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Important Note 
Currently, we do not have a custom report builder. For that reason, we ask that you review 

the included reports with your team to ensure that you can collect the data needed for your 

firm. Each report can be viewed in app, or downloaded to PDF or Excel formats.  

 

Note that the following sample reports were generated using a test data set and may not 

reflect typical business activity.  

 

We also provide advanced filtering and export functionality (PDF, Excel, CSV) throughout the 

application to assist with reporting needs.  

 

If you have any questions or need assistance with understanding this reporting, please reach 

out to your account manager. 

 

Note: The availability of certain reports in the system depends on your tier.
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Accounting (Firm) 
Note: The availability of certain reports in the system depends on your tier. 

Name of Report Description 

Profit & Loss  

Also known as an Income Statement, this report summarizes the 
revenues, costs, and expenses incurred during a specific period 
of time. 

Balance Sheet  

A statement of the assets, liabilities, and equity of your business 
at a particular point in time. 

Trial Balance  

A bookkeeping worksheet in which the balances of all ledgers 
are compiled into debit and credit columns. 

General Ledger  

Listing of all general ledger accounts and their activity during the 
selected time period. 

Accounts Payable 
Aging Summary  

Categorizes payables to vendors based on time buckets. 

Accounts Payable 
Details  

Lists the balances owed to outside vendors. 

Accounts Payable 
Payee Ledger Report  

A Payee summary that lists bills received from that payee or 
vendor during a certain time period. 

1099 Payee Ledger  

Produces a concise statement of all transactions made to a 
particular payee.  

Sales Tax  

If your firm collects tax from clients, this report helps to document 
tax collected. 
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Profit & Loss (P&L) 
Also known as an Income Statement, this report summarizes the revenues, costs, and 

expenses incurred during a specific period of time. 

 

Report Filters 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, This Year. You can override the date range via the from/to 

boxes to the right. 

● Accounting: Your default reporting method will be selected (cash or accrual) but 

can be changed.  

 

Report Printing Options 

 

● Include zero balance accounts: This is unchecked by default. To include 

accounts with zero balance, check this setting. 

 

● Include prior year comparison: This is unchecked by default. To show prior 

year comparison and percentage difference, check this setting. 
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(Sample P&L Report) 

 

Click the link below to view full report: 
1 (a) Profit-&-Loss-Cash Basis.pdf 
1 (b) Profit-&-Loss-Accrual Basis.pdf 

https://support.cosmolex.com/reports/1-Accounting-Firm/1%20(a)%20Profit-_-Loss-Cash%20Basis.pdf
https://support.cosmolex.com/reports/1-Accounting-Firm/1%20%28b%29%20Profit-_-Loss_Accrual%20Basis.pdf
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Balance Sheet 
A statement of assets, liabilities, and equity of your business at a particular point in time. 

 

Report Filters 

● As Of Date: This will default to today’s date, but can be changed.  

 

● Accounting: Your default reporting method will be selected (cash or accrual) but 

can be changed. 

 

Report Printing Options 

 

● Include zero balance accounts:  This is unchecked by default. To include 

accounts with zero balance, check this setting. 

 

● Include prior year comparison: This is unchecked by default. To show prior 

year comparison and percentage difference, check this setting. 
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(Sample Balance Sheet) 
 

Click the link below to view full report: 
2 (a) Balance-Sheet_Cash.pdf 
2 (b) Balance-Sheet_Accrual Basis.pdf 

https://support.cosmolex.com/reports/1-Accounting-Firm/2%20(a)%20Balance-Sheet_Cash.pdf
https://support.cosmolex.com/reports/1-Accounting-Firm/2%20(b)%20Balance-Sheet_Accrual%20Basis.pdf
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Trial Balance 
A bookkeeping sheet in which the balances of all ledgers are compiled into debit and credit 

columns. 

 

Report Filters 

● As of Date: This will default to today’s date, but can be changed. 

 

Report Printing Options 

● Accounting: Your default reporting method will be selected (cash or accrual) but 

can be changed.  

 

● Include accounts with zero activity:  This is unchecked by default. To include 

accounts with no activity, check this setting. 
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(Sample first page of Trial Balance Report) 

 

Click the link below to view full report: 
 3 (a) Trial-Balance Cash Basis .pdf 
 3 (b) Trial-Balance_Accrual Basis.pdf

https://support.cosmolex.com/reports/1-Accounting-Firm/3%20(a)%20Trial-Balance%20Cash%20Basis%20.pdf
https://support.cosmolex.com/reports/1-Accounting-Firm/3%20(b)%20Trial-Balance_Accrual%20Basis.pdf
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General Ledger 
A listing of all general ledger accounts and their activity.  

 

Report Filters 

● Chart of Account: Choose “All” to view all general ledger accounts in the report 

or choose a specific account from the list. 

 

● Account Type: Choose “All” to view all account types or choose a specific 

account type.  

 

● Accounting: Your default reporting method will be selected (cash or accrual) but 

can be changed. 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, This Year. You can override the date range via the from/to 

boxes to the right. 

 

Report Printing Options 

● Include accounts with zero activity: This is unchecked by default. To include 

accounts with no activity, check this setting. 
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(Sample first page of General Ledger Report) 

 

Click the link below to view full report: 
 4. General-Ledger Cash Basis.pdf 

4(b) General-Ledger Accrual Basis.pdf 

 

 

 

 

 

https://support.cosmolex.com/reports/1-Accounting-Firm/4%20%28a%29%20General-Ledger-Cash.pdf
https://support.cosmolex.com/reports/1-Accounting-Firm/4%20(b)%20General-Ledger-Accrual%20.pdf
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Accounts Payable Aging Summary 
Categorizes payables to vendors based on time buckets.  

 

Report Filters 

● As of Date: This will default to today’s date, but can be changed. 

