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INTRODUCTION

\ ODa
Billing in d365Legal d365.Global

The Legal Hub supports several billing methods. For d365Legal, Fixed Fee billing is the primary
billing process used for most matters.

This guide focuses on the day-to-day workflow from setting up Fixed Fee instalments through to
generating Billing Events, creating invoices and synchronizing them with Xero.

b
Fixed Fee Schedule

&)

Billing Event Invoice Xero Payment Status
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OVERVIEW

N
Four Billing Arrangements d365.Global

Set on the Matter > Summary > Billable Type > this drives how time and fees are captured and billed.

aluln ~ :
FIXEd Fee Igl contlngent Fee = &« (] Save @ Save & Close [, ConflictCheck [ Expense B Billing Event  I”  Save & Route [ FixedFee (0 Refy
i Home
(O Recent hd <% Summary
A pre-agreed instalment Fee depends on outcome % Pinned v
. a1 0, 1
schedule drives bl|||ng. (A’ of clalm/settlement, My Work n.  NZ00118 - Skilled Migrant Category Residence Visa Application - saved
Hours are still logged for capped). A single billing Activities Maser
. i T e @ O O O
internal cost tracking, but eventis generated iiil Billing Report Active for 13 hours < Onbeoarding (13 Hrs) Checklist Document Collection Drafting & Review
don't directly set the automatica”y when the invoice List Summary | Connections  Applications  Family / Partner Details ~ Client Documents ~ Matter Documents ~ Fixed Fee  Checklist  Billi
7% Invoice Process
invoiced amount. matter settles. M Matter Dashboard AL st Not Required v
£y Dashboard Rate List “® 3 New Zealand Price List Billing Email Mitchellsarah@gmail.com >
4 Time Keeper Report Currency a & New Zealand Dollar Billable Type Fixed Fee @\d
--Select--
. h . Clients Total Applications A g
Per Dlem Retalner Tasks Contingent Fee
Accounts Per Diem
2 Contacts D select all ' Fixed Fee
The default. Fee earners log A standing fee Time & Billing Reteiner
billable time (Billing Events) arrangement, billed on its h&a Matiers
and disbursements (Expenses) own schedule outside the [ Biling Events
as work happens; both invoice standard (2 tunence:
normally. i [ ; : : G
y time/disbursement flow. Fixed Fee is the primary billing type for d365Legal.
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FIXED FEE \
How Fixed Fee matters bill d365.Global

okl .
Instalment schedule Fee earners still log hours

Time is still logged as Billing Events for internal cost-tracking and realization reporting

Uliz e o s Lotial ey s il s (s i £ @l il Tl it defaults to Not Billable and doesn't itself create an invoice line.
matter's Expected Matter Value is kept in sync automatically as the sum

of all active instalments.

When an instalment falls due, use the Generate Billing Events dialog on
the matter to raise the actual billable amount this creates the Billing Event A Closing the matter

that flows into invoicing or will be automatically processed overnight.

Once that Billing Event is invoiced, the instalment is automatically

. . A Fixed Fee matter can't be closed while instalments remain Scheduled invoice or
stamped Invoiced no manual bookkeeping needed.

explicitly cancel them first.
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Fixed Fee Billing Workflow Ny 4365.Global

Main process for fixed-fee matters: schedule the fee, raise billing events, run the invoice, then sync to Xero.

Matter Schedule Due date Raise Invoice Review Xero

Fixed Fee Fee line Reached Billing event Run Invoice Sync

Billing Type: Fixed Fee is selected by default when a Matter is created.

‘ Preferred setup ° Before invoicing a Xero sync

Invoices sync through the configured

Use Fixed Fee unless a different billing Billing Events and Expenses must be i )
: : A integration.
arrangement is required. Approved / ready to invoice.
Create one schedule line for each fee or Use today’s cutoff date if invoicing ,Use Syr'lc All Now when you need to push
. . . immediately.
instalment. immediately.
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Create a Fixed Fee Schedule > d365.Global

Fixed Fee drives the schedule-based billing process used for most d365Legal invoices.

Steps

< [ Save @ Save & Close  [Ey Conflict Check [ Expense B Billing Event I Save & Route [& Fixed Fee () Refresh New -~ Close Matter *. Al-generated content may be incorrect ® [ Share
1. Open Matter > Summary > Billing
Details or Financial tab. e summary N
Keep Billable Type as Fixed Fee. n. . NZ00122 - Skilled Migrant Category - Family Matter - saved 23/09/2026 %:01am  S7.730.00  $13830.00
3. Open the Fixed Fee tab. The Fixed Fee Matter e o Wlp | Totel Aot
ta b a p pea r's once the matter IS leed < Onhoar% (31 Hrs) Chgist Do(umeQuHE(tiﬂn Draﬂ'mgo&Rewew Submoltted RFIQPI De(losion >
Fee. Summary  Connections  Applications  Family / Partner Details  Client Documents ~ Matter Documents | Fixed Fee | Checklist  Billing Event-  mr--=--- tmemfomm modlnoomee "
Add New Fixed Fee Schedule Add a related Fixed Fee Schedule to EZ} Form assist
4. Select + New Fixed Fee Schedule to e recerd
create a Schedule |_||"]e_ - New Fixed Fee Schedule @ Add Existing Fixed Fee...
[ Namev Matter v Description ~ Billing Event ~ Amount~  Due Date ~ Schedule Status ~ Invoice + Invoiced Date v Sequence T v
D Fee for New 2021 Resident Visa Application NZ00122 - S... Fee for New ... Fee for New 20... §4,500.00  23/09/2026 Scheduled
U Installment 1 - Skilled Migrant Resident Visa - Part 1 NZ00122 - S... Installment 1 ... Installment 1 - ... $1,500.00  23/09/2026 Raised
D Installment 1 - Service Charge - Part 1 NZ00122 - S... Installment 1 ... Installment 1 - ... §700.00  23/09/2026 Raised
I:\ Fee for Skilled Migrant Resident Visa NZ00122 - S... Fee for Skille... Fee for Skilled ... $1,500.00  24/09/2026 Raised
Rows: 6
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Complete the Fixed Fee Schedule Ny 4365.Global

Each schedule line records the service/product, amount and due date for that instalment.

