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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

v' Confirm access to Unity Accounting

v' Complete pre-conversion backup of Unity
Accounting

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

v' Take a backup after every import type

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

v' Confirm access to Unity Accounting

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

e Lawyers and Timekeepers
(Responsible and Originating)

e Disbursement Codes

e Time Codes

e Type of Law Codes

e Payment Types

e G/LAccounts

IMPORTABLE DATA

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

e Client

e Contact

e Vendor

e Time/Fees

e Disbursements

e Trust Receipts (Trust opening balances)

e 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.

e Launch Unity Accounting

e Click on Maintenance — Backup and Restore

e (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.

& (= = £t

- Clients & contacts Vendors Daily
i Matters Activities

Figure 1 - Backup and Restore

[ Unity Accounting - Law Firm Name - Super Admin
File Lists Transactions Banking Reports [ Maintenance I Windows Help
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Payn

it Global Settings

User Accounts
Chart of Accounts

Customer Billing Portal

View Unposted Transactions
Verify Client/Matter 8 G/L Balances

Close Financial Year

Enter Outstanding Cheques

Data Migration
Data Conversion
Data Archive

Backup & Restore

Installation & Configuration

Client Payment Services 4

Verify Unity Accounting Prerequisites

Backup

Backup Location: CAESILAW_Backup\

Auto Backup is scheduled at: 16:00 Daily

Click here to update backup scheduler

S==rEE |

Backup Now

Restore

Figure 2 - Backup Now
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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:

Launch Unity Accounting

Go to Files — Import and Export

Click on Create import/export template

Select on the import type and click Next

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.

ukwn R

® | am importing clients from a file

I J % Browse

[+#] First row contains column header

Delimiter Type Select the date format of date fields in your import file
Comma (.) - Auto detect -~
Total Records: xx,x00m [ Import trust with historical transactions

Click here to download import template for clients

© | am exporting clients to a file

Browse

. - | o

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

B Import & Ex; = | @] =
Import & Export Templates

Create new or customize existing templates for import & export.

B Create import/export template 1

Figure 5 - Create import template

4. The system will default to Client and click Next

Select an import/export type
°

) Contact

) Vendar ) Trust Receipts

() Time / Fees (7 Bills [Unpaid onky)

) Disbursement () unity Disbursement

Cost Recovery - Importing disbursements from device (photocopier, printer, fax, telephone systems & etc)

.- -

Figure 6 - Selecting Import type

5. | 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.

=

® | am importing clients from a file
(C\mporn & Export Test datayClientimp.csv 0

7| First row contains eolumn header

Delimiter Type Select the date farmat of date fields in your import file
Eommat) —~]@  Autodetet i

[ impost trust with historical ansactions

Click here to downlead import template for clients.

> | am exporting clients to a file

Browse

First row contains column header

Commal,) oSV (nesv)

Apply quotes around the values

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.

] E

Required Unity Accounting fields

Imparting Fiekds
Client Nurnkser

2 | Province,State

3 | Country Code

4 | Type of Law Code
5 | Responsible Lawyer

6 | Matter Number

T | Emad

B Client & Matter Mumber
9 | Client/Matter Mame

10 | Primary Contact

Matter Description

12 | Mail te Marme

Map importing fields with Unity Accounting fields

are also marked with * [star),

Ensure the Importing fickds lon the u-ﬂ]-]

mzeh U Unit Accouming G on
the right)

v

Default value option is available if you would like to Import any other column with pre-defined value which s not exist in imparting file or in case of empay/noll vahse.

Unity Accounting Fields Default Value
Client Nurnbsar |
Province/State*

Country Code*

Type of Law Code*
Responsible Lawyer*
Matter Number

Email |
Client & Matter Numbar
Client/Matter Mama®
Primary Contact®

Matter Description®

Mail t& Narme

W

Figure 8 - Mapping Clients import fields to Unity Accounting fields

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.

E Import & Export Wizarc M
Map importing code with Unity Accounting codes.

You may verify the codes mapping between Unity Accounting and your imperting data. Codes mapping will be saved for future reference and will be used in case of
scheduled import

Missing codes are highlighted in red...

