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TIME AND EXPENSE CODES IN CLIO

To best use evovleVoucher, you will want to set time and expense categories you can
attribute to your slips. These categories can then be mapped in evolveVoucher to
speed your data entry.
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Within Clio, select activities

Begin adding your categories, for each CJA time and expense category

You can call these categories whatever makes sense to you - they do not have to match
the verbiage of the CJA website. For example, | still use the old abbreviations: OCMT
(out of court meeting) OCRE (out of court reviewing documents) etc.

New activity category

Category type
° Time entry category
Expense category
Name Required
ocoT
Billing method
User default rate
Permission groups
Everyone

u Visible to co-counsel

Save category Cancel




Once you have your activity and expense categories created, use them on each of your
slips:

Edit time entry

Duration ©

0.0161h Find a ma v
Activity category Date Required
03/05/2020 (]
HOURLY Firm user Required
ocoT liesl schreiber v
Rate @ Required
0.00 /hr Default rate

Non-billable @

Save and create another Save and duplicate Cancel Delete

See the export instructions on getting your slips out of Clio and in to evovle. Once your
slips are in evolveVoucher, it's easy to map the codes you are using to the ones
evoucher needs. Before mapping, they’ll be red, but as you click on them and tell
evoucher which CJA code your codes correlate to, it will automatically begin applying
the mapping to all of your slips.

When you're all green, you're good to go. evolveVoucher will remember your mapping
for your future bills.
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Service (71 slips ~ $7,163.20) Expense (10 slips ~ $31.00)
W You can select mulitple slips to perform bulk actions! / Filter Slips: Clear Filters
Date CJA Code (Source Catezory 5 CJA Code) Units Rate Total Description

02/14/2019 OCRS - Legal Research | 55 fssl 09 $133.20 continue legal anal... B20

02/14/2019 OCRS - logal Research | 55 0.2 148.00 @ $29.60 draft & file MTC/De... B 20

02/13/2019 OCTR-Travel Time = = Assiggicdacad % ] $140 0000 L281.60, teauals ronalle B2 5

02/19/2019 OCMT - Mectings | &5 | Assizn( |mpOft CJA20 Slips X

02(13/2019 OCTR-Travel Time = 5 Assig X < P o Bk to Sources

02/19/2019 0COT - Investigation/Other | 45

) L Service (71 slips ~ §7,163.20) Fxpense (10 slips - $31,00)

02/13/2019 OCRE - Revlewing Records 5

02/19/2019 0COT - InvestigationiOther | 5 You can select mulitple slip: perform bulk actions! 7 Filter Slips: Clear Filters

02/20/2019 0COT - Investigation/Other 55 Date CJA Code (Source Catepory Units Rate Total Description

02/20/2019 0COT - InvestigationOther | 02/14/2018 OCRS- Lepal Reseanch | 5S¢ chWwritingHours £ 03 @ $133.20 conlinue legal anal.., El ¢ 0O

02/26/2019 0COT - Investigation/Other | 5 02/14/2019 OCRS- Legal Reseerch | 5 TilingHeurs2 02 0@ $29.60 draft &file MTC/De... 20
02(19/2019 OCTR Travel Time | 5 5 17 @ §251.60 tavel to carpool tr... B2d
02/19/2019 OCMI -Meetings | 5 2. @ $3R4.80 Meeting with client... B 20
02/19/2018 OCTR-Travel Time | 5 Servl 0.5 3 $74.00 return travel from c... B2z0
02/19,2015 QCAT - Investigeion Ol S Vi 0.2 $29.60 Emailto AUSATe: p... B20
02192019 OCRE Renw cords | 5 S 15 148.00 @ §222.00 re-reviews client me... Be20