● Type: Choose: All, Client Expenses only, or Business Expenses only. 

● Options: Include Hold, Don’t Include Hold, or Only Include Hold. 

 

 
 

 
(Sample Accounts Payable Aging Summary) 

 

Click the link below to view full report: 
 5. Accounts-Payable-Aging-Summary.pdf 

 

https://support.cosmolex.com/reports/1-Accounting-Firm/5.%20Accounts-Payable-Aging-Summary.pdf
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Accounts Payable Details 
View the balances you owe to other companies for supplies, inventory, and services your 

company receives.  

 

Report Filters 

● As of Date: This will default to today’s date, but can be changed. 

● Type: Choose: All, Client Expenses only, or Business Expenses only. 

● Options: Choose- Include Hold, Don’t Include Hold, or Only Include Hold. 

● Show: Choose between Details or Summary. 

● Sort By: Choose to sort the report by the vendor, bill date, or due date. 

● Group By Aging (For Details Report): Check the box if required. 
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(Sample Accounts Payable Detail Report) 

Click the link below to view full report: 
 6 (a)Account-Payable-Details_Summary.pdf 

 6 (b) Account-Payable-Details_Detailed.pdf  

https://support.cosmolex.com/reports/1-Accounting-Firm/6%20(a)Account-Payable-Details_Summary.pdf
https://support.cosmolex.com/reports/1-Accounting-Firm/6%20(b)%20Account-Payable-Details_Detailed.pdf
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Accounts Payable Payee Ledger Report 
Allows you to drill down to an individual payee or vendor to see bills received from that payee 

or vendor during a certain time period. 

 

Report Filters 

● Date Range: Will allow you to select the entries by the bill due date. You can 

customize this date range to whatever you need by using the calendar options 

provided. 

● Type: Choose Client Expenses, Business Expenses or all expenses. 

● Payee Name: By default, all payees are included, to report on a specific payee 

only, uncheck this box and enter the payee name.  

● Sort: You have the option of sorting the entries by Vendor, Bill Date or Due Date. 

 

 

 
      (Sample Accounts Payable Payee Ledger Report) 

 

Click the link below to view full report: 
 7. Account-Payable-Payee-Ledger.pdf  

 

https://support.cosmolex.com/reports/1-Accounting-Firm/7.%20Account-Payable-Payee-Ledger.pdf
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1099 Payee Ledger 
You can download a payment transactions list for a specific date range to determine those 

payees for whom you must issue a 1099 Form. (Only available for US accounts) 

 

Report Filters 

● Payee Name: By default, all eligible payees are included, to report on a specific 

payee only, uncheck this box and enter the payee name. 

● Banks: Choose a specific bank account, or account types to include. 

● Date Range: Only transactions dated within this date range will be included. The 

date range options you have are All Dates, Last Month, Last Year, This Month, 

This Year. You can override the date range via the from/to boxes to the right. 

● Show: Choose between summary or details. 

Options  

● Only payees with total >= 600: Checked by default, uncheck to include all 

payees regardless of total paid amounts. 

● Exclude 1099 Ineligible Payees: Checked by default, uncheck if you want to 

include ineligible payees as well.  
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(Sample 1099 Payee Ledger Summary) 

 
(Sample 1099 Payee Ledger Details) 

 

Click the link below to view full report: 
 8 (a) 1099-Payee-Ledger_Summary.pdf 
 8 (b) 1099-Payee-Ledger Details.pdf 

 

https://support.cosmolex.com/reports/1-Accounting-Firm/8%20(a)%201099-Payee-Ledger_Summary.pdf
https://support.cosmolex.com/reports/1-Accounting-Firm/8%20(b)%201099-Payee-Ledger%20Details.pdf
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Sales Tax  
If your firm collects tax from clients, you can use this report to document tax collected. (Only 

available for U.S. Accounts)  

 

Report Filters 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, and This Year. You can override the date range via the from/to 

boxes to the right. 

● Show: Choose between a summary or detailed view. 

 

 

 

 

 

                       (Sample Sales Tax Summary Report)    
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      (Sample first page of the Detailed Sales Tax Report) 

 

 
Click the link below to view full report: 
 9 (a) Sales-Tax_Summary.pdf 

 9 (b) Sales-Tax_Detailed.pdf 

 

 

 

 

 

 

 

 

 
 

https://support.cosmolex.com/reports/1-Accounting-Firm/9%20(a)%20Sales-Tax_Summary.pdf
https://support.cosmolex.com/reports/1-Accounting-Firm/9%20(b)%20Sales-Tax_Detailed.pdf
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Accounting (Matters) 
Note: The availability of certain reports may depend on the tier for which you 

have opted. 

Name of Report Description 

Accounts Receivable  

Shows the aging of outstanding invoices for selected clients 
within a specified date range. 

Invoice Journal  

A breakdown of all invoice details (amounts), payments 
received, and current balances for invoices generated during a 
particular period of time. 

Invoice Change/Write-
offs - Journal  

A breakdown of all changes and write-offs applied to invoices 
generated during a particular period of time. 

Invoice Payment 
Allocations  

A list of GL allocations for each invoice payment in a selected 
date range.  

Operating Retainer by 
Matter  

A balance for each operating bank, including all activity in a 
client’s operating retainer for a matter. 

Operating Transfer 
Record  

Displays all transfers of operating funds from one matter to 
another, along with their reasoning. 
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Accounts Receivable 

Lists Accounts Receivable activity for a specific matter owner or all matter owners through a 

specified date. 
 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Client: Choose all clients or a specific client. 

○ All clients: By default all active clients are included. To choose a specific 

client, uncheck this box and type in the client name.  

○ Active Clients Only: By default, only active clients are included. To 

include inactive clients, uncheck this box. 

● Client-Matter: Choose all matters or a specific matter. 