Field Importing Codes Unity Accounting Codes =)
Country Code* - |CA CA-Canada
- |ON CA-ON-Ontario
123
1
2 2-Lawyer Two (LT)
=13 3-Lawyer Assistant (LA)
4
5
- |16 16-Real Estate
~ |1 11-Intellectual Property
- |15 15-Personal Injury
- |2a 24-Other
9-Family Law
-4 4-Criminal
- |20 20-Will/Estates = v

Select one of the options in case if client already exists

Do not import these records if already exists »

Figure 9 - Clients importing codes to be mapped with Unity Accounting codes
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o Code is not mapped with Unity Accounting existing codes.

oK

Figure 10 - Unity Accounting Code not mapped

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.

= Import & Bxport Wizard %

Preview
Clent Number  Province/State®  Country Codet Do 1 12" E;::r"f'b‘e patte Email et Bt Matter | ClerifMater | Primary mtz'mn, Mal to Name*

100 Ira & Tina Long

1009 on A 16 123 101 bhaily516@gma... 1009101 HOUSEHOLD RE... John Barlow  Jim & Agnus Pal, | HOUSEHOLD RE.
1009 ON CA 16 123 102 bhaily516@gma.. 1009102 HOUSEHOLD RE... Jason Cooper Martin & Erica Ja.. HOUSEHOLD RE...
1020 ON CA 1 123 100 bhaily516@gma... 1020100 WONG, LEE Lee Wong Independent Le.. WONG, LEE

1017 ON CA 15 123 100 bhaily516@gma.. 1017100 WALLACE, SUSAN  Susan Wallace Independent Le..  WALLACE, SUSAN
1008 ON CA 16 123 101 bmi\yST 6@gma.. 1008101 George Banks Flarence Hill Foreclosure George Banks
1018 ON CA 1 123 100 bhaily516@gma... 1018100 WARREN, CLYDE  Clyde Warren Independent Le.. WARREN, CLYDE
1008 on A 2 123 100 bhaily516@gma... 1008100 GeorgeBonks | Florence Hil | Insurance George Banks
1011 ON CA 15 123 100 bhaily516@gma... 1011100 KORDO, LANCE Lance Kordo Motor Vehicle A.. | KORDO, LANCE
1014 ON CA 1" 123 100 bhaily516@gma.. 1014100 THOMAS, SCOTT  Scott Thomas Independent Le.. THOMAS, SCOTT
1010 ON CA 24 123 100 bhaily516@gma.. 1010100 KAMP, NADINE Nadine Kamp Insurance Defence KAMP, NADINE
1015 ON CA 9 123 100 bhaily516@gma... 1015100 THOMPSON, TR... Trevor Thompsen  Divorce - Monic..  THOMPSON, TR...
1002 ON CA 4 123 100 bhaily516@gma.. 1002100 BAKER, THOMAS  Thomas Baker Criminal BAKER, THOMAS
1019 ON CA 20 123 100 bhaily516@gma... 1019100 WATERS, LINDA Linda Waters. ‘Will & Estate Pla.. WATERS, LINDA
1021 on 7 15 123 100 bhaily516@gma.. 1021100 VARROW, MONL... Monico Yarrow | Motor Vehicle A.. | YARROW, MONI,
1016 ON CA 3 123 100 bhaily516@gma.. 1016100 VERSATILE CLOT... Garth Strang General Corpora... VERSATILE CLOT...
1016 ON CA 3 123 101 bhaily516@gma... 1016101 VERSATILE CLOT... Garth Strang Trademark VERSATILE CLOT..
1013 ON CA 20 123 100 bhaily516@gma... 1013100 SIMPSON, RON Ron Simpson ‘Will & Estate Pla... SIMPSON, RON
1007 ON CA 9 123 100 bhaily516@gma... 1007100 DAWSON, ZOE Zoe Dawson Divorce - Michael  DAWSON, ZOE
1000 ON CA 21 123 100 bhaily516@gma.. 1000100 ADAMS, ROCKY  Rocky Adams Divorce - Betty .. | ADAMS, ROCKY
102 ON CA 20 123 100 bhaily516@gma... 1012100 MORTIMER, CH...  Charles Mortimer Wil & Estate Pla.. MORTIMER, CH...

