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1. IMPORT TOOL OVERVIEW 

Unity Accounting has a feature that allows users to bulk upload data. The aim of this 

document is to empower users to import data at their own convenience. Below is a checklist 

to be completed during the import process. 

IMPORT CHECKLIST 

ITEM STATUS 

✓ Confirm access to Unity Accounting 
 

✓ Complete pre-conversion backup of Unity 
Accounting 

 

✓ Create import files in the appropriate format 
and save to local drive 

 

✓ Take a backup after every import type 
 

✓ Compare Unity Accounting system reports with 
import csv for time/fees, disbursements, trust 
receipts and bills (unpaid only) 

 

✓ Confirm access to Unity Accounting 
 

✓ Ensure that that following Lists reflect the data 
being imported (if applicable): 

 

• Lawyers and Timekeepers 
(Responsible and Originating) 

• Disbursement Codes 

• Time Codes 

• Type of Law Codes 

• Payment Types 

• G/L Accounts 

 

 

IMPORTABLE DATA 

The Unity Accounting Import Tool can be used to import the following: 

• Client 

• Contact 

• Vendor 

• Time / Fees 

• Disbursements 

• Trust Receipts (Trust opening balances) 

• Bills (Unpaid Only) (Accounts Receivable opening balances) 
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2. PREPARATION 

TAKING A BACKUP 

Before importing data, it is recommended that a backup of the current database is done. Below are the 

steps to complete this process.  

• Launch Unity Accounting 

• Click on Maintenance – Backup and Restore 

• Click on Backup Now 

Please Note: Backup date and time must be noted once completed. If the firm needs to revert 

to the original database during the import process, this backup version is recommended. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
CONFIGURING  

 

 

Figure 1 - Backup and Restore 

Figure 2 - Backup Now 

Figure 3 - Backup Date and Time 
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3. IMPORT SHEETS 

Before commencing the import process, import spreadsheets are to be completed with the correct 

headings and formatting to minimize errors. Each import type has specific headings that should be 

mapped in the respective spreadsheets. Appendix A includes the required headers per import type and 

any header with an Asterisk (*) is a mandatory field and must be populated.  

Please Note: When importing data, the upload files should in a Comma Delimiter (csv) format and all 

date formats should be yyyy-mm-dd.  

The sample spreadsheet for each import type has been provided with this document. They can also be 

downloaded under each import type before commencing the import. To locate a sample template:  

1. Launch Unity Accounting 

2. Go to Files – Import and Export 

3. Click on Create import/export template 

4. Select on the import type and click Next 

5. On the pop-up screen, press Click here to download the import template for the selected 

import type. The template will be accessible under the Downloads folder on your local machine.  

6. Ensure that all import files are saved to your local drive before commencing the importing 

process.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 4 - Downloading Import Templates 
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4. IMPORT TYPES 

Below are the steps for the different import types available in Unity Accounting.  

5.1 IMPORTING CLIENTS 

1. Launch Unity Accounting 

2. Click on Files – Import and Export 

3. Click on Create import/export templates 

4. The system will default to Client and click Next 

 

 

 

 

 

 

 

 

 

 

5. I am importing clients from a file will be selected. Click Browse to upload the updated 

clients import csv sheet (containing the firm’s client data under the correct headings) 

from your local drive. Ensure that Comma ( , ) is selected and click Next.  

 

 

 

 

 

 

 

 

 

 

 

 

Figure 5 - Create import template 

Figure 6 - Selecting Import type 

Figure 7 - Uploading Clients Import csv file 
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6. Ensure that the Importing fields are mapped correctly to the Unity Accounting fields. The 

fields on the left are based on the headers in the csv and the fields on the right are the 

Unity Accounting fields. Once the fields are confirmed, click Next.  

 

 

 

 

 

 

 

 

 

 

 

 

7. The next screen will confirm that all importing codes are mapped, missing codes will be 

highlighted in red. If there are codes in the import which are not mapped, then you will 

be presented with the below image once you click on Next. Click OK and the code(s) can 

be assigned before clicking Next again. 

