Receipt a Deposit

When you receive a deposit in to a Client Account, you need to record that deposit and
generate a Client Fund receipt. The New Client Fund Receipt allows you to create a receipt

for money paid into the client account.

Note if money is paid directly into the office account you should create an Office
Account Receipt from the Office Account tab.

1. Open the Relevant Matter and go to the Client Funds tab
in the Accounts tab

After you have opened the relevant matter on which you want to record the deposit, go the
Accounts tab and the Client Funds tab.

%= Client Detail: FLEMRO.16.0001 - Fleming, Bob o] B (3
Cover Page Applicants Sponsor  Cortacts RMA  DIBP  Appeal Filenctes Accourts PmMeHs G| [|12]] | aese
Accounts Overview  Fees & Disbursements  Office Account  Client Funds _

: : ® s s - &

Mew CF Receipt New CF Payment | Client to Office | Mew Deposit Request  View Dep. Req.  More Print
Account: |Client Account v |

Trans, Date Entry Date Trans. Mo Description Withdrawal Deposit

Key: 9 Reversed Balance: S0.00CR

2. Click New CF Receipt

To start creating the receipt, click the 'New CF Receipt' button.
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:;- Client Detail: FLEMRC.16.0001 - Fleming, Bob

Cover Page Applicarts  Sponsor  Conta DIBP

Accourts Overview  Fees

fppeal  Filenotes Accounts  Progrese  Documents

ents  Office Account  Cliert Funds

&

Mew CF Receipt  MNew CF Payment

= &

Client to Office

$ $

Mew Deposit Request  View Dep. Req.

L)

Maore

-

The new Client Receipt window will appear.

a5l Mew Client Receipt — O X
e . et o[ o] o
| o Transaction Date | 5/12/2018 B |
Received From Entry Date | 5/12/2018
Paymenrt Type w | | Details
Apply to Clients...
Matter ID Reason Amount Protect
v |_ =]
Recorded By |Kely Seal | Total Received
Deposit Status | | Out of Balance
&2 Prnt 3% Cancel [ Save & New [H Save & Close
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3. Record the deposit details

5! Mew Client Receipt - O *
Bank Accourt | Client Account v ‘o Receipt No Auto no. |Ed
— .
Mr Robert James Fleming ‘ Selact Transaction Date | 5272018 @~ |
Received From E?ell?;;o? EI"':"Iﬁlersne:.'sicle B2343 e 12218
United Kingdom o
Payment Type |EFT -e, V
Total 5154200
Apply to Clients ... e
Matter ID Reason Amount Protect
FLEMRO8.00... |... | Deposit for Professional Fees o §1,500,00 |:|
& FLEMRO.18.00... ... | Deposit for AFP Police Check - 542.00
#* Click here to add a new row
Recorded By |I{e|h.' Seal | Total Received $1,542.00
Deposit Status |Depos'rted | Cut of Balance
=2 Print E Caneel [ Save & New [ Save & Close

3.1. Choose which Client Account

If you have multiple Client Accounts, you can choose which Client Account to record the deposit
in.

3.2. Record the person making the Deposit

By generating the invoice within a matter, the 'Received From' section will default to the
applicants details. You can however overtype these details with someone elses information.

3.3. Record the payment type

This dropdown allows you to record the method in which you received payment. Note that
certain method types such as cash or cheque may ask you for additional information for audit
purposes.
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Pt

o' Cash Payment.. — O
Notes | $1.540.00|
Coins | $2.00|
Total | 51.542.0(]
Fa% Cancel H Save & Close

Note that if you choose an option which has a surcharge applicable such as Credit Card, you will
be presented with an option to automatically calculate and add the value of the surcharge.

Payment Type | Credit Card

Total |

§1,542.00| + Payment Surcharge |

Apply to Clients...

iAdd Payment Surcharges at | Visa/Mastercard - 1.4 % v

= Total Including Surcharge

$1,563.59

3.4. Record details of the Deposit

Next record details of what the deposit is for. To do this:

PN~

Protected Funds works please see: How to Protect Funds
5. If the deposit amount is made up of different parts, then record each element in the rows

available by clicking the 'Click here to add a new row' button.

Total |_ §1,542.00

First click the Matter ID column and it will auto fill with the Matter Number
Record details of the reason for the deposit

Record the amount.
Indicate whether you want to Protect (lock) some or all of the funds. For details on how

*

Apply to Clients . o
o

Matter 1D
FLEMRCL18.00... | . | Deposit for Professional Fees
* FLEMRO.18.00... | . | Deposit for AFP Police Check

Click here to add a new row

e
Amount

51,500.00
542,00

Protect

O
m'\gf
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4. Click 'Save & Close'

To finish recording the receipt of the Funds, you can click Save & Close.