Figure 11 — Client import data preview

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

=

@® Import the dients now @)

(O Schedule () Schedule and import the dients

schedule o

Hourly 1

iday

etry on failover for example in case if comg

[[] Save import/export settings

3 on every import attempt

mit the number of logs t 29

Cancel

Figure 12 - Completing clients import

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

Unity Accounting X

o Data has been imported successfully.

Figure 13 - Import success prompt
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11. The imported data can be viewed in Unity Accounting under Clients and Matters.

Submit Feedback

0

Alerts

Help

File Lists Transactions Banking Reports Maintenance Windows Help
P
2l @ &« @ T m g B q
(Clients & Contacts Vendors | Daly  Biling&  Banking& 1 Fyma | g oo " e Find
Matters Activities Payments Recondiliation | Financial “":y?::“‘"‘
8 B¢ New Client / Matter :Q Conflict Search @ New Transaction [8) Quickbill [ Reports
Number Name Matter Description
1000100 | ADAMS, ROCKY Divorce - Betty Ann
1002100 BAKER, THOMAS Criminal
1007100 DAWSON, ZOE Divorce - Michael
1008100 George Banks Insurance
1008101 George Banks Foreclosure
1009100 HOUSEHOLD REALTY Ira & Tina Long
1009101 HOUSEHOLD REALTY Jim & Agnus Palend
1009102 HOUSEHOLD REALTY Martin & Erica Jang
1010100 KAMP, NADINE Insurance Defence
1011100 KORDO, LANCE Motor Vehicle Accident
1012100 MORTIMER, CHARLES Will & Estate Planning
1013100 SIMPSON, RON Will & Estate Planning
001001 Testing Matter Testing Matter for Invoices
1014100 THOMAS, SCOTT Independent Legal Advice
1015100 THOMPSON, TREVOR Divorce - Monica Ann
1016100 VERSATILE CLOTHING COMPANY General Corporate Matters
1016101 VERSATILE CLOTHING COMPANY Trademark
1017100 WALLACE, SUSAN Independent Legal Advice
1018100 WARREN, CLYDE Independent Legal Advise
1019100 WATERS, LINDA Will & Estate Planning
1020100 WONG, LEE Independent Legal Advice
1021100 YARROW, MONICA Motor Vehicle Accident

Business Phone 1

Figure 14 - Imported Clients data

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

E"“J Import & Export

EXERE

Import & Export Templates

Create new or customize existing templates for import & export.

n Create import/export template 1

Figure 15 - Create import template

4. Select the Contact import type and click Next

1 Import & Export Wizard

Select an import/export type

O Trust Receipts

O Time f Fees

O Bills (Unpaid only)
© Disbursement () Unity Disbursement

Cost Recovery - Importing disbursements from device (photacopier, printer, fax, telephone systems & et)

Figure 16 - Selecting Import type

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.

[ Import & Export Wizarc () X
@ | am importing contacts from a file 2 Open il to import x
[ [[Browse | o - v 1 1|« mporttool > TestData e v |0 | search TestData »
First row contains column header Organize ~ New folder =~ M e
Delimiter Type Select the date format of date fields in your import file A Name - Date modified Type
Comma (,) v Auto detect ~ * .
AROpeningBalances.csy 2024-10-08 10:19 AM  Microsoft Excel Co.
Total Records: 0000 [ Import trust with historical transactions L .
Client_Matter.csv 2024-10-08 3:42 PM Microsoft Excel Co..
Click here to download import template for contacts. 3 Contactece 9 FE R e— Py ——
E @ Disbursement.csv 2023-05-20 3:16 AM Microsoft Excel Co..
Time&Fees.csv 2024-10-08 3:49 PM Microsoft Excel Co..
. . o TrustOpeningBalances.csv 2024-10-08 10:18 AM  Microsoft Excel Co.
© | am exporting contacts to a file endorimpsy 2024-10:083260M  Microsoft Bxcel o
(% Browse ‘Ml 5
First row contains column header
File name: | Contacts.csv v‘ CSV Files (*.csv) v
. O 5] e
Comma (,) v CSV (esv) —

Apply quotes around the values

I
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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.

