Reports
USER GUIDE

Overview

The “Reports” feature gives you access to your account’s data. Users can examine their data by running a report on
demand. Types of reports include Case Fees, Invoice Payments, Order Summaries, Order Fees, Service Fees and
Court Fees, and Monthly Order Summary.

Ba ed on the report type, the user may run a report using a case number or date range. The report is generated in
the browser window for easy viewing and can be exported in common formats such as Excel, PDF or HTML.
Key Benefits

1. The “Reports” feature provides: Access to account data updated in real time to help monitor and manage
your work, including case fee reconciliations.

2. Flexibility to share data and insights across the firm with reports that can be exported in a range of
formats including PDF, HTML, CSV, and Data Feed.
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How to Access the Reports

The Reports section can be accessed by clicking on “Reports” on the left navigation or clicking on the “Reports:
header.

1. Left Navigation
a. Click on the “Reports” icon.

Case Fee Report Invoice Payment Report E Order Fees Report
Order Summary Report

500000

Reports

2. Top Header
a. Click on the “Reports” header menu to view the dropdown list of the available reports.

My Profile | Help | Logout

Search: |Cases v \ ‘

Case Fee Report

Invoice Payment Report
Order Fees Report E Invoice Payment Report E Order Fees Report
Order Summary Report

Order Summary Report

000000

User Terms and Privacy Policy
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Available Reports:

In the “Reports” section you ca view and select from the following reports:

e (ase Fees e Order Summaries
e Invoice Payments e Order Fees
e Service Fees and Court Fees e Monthly Order Summary
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System Administrator

My Profile | Support Center | Logout

Expired Credit

Reconcilliation

lonthly Order Summary

Service Fees and Court Fees

E Case Fee Report
Order Fees Report Order Summary Report

What is Included in Each Report?

To learn what is included in the report, hover over each of the buttons for the descriptions.

‘Order Summary Report

(™
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How to Navigate the Reports

Order Fees Report

View orders and fees for your customer account through this service for orders closed during a specific date range

Account Number | 78789 ‘

Start Date [o1/12/24 \ End Date |01/24/24 Q | |
r—
14 4 1 of 1 e S | @) | 75% e” !! @l Find | Next !D

Fees Report for Account# 78789 - 01/12/24 to 01/24/24

Order  Order Date Date Order |Billing Code Case Number Case Name Lead Document Invoice Tnvoice Service  CourtFees  EFM Fee Payment Total
‘Number Closed Number Date Fees Advanced Fees
2153639 12/13/2023 12/13/2023 133 Ansvier] 21536354 1f24/2024 $10.50 $0.00 $0.00 $0.32 510.8
2153639 12/13/2023  12/13/2023 133 Ansvier/Responsa 21536338 1/24/2024 $10.50 50,00 50,00 40,50 S1L0
2151920 1/12/2024 1/12/2024 635 Petition 2161920 1/12/2024 $11.39 554,00 5200 $1.37 569.3
Totak $32.39 $54.00 $2.00 $2.79 $91.1

2712024 3:52:32 PM

1. Account Number:
a. Enter the account number on which you would like to base the report.

2. Start and End Date
a. Start Date Enter the date on which the search should begin.
b. End Date Enter the date on which the search should conclude.

3. Pagination:
a. Use the left arrow to return to the previous page and the right arrow to advance to the next page.

4. Refresh:
a. Click the refresh button to refresh all the data in the report.

5. Zoom:
a. The zoom function allows you to view the results at larger or smaller size.

6. SAVE:
a. Use the SAVE button to download the report in Word, Excel, PowerPoint, PDF, CSV, XML, and Data
Feed formats.

7. PRINT

8. FIND | NEXT
a. Use this field to search within the existing document.
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How to Run a Report:

Below are two step-by-step examples of how to run two different types of reports: the Order Fees Report and the
Case Fee Report.

These same steps may be used to run almost any report.

Step-by-step example #1

How to run the Order Fees Report

1. From the dashboard or the left menu select “Reports” then click on the report name.
Note: The search criteria will vary depending on the type of report.

2. Select the “Order Fees Report”
a. Anew page will open.
b. Inthe report screen enter an account number.
c. Enter a date range:
Start Date and an End Date.
Example: To search for data from January 1, 2024, to February 1, 2024, use the following
format:
Start Date: 1/1/24
End Date: 2/1/24
d. Once the account number and the date range have been entered, press ENTER.

3. When the report loads use the navigation to review the data.

TIP: The date format is dd/mm/yy where dd is the date, mm is the month and yy is the year.

Step-by-step example #2:

How to use the Case Fee Report

The Case Fee Report displays the service fees, court fees, and EFM fees charged to your customer account through
this service for orders related to a specific case.

Please note that the case number entered must exactly match the case number at the court (capitalization,
hyphenation, etc.).

From the Reports navigation, click on “Case Fee Report”.

1. Inthe Case Fee Report, enter a valid case number in the “case number” field.
2. Click on “View Report” to search.

|
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Case Fee Report

View service fees, court fees, and EFM fees charged to your customer account through this service for orders related to a specific case. Please note that the case number entered must exactly match the case
number at the court (capitalization, hyphenation, etc.)

‘. | View Report 9

Case Numbgr

000000

3. The results will displa as shown in the screenshot below:

Case Fee Report

View service fees, court fees, and EFM fees charged to your customer account through this service for orders related to a specific case. Please note that the case number entered must exactly match the case
Ti it ion atc)

Case Number | 17CECG00G17 e

———

4 < i of 1 > ] )] © 100% v (= = Find | Mext

Company Name Case Fees Report for Account# 233252
Case Number:

Case Name

Total Case Fees $534 64

Order Order |Invoice Invoice | Service | Court Fees Payment | Total
Number Date |Number Date Fees Advanced Fees

000000

2089177-01 4/24/2023 2089177-01 4/25/2023 §7.50 $60.00 8375 8050 §7175
2089177-02 412412023 2089177-02 425/2023 $69.50 50,00 £0.00 8050 $70.00
2123318 8/24/2023 2123318 1/8/2024 5219.00 $100.00 000 5050 331950
2140356-01 10/24/2023 2140356-01 10/24/2023 $7.50 56000 3375 5214 $7339

2/14/2024 224719 PM

4. Use the left and right arrow to navigate to the next and previous pages. The right arrow is enabled when
the results include 50 or more records.

5. Use the “refresh” button to reload the current data.
6. Use the zoom button to zoom in or zoom out.

7. Click on the “Print” icon to print or export the report.

8. To search for a record within the page, use the search function on the top right of the page, click on
“Find.” If there are multiple matches you may use the “Next” link to find the match.

*You can follow similar steps for the other reports.
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Frequently Asked Questions

1. What Reports are available for Customers?
a. Customers can run the following reports:
i. Case Fee Report
ii. Invoice Payment Report
iii. Order Fees Report
iv. Order Summary Report

2. Are all customer users able to view reports?
a. No, only administrators can view reports in the Cust mer P rtal.

3. Canreports be customized?
a. No, currently the available reports are not customizable.

4. How often is report data updated?
a. Reports data are updated in real time.

5. Canreports be scheduled and emailed to me?
a. At this time reports may only be run through the operati ns portal and cannot be scheduled to
be sent via email. Users may export the report datat include in an email.

6. Can reports be imported into another software.
a. Reports can be exported in various methods to be imported into other software systems.
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