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INVOICE PROCESSING

INVOICE PROCESSING
Find Batch

Find Batch allows you to search for batches by their status, All (Non-Verisign),
Disbursed, Not Disbursed, Form Year, or Verisign (online transactions).

Column View

Click on the Column View icon ( £ ) to select which columns will be displayed.
Your selections will be saved the next time you log in. To change the selections,
click on the Column View and change the selections.

Results per Page

To designate the number of results you want displayed on the page, select from the
dropdown list next to Results per page.

Mot Disbursed %

IOLTA Pro Bono Dishurse

=2 Renewal Search Results per page

BatchID +  Entry Date Batch Amount Form Year Address

8563 06222005 B340.00 2006
g54a8 0621020048 gaT2.00 2006
1
Fig. rm1
Search

To search for a batch, you can enter the Batch ID number or the renewal Form
Year into the textbox on the right side of the screen, then click on the Search
button.

For example, to search for batch number 8563, you could enter the number 8563 in
the textbox, select Batch ID from the dropdown list and click on the Search button.

=2 Renewal Search Results per page |10 v | [sa62 All (Non-Werisign) | %
Fig. rm2
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RENEWAL

The general batch information will be displayed.

 Renewal Search Results per page |10 % | |3563 All (Mon-Verisign) %
BatchID +  Entry Date Batch Amount Form Year Address Profile I0LTA Pro Bono Disburse
8563 0BI232005 1880.00 2006 v
1
Fig. rm3

To view the Address, Profile, IOLTA, Pro Bono details of the batch or to
Disburse the batch, click on the space below the column title. If there isa +, that
part of the batch has been completed. As shown in the figure above, batch 8563 has
already been disbursed.

Address

The Address page allows you to review and edit the address and contact information for
members within a renewal batch per the member’s renewal form.

Batch ID: 8563 1/10 Al v
Control ID: 147433
Member ID: 05018 Date Reviewed:
Member Name: Hewitt, DANIEL Reviewed By:

Include In Mon-Mandatary Bar Mailings?

w Business ClEdit
# Personal =
» P.0.Box ClEdit

Fig. rm4
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INVOICE PROCESSING

The first section displays that you are in Batch 8563, Control 1 of 10, as shown below.

Batch ID: 8563 1/10 Al v
Control ID: 147433

Member ID: 05018 Date Reviewed:
Member Name: Hewitt, DANIEL Reviewed By:
Fig. rm5

Use the arrow buttons to navigate through the controls in the batch or click on the # button
to navigate to a specific control number. You can also choose to view All control records in
the batch, or only the ones that have been Reviewed or Not Reviewed.

If a member has elected to be included in Non-Mandatory Bar Mailings on their renewal
form, check the box as shown below.

Include In Mon-mandatory Bar Mailings?

Fig. rm6

If a member has changed an address on their renewal form you can reflect that change here.
For example, if the member has changed their Business address, check the box labeled Edit
next to Business as shown below.

w Business [#] Edit
Fig. rm7

You will then be able to edit the member’s business address. If you want to replace the
current address with the member’s personal address, click on the Copy Personal Info
button.

Another option is to clear the entire business address and enter new information. To clear

the section, click on the Clear button.

Once you have finished with the member’s record, click the Reviewed button at the top of
the page to save your changes. The Date Reviewed will be entered into the database as
well as whom the record was Reviewed By.

\ﬁ BarAlliance



RENEWAL

Disburse

The Disburse page allows you to disburse the money for the member’s renewal items.