BT 1mpor & Fxport Wzars

Make sure all importing
felds matches Unity
Accounting Fields

Figure 18 - Mapping Contacts import fields to Unity Accounting fields

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.

o Column is not mapped with Unity Accounting column

Figure 19 - Unity Accounting column not mapped

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

To populate the ematy.

Figure 20 - Mapping Contact import fields to Unity Accounting fields
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Figure 21 - Fully Mapped Contact import fields

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

O ox

0 ot i Gt Coe g Wil e S o e reference and i e o 12 o

Fed mparing Coses

Figure 23 - Mapping contacts importing codes with Unity Accounting codes
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Select one of the options in case if contact already exists

Do not import those records if already exists ~

Overwrite if record already exists

e I

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

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.

1 import & Export Wizard o ox
Prewiew
Designation . antac aress sdress
e rew T eme o e s G s
Occupation P °
ony o on ¢
gruce Bilionaire . on ¢
Homer Simpsan Safety Inspe. on ¢
s frazen | Avendele lc e Queen on ¢
¢ >
Total Records 5 Seiect field 10 sppiy Fiter
Select Feld ~ | Equal

Figure 25 - Contact import data preview

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

Soue mpretiexpert cttings

Figure 26 - Completing contacts import
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12. The program will prompt Data has been imported successfully. Click OK.

Unity Accounting

o Data has been imported successfully.

Figure 27 - Import success prompt

x

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

=1 Unity Accounting - Law Firm Name - Super Admin
Eile Lists Iransactigns Banking Rgports Maintenance Windows Help
P
2, & it = i m @ Q

Ciients & | com Vendors Daily Billing & Baniong & Eirm & Reports Find

Matters Activities  Payments | Reconciligtion | Fipancial

[ ConfrimDatais
e S succesfully imported ==
2Bt New Contact / Company ,.-" View all contacts -
Full Name Company Name Business Phone 1 Role Type
Wayne Enterprises (555) 456-7890 Billionaire Philanthropist

£1s3 Froze Asencelle ice Co. (555 111-2222 ice Queen

Homer Simpson Springfield Nuclear (355) 888-9999 Safety Inspector

Jack Spamow Black Pear L1d. (555) 123-4567 Captain

Tony Stark Stark Industries 555) 987-6543 cEo

Linked Peaple Notas Custom Fields Identify / Verify
Contact
‘Wayne Enterprises
Bruce
Wayne
Address and Contact Details General Details
F Billionaire Philanthropist
ON
A
(555) 456-7690

Figure 28 -Imported Contacts data

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

[=a]=]

2 iImport & Export

Import & Export Templates

Create new or customize existing templates for import & export.

ﬁ Create import/export template 1

Figure 29 - Create Import Template

4. Select the import type Vendors and click Next

B Import & Export Wizard
Select an import/export type

Q) Client
O Contsct
O Trust Receipts
) Time / Fees © aills (Unpaid only)

O Disbursement O Unity Disbursement

Cost Recovery - Imparting disbursements from device (photocopier, printer, fax, telephane systems & etc)

Figure 30 - Selecting vendor import type

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.

. . . 1 Open file to import
® | am importing vendors from a file
- .t «| Import tool » TestData o v U | Search TestData »
\ !
First row contains column header i ST . o e
~  Name Date modified Type
Delimiter Type Select the date format of date fields in your impart file 3 |
Comma,) - Auto detect = - B AROpeningBalances.cov 2024-
Total Records: x¢000 ] import trust with historical transactions. * & Client Matter.csv

5 Contacts.csv

B3 Disbursementesy

3 TimeaFeescsy

° 8% TrustOpeningBalances.csv

£ vendodmp.csv 3

Click hese to download import template for vendors, =

© | am exporting vendors to a file

1t Browse

First row contains column header

Comma (,) SV (“osv)

Apply quates around the values

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.

