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Introduction

One of Tabs3 Billing's most powerful features is the flexibility to customize how your statements look
when generated for each client. Configuration of the statement format occurs at various levels.
These levels include the following:

Tabs3 Billing Customization page 1
Statement Customization page 3
Statement Printer Setup page 7
Statement Template page 8
E-mail Template page 13
Client Setup page 18
Statement Notes page 20
Statement Designer page 26
Bitmaps page 30
Trust Accounting Software page 31

Purpose of Guide

The Tabs3 Billing Statement Formatting Guide covers the various options for customizing your billing
statement to look the way you want it to look. It includes information on mailing and e-mailing
statements, designing the statement layout, changing the way information is formatted, and more.

A separate Statements Guide includes information for how to generate statements. Additional
guides for other software features are also available on our Web site at:

Tabs3.com/support/docs.html

Tabs3 Billing Customization

The first level of defining the statement format can be found in Tabs3 Billing Customization. These
options are firm-wide and affect all clients.

Setting Up Tabs3 Billing Customization

Menu: Utilities | Customization

Task Folders: Setup | Customization

The Customization tabs we will be looking at include the Main tab, Options tab, Rates tab, and
Client Defaults tab.
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Tabs3 Billing Statement Formatting Guide

Customization

|E=5|EoB 52

@ Custamization

Main ‘Ome( Systems | Options | Rates | Client Defautts | Merchant SeMcesl

‘ Main | Other Systems ‘ Options ‘ Rates | Client Defaults I Merchart Servicesl

Finance Charge
Assess Finance Charge

[ Tax Advances

WMinimum Amount: 050
[ Subject to Finance Charge [ Bill Minimum Amount
Fate 1: 12.00 Fate 2: 18.00 Flate 3: 0.00
Fate 4: 0.00 Fate 5: 0.00

Key Type: | Numeric  123.45 2 Aging Periods
5 i 30 - 60 : 50
First Month of Reporting Year: [January Hof Periods: Period 1 Period 2: Period 3:
Profession Customization Period 4: 120 Period 5: 180
CLIENT : TIMEKEEPER
Cliert Label Timekesper Label Timer Optiens
Verfication Lsts Statement Numberng Mirimum: 010 Incremert: | 0.10
[ Create List for Fees [ Create List for Costs
[¥] Create List for Payments [ Create List for Client Funds Client Funds
Allow deletion of verification lists without printing Automatic Payment Tcodes: Fee , = ,
Email Statements Method Adv: = Al 500 2
© Outook Include fund balance on statements for clients with only a fund balance
@ SMTP
: Include clients with only a fund balance on WIP reports Billing Increment
Figure 1, Customization - Main tab Figure 2, Customization - Options tab
{8 Customization == I8 Customization (===
| Main | Other Systems | Options | Retes | Ciient Defauts | Merchant Services | | Main [ Other Systems | Options | Rates | Client Defauts | Merchant Services
Sales T
aes fax [ Progress Biling Receipt Allocation by Invoice
[7] Tax Services

Release To Bil [C] Monillzble

[~ Bil On Demand ["] Task Based Biling Client
[ Change Discount Type to None after statement updated

picthog o #eol (1~ Oldest Aovs. Oidest Exps, Okdest Fees, Oidest FinChg -
Tust Integration Statement Delivry Method

Cover Statement:

Sales Tax

Fes: [D-Nontaxable v| Ew: [0-Nontaxsble v | Adv: [0-Nortaxable ~

Finance Chargs
[T Assess Finance Charge

1-12.00°

Last

Figure 3, Customization - Rates tab

Main tab

Options tab

Figure 4, Customization - Client Defaults tab

The Main tab allows you to select whether e-mail
statements will be sent via Microsoft® Outlook® or an
SMTP server.

The Options tab allows you to define your aging periods

and also allows you to specify if statement numbering will
be implemented at the firm level or the client level.

|[E=5Hol 5
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Rates tab The Rates tab includes information regarding sales tax and
finance charge.

e You can specify if you want sales tax charged for
fees, expenses, or advances. Up to nine different
sales tax rates can be defined. The sales tax feature
in Tabs3 Billing is very sophisticated, allowing you
to specify whether or not individual transactions
will be taxed.

e The Rates tab can also be used to define whether
you want a finance charge assessed, if the finance
charge is subject to a finance charge, and if you
want to assess a minimum finance charge. Up to
five different finance charge rates can be defined.

Client Defaults tab The Client Defaults tab allows you to select the default
settings for new clients.

Statement Customization

The next level of defining the statement format can be found in Statement Customization. Statement
Customization allows you to define many additional firm-wide statement formatting options.

Setting Up Statement Customization

Menu: Statements | Statement Setup | Customization
Task Folders: Statements | Statement Setup | Statement Customization

Statement Customization includes the following tabs:

Options
Terminology
Headings
Cover Stmt
Months
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E Statement Customization (=N E Statement Customization
Options | Temminology | Headings | Cover Stmt | Months | | Options | Terminology | Headings | Cover Stmt | Months |
Frevious Balance Position [Tnp of the Statement v] Line 1 I/-\DCOW|t Mo
Print Non-bilable Hours: (e - oo =
Courtesy Discount Position [Pﬂerthe last fee transaction '] h_[]
Blank lines between combine statements (0-9. P 1 é BAF::FT STATEMENT

4 Previous Balance before Adjustments

[] Double space between each fee transaction
5 Previous Balance

Double space fees for Summary Fee Format B Hours

[] Print credits on invoice format statements 7 Rate
8 nlc

[T Prirt finance charge on inveice format statemerts 9 Fees

10 * Courtesy Discount
11 Mot oo after

Print blank miscellaneous lines

[] Spell statemertt date on statements

Description: Press F2to Edit
Add Curent Work to Past Due Amounts Line 1 (Account No}is the labe! printed before the client number on all pages of a statement
If only an "*" is entered in the first character position of this line, the client number will nat
[ Combine Al Totals on Statement bt on the statement
[] Print Billable Amourts of Zero
Figure 5, Statement Customization Figure 6, Statement Customization
Options tab Terminology tab
E Statement Customization El E Statement Customization
Options [ Teminology | Headings | Cover Stmt [ Morths | | Options [ Teminology | Headings | Cover Stmt | Marths
Lines of text to be printed as a heading on the first page of each billing statement: Cover Statement Headings
Jensen, Martin & Anderson, P.C. tne 1 |
1621 Cushman Drive Line 2 I
Lincoln. NE 88512 Line 3 IPrewnus Balance
(402) 4231440
Line 4 IFaes
Line 5: IExpenses
Line 6: IAdvances
| Line 7 [Payments
| Line 8 [Finance Charge
Lines of text to be printed as = message at the end of sach biling statemert Lne 9 [Batarce
This statement includes all payments received through the last day of the previous
month,
Print Client Account |Ds on the Cover Statement

