Handling Settlement Funds in Clio and QuickBooks

All settlement funds must be deposited into firm’s IOLTA account and verified as
cleared deposits before checks are written against funds.

] Complete a Check Request Form before issuing settlement checks. Include copy
of court settlement agreement.

In Clio, during engagement, add all expenses firm paid to Clio under
Activities>Expenses.

New expense entry

Expense type @
© I Hard cost: expense recoveries requiring payment to a vendor on behalf of a client (e.0. court fees)
I Soft cost: expense recoveries not linked directly to a vendor payment (e.0. photocopies, postage)
Expense category
Select an expense category
Amount Reference
s | 000 Enter check reference number
Vendor Matter
Spociy 8 vondor 01626.CPN Legal Settiement workilow
Date
escription
0212872021

Add description of Firm user

expense Peggy Gruenke

“

Save and create another

Adding settlement funds, disbursing settlement fees to 3" parties,
paying the firm for their portion and disbursing the funds to the client

All checks written in QuickBooks must be accounted for in Clio.

I in Clio, add the settlement finds/check to the matter, from the matter dashboard, under
Transactions

Deposit the settiement check into Clio.

1. From the matter dashboard, select Transactions
> New Transaction

2. Add the amount of the settlement
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Handling Settlement Funds in Clio and QuickBooks

|:| In QuickBooks, deposit the Settlement Check into the Trust Bank account.

] @sank Deposit @
<<<<< nt Dete In QuickBooks, go to the Make Deposit screen. -
10300 Sun T T 0798 | | | bt $10,19299 aarzezon Record deposit in Trust Bank account and for Account below use Client Trust $0.0
Funds
o ®

H Clio, disburse funds to 3™ party and/or client. From the Matter Dashboard, select
Transactions > Select IOLTA account > Disburse Funds

Disburse funds x
IOLTA - ATTORNEY FEES - 9000 v 4
cont ator 1. Enter amount.
Abram Liles v 2021-02-03512-AbramLILES-In v 2 . Descri ption
Amount S000 avalable) | Requred Date —— 3. Check the box “Disburse To Print check Via QB”
1 028001 B 4. Add recipient name (which has to be in QB)
Currency Exchange rate 5. Add a Memo
Chocee s curency - 6. Record Transaction will take you to QB to prepare

Description and prin’[ check.

Print check in QuickBooks Online x
2
@ To print your check via QuickBooks Oniine, please go to the QuickBooks Onine
Print Checks page after recording this transaction and select this check for printing.
Note: It may take a few minutes for your check information o be synced to
[E) Check printing via QuickBooks Online is here! (<] QuickBooks Onine.
Reduce costly accounting errors such as trust overdrafts and save time by
decreasing manual/deuble entry with check printing. Learn more To get to the Print Checks page in QuickBooks, choose “Print Checks™ from their
Ieft navigation. Leam more.
Disburse To .
Disburse funds summary
I Print check via QuickBooks Online
Account Trust
Recipient Required Client Adrienne
Matter 02031-H:
Amoun $1.00
Abram Liles| 9 - Date 202102128
Description
Payment Method Check Mo. from QuickBooks Online
Recipient acriennc [
Payment Method Check
LD Go to QuickBooks Online to print check JITH

Enter check mema details (50 character limit)

This will take you to
QB to prepare/print

Record transaction Cancel

In QuickBooks, you will be prompted to print the check. You can save can print later.

Plint Checks
Make sure this is the
/Trust Bank Account

Truse Funds Trus: [l ~ ® Balance 5100 1 checks selected $1.00

Starting check no.

G Remove from list Sort by Date / Order created ¥ Show all checks ¥ 4687

[[] oare TYFE PAVEE AMOUNT|
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Handling Settlement Funds in Clio and QuickBooks

C in Clio, Prepare Invoice for law firm fees and expenses

o On the Matter expense tab, verify all expense checks written in QB for any client
expenses paid out of operating account have been recorded in Clio
On the Matter Dashboard, update the Award for Fees

Contingency awart

Matter
4 | 01626.CPN Legal Settiement workfiow

Date

02282021

eeeeeeeee

e Generate Clio Invoice which will have all expenses and attorney fees as determined
by the settlement agreement.
¢ In Clio, pay Invoice by applying trust funds to invoice.

Record payment

~

Reauiied Source available in CPN Logal IOLTA

+ | CPN Legal OLTA (Matter] o -

er Amount
Requres DepositAccount reawees | o st2300

| CPNLegal OPER

Tota open baiance | Payment amglint
invoice #2127 for [ Firm $147600 5 g
it
Waterts) ssue date Duen Open Bal Pay
i - o wn wamo [ 5
Tota:
Descripton Wt ot

Payment for nvoice 21277

[ 1n QuickBooks, “write” check to transfer the funds earned to Operating account.
Be sure to CATEGORY Client Trust Liability account.

(& Check #To print

Payee Bank Account

v | | TrustFundsTrust Clearing Accour | ¥ | Balance $0.00

Miailing sdcrese

v Category details

#® caTEGORY DESCRIPTI

o 1 ‘ Truss Lisbilivad

O 1n QuickBooks, go to Bank Deposit screen to record the payment/deposit into the OPER
account
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