Steps < (] Save @ Save & Close New [ Deactivate [ Delete () Refresh O Check Access A Assign 2 Flow ~  UH Word Templates Run Report ™ [ Share
Fee for Dependent Partner Visa - saved NZ00122 - Skilled Migrant Category - Family Matter 365 Dynamics CRM Admin 24/09/2026 4:36 pm v
- Matter o Owner Created On
Fixed Fee Schedule -
1. Complete the fields: General Related ~
. . . & Form assist
* Name: meaningful fee description
T _t i TO| i es or smarl aste ror 0 make su s iDl’lS
* Product: lookup to the ISR & @ T e fpae ol to e oot o &
service/product
. . Name " Fee for Dependent Partner Visa
* Description: appears clearly for
. Product * @ Mew 2021 Resident Visa (Dependent Partner) X gel
review
« Amount: fee amount to be charged pescrptien " Fee for Dependent Partner Visa
* Due Date: when it becomes eligible Amount " 5250000
* Schedule Status: normally Due Date * 24/09/2026
SChedUled Schedule Status * Scheduled ¥
* Sequence: optional instalment order Sequence
2. Click Save or Save & Close to save the -
otes
fixed fee schedule.
Tips:

* Create a separate Fixed Fee Schedule record for each instalment or fee that needs to be billed.
* Need to billit today? Set the Due Date to today.
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Raise Due Fixed Fee Lines > d365.Global

Use the Fixed Fee comma nd to conve rt d ue < B O Save [ Save&Close [, Conflict Check [® Expense [ Billing Event I Save & Route () Refresh : *, Al-generated content may beincorect @ | (& Share
schedule lines into Billing Events.
L% Summary ~
n. - NZ00122 - Skilled Migrant Category - Family Matter - saved 23/09/2026 9:01am  §3,23000  $16330.00
steps Matter Opened Total WIP Total Amount
Generate Fixed Fee Billing Events
NZ00122 - Skilled Migrant Category - Family Matter (00122)
1. From the Matter top command bar,
What this does
se le Ct Fixed Fee . This will create billing events for all fixed fee instalments that are due today or earlier and have not yet been raised. Each instalment will move to Raised status and a corresponding billing event will appear on the Billing Events tab.
2. The Generate Fixed Fee Billing Events D) Due Instalments
WindOW Opens' Matter Billing Type
3 ReV| ew th e F|Xed Fee |n Sta l.m e ntS th at NZ00122 - Skilled Migrant Category - Family Matter (00122) Fixed Fee
SCHEDULED INSTALMENTS DUE FOR RAISING
are due.
Name Description Due Date Amount
4. Select Generate Bllllng Events. Fee for New 2021 Resident Visa Application Fee for New 2021 Resident Visa Application 23 Sept 2026 $4,500.00
5. Once geﬂerated, each eligible Fixed Fee Fee for Dependent Partner Visa Fee for Dependent Partner Visa 24 Sept 2026 $2,500.00
Schedule moves to Raised and a
corresponding Billing Event is created.

Cancel P Generate Billing Events

The screen shows Scheduled Fixed Fee instalments with a Due Date of today or earlier that have not yet been raised.
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Review the Billing Events N 4365.Global

Fixed Fee-generated Billing Events appear on the Billing Events tab and are ready for invoicing.

< [} Save [Ei" Save & Close ._']4 Conflict Check [é Expense [é Billing Fvent |7 Save & Route [é Fixed Fee O Refresh = New +, Al-generated centent may be incorrect & & share v
Steps
A Summary ~
1. Confirm Status: Fixed Fee-generated n. . NZ00122 - Skilled Migrant Category - Family Matter - saved 23/09/2026 9:01am | $7,730.00  $13,83000
Matter Cpened Total WIP Total Amount

events should appear as Approved.
Immigration Chambers ... @ O o O O O
Approved events are ready for the Active for 31 hours < Onboarding (31 Hrs) Checklist Document Collection Drafting & Review Submitted RFI/ PPI »

Invoice Process. Summary Connections Applications  Family / Partner Details  Client Documents  Matter Documents  Fixed Fee  Checklist | Billing Events | Expenses

[:3* Form assist

2. Review Values: Check amount, date,

H H Total Hours Billed 8 Total Billing Amount
product/role and matter. If something is 21.00 ¢ $13,600.00
. . L. Last updated: 24/09/2026 3:59 pm Last updated: 24/09/2026 2:59 pm
wrong, correct it before invoicing.
All Billing Events ~ ) Refresh @ ExportBilling Events

B Billing Event v Matter v Start.. |~  End Date v Billable Ho... ¥  HourlyR... ¥ Bookable Resou... ¥ Role ¥ Billing Stat... ¥
D Fee for Dependent Partner Visa NZ00122 ... 24/09/2026 1.0 $2,500.00 $2,500.00 NZ Test User New 202... Approved
D Fee for New 2021 Resident Visa Application NZ00122 ... 23/09/2026 1.0 $4,500.00 $4,500.00 NZ Test User New 202... Approved
] Billing - 365 Dynamics CRM Admin 2026-... NZ00122 ... 24/09/2026 24/09/2026 10.0 $200.00 $2,000.00 355 Dynamics CR... Immigrati... Pending
OJ EFee for Skilled Migrant Resident Visa NZ00122 ... 24/09/2026 1.0 $1,500.00 $1,500.00 NZ Test User skilled Mi... Invoiced
D Shrijan - Skilled Migrant Resident Visa Ap... NZ00122 ... 23/09/2026 1.0 $1,200.00 $1,200.00 NZ Test User Skilled Mi... Invoiced
D Installment 1 - Service Charge - Part 1 NZ00122 ... 23/09/2026 1.0 $700.00 $700.00 NZ Test User Skilled Mi... Invoiced
D Installment 1 - Skilled Migrant Resident Vi... NZ00122 ... 23/09/2026 1.0 $1,500.00 $1,500.00 NZ Test User Skilled Mi... Invoiced

Any Billing Event or Expense that needs to be included in an invoice must be Approved before running the invoice process.
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INVOICING ‘

Generating Invoices

d365.Global

Automated invoice run Add Lines to Invoice (manual)

® Runs per matter, picking up every Billing Event / Expense at the ready-to-

invoice stage.
g * From the invoice list, use Add Lines to attach specific Pending (or

. . ) . . . resolved Error) items to an existing New invoice for that matter.
e Enforces the Matter's Invoice Minimum if the total (including tax) is

below it, no invoice is created at all. . . . . .
e Useful for catching up an already-created invoice, or attaching a just-

. . . ) . L fixed item from the Error Queue.
e Requires a Price List entry for every Product being billed a missing entry

routes the line to Error rather than posting a corrupted $0 line. o ) ) o
e Same validation runs as the automated path — a line that still fails is

) . skipped and flagged, not silently dropped.
e Applies per-line tax (Standard / Zero Rated / Exempt / No Tax)

automatically.
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Run the Invoice Process > d365.Global

Invoice Process picks up approved Billing Events and approved Expenses based on the cutoff date.