Figure 7, Statement Customization Figure 8, Statement Customization
Headings tab Cover Stmt tab
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Options tab

E Statement Customization

[E=E[Eos

|Opt\on5 |Terminc\cgy Headings | Cover Stmll Mortths ‘

Statement Month Names

Mortth 1
Mortth 2.
Mortth 3.
Morth 4:
Morth 5:
Morth &:
Morth 7.
Mortth 8:
Morth §:
Month 10:
Morth 11
Month 12:

January
February
March
Apil

May

June

July
August
September
October
November

December

Figure 9, Statement Customization

Months tab

The Options tab allows you to specify if you want the
previous balance line to print at the beginning of the
statement or after fees and costs, whether you want non-
billable hours to print, and where you want the Courtesy
Discount to print. You can specify a number of blank lines
or a page break between combined statements, whether
you want fees double spaced, and if you want credits
included on invoice format statements. You can specify if
you want finance charges on invoice format statements
and whether you want blank miscellaneous lines printed.
You can specify whether you want the statement date to
be printed in MM/DD/YYYY format or spelled out. You can
specify whether current work will be included in past due
amounts and if you want a combined total of all due
amounts on a statement. You can specify whether you
want "0.00" to print for billable transactions with zero
amounts or not print an amount at all.
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Terminology tab

Headings tab

Cover Stmt tab

Months tab

The Terminology tab contains modifiable statement
terminology. There are over 70 different areas of statement
terminology that can be modified. For example, if you
don't like the terminology "Balance Due,” you can change
it to whatever you like, such as "Total Amount Due.” Or, as
another example, you can change the "For Current
Services Rendered" line to read "Professional Services." If
desired, you can print optional headings for the fee,
expense, advance, and payment sections of the statement.
Tabs3 Billing also allows you to embed the statement date
or cut-off dates in many of the statement terms. You can
also apply bold, italic, and underline attributes to the
statement terminology. You can configure Tabs3 Billing so
the expenses and advances combine into one section on
the statement. You can specify if the client's account
number, the statement number, the page number, or the
term "Continued" will print on statements. You can specify
if you want the contact name to print before the client
name.

The Headings tab allows you to enter up to nine lines of
text for your firm's name and address, thus allowing you
to use plain paper instead of pre-printed letterhead for
your statements. These nine lines can alternatively be used
to insert any type of global notes that you want printed at
the top of every statement. You can also enter up to four
lines of optional text that prints at the end of each
statement. Many firms use these lines for a message
regarding finance charge policy, payment terms, or
perhaps a seasonal message. Alternatively, you can use a
bitmap image file for the statement heading or you can
create a custom heading and statement notes using the
Statement Designer.

The Cover Stmt tab allows you to customize cover
statement terminology and specify whether you want
Client IDs included on the cover statement.

The Months tab contains the names of the twelve months
of the year. These names are used if you customized Tabs3
Billing to spell out the statement date.
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Printer Setup

The next level of defining the statement format can be found in the Tabs3 Billing Statement Printer
Setup.

Statement Printer Setup

Menu: File | Print Setup | Statement Setup button
Task Folders: Setup | Print Setup | Statement Setup button

You can use any Windows printer to generate statements. You can specify the font you want used,
the paper size and source, and whether you want envelopes printed with statements. If you plan on
using the nine lines specified in Customization for the statement heading, you can specify a heading
font. As an alternative, you can include a bitmap of your firm's letterhead allowing you greater
formatting flexibility. If you will be using the custom page layouts created by the Statement Designer
(page 26), you must select the Enable Statement Designer Layouts check box as shown in Figure 10.

Staternent Setup for Brother HL-2270DW (=]
Mormal Font: 10 pt Anial [ Prirt Erwvelopes
Statemnent Width .

| Enable Stat t O Layout:
@) Automatic: 100 Percent Adiustment D SIS AR et
) Fived: 0 Calurmns
Page One
Heading Fant: 10 pt Avrial Select
Faper: ILelter - Source lAulU Select -
Blank Lines at Page Top: O Blank Lines Before Detal: 2 [] Compress Addiess

|7 Bitrnap Select...
0.000 Fluzh Left Margin

Continuation Page

Faper: Letter - Source Auto Select -

Blank Lines Before Detail 2

Ervelopes
Letter Auto Select
0.000 0.000
9) Partrait Landscape
l Ok ] l Cancel ] l Help ]

Figure 10, Print Setup - Statement Setup
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Statement Templates

The next level of defining the statement format can be found in the Statement Templates window.
Statement templates determine many options pertaining to the format of the billing statement.

Defining Statement Templates

Menu: Statements | Statement Setup | Statement Templates
Task Folders: Statements | Statement Setup | Statement Templates

Each statement template includes the following tabs:

e General
e Fee Format
e Cost/Payment Format
e Layouts
Statement Templates El@ Statement Templates E@
General | Fee Format | Cost/Payment Format | Layouts | | General | Fee Format | Cost/Payment Fomat | Layouts |
Template ID- Recap ~  Desciption: |detail format including timekeeper recap Template I0- Recap - detail format including timekeeper recap
Statemert Type Fee Format Include
@ Stotement Format @ Invoice Format Date Hours

-
(@ Standard - Aot ==
_ Timekeeper Initials oul
Biling History: | Include Histo w|  Past Due Message: | Aged - (@ Info Only
s x ? [¥] Description Paragraph: | Date/Timeks

e/ Timekesper v

Statement Notes () Summary

Beginning Note: Payments ~  Payments received after \S are not included ¢ -
annng om am Total for Non-billable Hours
Ending Note: Finance = Afinance charge of 1% per month will be ass¢
Fee Recap Include
Include Statement Notes for each File on Combined Statements @ Timekeeper Hours Level Description
Include Statemert Notes on a Cover Statement () Timekeeper Level Total
) Rate
Prirt Statement Comments on Draft Statemerts - Rats: | Average Hourly hd
() No Recap

