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This manual is designed to help you and your team 
understand the billing func6onality and processes in 
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Role Permissions for Billing 
 
There are 3 different role permissions to consider assigning to staff, depending on their role within your firm: 

 

Crea4ng a single bill 
 

 
 
 

1. Use the client and ma=er picker to navigate to the correct ma=er. See Figure 1 below 
2. Click “New” 

 

 
Figure 1. 

 

 
Figure 2. 

 

 Bill Maintenance screen 
 

+ “Bill Creator” will default to the logged in user, but can be changed by using the dropdown box 
+ “Bill Date” will default to today’s date but can be changed either by typing the date in or using 

the calendar to pick the correct date. Please note there are rules that apply, including that the 
date must be in the current month or if the previous month is still open a bill can be back dated 
into that month 
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+ “Bill To” this is the party that the invoice will be addressed to.  This will default to the chosen 
client or to the party as pre-set on the matter (if different from the client) and can also be 
changed to another party by clicking on the green cross, this will give you the option to either 
choose another existing client/non-client from your database or to add a new party 

+ “Bill Reference” will create an auto-incremented reference number if selected however will 
otherwise be customisable.  The Bill Reference is not populated until the invoice reaches the 
Authorised stage 

+ “Bill Signatory” will default to the logged in user, but can be changed by using the dropdown 
box, some invoice templates may include the Bill Signatory 

+ “Invoice Template” if your firm has more than one invoice template set up, you can use the 
dropdown box here to select the correct one 

+ “Include signatory block” untick the box if you do not want to include the signatory block 
included on the invoice 

+ “Include payment slip” untick the box if you do not want to include the payment slip 
+ “Invoice Narration” is a free text typing box (note: there are no formal formatting rules in this 

box, paragraphs of text are best) 
+ “Use WIP File Notes” click this button to insert your WIP file notes into the Invoice Narration 

box 
+ “Select Narration” your firm may have set narrations for different fee types. These can be set via 

the Administration Tab, Manage Codes and Invoice Narrations.  Select the required narration 
from the dropdown box 

 
Figure 3. 
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Statement tab 
 
When creating a single invoice there is also a Statement tab, this allows a reporting statement to be created 
as well (as per Figure 4 below). You can also create a standalone reporting statement from the Home ribbon 
in OnePractice. View the Reporting Statement Manual in OneCommunity to learn more about this function.  

 
 

 
Figure 4. 

 
+ “Title” will default to Reporting Statement but can be changed by typing in a new name 
+ “Statement Template” if your firm has more than one statement template set up, you can use 

the dropdown box here to select the correct one 
+ “Date Range” select “All” or fill in a custom range 
+ “Sort Order” select which order you would like to show transaction dates and/or credits and 

debits 
+ “Options” select to include reversals & reversed transactions and/or requisitions (which will 

display as anticipated transactions) 
+ “IBD” there are two options for displaying the IBD transactions: a summary at the end of the 

report or itemising each interest transaction within the statement. There is also the option to 
include the transactions between the IBD and Trust ledger, which will not impact the overall 
balance 

 

Se0ng the fee value 
 

The middle por^on of the Bill Maintenance screen relates to se_ng the fee value for the invoice. WIP already 
recorded on the ma=er will appear here and be ^cked on to be included in the bill. To choose or add WIP or 
to write off or premium up the WIP already recorded, click the grey cog. 
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As shown in Figure 5 below, this is the first method to set the fee value of the bill. By default all WIP on the 
ma=er will be included on the bill.  If the amount shown in Fee Amount is correct, there is no edit required 
and you can select “OK”. If the amount is not correct, highlight the amount and type in the required value, 
click “Pro-Rate Fee”.  This will propor^onately adjust the fee value across all authors with WIP on the ma=er 
based on each authors percentage of WIP. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 5. 
 

The example below (Figure 6) shows the mark-up/premium of $1,000 from the WIP on the ma=er.  The fee 
share for each author is highlighted in green. The premium is split according to each author’s percentage 
share of the recorded WIP but can be custom split by overwri^ng the fee in the green boxes. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 6. 
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The example below (Figure 7) shows a mark down/write off of $600 from the WIP value on the ma=er.  The 
fee share foreach author is highlighted in red.  The write off is split according to each author’s percentage 
share of the recorded WIP but can be custom split by overwri^ng the fee amount in the red boxes. 
 