Figure 32 - Mapping Vendors import fields to Unity Accounting fields

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.

Unity Accounting X

0 Column is not mapped with Unity Accounting column

Figure 33 - Unity Accounting column not mapped

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

1 Import & Expart Wizard

et any other column with pre-defined vake which is nat exist in importig file or

Make sure all imparting
fields matches Unity
Accoutning Flelds

Comantame
= Vendor Numaer
5 | AddressLine? Vendor Name
Contact Name
Aciaress Line 1
Airess Line 2
city
Provi

Emai
Web Page

Charge Tax 1{1/0)
Charge Tax 2 (1/0)

Tax Registration Number

Back Next Cancel

Figure 34 - Mapping Vendor import fields to Unity Accounting fields
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&1 Import & Export Wizard o=

Map Importing fields with Unity Accaunting fields.

Reguired Unity Accounting fiekis are sko marked with
Default value option is availabie if you woukd like 10 import any other column with pre-efined value which is not exist in impoeting file o in case of emptyjull value.

Importing Fields Unity Accounting Fieids Default Value -
1 || vendorhumaer Verdor Number
2 | vendorhame Vendor Name.
3 || Conantiiame Contact Name:
4| Addresstinet Adress Line 1
5 || Adaresstinez e Line 2
3= city

7 || country Counry Coer
8 | Prowincs BravinceStater
9 || Rostatcode FostaliZip Code
10| BusinessPhane1 Business Phone 1

1] BusinessPhone 1Ext Business Pone 1 Ext

12 BusinessPhone2 Business Phone 2

13 Businessrone2Ext Business Phone 2 Ext

14 Businesséan Business Fax Number
19 Motite waile

14 Emai Email

17 ischamgetaxt Charge Tae 1 (1/0)

14 bChargeta Charge Tax 2 (1/1)

19 TaxRegistrationNo Tax Registration Numoer

|-

Figure 35 - Fully mapped Unity Accounting fields

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.

5}

Map importing code with Unity Accounting codes.

You may verify the codes mapping between Unity Accounting and your importing data. Codes mapping will be saved for future reference and will be used in case of
scheduled import

Missing codes are highlighted in red,

Field Importing Codes Unity Accounting Codes o
- Nz NZ-New Zealand
- Nz NZ-NZ-New Zenland
- Ny US-NY-New York

Select ane of the options in case if vendor already exists

Do not import those records i already exists

Figure 36 - Unity Accounting Codes not fully mapped

E1 Import & Export Wizard
Map importing code with Unity Accounting codes.

scheduled import.

Field Importing Codes

Unity Accounting Codes

NZ-New Zealand

You may verify the codes mapping between Unity Accounting and your imparting data. Codes mapping will be saved for future reference and will be used in case of

Missing codes are highlighted in red...

A-Canada
AF-Afghanistan
AxX-Aland lslands
AL-Albania

DZ-Algeri
AS-American Samaa
AD-Andorra

AQ-Angala

Al-Anguilia
AG-Antarctica
AG-Antigua And Barbuda
AR-Argentina
AM-Amenia

(AW-Aruba

AU-Australia

AT-Austria
AZ-Azerbaijan
B5-Bahamas

BH-Bahrain
BD-Bangladesh

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.

5]
Preview

L Business Business  Busin
Vendor  Vendor  Confact  Address  Address Country g PostaliZip Business  IRED Business LSRR
Number*  Name MName Line 1 Line 2 d Code* TovineeS code Phone 1 one Phone 2 none e

Ext Ext Number
o0 e in. [WieEC. [i23f0a | owonae | [ | e | | [ | |
vaoz Gotham .. Alfred Pe.. 100 Bat.. o NZ NZ (555)44...
voo3 Stark Ind... Pepper P.. 1088 Sta. Manhattan | US ny (555)22..
Vo4 Krusty Bu... | Krusty th.. 742 Ever Springfield (555) 33..
vaos Ice Castle..| Olaf 1 Frosty Arendelle (555) 00,
< >
Total Records: Select field to apply filter
Seloct Field v |Equal v

Figure 38 - Vendors import preview

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

import.

the vendars now

O Schedule (O Schedule and import the vendars

[ save import/expont settings

Figure 39 - Completing vendor imports

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

Unity Accounting =

o Data has been imported successfully.