[] Mlow Page Break in Transaction Descriptions
[ Use as Draft Statemert Default for New Clierts

[ Use as Final Statement Default for New Clisnts

Figure 11, Statement Templates Figure 12, Statement Templates
General tab Fee Format tab
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Statement Templates

felfE =

=8I

I8 Statement Templates

ContPament Fome | Layads

| General | Fee Fomnat | Cost/Payment Fomat | Layouts ‘

Template ID: Recap detail format including timekeeper recap

Expense Format Advance Format
@ Standard

) Tcode Detail with Subtotal

@ Standard

") Toode Detail with Subtotal
%) Teode Subtotal Only %) Teode Subtotal Only
) Summary

) No Expenses

) Summary

) Mo Advances

Payment Format
@ Detail

%) Totals Only
) Total By Date

Template ID: Recap detail format including timekesper recap

Page Layouts
Sample Layouts | Letterhead

Page 1
Page 2: -

Envelope

Cover: -

Note: In order to utilize layouts created in the Statement Designer, the Statement Printer
Setup window must have the "Enable Statement Designer Layouts” check box selected.

Figure 13, Statement Templates
Cost/Payment Format tab

General tab

Fee Format tab

Cost/Payment Format tab

Layouts tab

Figure 14, Statement Templates
Layouts tab

The General tab is used to specify invoice or statement
formatting, billing history options, past due messages and
statement notes.

The Fee Format tab is used to determine whether fees
print and, if so, whether timekeeper initials, dates, hours,
hourly rates, and amounts are included. Subtotaling of
fees is defined here. An optional fee recap by timekeeper,
timekeeper level, or rate can also be set up. The recap can
include hours, timekeeper levels, rates, and a total amount.

The Cost/Payment Format tab is used to specify whether
expenses and advances print and, if so, the format used on
the statement. You can also indicate whether payments
will be shown in detail, be subtotaled by date, or show
totals only.

The Layouts tab is optional and is used to designate which
custom Page Layouts created by the Statement Designer
will be used when statements are printed for clients that
are assigned this template.

These options apply to all clients who are assigned the specified template. Each client is assigned
two statement templates—one for draft statements and one for final statements. Once a template
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has been defined, any changes made to a statement template affect all clients who are assigned that
template. Some firms will have separate statement templates for each timekeeper.

There is no limit to the number of statement templates that can be defined.

Typically, firms will set up a few statement templates to use before they begin to add clients. As
clients are added, they are assigned statement templates on the Statement Options tab of the Client
file. Once statement templates have been set up and fine-tuned, the Statement Templates program is
typically used only when changes or a new template is required.

il 2

Client Information {

Address I Setup I Rates | A/R & Fund Balances I Client No{:

Billing Options I Biling Preferences | Statement Options Split }

— 11 2

Client ID: 101.00 - """""am"‘”?ﬂ:“ i

Statement Format . B

Draft Template: Diraft - Final Template:  Hours A é

2

Trust Integration: | Summary A Cover Statement: | Detail - b
S St LR

Figure 15, Statement Format Options

Adding a New Statement Template

You can add a new Statement Template based on default system settings.

» To add a Statement Template
1. From the Tabs3 Billing Task Folders, click the Statements tab, click the Statement Setup
icon, and then click the Statement Templates icon.
2. On the General tab, enter a new Template ID.

Enter the Description.
4. Select the desired options on the General, Fee Format, Cost/Payment Format, and Layouts
tabs.

5. Click E to save the new template.

Copying a Statement Template

You can copy an existing Statement Template and then make changes as needed.

-10 -
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» To copy a Statement Template

1

vk W N

From the Tabs3 Billing Task Folders, click the Statements tab, click the Statement Setup
icon, and then click the Statement Templates icon.

On the General tab, select the Template ID you want to use as a basis for the new template.
Change the Template ID to the name of the new statement template.
In the Description field, enter a description for the new template.

Make the desired changes.

Click E to save the new template.

Changing the Statement Template Used

When changing the statement template that is used, it can be changed either individually for each
client, for multiple clients at one time, or when running specific statements.

Changing the Statement Template for One Client

You can change the Draft Template and/or Final Template via the Client file on an individual basis.

» To change the statement template used for a single client

1
2.
3.

From the Tabs3 Billing Task Folders, click the Client tab and then click the Client icon.
Select the Client ID for which you want to change templates.
From the Statement Options tab, in the Statement Format section, select the desired Draft

Template and/or Final Template.

Click E to save the changes to the client.

Changing the Statement Template for Multiple Clients
If you want to change statement templates for multiple clients, you can use the Change Client
Options program.

» To change the statement template used for multiple clients

L

From the Tabs3 Billing Task Folders, click the Client tab and then click the Change Client
Options icon.

Select the Client ID range, or click Multiple to select multiple ranges of clients.
From the Statements tab, click the Select button.

Select Draft Template and/or Final Template and click OK.

-11 -
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5. In the Statement Format section, select the desired Draft Template and/or Final Template.
6. Click OK.

-
Change Client Options

|Chent ISetup I Rates IBiIIing | Statements

Statemert Fomat

gt e e |

Draft Template:  Draft - Final Template:  Final 2 Combine Matters
[T Tttty o e TSI AT s P e D A e A

Select

Figure 16, Change Client Options

Changing the Statement Template for One Statement
If you want to change the statement template temporarily, or test how it will look, you can select a
template when generating statements.

» To change the template used at the time statements are generated

1. From the Tabs3 Billing Task Folders, click the Statements tab and then click the Generate
Statements icon.

2. Select the Client ID range, or click Multiple to select multiple ranges of clients.

w

From the Options tab, in the Statement Options section, click the Statement Template
button.

In the Statement Template Options window, click the Select Template button.
In the Template ID field, select the desired Template ID and click OK.

Click OK to close the Statement Template Options window.

N o s

Generate the statement as normal.

-12 -
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T e
Statement Options

3 Statement Date: 1120020014 ~ 11
& Beginning Statement Number: ThEG 3
{ -l ru 7565 {
g I Statement Template I i
5 o

Ty

f_{ | Email Template |

Figure 17, Generate Statements Program

After closing the Generate Statements window, the next time you run statements, the template
selected in the Client file will be used unless a template has been defined and saved in a report
definition.

