THE RATE SCHEDULE FEATURE IN TXDOCS

TXdocs’ Rate Schedule feature provides a way to set up different billing rates for different types of
clients.

This document covers:

e How to setyour base billing rate in TXdocs (necessary before creating rate schedules)
e How to create rate schedules
e Howto select the billing rate for a case

SETTING YOUR HOURLY BILLING RATE

To set the base billing rate for yourself or another staff member, click on Firm Settings, found in
the Settings tab. A window opens with the Manage Staff option highlighted.

Click on a staff member’s name, then click Edit.

On the Staff Information window that opens, there is a field to enter an hourly rate. (See image
below) There is also a check box used for designating a staff member as a Timekeeper. This box
should be checked for any individual whose time is tracked and billed to clients.
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CREATING RATE SCHEDULES

Create Rate Schedules for unique billing situations or to allow for discounts. For example, you
might choose to bill a client at your previous year’s rate, or you may want to offer a reduced rate
for military personnel, first responders, friends and family, etc.

To set up a Rate Schedule:

1. Click on the Settings tab in the top menu
2. Choose Billing Settings
3. Then select Rate Schedule
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Click Add to set up a special rate schedule or click Edit to modify an existing one. Awindow opens
with fields to:

e Provide a one-line description of the new Rate

e Select atype for the new rate — alternative rate, or a discount percentage.
e Adjustthe amount/percentage for the Schedule Rate

(See image on the following page)
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Once the new Schedule Rate is complete, click Save to close the window and return to the Billing
Settings, then click Save and close to exit Billing Settings.

SELECTING THE BILLING RATE FOR A CASE
To select the rate used when billing for client cases:

e Clickon aclientlisted in the Contacts Manager to expand the client’s list of cases

e Right-click on a case, or click on the menu icon (three stacked dots) to open the case menu
e Fromthe menu, select Edit Case

e Then choose arate from the Rate Schedule menu.

(See image on the following page.)
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