 

 

 

 

 

 

 

 

 

 

 

Figure 7 - Uploading Clients Import csv file 

Figure 8 - Mapping Clients import fields to Unity Accounting fields 

Figure 9 - Clients importing codes to be mapped with Unity Accounting codes 
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8. A preview of the data will be visible and click Next to proceed. If any errors are sighted in 

the preview, this should be corrected in the original csv and reuploaded.  

 

9. The next screen will default to Import the clients now. Click Finish to complete the import. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. The system will prompt Data has been imported successfully. Click OK.  

 

 

 
 

 

 

 

Figure 10 - Unity Accounting Code not mapped 

Figure 11 – Client import data preview 

Figure 12 - Completing clients import 

Figure 13 - Import success prompt 



 

Unity Accounting Import Process / 9 

11. The imported data can be viewed in Unity Accounting under Clients and Matters.  

12. Take a backup of the database before moving to the next import type using these steps.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 14 - Imported Clients data 
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5.2 IMPORTING CONTACTS 

1. Launch Unity Accounting 

2. Click on Files – Import and Export 

3. Click on Create import/export templates 

 

 

 

 

 

4. Select the Contact import type and click Next 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. I am importing contacts form a file will be selected. Click Browse to upload the updated 

contact import csv sheet (containing the firm’s contact data under the correct headings) 

from your local drive. Ensure that Comma ( , ) is selected and click Next.  

Figure 15 - Create import template 

Figure 16 - Selecting Import type 

Figure 17 - Uploading Contacts Import csv file 
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6. Ensure that the Importing fields are mapped correctly to the Unity Accounting fields. The 

fields on the left are based on the headers in the csv and the fields on the right are the 

Unity Accounting fields. Once all the fields are mapped correctly, click Next. 

 

 

 

 

 

 

 

 

 

 

7. The next screen will confirm that all Unity Accounting fields are mapped, and if not, then 

the program will prompt the below image when you click on Next.  

 

 

 

 

 

 

 

 

8. Click OK and the fields can be assigned using the dropdown option before clicking Next 

again. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 18 - Mapping Contacts import fields to Unity Accounting fields  

Figure 19 - Unity Accounting column not mapped 

Figure 20 - Mapping Contact import fields to Unity Accounting fields 
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9. The next screen will confirm that all necessary importing codes are mapped. If not, use 

the dropdown function to map the relevant codes. Ensure that, Do not import those 

records if already exits (bottom right of the screen) is selected and click Next.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 21 - Fully Mapped Contact import fields 

Figure 22 - Contacts importing codes to be mapped with Unity Accounting codes 

Figure 23 - Mapping contacts importing codes with Unity Accounting codes 
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10. A preview of the data will be visible and click Next to proceed. If any errors are sighted in 

the preview, this should be corrected in the original csv and reuploaded. 

 

 

 

 

 

 

 

 

 

 

 

 

11. The next screen will default to Import the contacts now and click Finish to complete the 

import.  

 

 

 

 

 

 

 

 

 

 

Figure 24 - Selecting Do not import those records if already exits 

Figure 25 - Contact import data preview 

Figure 26 - Completing contacts import 



 

Unity Accounting Import Process / 14 

12. The program will prompt Data has been imported successfully. Click OK.  

 

 

 

 

 

 

13. The imported data can be viewed in Unity Accounting under Contacts. 

 

 

 

 

 

 

 

 

 

14. Take a backup of the database before moving to the next import type using these steps.  

 

 

 

 

 

 

 

 

 

 

 

Figure 27 - Import success prompt 

Figure 28 -Imported Contacts data 
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5.3 IMPORTING VENDORS 

1. Launch Unity Accounting 

2. Click on Files – Import and Export 

3. Click on Create import/export templates 

 

 

4. Select the import type Vendors and click Next 

 

 

 

 

 

 

 

 

 

5. I am importing vendors form a file will be selected. Click Browse to upload the updated 

vendor import csv sheet (containing the firm’s vendor data with the correct headings) 

from your local drive. Ensure that Comma ( , ) is selected and click Next. 