○ All Client Matters: By default all active matters are included (unless 

filtered by client above). To choose a specific matter, uncheck all client 

matters and type in the matter name.  

○ Active Matters Only: By default, active and inactive matters are included. 

To only include active matters, check this box. 

● Invoice Date Range: Only invoices dates within this range will be included. The 

date range options you have are Till Date, Last Month, Last Year, This Month, 

and This Year. 

● Aging From: By default, the aging calculation starts from the due date, but can 

be changed to the invoice date. 

● Sort By: Choose between invoice aging and client matter. 

● Show: Choose between detail or summary. 

● Group by Aging (For Detail Report): Check if required.  

● Include Balance Breakdown: Check if you wish to view your unpaid balances 

broken down by fees, hard cost disbursements, soft costs, overhead, finance 

charges, late fees and taxes. 
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(Sample Accounts Receivable Summary Report)  
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Sample Accounts Receivable (Including Balance Breakdown) Detailed Report 
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(Sample Accounts Receivable Detailed report) 

 

 
Click the link below to view full report: 
 1(a) Accounts-Receivable_Summary.pdf 

 1(b) Accounts-Receivable_Details.pdf 

1(c) Accounts-Receivable-Balance-Breakdown.pdf 

 

 

https://support.cosmolex.com/reports/2-Accounting-Matters/1(a)%20Accounts-Receivable_Summary.pdf
https://support.cosmolex.com/reports/2-Accounting-Matters/1(b)%20Accounts-Receivable_Details.pdf
https://support.cosmolex.com/reports/2-Accounting-Matters/1c-Accounts-Receivable-Balance-Breakdown.pdf
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Accounts Receivable 
Lists Accounts Receivable activity for a specific matter owner or all matter owners through a 

specified date. 
 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Client: Choose all clients or a specific client. 

○ All clients: By default all active clients are included. To choose a specific 

client, uncheck this box and type in the client name.  

○ Active Clients Only: By default, only active clients are included. To 

include inactive clients, uncheck this box. 

● Client-Matter: Choose all matters or a specific matter. 

○ All Client Matters: By default all active matters are included (unless 

filtered by client above). To choose a specific matter, uncheck all client 

matters and type in the matter name.  

○ Active Matters Only: By default, active and inactive matters are included. 

To only include active matters, check this box. 

● Invoice Date Range: Only invoices dates within this range will be included. The 

date range options you have are Till Date, Last Month, Last Year, This Month, 

and This Year. 

● Aging From: By default, the aging calculation starts from the due date, but can 

be changed to the invoice date. 

● Sort By: Choose between invoice aging and client matter. 

● Show: Choose between detail or summary. 

● Group by Aging (For Detail Report): Check if required.  

● Include Balance Breakdown: Check if you wish to view your unpaid balances 

broken down by fees, hard cost disbursements, soft costs, overhead, finance 

charges, late fees and taxes. 
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(Sample Accounts Receivable Summary Report)  
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(Sample Accounts Receivable (Including Balance Breakdown) Detailed report) 
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(Sample Accounts Receivable Detailed report) 

 

 
Click the link below to view full report: 
 1(a) Accounts-Receivable_Summary.pdf 

 1(b) Accounts-Receivable_Details.pdf                                                                                               

1(c) Accounts-Receivable-Balance-Breakdown.pdf 
 

https://support.cosmolex.com/reports/2-Accounting-Matters/1(a)%20Accounts-Receivable_Summary.pdf
https://support.cosmolex.com/reports/2-Accounting-Matters/1(b)%20Accounts-Receivable_Details.pdf
https://support.cosmolex.com/reports/2-Accounting-Matters/1c-Accounts-Receivable-Balance-Breakdown.pdf
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Invoice Journal 
Shows a breakdown of all invoice details (amounts), payments received, and current balances 

for invoices generated during a particular period of time. 

 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Area of Law: If needed, you can filter by Area of Law. Area of Law is assigned in 

the Add/Edit Matter screen.  

● Invoice Date Range: Only invoices dated during this time period will be 

included. The date range options you have are All Dates, Last Month, Last Year, 

This Month, and This Year. 

● Client: Choose all clients or a specific client. 

○ All clients: By default all active clients are included. To choose a specific 

client, uncheck this box and type in the client name.  

○ Active Clients Only: By default, only active clients are included. To 

include inactive clients, uncheck this box. 

● Client-Matter: Choose all matters or a specific matter 

○ All Client Matters: By default all active matters are included (unless 

filtered by client above). To choose a specific matter, uncheck all client 

matters and type in the matter name.  

○ Active Matters Only: By default, active and inactive matters are included. 

To only include active matters, check this box.  
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(Sample of Invoice Journal) 

 

The summaries in the Invoice Journal include: 

● Summary by Client Matter 

● Summary by Matter Owner 

● Summary by Area of Law 

 

 

Click the link below to view full report: 
2. Invoice-Journal .pdf 

 

 

 

 

 

 

 

 

 

 

https://support.cosmolex.com/reports/2-Accounting-Matters/2.%20Invoice-Journal%20.pdf
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Invoice Change/Write-offs - Journal 
This report shows a breakdown of all changes and write-offs applied to invoices generated 

during a particular period of time. 
 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Area of Law: If needed, you can filter by Area of Law. Area of Law is assigned in 

the Add/Edit Matter screen. 

● Change/write off date: This is the date of the change/write-off entry. You can 

select from the following: All Dates, Last Month, Last Year, This Month, and This 

Year or manually enter the date range. 

● Client: Choose all clients or a specific client.  

○ All clients: By default all active clients are included. To choose a specific 

client, uncheck this box and type in the client name.  

○ Active Clients Only: By default, only active clients are included. To 

include inactive clients, uncheck this box. 

● Client-Matter: Choose all matters or a specific matter 

○ All Client Matters: By default all active matters are included (unless 

filtered by client above). To choose a specific matter, uncheck all client 

matters and type in the matter name.  

