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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. 
 

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.   
 

Fig. rm2 
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The general batch information will be displayed.   
 

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 is a , 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. 
 

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. 
 

 
                                                                                                              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. 
 

 
 

                                                      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. 
 

 
                                                                                                                                             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. 
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Disburse 
 

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

 

 
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. 
 

                                                                                                                                            Fig. rm9 
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Section I 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.  
 

 
                                                                Fig. rm10 

Pro Bono 
 

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

Fig. rm11 
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Profile 
 

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

Fig. rm12 
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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. 
 

 
                    Fig. rm13 

 

Update All 
 

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. 
 

Fig. rm14 
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A dialog window will appear prompting you to confirm the status change.  As shown 
in Fig. rm15. 
 

 
                  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. 
 

Fig. rm16
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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.  
 

Fig. 
rm17 

 
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. 
 

 
      Fig. rm18 
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The report will be displayed in either a PDF or CSV format. 
 

Fig. rm19 
 

    11 


	INVOICE PROCESSING
	Find Batch
	Column View
	Results per Page
	Search

	Address
	Disburse
	IOLTA
	Pro Bono
	Profile

	NON-PAYMENTS
	Update All
	Update Individual


	REPORTS
	View Report