 

 

 

 

 

 

 

 

 

Figure 29 - Create Import Template 

Figure 30 - Selecting vendor import type 

Figure 31 - Uploading vendors csv file 
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6. Ensure that the Importing fields are mapped correctly to the Unity Accounting fields. The 

fields on the left are based on the headers in the csv and the fields on the right are the 

Unity Accounting fields. Once all the fields are mapped correctly, click Next. 

 

 

 

 

 

 

 

 

7. The next screen will confirm that all Unity Accounting fields are mapped, and if not, then 

the program will prompt the below image below when you click on Next. 

 

 

 

 

 

 

8. Click OK and the fields can be assigned using the dropdown option before clicking Next 

again. 

 

 

 

 

 

 

 

 

 

Figure 32 - Mapping Vendors import fields to Unity Accounting fields 

Figure 33 - Unity Accounting column not mapped 

Figure 34 - Mapping Vendor import fields to Unity Accounting fields 
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9. The next screen will confirm that all importing codes are mapped, missing codes will be 

highlighted in red. If there are entries in the import that are not mapped, use the 

dropdown function to map the codes before clicking Next. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 35 - Fully mapped Unity Accounting fields 

Figure 36 - Unity Accounting Codes not fully mapped 

Figure 37 - Using dropdown function to map Unity Accounting codes 
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10. A preview of the data will be visible and click Next to proceed. If any errors are sighted in 

the preview, this should be corrected in the original csv and reuploaded. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. The next screen will default to Import the vendors now and click Finish to complete the 

import.  

 

 

 

 

 

 

 

 

 

 

12. The program will prompt Data has been imported successfully. Click OK. 

 

 

 

 

 

 

 

 

Figure 39 - Completing vendor imports 

Figure 40 - Import success prompt 

Figure 38 - Vendors import preview 
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13. The imported data can be viewed in Unity Accounting under Vendors. 

 

 

 

 

 

 

 

 

 

14. Take a backup of the database before moving to the next import type using these steps.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 41 - Imported Vendors data 
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5.4 IMPORTING TIME / FEES 

1. Launch Unity Accounting 

2. Click on Files – Import and Export 

3. Click on Create import/export templates 

 

 

 

 

4. Select the import type Time / Fees and click Next 

 

 

 

 

 

 

 

 

 

5. I am importing time and fees form a file will be selected. Click Browse to upload the 

updated WIP time and fees import csv sheet (containing the firm’s time and fee data with 

the correct headings) from your local drive. Ensure that Comma ( , ) is selected and click 

Next. 

Figure 42 - Create Import Template 

Figure 43 - Selecting Time and Fees import type 

Figure 44 - Uploading time/fee csv import file 
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6. Ensure that the Importing fields are mapped correctly to the Unity Accounting fields. The 

fields on the left are based on the headers in the csv and the fields on the right are the 

Unity Accounting fields. Once all fields are mapped, click Next. 

 

 

 

 

 

 

 

7. The next screen will confirm that all importing codes are mapped, missing codes will be 

highlighted in red. If there are entries in the import that are not mapped, use the 

dropdown function to map the codes before clicking Next. Please Note: If the code or 

lawyer you want to map to does not exist the drop down, you must close the Wizard, add 

the code or lawyer to the appropriate lists under the Lists menu, and start again. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 45 - Mapping Time/Fees import fields to Unity Accounting fields 

Figure 46 - Unity Accounting Codes not fully mapped 

Figure 47 - Using dropdown function to map Unity Accounting codes 
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8. A preview of the data will be visible and click Next to proceed. If any errors are sighted in 

the preview, this should be corrected in the original csv and reuploaded. 

 

 

 

 

 

 

 

 

9. The below import error screen will be visible if:  

a) Client and Matter Number does not exist in the system 

b) There is data that is not formatted correctly 

    Please Note: There are two options to amend these records:  

a. If you wish to fix the records before importing, click Cancel in the import 

wizard. 

b. Records that were rejected can be fixed after importing by opening the new 

file in the file path, making the necessary updates, and re-importing them.  