 
 

Figure 7. 
 

In the example below (Figure 8), click on “Select WIP” to move to the method of manually edi^ng the 
individual WIP transac^ons that will be included in the fee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 8. 
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You can manually ^ck or un^ck the individual WIP records to be included or excluded ie leh between as WP 
on the ma=er for a future invoice, or use the “up to date” or “up to value” op^ons and click “Go” (see Figure 
9 below). Selec^ng “up to date” will un^ck all WIP records aher the selected date (as per Figure 10 below). 
 

 
 

Figure 9. 
 
 
  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 10. 
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Selec^ng “up to value” will get you as close as possible to the loaded value but will not split WIP records to 
get you to the exact value. To get to the exact value, you will need to return to the first method and Pro-Rate 
the fee (as per Figure 11 below). 
 

 
 

Figure 11. 
 
In this screen you can also choose to order the WIP transac^ons by date or by author, which is useful if there 
are a lot of WIP records. The example below (Figure 12) shows the order by date. 
 

 
 

Figure 12. 
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The example below (Figure 13) shows the order by author. 
 

 
 

Figure 13. 
 
In the Select WIP screen, you can choose to write off individual WIP transac^ons or transfer them to another 
ma=er – in the example below (Figure 14), all the WIP for author CS will be wri=en off 
 

 
 

Figure 14. 
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Using the example as per figure 14 where all WIP for author CS is going to be wri=en off then aher clicking 
“Save & Close”, the Fee Maintenance screen will look like this (see Figure 15 below). 
 

 
 

Figure 15. 
 
Returning back to the Select WIP screen, in the example below (Figure 16), all the WIP for author CS is going 
to be transferred. 
 

 
 

Figure 16. 
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On saving the invoice you are presented with the WIP Transfer screen (as per Figure 17 below).  
 

 
 

Figure 17. 
 
Use the Select WIP screen to add an author into the fee that has not recorded any ^me on the ma=er. Click 
on the green plus to add WIP to the fee (see Figure 18 below) 
 

 
 

Figure 18. 
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This will open the Value WIP Recorder screen. Enter the dollar value of the WIP to be added for an individual 
author (see Figure 19 below).  
 

 
 

Figure 19. 
 
This will add a Value WIP transac^on to the ma=er but this transac^on does not have a number of units 
associated with it, as below (Figure 20). 
 

 
 

Figure 20.  
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When you have selected / wri=en off / added a mark-up / recorded all the WIP required for the fee, click 
Save & Close – the fee amount will be reflected on the Fee Maintenance screen, click Ok to return to the Bill 
Maintenance screen – the fee amount and the GST on the fee will be displayed (as per Figure 21 below).  
 

 
 

Figure 21. 
 

Expenses and Disbursements 
 
You are now ready to include expenses & disbursements on the invoice. If expenses or disbursements have 
already been debited to the ma=er, and have not been included in a previous invoice, they will appear in the 
Expenses & Disbursements box, already ^cked on, automa^cally adding them to the invoice (as per Figure 22 
below). 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 22. 
 
If you do not want to include any of these expenses or disbursements to this invoice, simply un^ck the items.  
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If there are more expenses to be added to this invoice, use the green plus (see Figure 22 above). This will 
open the Expense pos^ng screen, use this to add the rest of the required expenses (as per Figure 23 below).  
 

 
 

Figure 23. 
 

Saving your invoice 
 
When you have finished adding expenses and disbursements, your invoice is ready to: 

+ “Save” this saves the invoice in draft with a draft bill reference, draft invoices can be amended 
at any time including deleting the draft.  All WIP transactions and expenses & disbursements 
attached to this invoice will be tagged with the draft bill reference.  NOTE that a draft fee is not 
shown on the matter 

+ “Save & Authorise” this saves the invoice and assigns an invoice number.  All WIP transactions 
and expenses & disbursements attached to this invoice will be tagged with the invoice reference 
number.  NOTE that an authorised fee is not shown on the matter.  An authorised fee and be 
deauthorised, this returns the fee to a draft.  As a draft it can be amended or deleted. 

