A7 BILLATIME
Setting/Changing Billing Rates:

Billing rates pull from the user level by default, but can be further customized on the client, project,
or activity type — or overridden on individual time entries. (Note: You must have permissions to
view/edit rates, in order to access these settings and make any updates.)

Project

\ Activity / Rates are organized in a hierarchy: For example, changing rates on a User’s profile will affects their

\ Time Entrv / rates for any clients, projects, and time entries they work on. However, changing their rate on a
specific project, only affects that project and the entries within.
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Changing a User’s Billing Rate:

Users
Japé Smith Subscription ‘ Edit ' Disable
Changing a user’s billing rate affects rates i
. Log Qut
throughout the system, for just that user. R
User Information HR Information Email Alerts User Permissions Client Access ogin History
STEP 1
. . Employee ID: 1 555 55th St
Click your name at the top right of the
“ ” o . First Name: Jane Address 2: Floor 20
screen and select “Users” in this menu.
. . Middle Initial: City: New York
Select the user to edit from this screen. )
Last Name: Smith State: NY
Initials: Zip: 20012
STEP 2 R mail: janesmith@example.com Country: United States
. “ e aiLs . .
Click the “Edit” button within their profile. Office Phone: 725-555-8455 Time Zone: © GMT -05:00 Eastern
Mobile Phone: 555-555-5555 Home Phone: 525-456-5585
STEP 3 Login: janesmith Std. Hourly Rate: $400.00
Change their “Std. Hourly Rate” field ___ ———— o Overtime Rate: $0.00
and C|iCk the "Save" button. User Type: System Admin Contractor: No
Status: Active

Changing a Client Billing Rate:
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Changing client’s rates, will affect all projects
and time entries under that client.

Y Show Filters
STEP 1

Click on the “Clients” tab across the top
of your screen.

Id ¥ Name - Type * City = State + Zip & Account Mgr. = Billed Balance *

34A 123 - Frank Cole Brooklyn NY 1220 Jane Smith $18,401.62

277 321- ABA client

Tracy Finn $2,298.69
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Search for and click on the client you'd
I'k to edit DASHBOARD CLIENTS PROJECTS TIME & EXPENSES SCHEDULING INVOICING REPORTS ACCOUNTING
ike .
@3 |
STEP 3
Click On the llBi”ing Rates" Details Invoice Preg Billing Rates User Access Contacts Notes & Files Notifications Accuunt‘lng Trust Account
tab, within their client profile. e )
) For All Users
STEP 4 (® Per User
Check the box next to the user(s) you want Standard Overtime
to edit, and enter their Client-speciﬁc rate User Default Hourly Rate Override Hourly Rate Default Rate Overridi
in the “Override Rate” field. You’ll now see Charles Jom $200.00 $195.00 niA
their default hourly rate displayed here, Christine Arthur $25.00 O NiA
as well as the overridden client rate. George Fitzgerald $200.00 o
STEP 5 Jane Smith $400.00 $350.00 N/A ]
¢125 00 €155 00 AUA im}

Click the “Save” button, to update this rate. Karmovton




Changing a Project Billing Rate:

Changing a project’s billing rates will affect
all projects and time entries under that
specific project.

STEP 1

Click the Project tab from the menu. (This
tab may be labeled Matter/Case instead,
depending on your account’s Project
Mnemonic settings.)

STEP 2

Search for and click on the project you'd
like to edit. Then Click on this project’s
“Billing Rates” tab.

STEP 3

Check the box next to each user you want
to change and place their desired rate in
the “Override Rate” field. (You’ll see the
user’s default standard hourly rate
displayed here as well.)

STEP 4
Click the “Save” button, to update this rate.

Changing Activity Billing Rates:

Setting up specific billable activity rates will
override any user, client, and project rates
within the system — for every entry of that
type, regardless of which client & project
it’s for.

STEP 1

Click on your name in the upper right-hand
corner of the screen, then click “Settings”
in the dropdown menu.

STEP 2
Click on the “Custom Lists” tab.