Steps
Go to Time & Billing > Invoice Process. i Dynamics365 | Legal Hub ) B & | @ coniot |
2. Review the Cutoff Date and set the = o © Refresh
Cutoff Date to today if you want to G FoTE
. . . . © Recent ~ : I ) : cvow T :
| nVO | Ce | m m e d | ate ly. }? JATE | 24-Sep-2026 SCoP All eligible matters Select matters CLIENT | All clients 5| V' Eligible only P Run Invoice (1)
Pinned N
3. Click Select Matters. My Work 38 2 36 ;
4' ReVIeW the ellgl ble Matters a nd Sele Ct [?\ Activities Active in Dataverse Approved items, not yet invoiced Cutoff: 24 Sept 2026 From selection
the Matter you want to invoice. @i Biling Report
5' Cl_|Ck Ru n Invoice . % Invoice List 1 Select Matters (2 shown) [ stage: Approved @, search matter or client... Selectall  Clear
. 5 .. # Matter Dashboard [J)  Nzoows-Skilled Migrant Category - Family Matter Test ¢, ., o e - $310.50 $310.50 $310.50 $100.00 $943.00 Biigible
* The Invoice Process picks up eligible S My Dashboard
I NZ00122 - skilled Migrant Category - Family Matter Shriian Pradhan . 000. - 000, 230, ! 105, igible ]
Approved Bllllng Events and Expenses 4 Time Keeper Report & hrijan Prad $7.000.00 $7,000.00 $10,230.00 $100.00 $3.105.00 Eligibl
for the selected Matter up to the Cutoff Clients
Date m. Accounts
R Contacts

If a Billing Event or Expense is not Approved, it will not be included in the invoice run.
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Review and Manage the Invoice Y d365.Global

Once the invoice is generated, it can be accessed from My Work - Invoice List or Time & Billing - Invoices.

. = i efresh
Review o
@ hons All time CLIENT All clients STA S ATTORNEY All attomeys
@ Recent N
A Pinned v 6 $20,685.50 6 2+h $8,050.00+ $0.00+ 0
From here you can: My Work Shown All shown Awaiting payment 2 lines+ 2 lines+ 0 lines+ Reset queued
* review the invoice lines Bl Actvities S
* editinvoice details while still in a = e O
% Invoice List
- Skilled
NeW/Draft state D (e Riass [ [EREIRST S :fgﬂgrftzciegory— Shrijan Pradhan :i:e“ $8,050.00 2 $8050.00 [ New v] v [Gewmv ] Reset
Family Matter

* Generate Documents (Tax Invoice, ¥ haties Destbonnd
Ledes Statement, etc.) T 1 invoice Lines
+  Change the status of invoice from New I S I Y e S U S S Y

il Time Keeper Report

. Fee for New 2021 Resident
to Billed Fee 22-Sep-2026 1 4500 NZ Test User Ie F"HE[EUCF i $5,175.00
Clients
Fee for Dependent Part
Cl- k- th . . ll h th ﬂ Accounts Fee 23-Sep-2026 B 1 2500 NZ Test User — = — = ”:: e $2,875.00
ICKINg on the Invoice nhame will show the
. ,Q Contacts
lines ) INV-01050-T1X7Q4 nzooms - skilled NZ Test
H ]} - ; Migrant Category - Sarah Nguyen c $632.50 - - - New > v Generate ¥ Reset
@] pens Lines Time & Billing Family Matter Test Hser

Opens Invoice
O dadeacd RSL D o [ NZ00122 - skilled Migrant Category - Family Matter] Shri| ~
Opens Matter ° e , !
Add Lines Billing or Expense T : :
Invoice Lines "V o

Remove lines (Set back Pending, Non

Billable or associate different Matter) | K ECHE A I M Il e N N s1725.00 (1)
Fee 22/09/2026 1 1500 NZ Test User =S = °

Fee 22/09/2026 1 700 NZ Test User e — $805.00
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Sync the Invoice to Xero d365.Global

Once the invoice has been generated in Dynamics and its status changed to Billed, it is synchronized with the relevant Xero organization. The integration is
intended to run automatically approximately every 15 minutes.

Dynamics 365 Legal Hub L search & copilot | (

Steps < B2 Focused view [%] Show Chart | New I_T] Delete O Refresh 8 Sync All Now Run Report 68 Excel Templates £ Export to Excel v : & share ~ =
Y) Kecent v

w
& Bt v My Invoices - & editcolumns 5 Edit filters

i H . My Work
If you need to Sync Im med Iately' D Name v Invoice ID v Customer v Matter ID v Total Amount~  Status Reason ¥  Bill To Address v Due Date ¥ Date Delive... ¥  Created On | v
. eppe . Bl Activities
GotoTime & Bllllng > Invoices 4§ Biling Report [  Invoice INV-01051-N1DT INV-01051-N..  Shrijan Pradhan NZ00122 .. $8,05000  New Unit 302 178 Mann Street .. 8/10/2026  24/09/2026 24/09/2026 4:..
&l Billing Repol
2. Make sure the invoices you wa ntto B Invoice List []  Invoice INV-01050-T1X7Q..  INV-01050-T1..  Sarah Nguyen NZ00119 .. $63250  New 178 Mann Street Unit 101 .. 8/10/2026  24/09/2026 24/09/2026 4:..
. . . 7} Invoice Process ] Invoice INV-01049-N8HS INV-01049-N..  Shrijan Pradhan NZ00122 .. $310500  New Unit 302 178 Mann Street .. 8/10/2026  24/09/2026 24/09/2026 1..
invoice has status reason as Billed.
¥ Matter Dashboard [J  Invoice INV-01048-D1RSL..  INV-01048-D..  Shrijan Pradhan NZ00122 ... $253000  New Unit 302 178 Mann Street .. 7/10/2026  24/09/2026 24/09/2026 8....
3. Select Sync All Now from the command R -
[ Invoice INV-01047-W2N8..  INV-01047-W..  Taralkumar Patel NZ00120 .. $177.00  Billed 32, SAHYOG SOCIETY,KH..  7/10/2026  23/09/2026 23/09/2026 5:...
ba r ﬁﬁ Time Keeper Report
: [0 Invoice INV-01046-N3X35... INV-01046-N... Austral Engineeri... NZ00121 ... $368.00 New 30 Pitts Street Parramatta ... 7/10/2026 23/09/2026 23/09/2026 5....
4. Allow the sync to complete. el
. . . . & Accounts
5. Open the invoice again to review the
R Contacts
updated Xero information.
Time & Billing
ﬂ Matters

l—é Billing Events

[& Expenses

I B Invoices I

@ Products

&2 Bulk Billing Event
Rows: 6
W Practice Manage...