○ Active Matters Only: By default, active and inactive matters are included. 

To only include active matters, check this box.  
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(Sample Invoice Change/Write-offs Journal) 
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The summaries in the Invoice Journal include: 

● Summary by Client Matter 

● Summary by Matter Owner 

● Summary by Area of Law 

 

Click the link below to view full report: 
3. Invoice-Change_Write-offs-Journal.pdf 

https://support.cosmolex.com/reports/2-Accounting-Matters/2.%20Invoice-Journal%20.pdf
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Invoice Payment Allocations 
Details the general ledger allocations for each invoice payment within a time range.  

 

This report can be used for a variety of purposes, including:  

● Periodic accounting review. 

● In the case of fee disputes, the firm can present allocations to outline what 

portion is remaining for each invoice. 

● For internal fee allocation purposes, users can see how payments are being 

allocated. 

 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Payment Date Range: The date range options you have are All Dates, Last 

Month, Last Year, This Month, and This Year. The range is also customizable. 

● Client-Matter: Choose all matters or a specific matter 

○ All Client Matters: By default all active matters are included. To choose a 

specific matter, uncheck all client matters and type in the matter name.  

○ Active Matters Only: By default, all matters are included. To only include 

active matters, check this box. 

● Show: Choose to show either a detailed or summary view of the report. 
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(Invoice Payment Allocations Summary report) 
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(Sample Invoice Payment Allocation detailed report) 

 

The detailed Invoice Payment Allocation report includes: 

● Summary of Invoice Applied Amounts 

● Summary of Invoice Applied Transactions 

● Summary by Account 

 

Click the link below to view full report: 
4 (a) Invoice-Payment-Allocations_Summary.pdf 

4 (b) Invoice-Payment-Allocations_Details.pdf 

 

https://support.cosmolex.com/reports/2-Accounting-Matters/4%20(a)%20Invoice-Payment-Allocations_Summary.pdf
https://support.cosmolex.com/reports/2-Accounting-Matters/4%20(b)%20Invoice-Payment-Allocations_Details.pdf
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Operating Retainer by Matter 
 

Displays balance for each operating bank if the amount is greater than $ 0.00. It shows all the 

activity in a client’s operating retainer for a matter, that includes: 

 

• All deposits to a matter’s operating retainer 

• All payments to invoices using operating retainer 

• Credit memos refunding operating retainer 

 

 

Report Filters 

• Client-Matter: Choose all matters or a specific matter. 

• All Client Matters: By default, all active matters are included (unless 

filtered by client above). To choose a specific matter, uncheck all client 

matters and type in the matter name.  

• Active Matters Only: By default, active and inactive matters are included. 

To only include active matters, check this box. 

• Date Range: Only operating retainers with dates within this range will be 

included. The date range options you have are Till Date, Last Month, Last Year, 

This Month, and This Year. 
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Click the link below to view full report: 

Operating Retainer by Matter.pdf 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://support.cosmolex.com/reports/2-Accounting-Matters/Operating-Retainer-By-Matter.pdf
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Operating Transfer Record 
Since you can transfer operating funds from one matter to another, this report displays 

those transfers, along with their reasoning.  

 

Report Filters 

 

• Operating Bank – Choose the operating account for which you wish to see 
activity. You can also choose to see all activities across all operating accounts.  

• Date Range – You can capture the range of banking activity you wish to see 
or customize the date range to be covered in the report. 

 

 
 

Click the link below to view full report: 

 

Operating Transfer Record.pdf 

 

 

 

 

https://support.cosmolex.com/?attachment_id=39370
https://support.cosmolex.com/?attachment_id=39370
https://support.cosmolex.com/reports/2-Accounting-Matters/Operating-Transfer-Record.pdf
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Class Based Reporting 
Note: The availability of certain reports may depend on the tier you have selected. 

Name of Report Description 

P&L by Matter Owner 
Class  

Lists firm’s income vs expenses by classes assigned to Matter 
Owners. 

P&L by Area of Law 
Class  

Lists firm’s income vs expenses by classes assigned to an 
area of law. 

P&L by Matter Custom 
Class 

Lists firm’s income vs. expenses by classes assigned to a 
custom class designated on a matter. 
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P&L by Matter Owner Class 
Shows your firm’s income vs. expenses by classes assigned to your Matter Owners.  

 

Report Filters 

● Date Range: Only transactions dated during this time period will be included. 

The date range options you have are All Dates, Last Month, Last Year, This 

Month, and This Year. You can select a custom date range. 

● Accounting: Your default reporting method will be selected (cash or accrual) but 

can be changed. 

● Class: You may select all classes, or select one or more classes to view on the 

report. To select multiple classes, click the list of classes and select the first 

desired class, then click again and continue until you have selected all desired 

classes. 

Report Printing Options 
● Include zero balance accounts: Check or uncheck as desired. 
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(Sample first page of P&L by Matter Owner Class report) 

 

Click the link below to view full report: 

1. P&L-by-Matter-Owner-Class.pdf 

 

 

 

 

 

 

 

 

 

 

 

 

https://support.cosmolex.com/reports/3-Class-Based-Reporting/1.%20P%26L-by-Matter-Owner-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/1.%20P%26L-by-Matter-Owner-Class.pdf
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P&L by Area of Law Class 
Shows your firm’s income vs. expenses by classes assigned to an area of law. 

 

Report Filters 

● Date Range: Only transactions dated during this time period will be included. 

The date range options are All Dates, Last Month, Last Year, This Month, and 

This Year. 

● Accounting: Your default reporting method will be selected (cash or accrual) but 

can be changed. 

● Class: You may select all classes, or select one or more classes to view on the 

report. To select multiple classes, click the list of classes and select the first 

desired class, then click again and continue until you have selected all desired 

classes.  