Figure 40 - Import success prompt
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13. The imported data can be viewed in Unity Accounting under Vendors.

51 Uniy Accaunting - Low Ferm Nome - Super Agimin - o

& ac]
Eirm &
Reconciligion  Figancial

B Hewvendor @ New Tansaction [ Beports

‘Gatnam Gacger Suppliers Atfrec Penmgwerth (555) 444- 7177
ke Casties & Co, Ctat 1555) 000-4242
Kiusiy Burger Supplies Krusty the Clown (555) 333-1212
Stark Industries Papger Potts

s & Pt | Lo ole | Htes | Gotom s |

w00t

Acme hevils I
Wile € Cayote

Vervdor charges Tax 1 2t 0%
123 Road Funner Lare

Desernie Gl ccount
Cauntry Disoursement coce
Busness Prone 1 (5851 1115855
Mabile
Ema test@mal con

Figure 41 - Imported Vendors data

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

B2 Import & Export i‘ﬂ@

Import & Export Templates

Create new or customize existing templates for import & export.

B Create import/export template 1

Figure 42 - Create Import Template

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

&3 Import & Export Wizard [=] x

Select an import/export type

Client
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Figure 43 - Selecting Time and Fees import type

5. | 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
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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.

1 Impart & Export Wizard T x

‘smetexatin imporina i or i case o vaie,

Detautvaiue

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

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.

1 Import & Export Wizard o x

Map imparting code with Unity Accounting codes.

-2 2 - Deaiing of agreements
g X} i3 - Preparation of documents
B b - Tetepnone cail 1o

B £ [p1 - Comespondence with client

Figure 46 - Unity Accounting Codes not fully mapped

13 impont & Export Wazsrd

Map importing code with Unty Accounting codes

Figure 47 - Using dropdown function to map Unity Accounting codes
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Mag imparting cade with Unity Accounting codes.
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Figure 48 - Fully mapped Unity Accounting codes

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.

&1 import & Eaport Wizad o x

Total Recerds 2

Figure 49 - Time/Fees import data preview

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.
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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.
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Figure 51 - Time/ fees import data preview

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

import.

Figure 52 - Completing time/fees import

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

Unity Accounting X

o Data has been imported successfully.

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.

B Clients & Matters (= [@ =]

‘ €3 & New Client/ Matter A Conflict Search @ New Transaction [0 Quickbill [Q Reports C View open clients / matter. ~

Number Name Matter Description Business Phone 1
1008101 Acme Anvils Inventory Adjustment Several anvils missing, suspected Road Runner interference.

1016101 Arendelle Castle Renovation Loan Requesting a loan for “ice” infrastructure. -
1019100 Elsa’s Ice Sculpture Write-Off Wants to classify sculptures as “artistic investment",

1017100 Frozen Arendelle Financial Review Allice assets frozen solid—no liquid assets! L
1008100 Gotham Gadget R&D Expenses Excessive spending on *Bat Shark Repellent"

1002100 Doughnut Budget

|
| 1009100 Black Pearl's Treasure Audit Pirate accounting is tricky—lots of "buried assets to reconcile. 4
|

016100

General | Balances ] Events & Tasks Time & Fees | Disbursements | Trust | Bills & Payments | ConflictInfo | CustomFields | Linked People | N«

Enter Time & Fees Date Al z Filter  Billable and Non-billable - Status Any -
’ Date Initials. J Imported Time and Description Billable | Hours Amount Status 8ill ID
Fees on matter
2 Total : 1.00 300.00
[2021/04/01_Jew  ~ Correspondence with cient - dence vith Ut 5. Ves 100 30000 Unbiled [
I
Total : 1.00 300.00

Figure 54 - Imported time /fees data on matter
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Figure 56 — Comparing Unbilled Aging by Client total against csv import

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

B2 Import & Export i‘ﬂ@

Import & Export Templates

Create new or customize existing templates for import & export.