Important: Only those invoices with status changed to Billed will be synchronized from Dynamics to Xero.
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Sync the Invoice to Xero

After the invoice has successfully synchronized, a Xero URL is available on the Dynamics invoice.

Dynamics 365 Legal Hub L Search

Notes

1.

2.

Xero Draft: The invoice has been created
in Xero, and the Dynamics invoice is
processed and locked from further line
changes.

Awaiting Payment: Once the invoice is
authorized / awaiting payment in Xero,
the corresponding Dynamics invoice is
treated as posted.

d365.Global

{2t Home
O Recent n " Invoice INV-01051-N1D7N8_NZ00122 - Skilled Migrant Category - Family Matter_2026-09-24 - saved Shrijan Pradhan  Active  $8,050.00 365 Dynamics CRM Admin ./
- Ivoice - Invaice Client Total Amount P Owner
Pinned nvoice - v
My Work Summary Invoice Lines  Related ~ )
EEF Form assist
Activities
o . INVOICE PAYMENTS & STATUS
fhl Billing Report LINE ITEMS Add Product
) . Invoice ID * & Status Reason Billed v
Invoice List . . .
INV-01051-N1D7NS ] Name T~ Invoice ... ¥ Tim.. Role ~ U.~  PricePe.. v Qua..~ Manua
2} Invoice Process Date Deliverad 24/09/2026
Cliont * []  MNew 2021 Resident Visa Service NZTe. New.  E. $450000  1.000..
% Matter Dashboard o
= fo ue
M hry Dashione x| SRS e £ ] MNew 2021 ResidentVisa..  Service NZTe..  New E. 5250000  1.000.. SIS
E ly Dashboar
Matter ID / vy
Gl Time Keeper Report Date Paid d/MM/yyyy
2 NZ00122 - Skilled Migrant Categ... X
Amount Paid o]
CREDD Practice Area
Rows: 2
Accounts {1 Immigration x pel Billing Email d365.testportal@gm... 4
R Contacts Subject/Description * Billable Type Fixed Fee v
TOTALS
Invoice INV-01051-N1D7N8_NZ00122 - Ski...
i i Detail A it
Time & Billing etail Amoun 3 $7,000.00 [Xero URL https://go.xero.com/... @ ]
Currency * (3
ﬁ Matters Di t (%
@& New Zealand Dollar () Discount (%) Locked B Yes
ré Billing Events
o D t
[ EBpenses Price List (-) Discoun - Processed P
[& New Zealand Price List X £
| B invaices (+) Total Tax & $1,050.00 Posted B N
Prices Locked * &
D Products
No Total Amount 3 $8,050.00 Error Description B
ﬁ% Bulk Billing Event
o T

€ B O Save [ Save & Close New [i] Delete () Refresh

Q Check Access

D Invoice Paid

D Cancel Invoice

ES] Generate Docs

Recalculate

Credit Note
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Invoice in Xero

Selecting the Xero URL link on invoice will open the corresponding invoice directly in Xero.

Xer® DemoCompany(NZ)> Home Sales Purchases Reporting Payroll Accounting Tax Contacts  Projects

Sales overview » Invoices
Invoice INV-01051-N1D7N8 [Or=s © Freview

: : = _
86% of customers say they prefer to pay via credit and debit card - T —

Add online payments to your invoices. Get paid up to twice as fast.

Set up invoice template Skip for now Add de x

|_\ Sent
Contact Issue date Due date Invoice number Reference Online payments  Eranding theme
Shrijan Pradhan 245ep2026 80ct2026 INV-01051-N1D7NS  INV-01051-N1D7N8  PayPal Standard
Unit 302 Manage
178 Mann Street
Auckland, Auckland 1010
New Zealand
Amounts are tax exclusive
tem Description Qty. Prica Disc. Account Tax ratz Taxamount  Region Matter Project Amount NZD
2021Z] Fee for Dependent Partner Visa 1 2500.00 200 - Sales 15% GST on 375.00 00122 2500.00
New 2021 Income
Resident Visa
(Dependent
Pariner)
2021 | Fee for New 2021 Resident Visa 1 4500.00 200 - Sales 15% GST on 675.00 00122 4500.00
New 2021 Application Income
Resident Visa
Columns (0 hidden) + [ Attach files + Subtotal 7,000.00
Total 15% GST on Income 1,050.00
Total 8,050.00
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Changing or reversing an invoice N 4365.Global

New / Draft Processed (posted to Accounting Software) Billed

Locked from line changes after posting. A

Fully editable. Add or remove lines, adjust Draft or Submitted Xero invoice may be Paid, part-paid or credited invoices cannot be
amounts, run Add Lines to Invoice nothing is deleted; an authorised wholly unpaid invoice voided. Use a credit note; any cash refund
locked yet. may be voided through the controlled sync remains a separate finance action.

action.

D Credit-note correction Use the CRM Credit Note action as appropriate. The integration creates and allocates the Xero credit note, then writes the applied amount,

remaining credit and updated balance/status back to CRM.
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Creating a Credit Note % d365.Global