Report Printing Options 
● Include zero balance accounts: Check or uncheck as desired. 
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(Sample last page of P&L by Area of Law Class report) 

 

 

Click the link below to view full report: 
2. P&L-by-Area-Of-Law-Class.pdf  

 

 

 

 

 

 

 

 

 

 

 

https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P_L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P_L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P_L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
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P&L by Matter Custom Class 
Shows your firm’s income vs. expenses by classes assigned to a custom class designated on 

a matter. 
 

Report Filters 

● Date Range: Only transactions dated during this time period will be included. 

The date range options are All Dates, Last Month, Last Year, This Month, and 

This Year 

● Accounting: Your default reporting method will be selected (cash or accrual) but 

can be changed  

● Class: You may select all classes, or select one or more classes to view on the 

report. To select multiple classes, click the list of classes and select the first 

desired class, then click again and continue until you have selected all desired 

classes. 

Report Printing Options 
● Include zero balance accounts: Check or uncheck as desired 

 

 

 

 

 

 

 

 

 

 

 

https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
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(Sample last page of P&L by Matter Custom Class report) 

 

 

Click the link below to view full report:   
3. P&L-by-Matter-Custom-Class.pdf 

 

 

 

 

 

 

 

 

 

 

https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/2.%20P&L-by-Area-Of-Law-Class.pdf
https://support.cosmolex.com/reports/3-Class-Based-Reporting/3.%20P_L-by-Matter-Custom-Class.pdf
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Banking 

Name of Report Description 

Bank Activity Report  

Shows all activity for the selected bank accounts within a 
specified date range. 

Cash Receipts Journal  

Lists cash receipts and other deposits to the selected bank 
accounts within a specified date range. 

Cash Disbursement 
Journal  

Shows payment and withdrawals from the selected bank 
accounts within a specified date range. 

Payee/Payor Ledger  

A concise statement of all transactions made to a particular 
payee. 

Reconciliation Report  
Details of individual bank statements reconciled in the system. 

Three-Way 
Reconciliation Report  

Displays book balance, adjusted bank balance (including bank 
cleared transactions and outstanding deposits/payments) and 
individual balances of all ledgers. The total balance of all three 
sections should be the same. 
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Bank Activity Report 
Shows all activity for the selected bank accounts within a specified date range. 
 

Report Filters 

● Bank Account: Choose a Bank Account for which you want to see the activity. 

● Date Range: The date range options you have are Last Month, Last Year, This 

Month, and This Year. 

Report Printing Options 
● Print Memo: Check the box to show memo on report. 
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(Sample Bank Activity Report) 

 
Click the link below to view full report: 

4. 1 Bank-Activity-Report.pdf 

 

https://support.cosmolex.com/reports/4-Banking/1.%20Bank-Activity-Report.pdf
https://support.cosmolex.com/reports/4-Banking/1.%20Bank-Activity-Report.pdf
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Cash Receipts Journal 
Shows cash receipts and other deposits to the selected bank accounts within a 

specified date range. 

 

Report Filters 

● Bank Account: Choose a bank account from the drop-down menu. 

● Show Transactions: Choose to view all, cleared/reconciled, and outstanding 

transactions. 

● Method of Payment: Choose to view all, or any other method from the drop-

down list. 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, and This Year. 
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(Sample Cash Receipts Journal report) 

 
Click the link below to view full report: 

2. Cash-Receipts-Journal.pdf 

 

 

 

 

 

 

https://support.cosmolex.com/reports/4-Banking/2.%20Cash-Receipts-Journal.pdf
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Cash Disbursement Journal 
Shows payments and other withdrawals from the selected bank accounts within a 

specified date range. 

 

Report Filters 

● Bank Account: Choose a Bank Account for which you want to see cash receipts 
and deposits. 

● Show Transactions: Choose to view all, cleared/reconciled, and outstanding 
transactions.  

● Method of Payment: Choose the method of payment option. 

● Sort By: You can sort by date or reference number. 

● Date Range: The date range options you have are All Dates, Last Month, Last 
Year, This Month, and This Year. 
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(Sample Cash Disbursements Journal report) 

 
Click the link below to view full report: 

3. Cash-Disbursement-Journal.pdf 

 

https://support.cosmolex.com/reports/4-Banking/3.%20Cash-Disbursement-Journal.pdf
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Payee/Payor Ledger 
You can produce a concise statement of all the transactions made to a particular payee 

in a given date range. 

 

Report Filters 

● Payee Name: To view all payees, check the box. To view a specific payee, leave 
the box unchecked and choose from the drop-down or type in the payee/payor 
name. 

● Bank Account: Choose a Bank Account for which you want to see payee/payor 
ledger. 

● Date Range: The date range options you have are All Dates, Last Month, Last 
Year, This Month, and This Year. 

● Show: Choose to view summary or details. 
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(Sample Payee/Payor Ledger Detailed report) 

 
Click the link below to view full report: 

4(a) Payee_Payor-Ledger_Summary.pdf 

4(b)Payee_Payor-Ledger_Details.pdf 

 

https://support.cosmolex.com/reports/4-Banking/4(a)%20Payee_Payor-Ledger_Summary.pdf
https://support.cosmolex.com/reports/4-Banking/4(b)Payee_Payor-Ledger_Details.pdf
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Reconciliation Report 
Shows details of individual bank statements reconciled in the system. Most notably it shows a 

listing of cleared and uncleared transactions. 

Report Filters 
● Bank Account: Choose a Bank Account for which you want to see activity. 

● Available Statements: Select the reconciled statement you wish to report on.  

● Sort By: You can choose to sort by date or reference number. 

Options 
● Exclude Bank Error Details: Check the box to exclude bank error. 