Note that if you want to print a copy of the Receipt, you should click the Print button prior to

closing.

Recorded By | Kely Seal

posited

&2 Print

Received | $1,542.00 |
Out of $0.00
3% Cancel [ Save & New 4 Save &Close

5. Protect Funds

If you have ticked Protect for any of the rows in the receipt, after the receipt has closed you will
be presented with an opportunity to confirm what amounts are to be protected. You can edit
the amount and the reason and when you are finished, click Save & Close

D Protect Fund

Ciient |[FLEMRO.18.0003 |

Bank Accourt | Client Accourt v

Recorded By |Kelly Seal |

O X

Fund Mo Auto no.
Transaction Date | 5/12/2018 [E=

Entry Date | 5/12/2018 [~

Balance |$1.542.00

Reasan

+ Deposit for AFP Police Check

4 | * Click here to add a new row

Protected Amount

542,00

Amournt: [$42.00 y |

3% Cancel 3 Save &Close
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6. Finish

The deposit is now recorded in the Client / Trust Funds tab

7 Client Detail: FLEMRO.18.0003 - Fleming, Bob o] @ /(=3
Cover Page Applicants Sponsor Contacts RMA  Dept  Appeal Fienotes Accourts Progress Documents @ || @ || Active

Accounts Overview  Fees & Disbursements Office Account  Client Funds
[oy]

< o o - & .
Mew CF Receipt  New CF Payment | Client to Office = New Deposit Request View Dep. Req. | More Print
Accourt: |Client Account v|
Trans. Date Entry Date Trans. No Description Withdrawal Deposit
5/12/2018 5/12/2018 Rec2111 Deposit for AFP Police Check 54200
5/12/2018 5/12/2018 Rec2111 Deposit for Professional Fees $1,500.00
Totals 50,00 §1,542.00

Key: 9 Reversed Balance 5154200 CR | Protected: S4200CR | Available: $1.500.00CR

7. Emailing the printed Receipt to the client.

If you chose to print the Receipt during entry, Migration Manager will have also created a
Recept document when the receipt was saved and closed at point 5. You can now email the
document to the client or upload to their Portal

7.1. Emailing the Receipt to the client

7.1.1. Find the Document

Go to the Documents tab of the Matter.
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2% Client Detail: FLEMRO.18.0003 - Fleming, Robert

Cover Page Applicants Sponsor Contacts RMA  Dept  Appeal Flenctes Accounts Progress Documents

Humel Search  View

ﬁ\ T % é}] $ / . % Document

B e

N

e

Upload

® to Portal I

Lo g, o e

7.1.2. Find the Receipt

Find the Receipt which has just been created. This will be displayed as the most recent

document in Flat View or under the Accounts folder in Tree view.

¥ Scanned Documents

:'; lient Detail: FLEMPR 5 3 - Flemina. Robert | o | @ || = |
Cover Page Applicants Sponsor Contacts RAMA  Dept  Appeal Flenctes Accouris Progress Documents @ e !ﬁ E Actve
Home | Search View E n =
. F Scan Upload —
O T % r-T ’ J — Document * ® to Portal e
» @ - - . ;
Flat View Open Preview  Edit Delete MNew Folder MoveTo CopyTo Sahla S * g Portal | Reconcile
M o PDF Data
Layourk Open Organize Other
= -
B FLEMRO.18.0003 | Brief Title Date Statu In / Out To / Frof
\V Accounts
¥ Artachments | @ Receipt2.MP.FLEMRO.18.0003.09:-May-2019 1138 9/05/2019 11:3%:06 AM Out
L Documents
! Documents Received
‘ Forms
IV Letters In
 Letters Qut
U Misc
LY Photographs

7.1.3. Choose to email the Document

Right click on the Document and select Email To...
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,"‘; Client Detail: FLEMRO.18.0003 - Fleming, Robert

Cover Page Applicants Sponsor Contacis RMA  Dept  Appeal Filenctes Accounts Progress Documents

|Home| Search  View

w B O x éju Y

" load
1 ™ == *Sem To = Up
E_T[ &= Document Fa to Portal ﬁ

¥ Accounts

|¥ Attachments h Receipt2.MP.FLEMRO.18.0003
¥ Documents

|¥ Decuments Received
"l' Forms

;.ll' Letters In

,"' Letters Cut

¥ Misc

|¥ Photographs

|¥ Scanned Documents

Comvert . Import
Flat View Open Preview Edit Delete Mew Folder Move To Copy To - ¥ Portal || R
? = to PDF I.r\_/\. Enallie # Data
Layout Open Organize Other
¥ FLEMRO.18.0002 -
By S | Brief Title Date Status

BN Y . L R LR

Open Document

onn019 11:39:06 AM

Preview

Edit

Delete

Move To

Copy To

Convert to PDF

Send To.. 3

Email To.. _

Upload to Portal

Mark as Complete

Change Status 3

7.1.4. Select the Recipients

Add the Parties you wish to email the Receipt to, then click Create Email.

| Email To...