Dynamics 365 Legal Hub P Search
Steps = ¢ (] Save @' Save & Close New [il Delete () Refresh Y Check Access [} Invoice Paid [} Cancel Invoice  t51 Generate Docs Recalculate : [ Share - {
{3 Home
@ Recent N7 u  Invoice INV-01051-N1D7N8 NZ00122 - Skilled Migrant Category - Family Matter 2026-09-24 - saved Shrij han  Active  $8,050.00 365 Dynamics CRM Admin ./
1. Open the original Invoice. % Pmed v Invaice - Ivolce e e R A
. My Work Summary Invoice Lines  Related v .
2. Select Credit Note from the command Y 2 Form assist
Activities
ba r. il Billing Report INVOICE LINE ITEMS I Add Product . PAYMENTS & STATUS
. . . Invoice ID * & Status Reason Billed v
3. C hOOSG the req ul I'ed C red |t N Ote hraftealis: INV-01051-N1D7N8 [J MName T~ Invoice ... ~ .. ¥ Role~ U.~  PricePe..~ Qua..~ Manua -
. 23 Invoice Process Date Delivered
(@] ptl on. ~ Client * []  Mew 2021 Resident Visa ce NZTe.. MNew.. E. $4500.00  1.000.. 2a/nsj0z
& Matter Dashboard
4. Select Create e shrijn Pradhan P [ New 2021 Residersgd®  Service NZTe. New. E. 5250000 1.000.. Due 8/10/2026
5. Review the newly created Credit Note.
Create Credit Note B2 X
. o Create Credit Note =
* Credit Note only: Reverses the original
. . . . i N Create Credit Note
Invoice USIng negatlve Ine amounts' o Invoice: Invoice INV-01053-S1C1B8_NZ00125 - Visa Fees - integration test .
. . . 3.2026-09-24 | Total: $356.50 Credit note created
new draft invoice is created.
. . . Credit Note
* Credit Note Write Off: Creates a Credit @ Credit Note only CN- Invoice INV-01053-S1C1B8_NZ00125 - Visa Fees - integration test
. . . . Reverses the invoice with negative line amounts. No new draft created. 3 2026-09-24
Note using a single Credit product line 1265 1ereditnote e
fo ra pa rtial_ Write_off_ O credit Note Write Off d365_Originallnvoice: !nlfoicetl.N\‘;Othstz—S;E135,21200125 - Visa Fees -
integration test 3_2026-09-
. . . Creates a credit note with a single "Credit” product line for a partial write-
° Cred It N Ote + Du pllcate Draft’ off amount. Use when only part of the invaice needs to be written off.
.. . . Original Invoice (updated)
Reverses the orlglnal invoice and also Invoice INV-01053-51C1B8_NZ00125 - Visa Fees - integration test
. . . O credit Note + Duplicate Draft 3 2026-09-24
C reates a d u p l|Cate D raft Invoice th at Also creates a copy of the invoice in Draft for adjustment. d365 creditnote: R
can be adjusted and reissued. d365_CreditNoteLookup:  CN- Invoice INV-01053-51C188_NZ00125 - Visa Fees -
integration test 3_2026-09-24
==
Close
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Creating a Billing Event Y d365.Global

Billing Events can also be created manually when a charge needs to be added outside the Fixed Fee Schedule.

2 Search
Steps = & (4] Save @ Save &Close [, Conflict Check [B Expense B Billing Event | I7 Save & Route & FixedFee () Refresh *, Al-generated content may be incorrect & Share b=

{y Home
® Recent N7 % Summary -
57 Pinned X7

1. Openthe relevant Matter. ) ) . ) o
My Work n.  NZ00118 - Skilled Migrant Category Residence Visa Application - saved 21/09/2026 3:35 am  $200.00  $1,700.00 v

2. From the tOp command ba I, P Matter Opened Total WIP  Total Amount
& ctivities

opge - Immigration Chambers ... @ O O O O O
Sele ct Bl '.'.l ng Eve nt. dil  Billing Report < Onboarding (13 Hrs) Checklist Document Collection Drafting & Review Submitted RFI/ PPI ’

Invoice List
Summary  Connections  Applications  Family / Partner Details ~ Client Documents ~ Matter Documents  Fixed Fee  Checklist  Billing Events R
Invoice Process = Form assist

Matter Dashboard

_ Total Hours Billed 2.00 Total Billing Amount $1,700.00
i My Dashboard
Last updated: 21/09/2026 4:51 pm Last updated: 21/09/2026 451 pm
@il Time Keeper Report
All Billing Events + O Refresh B Export Billing Events
Clients
a— []  Billing Event ~ Matter - Start... v  End Date v Billable Ho... ¥  HourlyR... ¥  Total Ame... ¥  Bookable Resou... ¥  Role~ Billing Stat... ~
nstalment 1 — Filing_Fee K . X . . est User itizenship rror
. [J  Instalment 1 Filing F NZ00118 21/09/2026 1.0 $1,500.00 $1,500.00 AU Test U Citizenship B
[J  Billing- 365 Dynamics CRM Admin 2026-... NZ00118 ... 20/09/2026 20/09/2026 1.0 $200.00 $200.00 365 Dynamics CR... Immigrati... Pending
Time & Billing
l ﬁ Matters
[é Billing Events
R Expenses Rows: 2
Eé Invoices
® Products %
é8 Bulk Billing Event

m Practice Manage... O

D365 Legal | Billing Quick Start Guide




Creating a Billing Event

Steps

1. Complete the Billing Event details >
hours, activity/task code (if applicable),

and description

Billing Event Entry

Add Billing Events

v Resource auto-set: 365 Dynamics CRM Admin

Billing Events @) ] Review & Submit

BILLING EVENT LINES

BE-01

.

d365.Global

B X

NZ00118 - Skilled Migrant Category Residence Visa Application

+ Add Line | Flonelast | 1 0 Clone

Clone Remove

* Multiple Billing Events: Use + Matter *
Add Line tO enter mul_t|ple NZOO‘HB-ﬁd Migrant Category Residence Visa Application
. . . Resource * | auto |
Bllllng Events in one session. 365 Dynamics CRM Admin
* Clone: Use Clone to copy an stert Date ! e Date *
09/21/2026 0972172026
existing line where similar Billable Hours * Siling Type
work needs to be entered ’ Horslane
. 2h (2 hrs)
aga n. Activity Code
* Generate Narrative: Use ATOT Plan and prepare for R

Generate Narrative to improve
the grammar and wording of

Task Code
B110 - Case Administration

Description *

= Generate Narrative

On September 21, 2026, | reviewed and processed the Skilled Migrant Category Residence Visa application. This included case administration and the preparation of the required documentation.

the Description before saving.
2. Save the entry.

3. Ensure the item is Approved when it

Cancel + Save All Billing Events

is ready to be invoiced.

Important: Only create a separate billable Billing Event where an additional charge genuinely needs to be invoiced outside
the Fixed Fee arrangement.
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Creating an Expense

Use an Expense when d365Legal pays or incurs a cost that needs to be recorded against the Matter and, where applicable, passed on to the client

Steps Expense Entry

Add Expenses from matter ribbon

l NZ00118 - Skilled Migrant Category Residence Visa Application

1. Open the relevant Matter. Mode: | Add new expenses -
2. From the top command bar, Expense Lines @ || Review & submit
select Expense. EXPENSE LINES lone last 1 0 Clone

3. Complete the expense details. B DClone | X Remave

Matter =

* Use + Add Expense to enter

NZ00118 - Skilled Migrant Categary Residence Visa Application

more than one expense in the Expense Name - Expense Code *
e.g. Court filing fee - Select code -
same session. Dot + cuantity -
« Attach areceiptor e :

Amount (unit cost) * Due Date
supporting document where 000 mm/dd ryyyy
req UIred . Tax Category * Tax‘Amount

Standard 0.00
4. Review the entries under ST emountier s disburemert
Description *
Review & Submit, then select Describe the expense..
Save All Expenses.
. Vendor * Vendor Invoice No.
5. Ensure the Expense is - Select vendor - eg. nv-12345

Approved When |t |S ready to be [ create Xero Purchase Bill

Uncheck for "Rebill Only* — the client i

InClUded In an InVOICe Receipts / Attachments

Cancel + Save All Expenses
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The status lifecycle

Every Billing Event and Expense moves through the same statuses — shown here with Error as the exception branch.