 

 
(Sample Bank Reconciliation Report) 

Click the link below to view full report: 
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5. Reconciliation-Report.pdf 

 
 

Three-Way Reconciliation Report 
This report is a three-way check for your trust account reconciliation. It compares your 

bank balance, book balance (program entries) as well as the individual client trust 

ledgers. 

 

Report Filters 

● Bank Account: Choose a trust account. 

● Available Statements: Select the reconciled statement you wish to report on.  

● Sort By: You can choose to sort by date or reference number. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://support.cosmolex.com/reports/4-Banking/5.%20Reconciliation-Report.pdf
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    (Sample Three-Way Reconciliation Report) 

 

 
 
Click the link below to view full report: 

6. Three-Way-Reconciliation-Report.pdf 

https://support.cosmolex.com/reports/4-Banking/6.%20Three-Way-Reconciliation-Report.pdf
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Billing 

Name of Report Description 

Timekeeper’s Time 
Report  

Provides comprehensive data about each billable personnel’s 
activities. 

Timekeeper’s Expense 
Report  

Provides details of matter expenses entered by different 
personnel. 

Timekeeper’s Weekly 
Summary Report  

Can be used for various productivity measurement purposes. It 
provides a weekly time log for the entire firm. 

Pre-Bill (Matter Billing 
Report)  

As a Matter Billing Report, you can look at all billed and 
unbilled time and expenses by matter. 
As a Pre-bill Report, you can filter out billed items and only 
focus on Work in Progress (WIPs). 

Matter Billing Log  

View and download all the activities for all your clients, for one 
client, or for a matter in one place. 
 

WIP Summary  

Provides a detailed WIP breakdown by timekeeper, matter, or 
client. 

Client Balance  

Shows a detailed billing related balance statement for ALL 
matters of a client. Balances shown are unbilled and unpaid 
amounts, retainer balances in operating and trust accounts. 

Client Billing Balance  

Shows a detailed balance statement for ALL matters of a client 
as of a particular date. The balances shown are unbilled and 
unpaid amounts. 

Balance By Matter 
Name  

Provides important balances grouped by matter name. 
Balances shown are unbilled and unpaid amounts, retainer 
balances in operating and trust accounts. 

Billing Balance By 
Matter Name  

Provides important balances grouped by matter name as of a 
particular date. The balances shown are the unbilled and 
unpaid amounts. 

../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_kgc8j5o4g7q5
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_kgc8j5o4g7q5
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_w4ao6apbzkgo
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_w4ao6apbzkgo
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_faeoz5ft7t3o
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_faeoz5ft7t3o
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_xyozl1cv8ufm
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_xyozl1cv8ufm
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_Matter_Billing_Log_1
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_y5ofjmpefx2l
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_6c9ngimpqb9a
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_6thef1dgwhol
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_7ywjkoj8v61s
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_7ywjkoj8v61s
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_tnpe1dvgizxk
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_tnpe1dvgizxk
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Matter Billing Rate  

Lists billing rates applied to all hourly matters, for each 
individual Timekeeper. This is a useful report to review rates 
and fix any potential discrepancies. 

Time Expense Flag 
Report  

Lists time/expense cards which are marked with special flags. 

Invoice Status Report  
Lists invoices and their status (paid/unpaid) in a given duration. 

Split Billing Report 
 

Helps you verify the configuration of fee and expense 
percentages in your split billing details. 

Split Billing Verification 
List 
 

Helps you identify how all of the fees and expenses split from 
the main matter to the split matters. 

../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_s9mzrxnsadpd
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_dshh1xwtgfls
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_dshh1xwtgfls
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_382wvourujmk
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_Split_Billing_Report
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_Split_Billing_Verification
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_Split_Billing_Verification
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Timekeeper’s Time Report 
Provides comprehensive data about each billable personnel’s activities. 

 

Report Filters 

● Timekeeper: Choose all timekeepers or a specific timekeeper. 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, and This Year. 

● Show: Choose to view summary or details. 

● Formats: Choose between Standard or Advanced. Choosing Advanced here will 

include totals per category, per timekeeper, as opposed to Standard, which will 

show a summary of hours and amounts. 

● Client: Choose all clients or a specific one. You can choose to view active clients 

only. To include inactive clients, uncheck the box. 

● Client-Matter: Choose all client-matters or a specific one. You can choose to 

view active matters only. To include inactive matters, uncheck the box. 

Exclusions 

● Check boxes to exclude billed items and/or non-billable items. 

Report Print Options 

● Check box to apply page break between items, and/or include active 

timekeepers. 

● Check box to include task codes (Details report only). This will show task codes 

assigned to time entries. Those with matters enabled for UTBMS and/or eBilling 

will show the task and activity codes.  
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(Sample summary Timekeeper’s Time Report) 

 

 



 

 
68 

 

 

 
(Sample detailed Timekeeper’s Time Report) 

 

 
(Sample part of advanced summary Timekeeper’s Time Report) 

 

Click the link below to view full report: 
 1 (a) Time-Keepers-Time-Report_Summary.pdf 

1 (b) Time-Keepers-Time-Report_Details.pdf 
1 (c) Time-Keepers-Time-Report_Advanced Summary.pdf 

https://support.cosmolex.com/reports/5-Billing/1%20(a)%20Time-Keepers-Time-Report_Summary.pdf
https://support.cosmolex.com/reports/5-Billing/1%20(b)%20Time-Keepers-Time-Report_Details.pdf
https://support.cosmolex.com/reports/5-Billing/1%20(c)%20Time-Keepers-Time-Report_Advanced%20Summary.pdf
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Timekeeper’s Expense Report 
Provides details of matter expenses entered by different personnel. 

 

Report Filters 

● Timekeeper: Choose all timekeepers or a specific timekeeper. 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, and This Year. 

● Show: Choose to view summary or details. 

● Client: Choose all clients or a specific one. You can choose to view active clients 

only. To include inactive clients, uncheck the box. 