 

 

 

 

 

 

 

 

 

 

 

 

Figure 48 - Fully mapped Unity Accounting codes 

Figure 49 - Time/Fees import data preview 

Figure 50 - Time and fees invalid records excluded from import 
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10. A preview of the data will be visible and click Next to proceed. If any errors are sighted in 

the preview, this should be corrected in the original csv and reuploaded. 

 

 

 

 

 

 

 

 

11. The next screen will default to Import the time/fees now and click Finish to complete the 

import.  

 

 

 

 

 

 

 

 

 

12. The program will prompt Data has been imported successfully. Click OK. 

 

 

 

 

 

 

 

 

 

 

 

Figure 51 - Time/ fees import data preview 

Figure 52 - Completing time/fees import 

Figure 53 - Import success prompt 
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13. The imported time/fees data can be viewed in Unity Accounting under Clients and 

Matters – Time and Fees or under Reports. The imported csv file should be used to 

compare with the total in Unity Accounting. The Unbilled Aging report should match the 

sum of Billable entries from the imported CSV. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14. Take a backup of the database before moving to the next import type using these steps.  

 

Figure 54 - Imported time /fees data on matter 

Figure 55 - Running Unbilled Ageing to view imported time/fees 

Figure 56 – Comparing Unbilled Aging by Client total against csv import 
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5.5 IMPORTING DISBURSEMENTS 

1. Launch Unity Accounting 

2. Click on Files – Import and Export 

3. Click on Create import/export templates 

 

 

 

 

 

4. Select the import type Disbursement and click Next. Do not click the checkbox below 

disbursements.  

 

 

 

 

 

 

 

 

 

5. I am importing disbursements form a file will be selected. Click Browse to upload the 

updated WIP disbursement import csv sheet (containing the firm’s disbursement data 

with the correct headings) from your local drive. Ensure that Comma ( , ) is selected and 

click Next. 

 

 

 

 

 

 

 

 

 

Figure 57 - Create Import Template 

Figure 58 - Selecting Disbursement import type 

Figure 59 - Uploading disbursement csv import file 
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6. Ensure that the Importing fields are mapped correctly to the Unity Accounting fields. The 

fields on the left are based on the headers in the csv and the fields on the right are the 

Unity Accounting fields. Once all fields are mapped, click Next. 

 

 

 

 

 

 

 

 

7. The next screen will confirm that all importing codes are mapped, missing codes will be 

highlighted in red. If there are entries in the import that are not mapped, use the 

dropdown function to map the codes before clicking Next. Please Note: If the code you 

want to map to does not exist in the drop down, you must close the wizard, add the code 

to the Disbursement Codes list, and start again. G/L Accounts can be added to the Chart 

of Accounts under the Maintenance Menu. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 60 - Mapping Time/Fees import fields to Unity Accounting fields 

Figure 61 - Unity Accounting Disbursement codes fully mapped 
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8. A preview of the data will be visible and click Next to proceed. If any errors are sighted in 

the preview, this should be corrected in the original csv and reuploaded. 

 

 

 

 

 

 

 

 

 

 

9. The next screen will default to Import the disbursements now and click Finish to complete 

the import.  

 

 

 

 

 

 

 

 

10. The program will prompt Data has been imported successfully. Click OK. 

 

 

 

 

 

 

Figure 62 - Using dropdown function to change/update Unity Accounting Disbursement codes 

Figure 63 - Disbursement import data preview 

Figure 64 - Completing disbursement import 

Figure 65 - Import success prompt 
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11. The imported disbursement data can be viewed in Unity Accounting under Reports – 

Unbilled (Work in Progress) report and under Clients and Matters - Disbursements. The 

import csv file should be used to compare with the total in Unity Accounting. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 66 – Running Unbilled Aging to view imported disbursements 

Figure 67 - Comparing Unbilled Aging by Client Report total against csv import 



 

Unity Accounting Import Process / 29 

5.6 IMPORTING TRUST 

1. Launch Unity Accounting 

2. Click on Files – Import and Export 

3. Click on Create import/export templates 

 

 

 

 

 

4. Select the import type Trust Receipts and click Next.  

 

 

 

 

 

 

 

 

5. I am importing trust receipts form a file will be selected. Click Browse to upload the 

updated trust import csv sheet (containing firm’s trust opening balances with the correct 

headings) from your local drive. Ensure that Comma ( , ) is selected and click Next. 