Pending Approved Invoiced Billed Paid Credited

Firm-configurable — the automated invoice run
only picks up records at this stage (Approved by
default).

Error Any stage can fail validation and branch to Error instead — the record is excluded from every future automated run until reviewed

via the Error Queue.

Note: This Error status covers CRM billing validation. Xero integration failures appear in Sync Requests and CRM validation-error fields, with separate correction and

authorized-retry rules. If permanent failure [Retry Xero Sync required] will appear and use 'Retry Xero Sync' on Invoice or Expense record to clear and retry.
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Xero Integration Overview

Dynamics and Xero are connected so that products, contacts, invoices and payment information can be kept aligned between the two systems.

0 Products a Contacts

Products can be reconciled between Xero and Dynamics. Customer records can be matched, linked or created
where required.

Invoices 0 Payments

Billed invoices from Dynamics are synchronized to Xero. Payment information from Xero is returned to Dynamics
during synchronization.

Most Xero administration is only required during initial setup or when new products, customers or exceptions need attention.
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Xero legal entity configuration N 4365.Global

One configuration row per Xero organisation. The same CRM Product can use different account and tax mappings in each company.

Tax mappings per legal entity (examples) Tax resolution hierarchy

Standard sales / purchase Explicit line or expense - party rule > Product/legal-entity override

- Product default - approved legal-entity default. The category maps

(o)
B 150 CBT Eonies to this Xero organisation's TaxType.

Zero Rated sales / purchase

0% still inside the GST system Party tax rules

No Tax sales / purchase Configured per legal entity and Sales/Purchase direction for an

Account or Contact, with optional Product/category and effective
outside the GST system entirely dates.
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Xero Legal Entity Setup N 4365.Giobal

The Legal Entity Setup defines which Xero organization Dynamics connects to and the defaults used for that organization.

Steps: Admin > Xero Integration > Legal A || B b
Entity Setup = “« = (] Save @ Save & Close New [ Deactivate [i] Delete () Refresh @ Check Access 22 Flow @8 Word Templates Run Report v & share ~ =
f Home
* Routing & Organisation @ Recent v ICLEGAL-TEST - savec
R . <2 Pinned N Xero Legal Entity Setup
* Business Unit
Xetein e ane Routing and Organisation Invoice Defaults  Item Sync ~ Related e .
. . &= Form assis
.
Xero Organisation [m p— ?
° Cu rren Cy 3 Sync Requests CRM routing Xero organisation
. . Name *  ICLEGAL-TEST Organisation ID cb416c5e-0274-4ff0-b330-a16710098c33
* Default Price List & ttem Mappings
. 4P Xero Contact Map... Business Unit " B3 NZ (New Zealand) X L Organisation Name Demo Company (NZ)
¢ Connection
@ Erogaiiche Connection Key * iclegal-prod Currency NZD
* Item Sync Enabled
. General Settings Environment * E Validation Status
* Invoice Defaults _ e
°'  Overview
H H H H i ' ew Zealand Price Lis i &
° Dl’aft / Authorlzed invoice behaV|Or P Default Xero Price List [& New Zealand P List X 0 Last Validated On
° Sa leS ACCOU nt Code @ Copilot Item Pull Sync Enabled Yes ~
53 Lead + opportunit.. ctive v
« Expense Account Code e opperint o Yes
@ Productivity tools
¢ Sa les TaX Type "/ Chat and collabor...
° PU I’Chase TaX Type ®' Teams Meetings (...
° GST / taX defaults m Linkedin integrati...
h  Org chart
¢ Item sync Sales usage reports
* Enable or disable item synchronization - o]
 Default sales / purchase accounts
* Default tax treatment The correct Legal Entity determines which Xero organization, price list, account codes and tax settings are used during
° Product creation behavior Synchronization
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How billing reaches Xero

1L Routed by the record's Owning Business Unit The invoice or expense owner determines its Owning Business Unit, which selects the active Legal Entity Setup.

The Matter's Business Unit is not used by the current integration.
A

E Invoices > Xero Invoices Each eligible D365 invoice becomes one Xero sales invoice containing the corresponding lines; tax and account
resolution happens per line.

E Expenses - Xero Purchase Bills Created only when Create Expense Bills is Yes on the routed Legal Entity Setup and the expense date is on or after
its cutoff. Otherwise the expense can remain rebill-only.

R/ Contact reuse within each Xero organisation Within one Xero organisation, a CRM Account or Contact reuses its mapped Xero contact. Separate Xero
organisations have separate contact records.

@ Scheduled or manual Supports optional scheduled processing and event-driven manual Sync Requests. Availability depends on

environment; the current sandbox timer is disabled.
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Xero Product/Item Sync d365.Global

Products used for billing need to exist in both Dynamics and the relevant Xero organization.

Steps

d365_itemsyncreviewpage

Sync ltems — Review U Refresh

1. On Admin Area > under

Xero Integration > Select

ICLEGAL-TEST

Item Mappings 8 0 Completed

2- Click Item Sync from the Ambiguous Xero items For this legal entity

tOp Com ma nd ba r. Ambiguous Items — Review Queue o7 8 -

3. Select the relevant Legal o o R —
Entity.

25/09/2026, 3:44:05 pm

NZ-VIS-802 Accredited Employer Wark Visa No candidate No matching CRM product by code or ... l Link to Product Create CRM Product

PMD Project management - daily rate Ne candidate No matching CRM product by code or . Link to Product | | Create CRM Product
w Visitar Visa o No matching CRM product by code or . Link to Product | Create CRM Product
DS-E101 Copying o candidate No matching CRM praduct by code or ... Link to Product | | Create CRM Product
D5-E102 Qutside Printing Ne candidate No matching CRM product by code or . Link to Product | | Create CRM Product
DS-E103 Telephone o candidate No matching CRM product by code or . Link to Product | Create CRM Product
DS-E107 Court Filing Fees o candidate No matching CRM praduct by code or ... Link to Product | | Create CRM Product

DS-E111 Travel Lodging No candidate No matching CRM product by code or ... Link to Product Create CRM Product

Unmapped CRM Products 12 o 12

Accounts Administrator
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Xero Product/Item Sync

fu_" . . Xero items that can't be automatically matched to a CRM product wait here. For each one, choose Link to

- Ambiguous Items — Review Queue
Product, Create CRM Product, or Ignore.

k . . . . . . . . .