● Client-Matter: Choose all client-matters or a specific one. You can choose to 

view active matters only. To include inactive matters, uncheck the box. 

Exclusions 

● Check boxes to exclude billed items and/or non-billable items. 

Report Print Options 

● Check box to apply page break between items, and/or include active 

timekeepers. 
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(Sample summary Timekeeper’s Expense Report) 
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(Sample detailed Timekeeper’s Expense Report) 

 

Click the link below to view full report: 
 2 (a) Time-Keepers-Expense-Report_Summary.pdf 
 2 (b)Time-Keepers-Expense-Report_Details.pdf 

https://support.cosmolex.com/reports/5-Billing/2%20(a)%20Time-Keepers-Expense-Report_Summary.pdf
https://support.cosmolex.com/reports/5-Billing/2%20(b)Time-Keepers-Expense-Report_Details.pdf
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Timekeeper’s Weekly Summary Report 
Can be used for various productivity measurement purposes. It provides a weekly time 

log for the entire firm. 

 

Report Filters 

● Week Range: Choose a Date. 

● Include: You have the option to choose Only Billable, Only Billed, Only Non-

Billable, Only No Charge, Only Hold, Only Paid, or All. 

 
 

 
(Sample Timekeeper’s Weekly Summary Report) 

 

Click the link below to view full report: 
3. Time-Keepers-Weekly-Summary-Report.pdf 

https://support.cosmolex.com/reports/5-Billing/3.%20Time-Keepers-Weekly-Summary-Report.pdf
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Pre-Bill (Matter Billing Report) 
This report has a dual purpose: 

1. As a Matter Billing Report, you can look at all billed and unbilled time and 

expenses by matter. 

2. As a Pre-bill Report, you can filter out billed items and only focus on Work in 

Progress (WIPs). 

 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, This Year, and Till Date. 

● Client: Choose all clients or a specific one. You can choose to view active clients 

only. To include inactive clients, uncheck the box. 

● Client-Matter: Choose all client-matters or a specific one. You can choose to 

view active matters only. To include inactive matters, uncheck the box. 

● Show: Choose to view summary or details. 

● Include: All, Only Fee, Only Cost, Only Soft Cost, or Only Hard Cost. 

Exclusions 

● Check boxes to exclude billed items and/or non-billable items. 

Report Print Options 

● Check box to apply page break between items, and/or include active 

timekeepers. 

● Check Box to print matter’s internal billing notes. 

● Check box to include Trust Bank Balance Breakdown.  This will break down the 

ledger balance of each trust account associated with that matter, as of the report 

print date (Details report only). 

- 
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(Sample Matter Billing Summary Report) 
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                      (Sample first and last page of Matter Billing Detailed Report) 

 

Click the link below to view full report: 
 4 (a) Pre-Bill-(Matter-Billing-Report)_Summary.pdf 
 4 (b) Pre-Bill-(Matter-Billing-Report)_Details.pdf

https://support.cosmolex.com/reports/5-Billing/4%20(a)%20Pre-Bill-(Matter-Billing-Report)_Summary.pdf
https://support.cosmolex.com/reports/5-Billing/4%20%28b%29%20Pre-Bill-%28Matter-Billing-Report%29_Details.pdf
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Matter Billing Log 
Allows you to view and download all the activities for all your clients, for one client, or for 

a matter in one place. 

Report Filters 
 

• Matter Owner: Choose all matter owners or a specific matter owner. 

• Date Range: The date range options are All Dates, Last Month, Last Year, This 

Month, This Year. 

• Client: Choose all clients or a specific one. You can choose to view active clients 

only. To include inactive clients, uncheck the box. 

• Client-Matter: Choose all client-matters or a specific one. You can choose to 

view active matters only. To include inactive matters, uncheck the box. 

• Include Fee Entries: Check the box to include fee entries. 

• Include:  You can choose to include All, Unbilled, Billed, Non-Billable, 

Hold, No Charge. 

• Print Task/Description: Click radio button to print Only Description, Only 

Task, or Task & Description. 

• Ignore entries if less than: Check the box and enter a dollar amount. 

• Include Cost Entries: Check the box to include cost entries. 

• Include:  You can choose to include All, Unbilled, Billed, Non-Billable, 

Hold, No Charge. 

• Print Task/Description: Click radio button to print Only Description, Only 

Task, or Task & Description. 

• Ignore entries if less than: Check the box and enter a dollar amount. 

• Group identical soft cost charges for Invoice Printing: Check the box, 

if desired. 

• Include Payment Transactions: Check the box, if desired. 
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(Sample Matter Billing Log Report) 

 

Click the link below to view full report: 
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Matter Billing Log.pdf 
Work In Progress (WIP) Summary 

Provides a detailed WIP breakdown by timekeeper, matter, or client. 

 

Report Filters 

● Timekeeper: Choose all timekeepers or a specific timekeeper. 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Area of Law: If needed, you can filter by Area of Law. Area of Law is assigned in 

the Add/Edit Matter screen. 

● As of: This will default to today’s date, but can be changed. 

● Client: Choose all clients or a specific one. You can choose to view active clients 

only. To include inactive clients, uncheck the box. 

● Client-Matter: Choose all client-matters or a specific one. You can choose to 

view active matters only. To include inactive matters, uncheck the box. 

● Summary By: Choose Timekeeper, Matter, Client, Matter Owner, or Area of 

Law. 

Report Print Options 

● Choose only billable items, only non-billable/no-charge items, all items. 

 

https://support.cosmolex.com/reports/5-Billing/Matter-Billing-Log.pdf
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(Sample WIP Summary Report) 

 

Click the link below to view full report: 
 5. WIP-Summary.pdf 

 

 

https://support.cosmolex.com/reports/5-Billing/5.%20WIP-Summary.pdf
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Client Balance 
Shows a detailed billing-related balance statement for ALL matters of a client. Balances 

shown are unbilled and unpaid amounts, retainer balances in operating and trust 

accounts. 