+ “Save & Post” this saves the invoice, assigns an invoice number (if the invoice did not pass 
through the authorise stage) and posts the fee to the matter.  This is the point of no return.  A 
saved fee can not be deleted.  If a saved fee is no longer needed it must be reversed.  Reversing 
a fee will reinstate all WIP and expenses back as unbilled. 

 
When you Save & Post the invoice you will get the following op^ons, below (Figure 24): 
 

+ Print will print the invoice in PDF format 
+ Print Invoice and Statement will print the combined invoice and statement in PDF format 
+ Manage Invoice to matter will manage the invoice to the matter in PDF format with the 

Filename as set up by your firm (Administration Tab>Practice Settings>Invoice Settings>Invoice 
filename format) 

+ Manage invoice and statement to matter will manage the combined document to the matter in 
PDF format with the Filename as set up by your firm (Administration Tab>Practice 
Settings>Invoice Settings>Combined Invoice and Reporting Statement filename format) 
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Figure 24 
 
 
Finally, the Account Rendered Maintenance screen will display – you can apply funds in hand to the account 
rendered, if you have client authority to do so by clicking on the green plus (see Figure 25 below). Select 
“OK” (Figure 26). 
 

 
 

Figure 25. 
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Figure 26. 
 
Click into the Amount to Apply box to apply the funds to the AR, then tab to finish (see Figure 27 below). 
 

 
 

Figure 27. 
 

The AR will be marked as paid, click “Save & Close”, the Financial Summary will also reflect a zero balance AR 
(as per Figures 28 and 29) 
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Figure 29. 

 
 
 
 
 
 

      Figure 28. 
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Bulk billing 
 
The Billing Classifica^on for a ma=er can be set within the Edit Ma=er screen (see Figure 30 below). The 
op^ons here are Manual, Progress Bill and Monthly Bill.  
 

 
 

Figure 30. 
 

Billing Candidates tab 
 
From the Home ribbon – Bulk Billing, you will see two tabs, Billing Candidates and Drah Bills. The Billing 
Candidates tab can be used to search for the above billing classifica^ons by selec^ng the op^on(s) and 
selec^ng search (as per Figure 31). 
 

 
Figure 31. 

 
When selec^ng “Manually Billed WIP” and entering in an amount, you will be able to report on all ma=ers 
with WIP over the specified amount. This can then be filtered by authors including their Role and their Team. 
You can use these results as a WIP report for pre-billing as this can be printed (as per Figures 32 and 33 
below). In the below example (Figure 32), an author has been selected and all WIP over $0.00 is displayed.  
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Figure 32. 

 

 
  Figure 33. 
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Crea>ng dra? bills 
 
Within the Billing Candidates tab, you can create drah invoices in bulk. Select the top ^ck box to select all or 
mul^-select different ma=ers by selec^ng the ^ck box next to the account number. Then click “Select Drahs” 
(as per Figure 34 below). When selec^ng “Create Drahs” you will then be prompted to select a Billing Date 
(as per Figure 35 below). Select a date for the drah bills and click “OK”. 
 

Figure 34. 
 
 
 
 
 
 
 

Figure 35. 

 
Dra? Bills tab 

 
Once you have drah invoices created you will be able to view them (and edit) from the Drah Bills tab. You can 
filter on the following: 

 
+ “Draft Creator” will filter on the user who created the drafts 
+ “Authorisation” allows filtering on draft bills, authorised draft bills or both 
+ “Role” filter on Client Author or Matter Author 
+ “Team” filter on a specific team 
 

If you wish to open a specific draft in the screen, select the blue hyperlink within the Ref. Column (as per 
Figure 36 below). 
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 Figure 36. 
 
Within the Drah Bills tab, you can also edit dates, and delete and authorise drah bills in bulk. Select some or 
all drah invoices in this list and the three op^ons: “Edit Bill Date”, “Delete” and “Authorise” will appear in the 
bo=om right-hand corner (as per Figure 37 below).  
 

 
Figure 37. 
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