STEP 3
Locate the “Billable Activity Types” heading

_/
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DASHBOARD CLIENTS PROJECTS TIME & EXPENSES

———
Prejects
Q Y Show Filters
id $ Project Client - Assigned %
10124  General *Hill, Paula Jane Smith
—
10042  Family Law 123 - Frank Cole George Fitzgerald
—_—
10768 Dy 23 =
1\7 BILLATIME

DASHBOARD

CLIENTS PROJECTS

Details = Tasks Files  Expenses Invoice Presets

Trust Account { Billing Rates

Contractor Rates

Billing Rates

© For Al Users
® Per User
© Use Client Defaults

User Default Hourly Rate

TIME & EXPENSES

Override Hourly Rate

Jane Smith + o o e Q

TASKS SCHEDULING

Created % Due Date =
04714/20m

10/28/2010

Janes‘mim“‘ o o 9 ®. -

TASKS. SCHEDULING

Family Law (S S s m m

Schedule = Subscribers Contacts

Standard

Charles Jones $195.00 ] N/A ]

$25.00 O N/A O
George Fitzgerald $150.00 m}
Jane Smith $350.00 $325.00 N/A ]
Kara Norton $155 00 [l N/A [l

INVOICING

Status + Hours &
Open 3830
Open 635.32

INVOICING

Notifications

Default Hourly Rate

jol

REPORTS ACCOUNTING

Add Project

REPORTS

ACCOUNTING

Accounting

Overtime

Override Hourly Rate
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DASHBOARD CLIENTS PROJECTS TIME & EXPE My P

Smith & Smit|

Subs

LC (SANDS)

DASHBOARD CLIENTS PROJECTS

Settings

General System Invoice Setup

Billable Activity Types

Users

Log Out

TIME & EXPENSES

Jane Smith ~ o o e @

rofile SCHEDULING

cription

INVOICING

Add Time Internal Time Add Expense n

fol

REPORTS ACCOUNTING
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TASKS

Company Logo File Storage

and click on the blue “Edit” link.

STEP 4
Check the box next to “Rate” to enable

rates per activity. Then enter in rates for
these activities as needed.

STEP S
Click the “Save” button, to update these
activities and their associated rates.

SCHEDULING

Edit Settings User Management Export Data Setup Wizard

INVOICING

REPORTS ACCOUNTING

Client Portal Custom Fields

Billable Activity Typef (Edit)
eturn
Admin
Consulting $125.00
Correspondence
Court
Documentation

Draft $100.00

Eraail

Name: a 5
m Client Types (Edit)
Code:
Rate:
o
Default: None -
Client Type
Activity Type Rate @ .
onal Injury
1040 T, ® -
Estate
Admin x -
ediation
Consuliing 125.00 x
Correspondence gl x
Court 4| x
Documentation




Changing rates on Time Entries:
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Manually overriding your rates on
individual time entries, is the highest

DASHBOARD CLIENTS PROJECTS TIME & EXPENSES SCHEDULING INVOICING REPORTS ACCOUNTING
S ———

STEP 1 SHOWINGA+TENTRIES FOR THE WEEK OF
CIle on Time/EXpenses from the menu — LY 23, 2018 FOR MYSELF THAT HAVE ANY STATUS =
bar. .
Date Search :g: 10
STEP 2 712312018 Q Z | I ‘ |
Locate and Open the time entry you previous week | next week today | clear | advanced R B I I I II I II I
Past 30 Days

would like to override.

All Week 1

Tue (7/24) O | Wed (7/25) © Thu (7/26) O | Fri(7/27) O | Sat(7/28) O

STEP 3

h k h « . ” b h Date = User = Client = oject ¢ Private Description + Cost # Labor (hrs) = Total (hrs) =
C eckthe OVerrlde ox nextto the ® o7/232018 Jane 123 - Frank Family Documentation drafted and collected for upcoming client ot i
rate field and enter your desired rate. T Smith  Cole Law  meeting. : .

Day Tolats = 350 3.50
STEP 4 Week Total: = 3.50 3.50

Click “Save and Close”.

Edit Time Entry ® 03:30:00 ©
‘Work Entry 26301 Entry Type: Hourly Work - ‘
For User: :
Ji"e Smith i | Statu Ready For Billing
Client: ‘ 123\{rank Cole v| + Overtime: O
N\

. i : [

Project: | Family Lal -+ Blllable:

Exclude From Invoice\_]

Activity: ‘ Docum entatio\ b | =

N\

Private Description:  Documentation drafted\ynd collected for upcoming client meeting.

Date Created: 07)3/2018

Show private description on the im\pice?

Date of Work: 07/23/2018 &2 Labor Time (hrs): @ |3_5o
Start Time: 2:43pm Rate §: $325.00 o) ride
End Time: Get Time

Travel Time (hrs): @ |0007|

Billable (hrs): @ |3507| mp

S

Save & Close ’ Save & New




