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Case Ledgers and Costs Manual

All case costs and ledger information are held under the Case Costs tab within a case

Upon selecting ‘Case Costs’ this will default to ‘Balances’ which will preview a running total of balances across
all Ledgers (Time, Disbursement, Bill).

Balances

ledgers  CaseDetsil  Billing

ime Ledger Totals

® By Hours/Minutes O by Units

Type Chargeable Non Chargeable Total
Time Mins 00:00 00:00 00:00
Charge 000 0.00 0.00
Cost 0.00 000 000 ~

Disbursement Ledger Totals

Status Value VAT Total
Unbilled 0.00 0.00 000 -
Billed 0.00 0.00 000
Total 0.00 000 000 -

Bill Ledger Totals
Value VAT Total
0.00 0.00 0.00

L

Time Ledger Totals

This can be interchangeable between minutes and units, displaying all chargeable and non-chargeable time
providing a clear breakdown between Time/Units, Charge, and cost.

ime Ledger Totals

@ By Hours/Minutes O by Units

Type Chargeable Non Chargeable Total
Time Mins 01:00 00:00 01:00 =
Charge 150.00 0.00 150.00
Cost 125.00 0.00 12500 «

Disbursement Ledger Totals

This will display all unbilled and billed disbursements including running totals and VAT.

Disbursement Ledger Totals

Status Value VAT Total
Unbilled 2,010.00 29250 230250 =
Billed 0.00 0.00 000
Total 2,010.00 29250 230250 ~

Bill Ledger Totals

All outstanding Bills will be displayed here.

Bill Ledger Totals

Value VAT Total

0.00 0.00 000 o
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Working in Ledgers

To begin to add to one of the above ledgers, select ‘Ledgers’ which will allow you to select which Ledger you
would like to review

Time Ledger
Adding charge rate

New cases will be created against the default charge rate, if users wish to adjust this then users must firstly go
into the Case costs and then into Case Detail.

Ledqgers Case Detail Eilling

Then users can set the charge rate for that case by clicking on edit and save once selected.

Edit Case Details

1 Specific Charge Rate
Charge Rate | Standard Y
Case Stop Code I ] I [ v
Cost | I ‘ v
Management

EaEd
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Recording in a case

Unallocated clock

To start an unallocated clock within a case, select the clock symbol

/0

Select an activity and enter 0 minutes. Then Save and you will be able to start the clock. You can only do 1
unallocated clock at a time within a case.

00:00:02

Once you have finished your activity/tasks, select Edit next to the clock. Edit the details accordingly and select
Either post or save.

If you are in My Timesheet, then select the plus sign.

+

Give you unallocated entry an appropriate name and select save. Then right click on your entry and select start
clock.

Once you have finished, right click and select Stop Clock. Once the clock has stopped counting, you can either
right click to select Edit or highlight and select the pen icon to edit the entry.

Manual Entry
You can record a time against a case by selecting a case in the system and clicking on
Cases costs - Ledgers — Time Ledger

Such as below, once this is done you can click on the plus sign to Add a time entry by clicking on the plus sign

Balances Case Detail Billing

Time Ledger Disbursement Ledger Bill Ledger

Once this is clicked the below options will appear for the user to complete. Enter or select the required values
into here and then click on Post
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Add Time Entry

Date ‘ 12/03/2021 ] ‘

Description l Care and supervision order - Lan ‘ m

® Chargeable O Non Chargeable

Activity [ A ] [ Attendance e

Minutes [ 120 ‘

Marrative [ Create Narrative Document

EIEE

Court appearance

If the Start and End times have been enabled then the manual time entry screen will display these

Add Time Entry

Date | 11/08/2021 | \

Description l Care and supervision order - Tes! ‘

® Chargeable O Non Chargeable

Activity l (% ] l Court visit w

Minutes [ 0 ‘

Start / End ‘ G ,_3-,‘ ‘ 55 @ | O Apportioned
] Create Narrative Document

Narrative ‘

[ J o
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Splitting a time entry
Users can split a single time entry into different entries by pressing the grid symbol at the top of the Time

Ledger screen. This functionality is also available in My Timesheet.

Time Ledger Disbursement Ledger Bill Ledger

CO/0 «HH| =«

’ | Split a time entry ‘

‘ [¥) Export to Excel

Ensure the time entry that requires splitting is selected then select this symbol.