B Create import/export template 1

Figure 57 - Create Import Template

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

1 Import & Export Wizard [u] x

Select an import/export type

O Qlient

O Contact

O Vendor O Trust Receipts

(O Time / Fees O Bills (Unpaid aniy)

S
Cost - Importing dis from device printer, fax. telephone systems & etc)

Figure 58 - Selecting Disbursement import type

5. | 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

E] I
* | am importing disbursements from a file __
o ] Open file to import x
e pC—————— e et T ek Teme oy Q- o
Delimiter Type Select the date format of date fields in your import file |  Organize = New folder )
Comma (,) - Auto detect v ~
Total Records: xoxooo (] import trust with historical transactions *0Q
8% AROpeningBalancesimportedimported241009130514.csv

ick hete to download import template for disbursements. -
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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.

T TEe § DR T =

Miap imparting elds with Uity Accounting fields

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

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.

£ Impor: & Exgon Wizard oox

Confirm Importing
[ Impering Coes Codes match Unity

- Accounting Codes
o
- e
- o

Figure 61 - Unity Accounting Disbursement codes fully mapped
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Unity Accounting Import Process / 26



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

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.

B Import & Export Wizard o X
Preview
oue et ot DusementCodet Desrptont P PR——

oo oo s ]

202107/ 1016100 9 Phatocopies 20 2

E orero 0 Coun sepaer Tanss |75 ;

2021/07/11 1002100 4 Courier - UPS 45 4

202170717 1009100 OLR Ontario Levy - Real Estate | 44.25 ]

20210717 1009100 5 Postage 35 9

ey oo 5 Crr “ 0
2021/07/17 1013100 9 Phaotocopies 25 n

2021/07/17 1013100 4 Courier 7 12

202107117 1002100 2 Long Distance Telephone | 20 13

2021/07/16 1002100 4 Courier » 14

Total Records: 12

Figure 63 - Disbursement import data preview

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

1 import & Export Wizard o x

® import the s now

O Scnegule O Schedule and import the disbursements

Hourty [

1 Save import/export setings

Figure 64 - Completing disbursement import

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

Unity Accounting X

o Data has been imported successfully.

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
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5.6 IMPORTING TRUST

1. Launch Unity Accounting
2. Click on Files — Import and Export
3. Click on Create import/export templates

E‘j\"lulf'vl:\z.“' :'”@ ‘m

Import & Export Templates

Create new or customize existing templates for import & export.

B Create import/export template 1

Figure 68 - Create Import Template

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

] impon & Bxpon Wizae o

x

Select an import/export type

O Client

- e -

Figure 69 - Selecting Trust Receipts import type

5. | 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.

o] l
* | am importing trust receipts from a file = ®"
L e Windows €3 > Temg » & ,
° :
e ——— ganize SR )
Type Select the date format of date fields in your import file #C
- n‘ 241
3 o 1eci241009102410.csv
s = 0
> | am exporting trust receipts to a file
B
o ac
File name:  TrustOpeningBalances.csv CSV Files (*csv)
O =] =

Figure 70 - Uploading Trust Receipts csv import file

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

E] import & Export Wizard o x
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Detault Vaive

2
4 Amount
pe (RIT

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

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.

Map imperting code with Unity Accounting codes.

ou may vesify the codes mapping between Unity Accounting and your imparting data. Codes mapping will be saved for future seference and wil be used in case of
scheduled import.

Field Importing Codes Unity Accounting Codes ~
<[ 11ss 1195 Reqular Tt - Bsnk One
+ CHK CHK - Cheque -
-[n

° .
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.

Total Records: 9

E Impert & Export Wizard o X
Preview
Tient & M
;:_"‘ EMIUET e Description* Amount* Type* (R Payment Type* Bank* Reference
E ce s JjJow ques ]
1002100 Opening Balance 58392923 R CHK 1195 2
1016100 202471001 Opening Balance | 1356 R CHK 1195 3
1002100 2024/10/01 Opening Balance 20905 R CHK 1195 4
1010100 2024/10/01 Opening Balance | 1175158 Rr CHK 1185 5
1003100 2024/10/01 Opening Balance 498151 R CHK 1195 3
1000100 2004110/01 Opening Balance 66947 R CHK 1195 7
1000100 2024/10/01 Opening Balance 19497 R CHK 1195 8
1008100 2024/10/01 Opening Balance | 243362 R CHK 1195 [

Figure 74 — Trust Receipts import data preview

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

the import.