E Link to Product — now fully enriched Linking to an existing product now sets its price and tax category, and creates a Price List Item for the legal entity
if one doesn't exist — the same treatment a new product gets.

E Create CRM Product Creates a brand-new CRM product directly from the Xero item's own name, code and price.

~

s Unmapped CRM Products Products with no Xero item yet get a one-click Create in Xero, building the Xero counterpart automatically.

@ Run Reconciliation Now Re-checks everything against Xero on demand. It can only resolve items matching a CRM product's exact code —

a genuinely ambiguous item always needs a person to Link or Create.

Xero is treated as the source of truth for item accounting details such as account codes and tax settings.
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Xero Contact Mapping & Sync d365.Global

Contact Mapping helps keep customer information aligned between Dynamics and Xero.

Steps
d365_contactsyncreviewpage

Sync Contacts — Review U Refresh

1. On Admin Area > under ENTITY | ICLEGAL-TEST
Xero Integration > Select

50 Completed

24/09/2026, 10:37:41 am

Xero Contact Mappings

MNew / unmatched Xero contacts For this legal entity

2. Click Item Sync from the

Create All Unmatched (50)

top command bar. R .
3. Sele Ct the releva nt Legal Eastside Club ORGANISATION lo candidate No matching CRM account or contact by .. Create CRM Record Ignore
E ntity. d365 ADMIN INDIVIDUAL o candidate No matching CRM account or contact by .. Create CRMRecord | Ignore

Wilson Periodicals ORGANISATION lo candidate Mo matching CRM account or contact by ... Create CRM Record lgnore

Ridgeway Bank ORGANISATION No candidate Mo matching CRM account or contact by ... Create CRM Record Ignore

Woolworths Market ORGANISATION No cand e No matching CRM account or contact by ... Create CRM Record Ignore

Gable Print ORGANISATION No candidate No matching CRM account or contact by ... Create CRM Record Ignore

Fulton Airport Parking ORGANISATION lo candidate No matching CRM account or contact by .. Create CRM Record Ignore

Dimples Warehouse ORGANISATION lo candidate Mo matching CRM account or contact by ... Create CRM Record lgnore

Arabica Cafe ORGAMISATION No candidate Mo matching CRM account or contact by ... Create CRM Record Ignore

Berry Brew ORGANISATION No candidate No matching CRM account or contact by ... Create CRM Record Ignore

Office Supplies Company ORGANMISATION No candidate No matching CRM account or contact by ... Create CRM Record Ignore
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Xero Contact Mapping & Sync

m Pending Review A Xero contact with no confident CRM match. Creating a CRM record lets you choose Organisation (Account) or

Individual (Contact) before it's created.
A

E Field Drift An already-linked pair where CRM's phone, email or address has changed since it was last pushed to Xero —
flagged for review rather than pushed automatically.

E . Clears a Pending Review or Field Drift row without acting on it. A drift row reappears automatically if the

Ignore / Dismiss

underlying difference is still there next time.

~ i — on-

R Run Contact Sync Now Re-checks CRM Accounts/Contacts against Xero on demand — on-demand only, same as Item Sync, never a
background timer.

@ still being finished Creating/linking a record and pushing an approved change to Xero both need Xero's own Contact ID written back,

so they wait on server-side support — for now, only Ignore and Dismiss are live.

Contact Sync is generally an administrative maintenance task, rather than something users need to run every day
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Xero Sync Requests d365.Global

Contact Mapping helps keep customer information aligned between Dynamics and Xero.

Steps = < BS Focused view [%] Show Chart \ New E[ Delete O Refresh | Sync All Now | Visualize this view  [F] Email a Link v 3 Flow v Run Report & share - =
fn Home
(© Recent v Active Xero Sync Requests [T editcolumns Y Edit filters
1 . O n Ad min Area > u nde r & Pinned e D Name v Run Sta... ¥  Created On | v Started On >~ Completed On ¥ Invoic... ¥  Items.. ¥ ltems.. v Errors ¥ Result Message v
Xero Integration > Select - S
g [ J Sync All Now 2026-09-25T05:02:27.... Completed 25/09/2026 3:02 ... 25/09/2026 3:02 ... 25/09/2026 3:02 ... 0 0 1 0 Invoices=0; CreditNotes=1; Cred
4 Legal Entity Setup
Sync Req ueSts [ 1 Sync All Now 2026-09-25T04:58:34.... Completed 25/09/2026 2:58 ... 25/09/2026 2:58 ... 25/09/2026 2:58 ... 0 0 0 0 Invoices=0; CreditNotes=0; Cred
> Sync Requests
2. From he re, users can T tem Mappings []  SyncAll Now 2026-09-24T13:38:15...  Completed  24/09/2026 11:3... 24/09/2026 113... 24/09/2026 11:3... 0 0 0 0 Invoices=0; CreditNotes=0; Cred
review. &% Xero Contact Map... 0 SyncAll Now 2026-09-24T13:35:34...  Completed  24/09/2026 11:3... 24/09/2026 11:3... 24/09/2026 11:3... 0 0 0 0 Invoices=0; CreditNotes=0; Cred
° Run Status Bl Error Queue []  Sync Al Now 2026-09-24T13:34:47...  Completed  24/09/2026 11:3... 24/09/2026 11:3... 24/09/2026 11:2... 0 0 0 D Invoices=0; CreditNotes=0; Cred
° . []  Arifact Retry INV-01052-X7N7H6 2... Completed 24/09/2026 11:3... 24/09/2026 11:3... 24/09/2026 11:3... 0 0 2 0  Reset 1 permanently-failed artifa
General Settings
CO m pleted On S Overview [J  syncAll Now 2026-09-24T13:31:05.... Failed 24/09/2026 11:3... 24/09/2026 11:3... 24/09/2026 11:3... 0 0 2 1 Invoices=0; CreditNotes=0; Cred
° Ite ms C re ated o)} Dynamics 365 Al ... D Sync All Now 2026-09-24709:24:09.... Failed 24/09/2026 7:24 ... 24/09/2026 7:24 ... 24/09/2026 7:24 ... 0 0 2 1 Invoices=0; CreditNotes=0; Cred
. @  Copilot . : . .
° Ite ms S k| ed D Artifact Retry INV-01052-X7N7HG 2... Failed 24/09/2026 7:18 ... 24/09/2026 7:19 ... 24/09/2026 7:19 ... 0 0 2 3 Reset 1 permanently-failed artifa
pp 53 Lead + opportunit... -
° E rrors O Sync All Now 2026-09-24T08:58:16.... Failed 24/09/2026 6:58 ... 24/09/2026 6:58 ... 24/09/2026 6:58 ... 0 0 2 3 Invoices=0; CreditNotes=0; Cred
® Productivity tools
Sync All Now 2026-09-24T708:42:56.... Failed 24/09/2026 6:42 ... 24/09/2026 6:43 ... 24/09/2026 6:43 ... 2 0 3 1 | =2; CreditNotes=0; Cred
° Result M essage % Chat and collabor... U e o arle 409/ 108/ 109/ nvoices=2; CreditNotes=0; Cre
% Teams Meetings (.. [ ltem SyncICIEGAL-TEST 2026-09-2..  Completed  24/09/2026 11:4... 24/09/2026 11:4...  24/09/2026 11:4... D Autolinked=0; Alreadylinked=6!
3. Select Sync All Now to 2
M Linkedin integrati... [J  sSyncAll Now 2026-09-24T00:41:53.... Completed 24/09/2026 10:4... 24/09/2026 10:4... 24/09/2026 10:4... 0 0 0 0 Invoices=0; CreditNotes=0; Cred
queue the current CRM-to- .
. . ) e D Contact Update Maddox Publishing... Completed 24/09/2026 10:3... 24/09/2026 10:3... 24/09/2026 10:3... Pushed CRM account ‘Maddaox P
Xero synchronization work Sales usage reports
H H Rows: 242
immediately. I s