E-mail Templates

The next level of defining the statement format can be found in the E-mail Templates window. E-mail
templates are used by clients who are set up to receive statements via e-mail. E-mail template
options apply to all clients who are assigned the specified template. Once a template has been
defined, any changes made to the e-mail template affect all clients who are assigned that template.
Some firms will have separate e-mail templates for each timekeeper, category, or billing frequency. If
desired, e-mail templates can also be defined for specific clients.

Setting Up E-mail Templates

Menu: Statements | Statement Setup | E-mail Templates
Task Folders: Statements | Statement Setup | E-mail Templates

Each e-mail template must have valid E-mail Identification information defined in the From Name,
From Address, and Reply To Address fields. When sending via Microsoft Outlook, the Reply To
Address is unavailable and instead is controlled by Outlook. Additional recipients can also be
defined, including entering a firm e-mail address in the Bcc Recipients field to ensure that a copy of
the sent e-mail statement is retained in a single account's e-mail messages. The Subject and Body of
the e-mail message can be defined using variables from the Available Fields list. Using variables in
place of text allows e-mail statement messages to easily be customized for each individual client or
matter that is set up to receive statements via e-mail. Additionally, when the cursor is in the Body
field, the E-mail Template Toolbar is available to format text.

There is no limit to the number of e-mail templates that can be defined.

-13 -
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E-mail |dentification

From Mame: Jennifer A, Martin

From Address:

Additional R ecipients

Cc Recipients:
Bce Recipients:

E-mail Message
Available Fields:

Balance Dug

Beginning Statement Motes
Eill To Address

Bill To Attention Line

Bill To Full Mame

Biling Mates and Instructions
Client Address

Client Attention Line

Client Full Mame

Feply To Address; biling@lawoffice. com

billing@lawoffice. com

Client 1D il

Use az default E-mail Template for new Bill To records

imartinf@lawoffice. com

Subject:

E-mail Templates E@
BLUE SiEEESA ¢
Template ID:  EXAMPLE hd Description:  Example Template

|Your staternent from «Firm MNames is attached.

Body:

Dear «Bill To Full Names,

Smcerely,

«Primary Timekeeper Name»

«Firm Name»

Your current statement dated «Statement Daten is attached.

m

Figure 18, E-mail Templates

Typically, firms will set up a generic e-mail template before they begin to add clients. As clients who
will receive e-mail statements are added, e-mail templates are assigned in the Bill To Record window,
which is accessed via the Billing Preferences tab of the Client file. Once e-mail templates have been

set up and fine-tuned, the E-mail Templates program is typically used only when a change or a new

template is required.

-14-
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-
Bill To Record

Bill To Mame:  Larzon/Michael

Description: Default Biling &ddress for this Matter

Statement Delivery Dptions
Mail Statement
E-mail Statement
(@ Print the Client's Mame and Address an the Statement

Frint the Bill To's Mame and Addrezs an the Statement

Staternent &ddress

Business® 123 W ashington St.
Lincoln ME 68508

Include Attention line on statement

@ Matter's Contact Mame: Michael Larzon

) Other:
E-mail Deliverny Optionz
E-mail 1% mlarsoni@larson. com
E-mail Template;  MLJ = MLJ's Clients
| a4 | ’ Cancel Delete

Y e T, ey i i ey e M i ittt et ety

Figure 19, Bill To Record Window

More Info: Additional information on E-mail Templates can be found in Tabs3 Billing Help and in
Knowledge Base Article R11338, "E-mailing Tabs3 Statements."

Adding a New E-mail Template

You can create a new E-mail Template from scratch.

» To add a new E-mail Template
1. From the Tabs3 Billing Task Folders, click the Statements tab, click the Statement Setup
icon and then click the E-mail Templates icon.
2. Enter a new Template ID.

3. Enter the Description.

-15-
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4.

5.

Enter the desired information for the e-mail template.

Click E to save the new template.

Copying an E-mail Template

You can copy an existing E-mail Template and then make changes as needed.

» To copy an E-mail Template

1

S v~ W N

From the Tabs3 Billing Task Folders, click the Statements tab, click the Statement Setup
icon, and then click the E-mail Templates icon.

Enter the Template ID you want to use as a basis for the new template.
Press Esc.

Change the Template ID to the name of the new e-mail template.
Enter the Description.

Make the desired changes.

Click E to save the new template.

Changing the E-mail Template Used
When changing the e-mail template used, it can be changed either individually for each client, for
multiple clients at one time, or for a specific statement run.

Changing the E-mail Template for One Client

You can change the e-mail template via the Client file on an individual basis.

» To change the e-mail template used for a single client

1
2.
3.

From the Tabs3 Billing Task Folders, click the Client tab and then click the Client icon.
Select the Client ID.

From the Billing Preferences tab, in the Statement Delivery Options section, select the Bill
To Name for which you want to change the e-mail template.

Click the Edit button.

Select the E-mail Template you want to use.

-16 -
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6.

7.

Click OK.

Click E to save the changes to the client.

Changing the E-mail Template for Multiple Clients
If you want to change e-mail templates for multiple clients, you can use the Change Client Options
program.

» To change the e-mail template used for multiple clients

1

o vk w N

From the Tabs3 Billing Task Folders, click the Client tab and then click the Change Client
Options icon.

Select the Client ID range, or click Multiple to select multiple ranges of clients.
From the Billing tab, click the Select button.

Select E-mail Template and click OK.

In the Statement Delivery Options section, select the desired E-mail Template.

Click OK.

Note: Changing the E-mail Template using the Change Client Options program will change the
template for all Bill To records associated with the selected client(s).

Changing the E-mail Template for One Statement
If you want to change the e-mail template temporarily, or test how it will look, you can select a
template when generating statements.

» To change the e-mail template used at the time statements are generated

1

From the Tabs3 Billing Task Folders, click the Statements tab and then click the Generate
Statements icon.

Select the Client ID range, or click Multiple to select multiple ranges of clients.

From the Options tab, in the Statement Type section, select Final. Final must be selected
before an e-mail template can be selected.

In the Statement Options section, click the E-mail Template button.
In the Select E-mail Template window, select the desired Template ID and click OK.

Generate the statement as normal.
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After closing the Generate Statements window, the next time you run statements, the template
selected in the Client file will be used unless a template has been defined and saved in a report

definition.

Client Setup

The next level of defining the statement format can be found in the Client file. These options are

specific to the individual client.