Please Note: In the Trust Opening Balance csv each matter should have a single opening 

balance only. This tool does not support individual transactions or historical information. 

 

 

 

 

 

 

 

 

6. Ensure that the Importing fields are mapped correctly to the Unity Accounting fields. The 

fields on the left are based on the headers in the csv and the fields on the right are the 

Unity Accounting fields. Once all fields are mapped, click Next. 

Figure 68 - Create Import Template 

Figure 69 - Selecting Trust Receipts import type 

Figure 70 - Uploading Trust Receipts csv import file 
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7. The next screen will confirm that all importing codes are mapped, missing codes will be 

highlighted in red. If there are entries in the import that are not mapped, use the 

dropdown function to map the codes before clicking Next. Please Note: If the payment 

type you want to map to does not exist in the drop down, you must close the wizard, add 

the payment type under the Lists Menu, and start again. Bank Accounts can be added to 

the Chart of Accounts under the Maintenance Menu. 

 

 

 

 

 

 

 

 

 

Figure 71 - Mapping Trust Receipts import fields to Unity Accounting fields 

Figure 72 - Using dropdown function to map/update Unity Accounting fields 

Figure 73 - Unity Accounting codes fully mapped 
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8. A preview of the data will be visible and click Next to proceed. If any errors are sighted 

in the preview, this should be corrected in the original csv and reuploaded. 

 

 

 

 

 

 

 

 

 

9. The next screen will default to Import the trust receipts now and click Finish to complete 

the import. 

 

 

 

 

 

 

 

 

10. The program will prompt Data has been imported successfully. Click OK. 

 

 

 

 

 

 

 

 

 

Figure 74 – Trust Receipts import data preview 

Figure 75 - Completing Trust Receipt import 

Figure 76 - Import success prompt 
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11. The imported Trust opening balances can be viewed in Unity Accounting under Reports 

– Trust Listing Report and under Clients and Matters - Trust. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 77 - Running Trust Listing 

Figure 78 - Comparing Trust Listing Report total against csv import 
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5.7 IMPORTING ACCOUNTS RECEIVABLE 

1. Launch Unity Accounting 

2. Click on Files – Import and Export 

3. Click on Create import/export templates 

 

 

 

 

 

4. Select the import type Bills (unpaid only) and click Next 

 

 

 

 

 

 

 

 

5. I am importing bills form a file will be selected. Click Browse to upload the updated 

outstanding bills import csv sheet (containing the firm’s Accounts Receivable opening 

balances with the correct headings) from your local drive. Ensure that Comma ( , ) is 

selected and click Next. 

Please Note: In the csv each matter should have a single opening balance only. The tool 

does not cater for an invoice breakdown. 

 

 

 

 

 

 

 

 

 

Figure 79 - Create Import Template 

Figure 80 - Selecting Bills (Unpaid only) import type 

Figure 81 - Uploading Bills (Unpaid only) csv import file 
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6. Ensure that the Importing fields are mapped correctly to the Unity Accounting fields. The 

fields on the left are based on the headers in the csv and the fields on the right are the 

Unity Accounting fields. Once all fields are mapped, click Next. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Click Next  

8. A preview of the data will be visible and click Next to proceed. If any errors are sighted in 

the preview, this should be corrected in the original csv and reuploaded. 

Figure 82 - Mapping Bills (Unpaid only) import fields to Unity Accounting fields 

Figure 83 - Using dropdown function to map/update Unity Accounting fields 

Figure 84 - Fully mapped Unity Accounting fields 
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9. The next screen will default to Import the bills now and click Finish to complete the 

import. 

 

 

 

 

 

 

 

 

 

10. The program will prompt Data has been imported successfully. Click OK. 

 

 

 

 

 

 

11. The imported Bills (Unpaid only) data can be viewed in Unity Accounting under Reports 

– Accounts Receivable Aging by Client and under Clients and Matters – Bills and 

Payments. 