‘ & People | & Attachments

Hide people withno email address.

“  Matter Parties

| add Robert James Fleming
- Robert@test.com
* Users

Marco Polo

| : Add |
— | Maro@Falcommig.com.au

| . Add | VEVO User
- vevo@test.com

2]

Primary Applicant

i
Matter RMA

From: craig.dunbar@migrationmanager.com.au
(®) To: Robert@test.com;

==

@)=

Subject: | (our ref: FLEMRO,18.0003)

Attach or Embed first Word Document as email body text | Il

Create Email

An email is now generated to the selected recipients with the attached document.
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Options Format Text Help &7 Tell me what you want to do

H &\'@ @ fy 3 H [* Follow Up -

) i I High Impol
Paste B I u |l Address Check  Attach Attach Signature Assign
x Book Mames File~ ltem~ = Palicy - ¥ Low Impor
Clipboard M Basic Text Names Include Tags

Ta... |Rnbert st, Com
==

Cc..
S5end

Subject [our ref: FLEMRO,18.0003)

Receipt2 MP.FLEMRO.18.0003.09-May-2019 1138.doex

atached ([ 5, (g

7.2. Uploading the Receipt to the client's Portal

This option is only available if the client’s portal has been activated. For Portal guides, see the
Secure Client Portal chapter.

7.2.1. Find the Document

Go to the Documents tab of the Matter.

E— Client Detail: FLEMRO.18.0003 - Fleming, Robert
Cover Page Applicanis Spomsor Contacts RMA  Dept  Apped Filenotes Accounts Progress Documents

Hnmel Search  View
. Upload
0 T % L J J | = Document * * to Portal i
» QH 4 -

7.2.2. Find the Receipt

Find the Receipt which has just been created. This will be displayed as the most recent
document in Flat View or under the Accounts folder in Tree view.
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3 Client Detail: FLEMRO.18.0003 - Fleming, Robert
Cover Page Applicarts Sponsor Contacts RMA  Dept  Appeal Flenotes Accours Progress Documents

[ rome | v

[} Documents Received

U‘ Forms

[V Letters In

1§ Letters Qut

¥ Misc

I Photographs

U Scanned Documents

Sean P Upload
— AN ] S i i L@ | * Bric P.. ﬁ
s T ’ / ¥ Document T * to Portal
@ Ao & ¥ 9 ; o
Fat View || Open Preview Edit Delete Mew Folder Mowve To Copy To ENED Ema L Portal || R
. o to PDF ¥| . v Data
Layout Open Organize Other
= T
8 u F_LEMROJ 8.0003 Brief Title Date Status
U‘ Accounts
u’ Attachments @ Receipt2. MP.FLEMRC.18.0003.09-May-2019 1138 9/05/2019 11:39:06 AM
| Documents

7.2.3. Upload the Document to the Secure Portal

Right click on the Receipt and select Upload to Portal.

. Client Detaik: FLEMRO.18.0003 - Fleming, Robe
Cover Page Mpplicarts Sponsor Corfacts RMA  Dept  Appeal Flenotes Accounts Progress Documents
Home | Search View
Scan . Upload
@A R G PG B [T BT
o Convert - Import
Flat View en Preview Edit Delete MNew Folder Move To Copy To To - Portal
or ! = to PDF MEmau e ‘ Data
Layout Open Organize Other
a
a U FLEMRO.13.0003 Brief Title Date Status
¥ Accounts
u Attachments h Receipt2 MPFLEN™ -2 asn s fi.aninadan S05/2019 11:39:06 AM
Open Document 1
|} Documents
|} Documents Received Preview
U Forms Edit
Lj Letters In —
ete
[ Letters Qut
U Misc Mave To
U Photographs Copy To
[ Scanned Documents
Convert to PDF
Send To.. ]
Email To.
Upload to Portal _
Mark as Complete
Change Status 3
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7.2.4. Complete the Portal Message and Send

Complete the Subject field and Body of your message, then click Send Message.

@ Send a Secure Message to FLEMROC.18.0003 using the Client Portal X |
RPN
Subject CIE P
Attachments
g Receipt2 MP.FLEMRO.18.0003.09-May-2019 1138.docx x o
&
Eody
Segoe Ul

-E - B I UAAEEEEE---

_

Some things you might want to do at the same time as sending the message:
[]Request a Document fraom Client

%

|:| Mark a Progress Item as Complete

Select Progress [tems to Mark as Complete

%

[ Motify Client Via Email to Check the Portal |m Cancel | | Send Message|

The message and attached Receipt will be uploaded to the Portal.

O

Message sent successfully
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