Figure 75 - Completing Trust Receipt import

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

Unity Accounting *

o Data has been imported successfully.

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.
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Figure 77 - Running Trust Listing
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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

E‘J\""['c‘ﬂ-"Iq')c""' = ” (=] ‘ &3

Import & Export Templates

Create new or customize existing templates for import & export.

n Create import/export template 1

Figure 79 - Create Import Template

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

2 impart & Expoet Wizard =] =
Select an import/export type

Figure 80 - Selecting Bills (Unpaid only) import type

5. 1 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.

=] I
® | am importing bills from a file P pr—— "
[Ero 1@ € w1« wndous(c) > Temp > Uniy {imporiion  Toois | @) v O sererTeie g
First row contains column header
Organize = New folder - e
Detmiter T Select the e format o dte fisls i your impor e 3 S
Comma (,) b Auto detect v ‘ _ - . N
Tote Records cwx ] import st with isorical vansacons [T AvGpenngamcescer T 100 0TS A i : )
o i rIMpor v 124 A 1Kl
Click here to download import template for bills. B Clent Mattenimporiedz« 1009102410 !
B9 Contacts.csv 024-10-06 3:
87 Disbursement.csv
F' B Time&Feesimported241009103218 csv
- - - B TustOpeningBalancesimporied24100910.
)
I'am exporting bills to a file L PT———————
4 Browse
~ -
File name: | AROpeningBalances.csv | CsVFiles (o) ~
Comma (,) SV (fosw) o
Cancel
Apply quotes around the values

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.

|5 impen & Expont Wizard a x

Map importing fieids with Linity Accounting fieids.
Required Unity Accounting fields are also marked with * (star).

Detauit value opticn  availa othes colun with p Which 5 101 exist in importng Kl o i Case of emty/null value.
Importing Fields. Unity Accounting Frelds. Default Value -
[Cient & Matier No Chent & Matier Not -
2 [pinDate

3 [BilReferenceno
4 ption

5 [Feesamount

6 |Disturemenbescrigtion
7 |pistursementamount
8

Ipiscount Discount
9 Jsublotal Subotal
10 flaxtAmount

11 [texzamount
12 [Birtotatamount

18 =

Figure 82 - Mapping Bills (Unpaid only) import fields to Unity Accounting fields
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Figure 83 - Using dropdown function to map/update Unity Accounting fields
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Figure 84 - Fully mapped Unity Accounting fields

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.
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£ Import & Export Wizard 1 X
e onoue SR
1002100 2024/08/01
1008100 2024/08/01 | 4 35 o o £ 455 [ 3955
1010100 2024/08/01 |5 350 AL o an 410 [ 47861
Total Records: 6 I
e

Figure 85 — Bills (Unpaid only) import data preview

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

5 Import & Export Wizard [5] %
Preview

Client & . . 1 Tax2 )
Matier BilDae CilVRe! b Faest DUDUSEMEN 1y ctursemen Discount  SubTota GsT ST Jotal Bl

" Number  Description Description :

o Amount Amount

20paon [ ]

1002100 z a0 0 26649 |0 o

1016100 2 W01 3 138.22 0 868.72 897 o

1008100 | 204/08/01 |4 Opening Ba.. 0 0 » 435 o

010100 20040901 |5 g Ba.. | 350 Opening Ba.. 816 0 a6 4701 o

1009100 | 2024/0801 |6 Opening Ba.. 350 Opening Ba.. | 22075 0 51975 6435 o

Total Records: 6 b

Figure 86 - Completing Bills (Unpaid only) import

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

Unity Accounting X

o Data has been imported successfully.

Figure 87 - Import success prompt

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.
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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)

ITax Registration Number
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