On this screen you will see the single time entry in red, click the Add button at the bottom to begin splitting
the time.

Date Y Case Y Phase =

Add Remove

At the top of the screen select what activity is needed in the split then select the amount of minutes you want
to allocate to this activity, click OK once finished.

Activity Attendance . ]
Minutes 20 J { 60 J
Charge 58.33 ] { 175.00 ]

Cost { 50.00 ] { 150.00
Time Narrative |
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At the bottom of the screen you'll notice there is now another entry below the original time entry, but the Split
Time Entry button is still greyed out.

Date Y Case Y Phase Y Task..t Y Activity Y Mins Y Charge Y Cost Y

08/04/20... 3187 03 30 87.50 75.00

v

s

You must add in all the time entries to calculate to the original time entry time, use the Add button to add
further entries in this list. In this example I've split the original time entry into 2 time entries, both of the new
entries calculate up to the original 60 minutes therefore allowing me to split the time.

Date Y Case Y Phase Y Task Y Activity Y Mins Y Charge Y Cost Y

08/04/20... 3187 03 30 87.50 75.00
08/04/20... 3187 It 30 87.50 75.00

v

Click Split Time Entry, the Time Ledger page will refresh and the original time entry will now be split into 2
entries.

Transferring a time entry

Users can transfer time entry into a different case by pressing the grid symbol at the top of the Time Ledger
screen. This functionality is also available in My Timesheet.

Time Ledger Disbursement Ledger Bill Ledger
0O0/0 «HE *

‘ Transfer a time entry
‘ [¥) Export to Excel ’

Ensure the time entry that requires transferring is selected then select this symbol.

Original by Neil Jones, Civica Legal, 16-8-21. Amended by Mohamed Patel, iCasework, September 2022.



The case the time is being transferred from will already be populated on this screen, click Search to select the
case you wish to transfer the time to.

Transfer Time Entry

|
From Case [ Care and supervision order - ] To Case { ]
Phase [ } Activity [ 8 J ‘ Letter V}
Task [ }
Activity [ L ]
Narrative ’ ‘ Minutes [ 30 ]
V3
Charge [ 87.50 ]
Cost { 75.00 }

You can search for the case either via the Case ID number (use the Case field to search for this) or by the Case
title (use the Case Description to search for this). Highlight the case and click Select once the case has been

found.

Case ’ 542514

Case Description

Enter case description }

(s reen [ e

Drag a column header and drop it here to group by that column

Case Y Description Y

542514 Pl Defendant - Fall in cell

This will populate the rest of this screen, click Transfer to complete the action.

Transfer Time Entry

Sea (o]

From Case [ Care and supervision order - ] To Case [ Pl Defendant - Fall in cell ]

Narrative ‘ Minutes [ 30 ]
z

Charge [ 87.50 J

Cost { 75.00 ]

My timesheet

Users can also manually time record using the timer within iCasework.
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To access the timer you will need to select the “Me” tab in the top right hand corner. You can then access the
timer by selecting the caption "My timesheet”.

‘\WPyd%2BVpa3GROeOkKwrMqnA%3D%3D&au.. ¥ O

B> Recentcases ~ @ Dashboard ~ &Me~ & Help

nistrator if this was no @ My timesheet

This option will then bring up your timesheet.

To add a time entry, you will need to select the icon at the top of the page with the white plus button and the
green circle surrounding it. If you hover over this icon it displays that this button will “Add a time entry”.

@ Timesheet
CSV File Import Revalue Time
e O=EC 0+/78I0[ «HEH
[ ADMINISTRATOR v H Y Date t|Addatimeentry vy pegeription Y

There are 13 icons at the top of the timesheet which allow the user to (in order of the icons)

Show/Hide clocks
Show/Hide totals
Reload a Timesheet
Add a time entry
Start an unallocated clock
Edit a time entry
Remove a time entry
Copy a time entry
Post a time entry
Post all time entries
Reverse a time entry

Transfer a time entry

HFEIARAINTOSNS+OQIIE

Split a time entry
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When adding a time entry you can select which day you would like to record this on. This can be accessed on
the left hand side of the screen. Which displays the days and dates.