Member Type / Status

Member Type: Attorney CLE Cycle:| 2005 Total Amount: § 380.00

Status: | Active -
Cycle Status:| Camplete  w Amount Paid: § 380,00

License Cycle:| 2006

Sections [] Administrative Practice kN 15.00| Mandatory Fees:
[] Alternative Dispute Resolution kN 25.00 ClentiS Scuriviind ¥ il
[] AntitrustUnfair Competition 3 25 00 Renewal Fee For "Active Attorney™ kN 35000
[] Appellate Practice £ 10.00 | ~ontributions:
[] Banking And Finance $ 10.00 Disability Law Center $ 0.00
[ Bankruptey $ 5.00 DMA Legal Services $ 0.00
[ Business Law $ 15.00 Legal Aid Society $ 0.00
[ collection Law $ 10.00 Utah Bar Foundation + 0.00
[1 Constitutional Law $ 20.00 Utah Legal Services % 0.0o
[ Caonstruction Law & 15.00
Corporate Counsel % 10.00 Late/Reinstaterment Fe?s:_
[] Postmarked after 7/31/05 $50.00
LU EEY $ 10091 7 Postmarked after 2/31/05 $100.00
[ Cvherlaw & 20.00
[] Education Law % 15.00| Misc. Fees:
[ Enwiranmental Lawr & 25.00 S ¥ 00
] Family Laws & 30.00
[] Franchise Law kN 14.00
[ Government Law & 20.00
[ Intellectual Property & 30.00
[ International Law kN 20.00
Labor And Employment kN 15.00
[ Litigatian £ 25.00
[ military Law kN 20.00
[ Mon-ProfittCharitable Law ¥+ 20.00
[] Probate f Estate Planning $ 20.00
[] Real Property £ 10.00
[1 Securities kN 40.00
[ Senior Lawvers kN 25.00
[] Solo Sm Firm Rur Pr 4 15.00
[ Tax £ 25.00
[] woung Lawwyers N 0.00
Cther County Bars [ Central Utah Bar ¥+ 20.00
[] Davis County Bar 4 2z.00
[] Park City Bar kN 25.00
[] alt Lake Caunty Bar N 40.00
[ Southern Utah Bar kN 25.00
[] wweher County Bar £ 25.00
Associations [] Hellenic Bar + 25.00
[] Minarity Bar N 25.00
[] minority Bar Under 3 kN 25.00
[] wwormen Lawyers £ 40.00
[ voung Wamen Lawyers + 30.00
Fig. rm8
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INVOICE PROCESSING

If the Amount Paid and the Total Amount equal each other, the record is in balance and
will be shown in green. If it is out of balance, the Total Amount will be shown in red.

Once you have finished with the member’s record, click the Reviewed button at the top of

the page to save your changes. The Date Reviewed will be entered into the database as
well as whom the record was Reviewed By.

IOLTA

The IOLTA page allows the member’s answers to the IOLTA section of the renewal form
to be entered.

Batch 1D: 8562 2/20 Al

SEEEE

Date Reviewedl:

Control 1D: 147413
Member ID: 03872

Member Name: MALOY, Reviewed By:

IOLTA Form Selection: || %

Attarney Mame: | A MALOY

Bar®o. 04364
Firm: [JAMET LEWIS, LAWYERS TRUST ACCT

Trust Account Name: [JANET LEWIS, LAWYERS TRUST ACCT

Financial Institution:
Trust Account Mo
Firmn Contact Mame:

Telephone Number;

\ﬁ BarAlliance

U 5 BANK
399555555559
LEWIS, JANET
(999)999-9999

(o)

Add Another Trust Account

| ]

Fig. rm9



RENEWAL

Section | of the IOLTA Form is displayed by default, but you can select other IOLTA status
forms from the dropdown list as shown below in Fig. rm10.

IOLTA Form Selection: || %

Fig. rm10

Pro Bono

The Pro Bono page allows you to enter the member’s responses from their renewal form
regarding Pro Bono activities.

| have personally provided hours of pro bono legal services during the past reporting year.

| have contributed % . (Dnly contributions to organizations which provide direct
semices as defined in section ¢k of URPC 6.1 should be reparted.

1 am willing to accept pro bono referral fram the har in the following practice areas:

Fig. rm11
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INVOICE PROCESSING

Profile

The Profile page allows the member’s Profile responses to be entered. Items with a red
asterisk next to them are required.

Add License
Sponsar;
License Mumber:
* State: v
D you have malpractice ingurance in an amount of at least $100,0007 Date Admitted: ¥l
Oves
O No

RacelEthnicity

(O Afvican American O Amertlaskan Mative
O Angla (O Asian

O AsianiPac Islander O Caucasian

O Hispanic O Latino

() Mative Hawaiian or Other O Pacific Islander

O wihite

O other  Please specify;
Cl1am interested in heing contacted by the Utah Minarity Bar

Azsociation
Gender,
O male
O Female
Fig. rm12
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RENEWAL

NON-PAYMENTS

Non-Payments allows you to view and update the status of all members who have not paid their
renewal fees. To view members who have not paid for a particular year, enter that year in the textbox
labeled Renewal Year, hit the Tab button. A list will be displayed at the bottom of the page.

Update All

Renewal Year: | 2006 Did notrenews: 0 Suspended: 0 | Ihactive “ | Date Active: Apply To Filter
Non Payment Suspensions
Member: - Status:| ¥ | Date Active: Apply
Previous:
Results Per Page: | 10 | Filter Count: 0 | Filter: Al
Mo Records Found
1
Fig. rm13

You can update the status of all unpaid members simultaneously by selecting a status
from the dropdown list, enter an effective date in the text box labeled Date Active and
click on the Apply To Filter button. See Fig. rm14.