Figure 85 – Bills (Unpaid only) import data preview 

Figure 86 - Completing Bills (Unpaid only) import 

Figure 87 - Import success prompt 



 

Unity Accounting Import Process / 36 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Figure 88 - Running Accounts Receivable Aging by Client Report 

Figure 89 - Comparing Accounts Receivable Aging by Client Report total against csv import 
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5. APPENDIX A – DATA TYPE MAPPING FOR IMPORT SHEET 

Please Note: fields marked with an asterisk (*) are mandatory.  

Data contained in the Bold fields will have to be populated in Lists and/or Chart of Accounts BEFORE 

import 

TRUST WIP TIME 

Client & Matter No* Client & Matter Number 

Date* Date* 

Bank* Lawyer Code* 

Payment Type* Time Code* 

Received From Description* 

Reference Hours 

Description* Rate 

Amount* Amount 

Type* (R/T) Is Billable (1/0) 

Term Due Date UTBMS – Task 

Add to Deposit (1/0)  UTBMS - Activity 

TAF Code (D/C/F) 
 

UTBMS – Task 
 

UTBMS – Activity 
 

  

BILLS (AR) WIP DISBURSEMENTS 

Client & Matter No* Client & Matter Number* 

Bill Date* Date* 

Bill On Date Reference No.* 

Bill/Ref Number GL Account 

Fees Description Disbursement Code* 

Fees Amount* Description* 

Disbursements Description Quantity 

Disbursements Amount Amount* 

Discount UTBMS - Task 

Sub Total  

TAX 1 (GST) Amount  

TAX 2 (PST) Amount  

Total Bill Amount  

Bill Notes  

Bill Template  

Bill Template Name  

Do not Apply Tax (1/0)  

TAX 1 (GST) Percentage  

TAX 2 (PST) Percentage  

Lawyer  

Hours  
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CLIENTS/MATTERS  CONTACTS 

Client Number Salutation (Mr. Mrs. Ms. Dr. Prof. Esq.) 

Matter Number First Name 

Client & Matter Number Middle Name 

Client/Matter Name* Last Name 

Primary Contact* Company Name 

Matter Description* Designation/Occupation 

Mail to Name* Contact Type (Client, Personal, Vendor/Supplier) 

Address Line 1 Contact Role 

Address Line 2 Is Private Contact (1/0) 

City Address Line 1 

Postal/ZIP Code Address Line 2 

Province/State* City 

Country Code* Country Code* 

Type of Law Code* Province/State* 

Responsible Lawyer* Postal Code 

Originating Lawyer Same Alternate Address as Primary (1/0) 

Assigned Lawyer Alternate Address Line 1 

Assigned Assistant Alternate Address Line 2 

Major Client/Client Group Alternate City 

Email Alternate Country Code 

Business Phone 1 Alternate Province/State 

Business Phone 1 Ext Alternate Postal Code 

Business Phone 2 Business Phone 1 

Business Phone 2 Ext Business Phone 1 Ex  

Business Fax Business Phone 2 

Home Phone Business Phone 2 Ext 

Mobile Business Fax 

Web Address Home Fax 

Opposing Lawyer – Name Home Phone 

Opposing Lawyer – Firm Mobile Number 

Opposing Lawyer – Phone Email 

Opposing Lawyer – Ext Web Site 

Tax Province/State Code Notes 

Charge GST/Tax 1 
 

Charge PST/Tax 2 VENDORS  

Date Opened Vendor Number*  

Is Closed (1/0) Vendor Account Number  

Date Closed Vendor Name  

Closed # Contact Name  

Destruction Date Address Line 1  

Bill to Name Address Line 2  

Billing – Address 1 City  

Billing – Address 2 Province/State*  

Billing – City Country Code*  

Billing – Postal/ZIP Code Postal/ZIP Code  

Billing – Country Code Business Phone 1  
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Biling – Province/State Codes Business Phone 1 Ext  

Charge TAF Business Phone 2  

Default Rate Business Phone 2 Ext  

Default Rate Code A-Z Business Fax Number  

UTBMS Format Mobile  
Email  
Web Page  
Charge Tax 1 (1/0)  
Charge Tax 2 (1/0)  
Tax Registration Number 
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