® Timesheet

CSV File Import Revalue Time

e ]

[ ADMINISTRATOR v

4 %2020
4 "% May

©= 18 (Monday)
©= 15 (Friday)
©= 14 (Thursday)
O=13 (Wednesday)
O 12 (Tuesday)
©= 11 (Monday)
Q=g (Saturday)
Qu7 (Thursday)

6 (Wednesday) H
Ous (Tuesday) I
®= 4 (Monday)

> W April

» ‘M March

Alternatively when the “Add a time entry” icon is selected, you can instead select a date by using the calendar
drop down list.

@ Timesheet

Add Time Entry

Date 119/05/2020 ]

Description “ May 2020 >

Mo Th

27

Activity
4

Minutes

Narrative 18 ) Create Narrative Document

25

1

Tuesdav. 19 Mav 2020

After you have selected a date, the following options below will appear:

Add Time Entry

Date { 19/05/2020 i ]

Description I AW Test ]

® Chargeable ‘-’ Non Chargeable

Activity

Narrative

l
Minutes [ ]
|

] () Create M

Save m Cancel
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The “Description” box will display the most recent case that you have been working on.

*Alternatively the user can either type the case they would like add a time entry to by manually typing the
description into the box.

Or they can select the ‘Search’ icon which will display this screen below:

Case [ Enter case ]
Case Description [ Enter case description ]
=
Drag a column header and drop it here to group by that column
Case Y Description Y
211064 - Advice on purchase on freehold property for new tennis court }
273627 DEscriotion
300388 Test Children |
302639 - Jones Children
310788 - Appeal into Mr Smith conduct
CIKIEN -0 -- B
=]

For your convenience, you can select on the ‘Recent’ icon or the ‘Favourites’ icon to quickly select a case
instead of searching for one.

Once you have selected the case that you would like to add the time against you can select whether this needs
to be listed as chargeable or non-chargeable and will need to select what this activity was.

Add Time Entry

Date { 19/05/2020 = l

Description [ AW Test ]

® Chargeable ( Non Chargeable

Activity [ ] l 'l
Minutes [ ] Court Hearing
Narrative | Lelter

Meeting

Telephone call

fl

You can select which activity by using the drop down list on the right hand side such as “Drafting”.

Once you have selected your desired option, you can enter the minutes that you have spent on this and add in
any other notes (if required) in the “Narrative” box. You also have the option to “Create a Narrative
Document” by checking the tick box.

Narrative Create Narrative Document

N

Task time entry narrative.
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When you have finished filling out the fields, there are three options at the bottom called “Save” “Post” or
“Cancel”.

This gives you the options to save the time entry, should you need to record something for the moment and
revisit this later to edit this before posting or you can simply post the time or cancel the entry.

Disbursements

Disbursements can be added by going into the Time Spent and then click on Disbursement Ledger

Disbursement Ledger Case Detail

Add a disbursement

To add a new disbursement, click on Add a disbursement

Q7 «HH

‘ Add a disbursement

|
%

=

You will then be presented with the below screen

Add Disbursement

Description l Appeal advice for David Beard l
Type [ vl Payee [ I
Date ‘ 13/08/2021 | Invoice No ‘ |
PO. No ‘ l
Requested Date ‘ &3 Sent Date ‘ | |
[ Amount Approved? Approved Date [ B l
Amount [ o |
VAT Rate l vl
VAT [ o l
Total [ 4] l
MNarrative ‘

(o [ o
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Description — This will display the case name

Type — Select the type of disbursement from the pre-defined list

Payee — Enter the name of the Payee

Date — Enter the date that the invoice relates to

Invoice No — Enter the number of the invoice

PO No —The PO number that the disbursement relates to

Requested Date — The date that the disbursement was requested

Sent Date — The date that the disbursement was sent

Amount approved — If the amount for the disbursement has been approved

Approved date — The date that the approval for the disbursement was given

Amount — Enter the amount of the invoice excluding VAT

VAT Rate — Select the VAT rate from a list of pre-defined rates

VAT — This will show the VAT amount added, this field is not editable as is a calculated value
Total — This will show the total of the invoice (Amount + VAT). This field is not editable

Narrative — Enter an applicable narrative for the disbursement

Amending a Disbursement

Once added a disbursement can be edited by highlighting the required entry and clicking on the edit button.
This will allow the details entered earlier to be adjusted if required.

O/ «H =%
| [?.j Edit a disbursement |

The disbursement can also be reversed (these cannot be cancelled once added). This will reverse the entry
added will the balance been removed.

The disbursement can also be transferred by clicking on the transfer button, this allows the disbursement to
be transferred to another case.
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