Renewal Year | 2005

Did not renew: 7683 Suspended; 7633

¥ | Date Active; | 9152003

Apply To Filter

Artive

Active, Emeritus
Active, Under 3
Active, wi Probation
Deceased
Dizability

Disharred

Inactive

Inactive, Emeritus
Inactive, Full
Inactive, Mo Senice
Inactive, wi Probation
Interirm Suspension
MCLE Suspension
Mot Admitted
Resignwf Discipline
Resignatian
Suspended - Disc.
Suspended - WP

Fig. rm14
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NON-PAYMENTS

A dialog window will appear prompting you to confirm the status change. As shown
in Fig. rm15.

Microsoft Internet Exploarer, %)

This will update the status of ALL listed members.

9
2)

Continue with updates?

Ik Cancel

Fig. rm15

Update Individual

You can update the status of individual unpaid members by selecting their name from

the list at the bottom of the page, select a status from the dropdown list labeled Status,
enter an effective date in the textbox labeled Date Active and click the Apply button.

See Fig. rm16.

Non Payment Suspensions

Member: [00004] AAGARD, DAVID T Ctatus: | Inactive, Emeritus v | Date Active: | 237172008 Anply

Previous: Inactive, Emetritus

Results Per Page: |10 % | Filter Count: 7251 | Filter: (Al

WMember 1D Name Member Type Status Date Active
nooo4 AAGARD, DAVID T Aftorney Inactive, Emeritus 0412772004
05816 ABADIE, LEOM WY Attormey Suspended - WP 09/01/2005
08603 ABARCA ERRIGILIE Aftarney Suspended - WP 090172005
ooooy ABBOTT, CHARLES F Aftorney Suspended - MP 0472712005
05438 ABBOTT, MELSOM T Attormey Suspended - WP 09/01/2005
09592 ABBOTT, PATRICIA K Aftarney Suspended - NP 091452005
04994 ABEGGLEM, DIAME Aftorhey Suspended - MNP 09/01/2005
0aral ABRAHAM, DIAME L Attormey Suspended - WP 09/01/2005
06108 ACEVEDOD, DAMIELR Aftarney Suspended - NP 0590172005

Fig. rm16
5 BarAlliance 9



RENEWAL

REPORTS

The Reports section allows you to view all reports specific to the Renewal module.

View Report

To view a report, click on the report you want. For example, if you want to view the
Online Renewal Verified Payments - Detail report, click on that title in the list.

Renewal + | Batch

Mew Emeritus A
Mo Longer Active Uinder 3

Online Renewal - Batch List

Onling Renewal - Detail by Member Mame
Cnline Renewal - Summary by Member Mame
Online Renewal Yerified Payments - Detail
Qnline Renewal Werified Payments - Summary
Renewal Exclude

Yerisign Batches W

Show Repaort

Displays a detailed list of verified online payments for renewal.

Fig.

rml7

A brief description of the report and any parameters that are required to run the
report are displayed. If you know that you want to see an audit of batch V20050622,

enter V20050622 into the textbox labeled Batch and hit the Enter key or click on
the Show Report button.

A dialog will ask if you would like to open or save the file. Click on the Open
button to immediately open and view the report.

File Download 3]
Do you want to open or save this file?

Mame: Onling Renewal Wenfied Payments - Detail pdf
aake Type: Adobe Acrobat 7.0 Document, 17.0 KB

From: dev.baraliance.com

Open l [ Save l [ Cancel

While files from the Internet can be uzeful, zome files can potentially
harm pour computer. IF wou do not trugt the zource, do not open o
zave thig file, What's the rishk?

Fig. rm18
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REPORTS

The report will be displayed in either a PDF or CSV format.

Utah State Bar
Online Renewal Verified Payments - Detail
Tuesday, September 27, 2005

BATCH: V20050822 $6,097.00
Member: SCHAFFER, MAUREEN H. 00395 Phone: (9%9) 993-9939 Ext: Email: squirrelbate2u@@burgoyne com

Cirl: VZVADADBF10B Total 340,00 Date: £/22/2005 1:31:35 PM
nactive. Full 350.00

Member: YAGI, MICHAEL M. 02267 Phone: [958) 993-9993 Ext: Email: nayerhonarvanipyglaw.com
Cirl: VEZVATADBDABE Total 53000 Date: 62212005 1:24:40 PM
Inactive, No Service 3a0.00
Member: DONALD J MORGAN, DANE W. 02550 Phone: (958) 993-9533 Ext: Email: charleen smithilacl.com
Cirl: VZVADADBTIOD Total §355.00 Date- 622/2005 12-45:10 PM
Client Security Fund $5.00
Active  $350.00
Member: MARTINEZ, TIFFANY M. 02627 Phone: [958) 993-9993 Ext: Email: strost@iierwardlaw.com
Cir: VEMADADEDECT Total §30.00 Date- 622/2005 5:15:42 PM
Inactive, No Service $30.00

Fig. rm19
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