Setting up the Client

Menu: File | Open | Client
Task Folders: Client | Client

The Client tabs we will be looking at include the Setup tab, A/R & Fund Balances tab, Billing
Options tab, Billing Preferences tab, and Statement Options tab.

[ Client Informaticn } [ Client Informaticn ]
2 1
| BiingOptions | Biling Preferences | SigtementOptions | SpitBilindy | | [ BiingOptions | Biling Preferences | Stgtement Options | Spli Biling}
Address Setup | Rates | A/R&FundBalances | CientNotes § || | Address Setup |  Rates | A/R & Fund Balances Clent Notes %
Cient ID: 85000 Wihite/Kelly % Cient ID: 85000 - Whte/Kely i
Divorce 3 Divorce }
Settings Y Fees Expenses Advances  Fin.Charge H
Billing Calegory: 35~ Famiy Law 3 Amount Dues 2500 o S o }
$
T :
Biling Frequency:  Morthly ~  Morthly Clients )’ Balance Due 150 1
3
Report Ordsr Timeksepsrs Status L ||| Prooress Bited Progress Filed Tax: ¢
pr ] Task Based Biling Cliert ES i
Frmary. 5 Kendsa | Michacls g Last Statement Date: [10/31/2014 | = Unapplied Payments
7] Non-sillable §
Secondary: 1 | Michael L Jensen t Last Payment Date: | 11/08/2014 | = Last Paymert Amourt: 125.00 ¢
Onginating: 4 ~  Robet 0. Bums H Last Statement 7525 }
Payment Seings g Additonal A/RIfo | [ Trust Account Balances | %
3 2
Method to Apply Payments: [2-All (Oldest FinCha, Oldest Advs, Oldest Exps), Al Fees -3 Cliert Funds {
§ Fund Balance Statement Format
7] Receipt Allocation by | "
leceipt Allocation by Invoice Fee Compensation Rules g Fund Application: | Manual [ One Time Retainer
%'s Defined } Minimum Balance: 0.00 Target Balance: 0.00 3
’I §
3

Figure 20, Client - Setup tab

Figure 21, Client - A/R & Fund Balances tab
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Change Discount Type to None after statement updated

Sales Tax

Fee: |0 - Nontaxable Expe | D- Nontaxable Adw: |0 - Nortaxable
Finance Charge

[ Assess Finance Charge Fiate: [1-1

Daps (0-939) 0 Apply Payment to Finance Charge: | First

Statement Delivery Options

3
8 Client Information t | [ Client Information %
3
\ Address | Setup I Rates I A/R & Fund Balances I Client Notes ¢ ‘ Address I Setup | Rates | A/R & Fund Balances I Client Notes {
Biling Options | Billing Preferences | Statement Options | Split Biling} || | Biling Options | Biling Freferences | Statement Options | Spl Biling)
i
Clert ID: 850.00 - Wnte/Kely ‘; Clert ID: 850.00 Wiite/Kelly
Divorce: § Divorce:
Threshold Biling tems ; Billing Status
Bil individual item f s threshold is met Fee 000 'i Release To Bil [ Bil On Demand Progress Eiling
Bil allitems f any threshold is met Bop 000 E
Bil =l tems  Total threshold s met adv: 000 3| [ BlinaMotest =
Courtesy Discount ;{
Discourt Type Amaunt 0.00 3
b
s
i
§
2
3

Description

Sending Kelly a second statement

[ Use a password to protect POF statements when e-mailed:

Add

P N NP SR PO S Y

[ S

,J;[
e e i

Figure 22, Client - Billing Options tab

Figure 23, Client - Billing Preferences tab

¥ Client Information

[=E=]

Statemert Notes

[ Addess [ Sewp [ Rates | A/R&FundBalances | ClientNotes | Cusiom Fields |
BlingOptions | Biing Preferences | Statement Options Spit Biling Budget
Cliert ID 850,00 - White/Kelly
Diverce
Statement Fomat
Draft Template:  Draft ~  Final Template:  Hours ~  [¥] Combine Matters

Trst tegrtion

Cover Satement

Main Cover Client

Beginning
Statement
Notes:

Ending
Statement
Notes

Change Notes to blank after statement updated

[ClBeginning [ Ending

Figure 24, Client - Statement Options tab

Setup tab

The Setup tab of the Client file includes the billing

frequency for defining client batches and the method to

apply payments.
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A/R & Fund Balances tab

Billing Options tab

Billing Preferences tab

Statement Options tab

Statement Notes

The A/R & Fund Balances tab allows you to specify how
client funds are applied, whether there is a minimum
and/or target balance, and how funds are displayed on a
client's statement.

The Billing Options tab allows you to specify billing to
occur when thresholds are met, whether to apply a
courtesy discount, sales tax rates, and finance charge
options.

The Billing Preferences tab allows you to specify whether
the client will receive statements via mail, e-mail, or both.
It also allows you to specify an additional Bill To contact to
use when a client is to receive a duplicate statement or
when a client's statement is to be sent to a third party.

The Statement Options tab is used to designate the draft
and final statement templates that will be used for this
client and includes an option to combine matters on
statements, cover statement options, and trust integration
information. This tab also contains Beginning and Ending
Statement Notes that allow optional unique statement
notes for the client to print at the beginning and end of
the client's statement if desired.

There are several different levels of statement notes that can be printed on a statement including
notes individual to the client, notes printed for clients using a specific statement template, and notes
that appear on all clients' statements. All levels or any combination thereof can be used on a client's

statement.

Implementing Statement Notes

You can define notes that will be displayed on your clients' statements via the following areas:

Client Statement Notes
Statement Notes program

Miscellaneous Lines

Statement Customization program
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Client Statement Notes

Beginning and Ending Statement Notes of up to 250 characters each can be added for any client.
These notes are unique to the specific client. An example of Client Beginning and Ending Statement
Notes can be seen in Figure 25.

» To add Beginning and Ending Statement Notes for a client

1. From the Tabs3 Billing Task Folders, click the Client tab and then click the Client icon.
2. Select the Client ID for which you want to add notes.

3. From the Statement Options tab, in the Statement Notes section, enter the Beginning
Statement Notes and/or Ending Statement Notes to be printed on the client's statement.

4. Optionally Change Notes to blank after statement updated by selecting the Beginning
and/or Ending check box if you want the note to be printed on the next statement only.

