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Invoicing
From time and expenses to invoices

Billing events • Expenses • Invoice process • 
Invoice list



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

What this covers
Recording billing events and 
expenses, choosing a billing 
type, running the invoice 
process, and managing the 
invoice list.

Who should use it

Lawyers who record time, and 
billing staff who approve entries 
and issue invoices.

Recommended 
process
Record and approve entries on 
the matter, run the invoice 
process, then review and 
generate documents.

Important: only approved billing events and expenses are included when an invoice is generated.
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Purpose of this guide
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Bill ing Events
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Record time against the 
matter.
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Steps:

1. Open the matter

2. Click the Billing Events tab to 
see its entries

3. Click Billing Event on the top 
command bar to add one

Each matter has a Billing Events tab listing its time entries, and an Expenses tab for costs.
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Record Time
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Fill in the billing event entry 
screen.
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Steps:

1. Enter the start date, end date
and hours

2. Choose Billable or Non-
billable

3. 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.
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Add Expenses
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Record costs paid for the 
matter.
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Steps:

1. Click Expense on the top 
command bar

2. Enter the details and the 
vendor

3. Attach the receipt, then click 
Review & Submit

Expenses are entered the same way as billing events.
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Bill ing Types
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Choose how the matter is 
billed.
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Steps:

1. Open the matter's Financial
tab

2. Open the Billable Type list

3. Choose Contingent Fee, Per 
Diem, Fixed Fee or Retainer

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

The billable type controls which billing options the matter uses.
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Approve Entries
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Approve entries so they can 
be invoiced.
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Steps:

1. Select the records

2. Click Edit on the command 
bar

3. Set the status to Approved
and Save

Note: Unapproved entries are left out of 
the invoice run.

Open Billing Events or Expenses in the left navigation to see entries for all matters, or use the tabs on one matter.
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Run Invoices
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Generate invoices for many 
matters at once.
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Steps:

1. Open Invoice Process

2. Set the Cutoff Date and 
choose All eligible matters or 
Select matters

3. Click Run Invoice

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

Invoices run automatically at the end of each month. To run them now, use Invoice Process under My Work.
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Invoice List
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Review and adjust the invoices 
just created.
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Steps:

1. Click a field on a line to edit it

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

3. Click the trash icon to remove 
a line

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

Click an invoice row to expand its lines.
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Remove a Line
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Choose what happens to the 
source record.
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Steps:

1. Click the trash icon on the line

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

Removing a line does not delete the billing event or expense. Its status changes instead.
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Documents
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Create the invoice for the 
client.
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Steps:

1. Click Generate on the invoice

2. Choose Tax Invoice (Word or 
PDF), Ledes Statement, No 
Attachments or Receipts Only

3. Click Download in the 
confirmation message

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

Generate documents from the invoice list, or from the invoice form.
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Invoice Status
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Move the invoice through its 
life cycle.
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Steps:

1. Open the invoice with the 
arrow icon

2. Set the status to Billed, 
Complete or Cancelled

3. Set it back to New if you need 
to adjust it

Note: Billed invoices are read-only. 
Complete means paid.

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



Three things worth remembering.

Approve first

Approve billing events and 
expenses before the run, or they 
will be missed.

Reset, don't delete

Use Reset to Pending on a line to 
send the entry back instead of 
losing it.

Watch the status

Only New invoices can be edited. 
Billed invoices are locked.

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