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Third Party Cost (TPC) allows you to 

add an anticipated disbursement to a 

Client/Matter without affecting the 

Trust Account Ledger. It’s going to 

make your job easier – lets show you 

how to use it 

- The OneLaw team 



1 | T h i r d  p a r t y  c o s t s  u s e r  m a n u a l  
 

What is a Third Party Cost? 

 

Third Party Cost (TPC) is the functionality that allows you to add an anticipated/expected 

Disbursement to a Client/Matter without affecting the Trust Account ledger.  This will allow you to 

bill a TPC in advance and have the client pay the funds in, before you need to draw funds from the 

clients’ trust ledger to pay the third party invoice. 

Set Up 

All users with access to the Home tab and Accounts tab will be able to record TPC’s 

There is a user permission to only allow selected roles the functionality to void (cancel) a TPC 

In the Administration tab, clock roles→ Open an existing Role (highlight in the list and double click) 

OR Create a New Role (click Green Plus) → click Choose Permissions → Void Third Party Costs. This 

allows the user to void third party costs 

 

 

There is a new matter report for TPC and you must give each role the permission to access this 

In the Administration tab → click Roles → Open Role (highlight in list and double click) → click 

Choose Reports → tick Matter Third Party Costs 
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Third Party Costs 

Third Party Costs can be posted from either the Home Tab → Third Party Cost button 

  

OR the Accounts Tab → New button 

 

The Client view shows a TPC column displaying the total value of TPCs on the matter 

 

The Matter shows a TPC’s Tab, listing the TPC’s on that matter and the Financial Summary also 

shows a Total TPC amount 
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A TPC has 5 status options, and it can move through 2 or more depending on the actions taken” 

Posted: TPC has been posted to the matter and is awaiting billing, payment and paying 

Billed: TPC has been attached to an invoice and the invoice number will be displayed 

Payable:  The account rendered the TPC is attached to has been paid, and the TPC has been marked 

as payable indicating funds are now in trust so TPC can be paid out 

Paid: The TPC has been turned in to a trust payment 

Void: The TPC has been marked as void manually or the invoice it was attached to has been written 

off 

Posting a TPC 

• Select the client and matter 

 

• Date is the date of the TPC invoice  

 

• Reference can be left blank but we advise you put the third party’s invoice/statement 

reference number here, as this reference number will feed in to the narration part of the 

trust payment field when you pay this TPC entry 

 

• Select GST - GST can be standard (default), exempt or zero rated 

 

• Payment to: Requires the third party entity to already exist in your client/contacts database 

(as per the trust payment screen) 

 

• The green plus will allow you to create a new third party entity from this screen, on clicking 

the Green plus will open the ‘Create New Party’ dialog window 
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The ‘browse’ button will open the ‘select document’ screen so you can attach a managed copy of the 

third party’s invoice (or other supporting document authorising payment) to the TPC 

 

Double clicking on the document in the list will insert a link to that document into the TPC screen: 
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• ‘Save & New’ will save posting and clear the screen, defaulting the cursor to the client field 

for the next posting 

 

• ‘Save & Close’ will save the posting and close the screen 

 

• ‘Close’ will present message asking if you want to discard (cancel) this posting.  Selecting 

‘Yes’ will discard posting details and close window.  Selecting ‘No’ will close message window 

and allow you to continue with posting 

Third Party Costs Search 

The ‘Search’ button on the accounts tab will allow you to search for all third party costs across all 

clients and matters 

Clicking on the ‘Search’ button opens the ‘Outstanding Third Party Costs’ screen 

The date range refers to the date that the TPC was dated at the time of posting (we have suggested 

you use the date of the TPC invoice when posting a TPC entry) 

Status allows you to search across all statuses or select 1 or more status to report on 

Status are ‘Posted,’ ‘Billed,’ ‘Payable,’ ‘Paid’ or ‘Void’ 

Payment to: Left blank, this will report on all payees OR you can choose to report on a selected 

payee as per screen shot 

Clicking ‘Search’ will display your search list as per the selections made 

Clicking ‘Export’ will export the displayed list to an Excel worksheet   
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You can also maintain and pay TPC from this screen by highlighting a record and double clicking to 

open it 

The status of the TPC will depend on what options/function you will have/can perform 

A ‘Posted’ status will allow you to: 

Make Payment: Clicking ‘Make Payment’ will open a trust payment screen, copying the TPC data 
into the trust payment screen with all fields being editable.  You can then proceed to edit and save 
the payment.  This will mark the TPC as ‘Paid’ in the TPC tab on the matter and will create a trust 
account payment entry on the matter. 
 
Mark Paid: Clicking ‘Mark Paid’ opens a message window “Mark this cost as paid without creating a 
Trust Payment” – Selecting ‘Yes’ will change the status of the TPC to ‘Paid’ in the matters TPC tab.  
Selecting ‘No’ will take you back to the TPC screen. Once a TPC has been marked as ‘Paid’ no further 
actions or changes can be made on that TPC. 
 
Void: Clicking ‘Void’ will change the status of the TPC to ‘Void,’ and you will no longer be able to do 
anything with that TPC.  A ‘Void’ action cancels the TPC but retains the TPC record with the status 
‘Void’.  Note – Being able to ‘Void’ a TPC is a user permission set up in the administrator tab. 
 

A Billed Status will allow you to:  

Mark Paid: Clicking ‘Mark Paid’ opens a message window “Mark this cost as paid without creating a 
Trust Payment.” Selecting ‘Yes’ will change the status of the TPC to ‘Paid’ in the matters TPC tab.  
Selecting ‘No’ will take you back to the TPC screen. Once a TPC has been marked as ‘Paid,’ no further 
actions or changes can be made on that TPC. 
 

A Payable Status will allow you to: 

Make Payment: Clicking ‘Make Payment’ will open a Trust Payment screen, copying the TPC data 
into the trust payment screen with all fields being editable.  You can then proceed to edit and Save 
the payment.  This will mark the TPC as ‘Paid’ in the TPC tab on the matter, and will create a trust 
account payment entry on the matter. 
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Mark Paid: Clicking ‘Mark Paid’ opens a message window “Mark this cost as paid without creating a 
Trust Payment” – selecting ‘Yes’ will change the status of the TPC to ‘Paid’ in the matters TPC tab.  
Selecting ‘No’ will take you back to the TPC screen. Once a TPC has been marked as ‘Paid’ no further 
actions or changes can be made on that TPC. 
 

A ‘Paid’ status and a ‘Billed’ status are deemed as completed, and no further action can be taken on 

them, other than viewing them. 

Viewing a TPC posting regardless of status will show the TPC history, as highlighted in the screenshot 

 