5. Click % to save the changes to the client.

Client Infermaticn }}
N
Address | Setup I Rates | A/R & Fund Balances I Clieﬂ
Biling Options | Biling Preferences | Statement Options T
Cliert 1D: e Jefferson Insurance Co.

Automobile Accident
Statement Format

Draft Template: Diraft - Final Template:  Final

Trust Integration: Cover Statement:

Statement Notes

Beginning \LDocket Mo: 940-07965 -
Statement  |\LOUIC Fils No: 983724-2334

Motes:

Ending SC Reminder: Dur nest meeting iz scheduled for Moy 29 at 2:30 p.m. -
Statement

Motes:

Change Notes to blank after statement updated: [ Beginning [C] Ending

S v W L T N ST

Figure 25, Client File

More Info: Additional information on client options can be found on page 18 of this guide and in
Tabs3 Billing Help.
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Statement Notes Program

The Statement Notes program is used to create statement notes of up to 511 characters. Once
created, these notes can be assigned to a Statement Template. Statement Notes will then be used by
all clients who are assigned that statement template. An example of Client Beginning and Ending
Template Notes can be seen in Figure 25.

There is no limit to the number of statement notes that can be defined.

» To add a new Statement Note

1. From the Tabs3 Billing Task Folders, click the Statements tab, click the Statement Setup
icon, and then click the Statement Notes icon.
2. Enter a unique Note ID.

3. In the Note Text field, enter the information you want to have included in the note.

4. Click B to save the new note.

Staterment Notes El@
Mote 1D: Finance -
Mate Text: A finance charge of 1% per month will be azzessed on all accounts

past due 30 days.

Spell

Figure 26, Statement Notes

» To specify the Statement Notes used on a Statement Template

1. From the Tabs3 Billing Task Folders, click the Statements tab, click the Statement Setup
icon, and then click the Statement Templates icon.

2. On the General tab, select the desired Template ID.

3. In the Statement Notes section, select the desired Beginning Note and/or Ending Note.

4. Click E to save the template.
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Statement Templates E'@

General | Fee Format I Cost/Paymert Format | Layouts|

Template ID:  Final = Description: standard fee & cost format {no recap)

Statement Type
@ Statement Format ) Invoice Format

Biling Histary: |MNo Billing History - Past Due Message: | None -

Statement Motes

Beginning Mote: Payments ~  Payments received after %5 are not included «

Ending Mote: Finance = Afinance charge of 1% per month will be

Include Statement Motes for each File on Combined Statements
Include Statement Motes on a Cover Statement

Prirt Statement Comments on Draft Statements
Allow Page Break in Transaction Descriptions

[ Use as Draft Statemert Default for New Clisnts
Use as Final Statement Default for New Clients

Figure 27, Statement Templates

More Info: Additional information on the statement templates can be found on page 8 of this
guide and in Tabs3 Billing Help.

Statement Customization Program

The Statement Customization program provides a way to add nine lines of up to 60 characters each
to be printed as a heading for each billing statement, and a message of up to 250 characters to be
printed at the end of each billing statement. The text entered in Statement Customization is global,
and will print on all billing statements. An example of global heading and ending messages can be
seen in Figure 26.

> To add lines of text to a statement using Statement Customization

1. From the Tabs3 Billing Task Folders, click the Statements tab, click the Statement Setup
icon, and then click the Statement Customization icon.

2. From the Headings tab, enter Lines of text to be printed as a heading on the first page of
each billing statement.

Enter Lines of text to be printed as a message at the end of each billing statement.

4. From the Cover Stmt tab, enter text into Line 1 and Line 2 if you want text to be printed at
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the top of cover statements.

5. Click E to save Statement Customization.

E Staternent Customization = | =[]
Headngs | Cover s | Mo

Lines of text to be printed as a heading on the first page of each billing statement:
|Jensen, Martin & &nderson, P.C.
|Linc:0|n Building, Suite 201
|'IB2'I Cuzhman Drive
|Lincol, NE 68512

|Statement includes fees and expenzes
|fol the period of %B through 45

Lines of text to be printed as a message at the end of each billing statement:

NG bt anmeaniads v Sesinersy

Figure 28, Statement Customization

More Info: Additional information on the Statement Customization program can be found on
page 3 of this guide and in Tabs3 Billing Help.

Tip: Statement note text, regardless of where it is defined, can be formatted to include bold, italics,
and underline attributes; can be aligned to the left, right, or center; and can take advantage of
date codes to automatically use the statement date, beginning fee date, or ending fee date.

Miscellaneous Lines

Miscellaneous Lines 1 through 3 defined on the Custom Fields tab in the Client File are automatically
displayed on statements, as shown in Figure 26, and can be used to add additional information
about the matter. However, if using a Statement Designer Layout, these lines must manually be
added to the Statement Designer Layout.
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Client Information EI@

| Biling Cptions | Biling Preferences I Statement Options | Spiit Billing | Budget
Address | Setup | Rates |  A/R&FundBalances |  CieriNotes |  CustomFields

" Jefferson Insurance Co.
Cliert 1D: 300.01 -
* Automobile Accident

Miscellaneous 1: | Insured: John G. Schnell
Miscellaneous 20 Policy No: 387-2358528

Miscellaneous 3:  Soc Sec No: 501-96-3487
e Y o, - B e e M G

Figure 29, Miscellaneous Lines

» To add Miscellaneous Lines to a Statement Designer Layout

1

From the Tabs3 Billing Task Folders, click the Statements tab, click the Statement Setup
icon, and then click the Statement Designer icon.

In the Layout Tree pane, select the desired layout.
In the Field Selection pane, expand the Client Fields folder.

Click and drag Miscellaneous 1 to the location in the Page Layout pane where you want to
place the line.

Repeat step 4 for Miscellaneous Line 2 and 3.

Click % to save the layout.

More Info: Additional information on the Statement Designer program can be found on page 26
of this guide and in Tabs3 Billing Help.

Figure 30 is an example of where the various Statement Notes are printed on a statement:
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Jensen, Martin & Anderson, P.C.
Lincoln Building, Swite 201
1621 Cushman Drive

. Lincoln, NE 638512
Global Heading |—

Statement includes fees and expenses
for the period of 10/01/2014 through 1073172014

Jefferson Insurance Co.
American Charter Building
Sth and West 'O’ Streets
Lincoin NE 68510-6330

Automobile Accident

Insured: John G. Schnell . .

