 8110 - Case .. - il ‘ £462.l)j:
Fee 06-Oct-2026 ® 2 385 d365 admin Senior Assoc... A101 - Plan.., L110 - Fact |... ittt £924.00
Fee (5] 0.1 385 d365 admin Senior Assoc... A101-Plan... 8110 - Case .. — s £46.20
aul and
Fee 14-Oct-2026 ® 1.5 385 d365 admin Senior Assoc... A103 - Draft... L110 - Fact |... £693.00
(] INv-Ui00-MeRe 01007 - TA TEST A MCT2 NoCompan d365 admin £100.00 - - - New v v Generate ¥ Reset
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Remove a Line

Removing a line does not delete the billing event or expense. Its status changes instead.

Choose what happens to the
source record. f \

FRemove Invoice Line

How should the source record be handled after this line is

Steps: removed?

1. Click the trash icon on the line

2. Choose Reset to Pending,
Reset to Pending & Change
Matter or Mark as Non-
CHIEL [

+ Reset to Pending

Deletes the imvoice line — source recond stays Billable and retums to

2 Reset to F'enl:lmg & Change Matter

=l=ter B e line B e B g Pe= =r 3
LA LS I AL = SOUNCe reco

[ o ]

.-'\-

N\-{I rk as Maon-Billable

Cance

10
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Documents

Generate documents from the invoice list, or from the invoice form.

Create the invoice for the
client.

Invoices -
D All time CLIENT All clients v STATUS New ATTORNEY Al]aﬁomeys
2 £2,225.20 2 4.6+h £2,125.20+ £0.00+ 0
Steps:
2 . . Invoices (2)
1. Click Generate on the invoice :
IV 0100 R0 NS - Test Wanwick Holdings Group Limited d365 admin ,125. 6 £2,125.20 New v y Generate ¥ Reset
2. Choose Tax Invoice (Word or e ' e

[D Tax Invoice (Word)

PDF), Ledes Statement, No 1 Ivokce Lnes -
Attachments or Receipts Only --M — [ om ] |

Fee 385 Test Resourc... Senior Assoc... A101 - Plan .. 8110 - Case . [3 Taxinvoice No »«mch@ {EDE) £462.00

g 2 [3 Receipts Only
Click Download in the , - i
. . Fee 06-Oct-2026 m 2 385 d365 admin Senior Assoc... A101 - Plan... L110 - Fact |... £924.00
confirmation message

Note: A LEDES file is for e-billing
systems, not for reading.
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Invoice Status

Open the invoice with the arrow icon next to its name, then use the Status field or the command bar.

Move the invoice through its
life cycle. o o

I Invoice INV-01007-FOQ1V1_01000_2026-10-15 - saved Warwick Holdings Group Limited ~ Active  £2,125.20 d365 admin
I inviice Client Status Total Amount Owner
nvoice *
Y
Summary Invoice Lines  Related
Steps:
INVOICE - Phase Codes and Expenses
. . . LINE ITEMS - Add Product (O Refresh
Open the invoice with the invoice 1D &
. INV-01007-FOQ1V1 OJ Name T v Invoice ... ¥ Tim.. ¥ Rolev U.v  Pric.. v Qua..v Manual..v Ext
arrow icon
Client * [J  Senior Associate Service d365.. Senio.. H £385..  1.500.. PAYMENTS & STATUS
SR 2 I S Cinns . ® Status Reason \
(N Warwick Holdings Group Limited X - — 5 5 = 2 New
. [ g 4 "] Senior Associate Service estR..  Senio H.. £385.... 1.000...
Set the status to Billed, e —
atter c ¢ ate Delivere / ()
Senior Associate Service d365 .. Senio.. H. £385.... 0.100... 15/10/2026 &
Complete or Cancelled e
[J  Senior Associate Service d365 ... Senio.. H... £385.... 2.000... Due 29/10/2026 &
Practice Area
Set it back to New if you need ) Date Paid da/MM G
Rows: 4
tO adj USt |t Subject/Description * Amount Paid o}
Invoice INV-01007-F0Q1V1_01000_2026-10-15 TOTALS
Client Transferred Amount
Detail Amount 0 £1,771.00

Client Account Outstanding

(-) Discount (%)

Price List * Last Client Transfer Date )
S (-) Discount
Billing Email
Prices Locked * (& (+) Total Tax B 35420
Note: Billed invoices are read-only. No ) Billable Type Per Diem
Total Amount B £2,125.20
Complete means paid. —— e o

Xero URL
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Tips for Invoicing

Three things worth remembering.

Approve first Reset, don't delete Watch the status
Approve billing events and Use Reset to Pending on a line to o .
expenses before the run, or they send the entry back instead of SIS el S T it

. . .. Billed invoices are locked.
will be missed. losing it.

Need help? Contact d365.Global if an invoice is missing entries or a run fails.
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