Use this area when you want to confirm whether a product, contact or invoice synchronization completed successfully or if
an error needs attention
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Retrying a failed Xero sync N 4365.Global

The same Xero sync failures that used to need direct Azure access can now be found and retried from CRM directly.

A Where the error shows > Retry Xero Sync

* |nvoice - the Error Description field, cleared automatically the next A button on the Invoice and Expense forms. Fix whatever the error describes, click it, and
time it syncs successfully. confirm it unblocks the sync and re-attempts it immediately, not on the next timer.

e Standalone Expense - the same validation-error field the Error Queue
already reads.

e Most failures are retried automatically on the next scheduled sync no c Check the result
action needed.

e A few are marked permanently failed after repeated attempts, so Xero

. . . . Every retry queues a request in Active Xero Sync Requests, with a status and a result
isn't hammered with a request that will never succeed on its own. These yretyq d v q

message the first place to check if a retry seems to have done nothing.
need a person to act.
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Using the Error Queue N 4365.Giobal

A single screen listing every Billing Event / Expense stuck at Error status — with the reason and two ways to resolve it.

A Common reasons an item lands here > Reset

Clears the error and returns the record to the ready-to-invoice stage it's picked up
automatically on the next invoice run. Use once the underlying issue (e.g. the Price List

e No Price List entry for the Role / Expense Code's Product on the entry) is fixed.

matter's price list by far the most common cause.

e Missing LEDES coding Role, Timekeeper, Activity, Task or Phase Code on

a LEDES-billed matter.
Add to Invoice

e Missing Expense Code on a LEDES-billed matter.

e An unexpected error while attaching the line to an invoice. Attach the item directly to an existing open invoice on the same matter the error clears
automatically on success. Also has an Open ¥ shortcut per row jump straight to the source

record, the Matter, the Product, or the Price List to fix the root cause.
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Using the Error Queue N 4365.Giobal

The Error Queue lists every billing item stuck at error status, with the reason and next steps.

Ste p s = Fnur Queue © Refrech =
&y e TYPE  All types MATTER | All matters
G Recent N
% Pinned v 2 1 1 $4,700.00
1 . Cha nge area tO Admin from Xero Integration shown Aterror status At error status Sum of shown amounts
. £ Legal Entity Setup
left bottom corner in left o Emored tems (2)
Sync Requests O
navigation pane. £ Htem Mappings -
L Expense 00050 — NZ00050 - Oliver Smith - Family/Partner Visas test $200.00 Open ¥ Reset Add to Invoice
- % ero Lontas ap...
2. Select Xero Integration > R O % 00051 AUDDSI- Temp Graduste Vi forAusat e o Temporry Crate Vs Appcston 450000 el
Bl  Errer Queue
Error Queue
Q General Settings
3. Review errored items, 5 e
reason, and Open / Reset/ @ ST
. . @® Copilot
Add to Invoice actions. 5 s
% Lead + opportuni...
Productivity tools
[

Chat and collabor...

<]

Ap

' Teams Meetings (...
m Linkedin integrati...
gk Org chart

Sales usage reports
& Visual hierarchy

W5 Teams calls

Opportunity pipel...

|

SMS providers

Global/Admin Data

= 1eaal Canfiaurati
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QUICK REFERENCE

Where to find things

Log time Billing Event Entry (from the matter, or the bulk sitemap tool)

Log a disbursement Expense Entry

Generate fixed-fee instalments Generate Billing Events, on the matter

Review & manage invoices Invoices screen; Xero Integration - Sync Tools / Sync Requests

Add pending/errored items to an invoice Add Lines to Invoice, from the invoice list

Correct a Billed invoice Credit Note action; controlled VoidInvoice only when Xero status allows

Resolve a failed billing item Billing: Error Queue ® Xero: Sync Requests/Retry e Setup: Legal Entity, Tax, Party & Product mappings
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d365.Global

d365Legal Billing Rules

Use this as the short version for day-to-day fixed-fee billing.

0 Fixed Fee Schedule ° Billing Events

One line per fee or instalment. Generated from due Fixed Fee lines.
Due Date controls eligibility. Must be Approved before invoicing.
Status usually starts as Scheduled. Manual time is for tracking unless otherwise billed.

e Expenses 0 Invoices + Xero

Use for disbursements and additional costs. Invoice Process picks up approved items.
Attach receipts where relevant. Generate Tax Invoice document from Invoice List.
Approve before invoicing. Use Sync All Now if immediate Xero push is needed.

End-to-end: Matter Fixed Fee > Fixed Fee Schedule > Generate Billing Events > Invoice Process = Invoice List > Xero Sync
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