Palicy Mo: 387-2392628 Ii Miscellaneous Lines 1-3
Soc Sec Mo: 501-06-2487

Docket Mo: 04D-07085 __lil Client Beginning Statement Notes I
QJIC File No: 383724-2334

Payments received after 10/31/2014 are not included on this statement.

Previous Balance Beginning Template Notes I

Fees

10/14/2014 MLJ Telephone conference with John G. Schnell. Discussed details of accident.
For Current Services Rendered
Expenses

10/14/2014 Mileage to Omaha.
10142014 Long distance telephone charges.

Total Expenses

Total Currant Work

| Client Ending S5tatement Notes I

Balance Due

Reminder: Qur next meeting is scheduled for Mov 28 at 2:30 p.m.

A finance charge of 1% per month will be assessed on all
| Ending Template HotesIAF accounts past due 30 days.
Payments are due 10 days from 10/31/2014.

We appreciate your business!

Global Ending Message I

T I e e T W L S LR L LT

Figure 30, Statement Notes Locations

Statement Designer

The next level of defining the statement format is the Statement Designer. The Statement Designer
program lets you create customized layouts for your statements that allow you to position images,
text, and data. You can control the placement of various fields from the Client and Bill To files, and
add customized text, images, and other layout elements to the statement. Once a page layout has

been designed, it can be applied to one or more statement templates.
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Using Statement Designer

Menu: Statements

Task Folders: Statements

The Statement Designer window includes a Layout Tree pane, a Field Selection pane, and a Page

Layout pane.

| Statement Setup | Statement Designer
| Statement Setup | Statement Designer

Layout Tree pane

Page Layout pane

Statement Designer Fields

(] Firm Fields

3 System Fields

27 Statement Customization Fields
£ Bill To Fields

23 Client Fields

Field Selection pane

@ Statement Designer ==
QAREF A/ Do o|EA| | | Toolbar
[Georgia ~Jw -] B|s|u Al &l Attribute Bar
b Statement Designer Layouts DI N N O O s
E| Sample Layouts Layout Group o B
- B Firm Information _
- B Statement Customization N @ﬁm"ame
- B Letterhead -
@~ B Letterhead with Columns N ’7 o 2
B Loge 1 Fieldsﬂ
(- B Logo Right B ‘ e
- B Attorney List _
- B Draft Statement N MRsiiefatienbonxe
. Page @nameAndAddress
- B CC Payment Remittance Layouts | ||5
- B Invoice -
- B Two Offices B
- B Page2 - Invoice -
- B Page2 - Simple N Re: | DESC
(- B Page2 - Detail 3 | Begin Statement Body
- B Cover Statement -
- B Remittance Page Z Text Box
#-=1 Envelope N
[#-E=1 Envelope - Statement Enclosed — 4'
&
B

-~

Figure 31, Statement Designer
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Layout Tree pane

Field Selection pane

Page Layout pane

In the Layout Tree pane, you can manage the layout
groups and page layouts. Each layout group consists of
one or more page layouts. Clicking the plus (+) symbol
next to the name of layout group (e.g., "New Layout
Group") expands the layout group to display the page
layouts contained therein. Likewise, clicking the minus (-)
symbol next to the name of an expanded layout group will
collapse that layout group, hiding its contents from view.
In the Layout Tree pane of the Statement Designer, you
can add, rename, delete, import and export layout groups,
as well as add, rename, or delete individual page layouts.

The Field Selection pane is used to select and add fields
from the Tabs3 Billing and System Configuration data files
to the current page layout. Clicking the plus (+) symbol
next to a branch in the Field Selection pane (e.g., "Firm
Fields") expands that branch to show the fields contained
therein. Likewise, clicking the minus (-) symbol next to an
expanded branch collapses that branch, hiding its
contents from view. To insert a field into the current page
layout, double-click the desired field, or right-click it and
select the Insert option.

The Page Layout pane is where you control the
appearance of the current page layout. You can add,
remove, or modify various elements such as text boxes,
lines, rectangles, etc., and also control the page layout
properties.

Tabs3 Billing includes a small library of statement layouts with designed letterheads, draft statement
forms, a credit card remittance form, and envelopes that you can modify to use your firm’s
information, thus allowing you to quickly get started with the Statement Designer.

Complete details regarding the Statement Designer can be found in Help.

More Info: Additional information on using Statement Designer can be found in Tabs3 Billing
Help, in Knowledge Base Article R10923, "Frequently Asked Questions About Statement
Designer," and in Knowledge Base Article R10901, "Customizing the Sample Page Layouts
Provided with the Tabs3 Billing Statement Designer." Additionally, there is an excellent
introductory video that shows the various features available in the Statement Designer. Training
Videos can be accessed at Tabs3.com/videos.
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Enabling Statement Designer Page Layouts

Once Statement Designer Layouts have been created or edited as desired, they must be selected in a
client's Statement Template and enabled in Print Setup in order to be used on a statement.

Statement Templates

The client's assigned statement template must have the desired Statement Designer Layout selected.

» To specify a layout for a Statement Template
1. From the Tabs3 Billing Task Folders, click the Statements tab, click the Statement Setup
icon, and then click the Statement Templates icon.
2. On the General tab, select the Template ID.
3. On the Layouts tab, in the Page Layouts section, select an existing layout for Page 1.

4. Optionally select an existing layout for Page 2, Envelope, and Cover.

5. Click E to save the template.

( Statement Templates E'@
| General I Fee Format | Cost/Payment Format | Layouts |
Template 1D: V - standard fee & cost format (no recap)

Page Layouts

Page 1: Sample Layouts | Fimm Information -
Page 2: Sample Layouts | Page 2 - Detail -
Envelope: -
Cover: Sample Layouts | Remittance Page -

Mote: In order to utilize layouts created in the Statement Designer, the Statement Printer
Setup window must have the "Enable Statement Designer Layouts” check box selected.

N Y N NI I

Figure 32, Statement Setup - Enable Statement Designer Layouts check box

Note: Changes to a statement template's settings will apply to every client with the template
selected.

More Info: Additional information on statement templates can be found on page 8 of this guide
and in Tabs3 Billing Help.

Print Setup

Statement Designer page layouts must be enabled for use in the Print Setup.
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» To enable Statement Designer layouts in Print Setup

1. From the Tabs3 Billing Task Folders, click the Setup tab and then click the Print Setup icon.
2. Select the Printer to which you print statements.
3. Click the Statement Setup button.
4. Select the Enable Statement Designer Layouts check box.
5. Click OK on the Statement Setup window.
6. Click OK on the Print Setup window.
Statement Setup for Brother HL-22700W =
MNarmal Fort: 10 pt Arial % (| Print Envelopes
) Fired: i Colurns

Page One
e e e

Figure 33, Statement Setup - Enable Statement Designer Layouts check box

More Info: Additional information on enabling Statement Designer Page Layouts can be found in
Tabs3 Billing Help and in Knowledge Base Article R10944, "Printing Statements with Statement
Designer Page Layouts."

Bitmaps and Image Files

Certain image files can be included on your billing statements for a letterhead, or to enhance the
heading. Bitmap files (*.omp) can be added via Print Setup if you do not want to set up a Statement
Designer Layout, or you can include *.bmp, *.jpg, and *.png files in your Statement Designer Layout.

Enabling Bitmaps or Image Files

Use one of the following methods to add bitmaps or other images on your statement.

» To add a bitmap via Print Setup

From the Tabs3 Billing Task Folders, click the Setup tab and then click the Print Setup icon.
Select the printer to which you will be printing statements.

Click the Statement Setup button.

In the Page One section, select the Bitmap check box.

Optionally enter a Bitmap Vertical Placement.

S vk~ w N

Select a Bitmap Alignment.
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7. Click OK on the Statement Setup window.
8. Click OK on the Printer Setup window.

(o T Ay e e WA AN A |y

Page One

Heading Font: 10 pt Arial

Faper; ILaltel - Source: IAuto Select -
Blank Lines at Page Top: 0 Blank Lines Before Detal: 2 7] Compress Address

Bitmap C:AT abs3\Firmlettethead. bmp
Bitmap Vertical Flacement: 0.000 Bitmap Alignment: | Flush Left Margin W

L Continugbion Bage . oremimmnmret™ it e

Figure 34, Printer Setup

» To add a bitmap or other image file via Statement Designer
1. From the Tabs3 Billing Task Folders, click the Statements tab, click the Statement Setup
icon, and then click the Statement Designer icon.

2. Select the Layout to which you want to add an image.

Click the toolbar button.
Select the image file you want to have printed on statements.

Click the Open button.

S e

Move the image to the desired placement.

7. Click E to save the Statement Designer layout.

Tip: Software Technology, Inc. offers a letterhead scanning service for a nominal fee. You can send
us the letterhead you want scanned, and we will produce a bitmap file that can be used to print
your firm's letterhead on Tabs3 Billing statements. For more information on our scanning service,
visit Knowledge Base article R10168, "Bitmap Scanning Service."

Trust Accounts

When a Tabs3 Billing client is set up for Trust Integration, customized terminology can be used for
trust account balances and activity on the billing statement.

Trust Account Integration and Terminology

Use the following to customize how trust accounts are shown on statements.
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» To enable Trust Integration for a client

1. From the Tabs3 Billing Task Folders, click the Client tab, and then click the Client icon.
2. Select the client for which you want integration enabled.

3. Click the Statement Options tab.
4

In the Statement Format section, in the Trust Integration field, select Detail or Summary.

5. Click IEI to save the changes to the client.

Figure 35 is an example of how trust activity appears on the statement when the Detail option is
selected:

Trust Account Activity

Opening Balance $52,000.00
10/04/14 Expense money for Dawson

PAYEE: Charles L. Dawson -1,200.00
10/10/14 sSale of Stock 4,255.75
10/11/14 Attorney fees

PAYEE: Jensen & Burns, P.C. -443.75
10/17/14 Real Estate taxes

PAYEE: Lancaster Country Treasurer -1,450.00

Closing Balance $53,162.00

Figure 35, Example of Detail trust activity on a statement

Figure 36 is an example of how trust activity appears on the statement when the Summary option is
selected:

|Your retainer balance is $53,162.00 |

Figure 36, Example of Summary trust activity on a statement

» To customize terminology for trust accounts
1. From the Trust Accounting Software Task Folders, click the Setup tab, and then click the
Bank Accounts icon.
2. Select a Bank Account.

3. In the Tabs3 Statement/WIP Terminology section, enter the desired balance and remittance
text.

4. Click IEI to save the changes to the bank account.

-32-



Tabs3 Billing Statement Formatting Guide

.

Miscellaneocus (E=n|EoR|ExD)
Bonk ocoun
Bank Accourt: 1 - Description: | First Bank 10LTA Account
Last Check Number Used: 45340 [ Allow Negative Trust Balance
Cument Balance: 335213
Tabs3 Statemert/WIP Teminology
Balance Text: |Y0ur retainer balance is

Opening Balance Text: |Dpening retainer balance

Closing Balance Text: |C\Dsing retainer balance

Bill Remittance Text: |As per our agreement please remit:

Target Remittance Text: |TD meet your minimum retainer balance. please remit:

A e S W

Figure 37, TAS - Tabs3 Statement/WIP Terminology

Conclusion

Resources

Tabs3 Billing statement customization features provide the tools to give your statements the look
you want. Additional information on the features discussed in this guide can be found in the Tabs3
Billing Help. Simply press F1 from anywhere within the software to load the Help information for that
particular topic.

Guides and Sample Statements
Additional guides and resources for other software features are also available, including the
following:

e Statements Guide - This guide provides an overview of the process of generating monthly
billing statements.

e Tabs3 Billing Sample Reports - Over 20 pages of sample statements, and the formatting
options that were used to create the statements, can be found in the Tabs3 Billing Sample
Reports.

All guides and sample report packs are available on our Web site at:

Tabs3.com/support/docs.html
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Knowledge Base
Our Knowledge Base can be accessed 24 hours a day, 7 days a week. You can also access our
Knowledge Base while in the software by selecting Help | Internet Resources | Knowledge Base.

e R11582 - "Statements Information Resources,” is a comprehensive list of Knowledge
Base Articles containing more information about Tabs3 Billing statements.

All Knowledge Base Articles are available on our Web site at:

support.Tabs3.com

Training Videos
Training videos are multimedia resources that walk you through Tabs3 Billing and PracticeMaster
features. Over 100 training videos are available, including the following:

o Customizing Statements

¢ E-mailing Statements

All training videos are available on our Web site at:

Tabs3.com/videos
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