 

Report Filters 

● Client: Choose all clients or a specific one. You can choose to view active clients 

only. To include inactive clients, uncheck the box. 

● The Report Print Option allows you to apply page break between items by 

default. Uncheck the box if you do not want the page break. 

 

 
(Sample Client Balance Report) 

 

Click the link below to view full report: 
 6. Client-Balance.pdf

https://support.cosmolex.com/reports/5-Billing/6.%20Client-Balance.pdf
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Client Billing Balance 
Shows a detailed balance statement for ALL matters of a client as of a particular date. 

The balances shown are unbilled and unpaid amounts. 

 

Report Filters 

● Client: Choose all clients or a specific one. You can choose to view active clients 

only. To include inactive clients, uncheck the box. 

● Dates: Choose a date, by clicking the drop-down arrow or choose till today, till 

last month, till last year. 

● The Report Print Options allows you to apply page break between items by 

default. Uncheck the box if you do not want the page break. 
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(Sample Client Billing Balance Report) 

 

Click the link below to view full report: 

 7. Client-Billing-Balance.pdf 

 

 
 

https://support.cosmolex.com/reports/5-Billing/7.%20Client-Billing-Balance.pdf
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Balance By Matter Name 
This report provides important balances grouped by matter name as of a particular date. 

Balances shown are unbilled and unpaid amounts, retainer balances in operating and 

trust accounts. 

 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Matter Name: Choose all matter names, or a specific matter name. 

 
 

 
(Sample Balance By Matter Name Report) 

 

Click the link below to view full report: 
          8. Balance-By-Matter-Name.pdf 

 
 
 
 

https://support.cosmolex.com/reports/5-Billing/8.%20Balance-By-Matter-Name.pdf
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Billing Balance By Matter Name 
This report provides important balances grouped by matter name as of a particular date. 

The balances shown are the unbilled and unpaid amounts. 

 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Matter Name: Choose all matter names, or a specific matter name. 

● Sort By: You can sort by client name, matter file number, or date opened for the 

matter. 

● Dates: Choose a date, by clicking the drop-down arrow or choose till today, till 

last month, till last year. 

 

 
(Sample Billing Balance by Matter Name report) 

 
Click the link below to view full report: 
 9. Billing-Balance-By-Matter-Name.pdf 

https://support.cosmolex.com/reports/5-Billing/9.%20Billing-Balance-By-Matter-Name.pdf
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Balance By Expense Name 
This report provides a breakdown of the soft cost and hard cost expenses by their 

name. Firms can use this to verify that the expenses charged to their clients are 

accurate. This report is particularly helpful for auditing purposes. 

 

Report Filters 

• Date Range: The date range options you have are All Dates, Last Month, Last 
Quarter, Last Year, This Month, This Quarter, and This Year. The date range is 
also customizable. 

 

• Expense: Select one or more expenses from the drop-down.  
 

• Billing Method: From the drop-down, choose from All, Hourly, Fixed, or 
Contingency. 

 

• Group By: From the drop-down, select from expense, matter, timekeeper, client, 
area of law, and matter owner. 

 

• Interest Calculator: Checking the box will give you the option to calculate 
interest on expenses that are Billed, Unbilled, or All. This calculation is limited 
only to the report and does not change expense card value or invoice to which 
the expense is associated.  
 

Interest Calculation Logic (Expense Card Date /365) *(Annual Finance 
charge rate/100) 
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Report Entries and Their Descriptions 

Entry Description 

Client-Matter 
Name 

All client-matters in which the selected expense was recorded.  

Matter File # Matter file # associated with the respective client-matter. 

Unbilled Soft 
Cost 

The total sum of the selected expense recorded as an unbilled soft cost for 
the respective matter.   

Unbilled Hard 
Cost 

The total sum of the selected expense recorded as an unbilled hard cost for 
the respective matter. 

Total Unbilled 
Cost 

The total sum of the unbilled soft and hard cost of the selected expense for 
the respective matter 

Billed Soft Cost 
The total amount of the selected expense recorded as a billed soft cost for 
the respective matter. 

Billed Hard 
Cost 

The total sum of the selected expense recorded as a billed hard cost for the 
respective matter.  

Total Billed 
Cost 

The total sum of the billed soft and hard costs of the selected expense for 
the respective matter.  

Total Cost 
The total sum of the total unbilled and total billed cost of the selected 
expense for the respective matter. 
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Matter Billing Rate 
Lists billing rates applied to all hourly matters, for each individual Timekeeper. This is a 

useful report to review rates and fix any potential discrepancies. 

 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

 
 

 
(Sample Matter Billing Rates report) 

 

Click the link below to view full report: 
 10. Matter-Billing-Rate.pdf 

 
 

 

 

 

https://support.cosmolex.com/reports/5-Billing/10.%20Matter-Billing-Rate.pdf
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Time Expense Flag Report 
Lists time/expense cards which are marked with special flags. 

 

Report Filters 

● Timekeeper: Choose all timekeepers or a specific timekeeper. 

● Flag: Choose either Low Priority, Normal, Critical or All. 

● Date Range: The date range options you have are, Last Month, Last Year, This 

Month, and This Year. 

 

 
(Sample Time/Expense Flag report) 

 

Click the link below to view full report: 
 11. Time-Expense-Flag-Report.pdf 

 

 
 

  
 

https://support.cosmolex.com/reports/5-Billing/11.%20Time-Expense-Flag-Report.pdf
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Invoice Status Report 
Lists invoices and their status (paid/unpaid) in a given duration. 

 

Report Filters 

● Invoice Date Range: The date range options you have are Last Month, Last 

Year, This Month, and This Year. 

 

 
(Sample Invoice Status Report) 

 

Click the link below to view full report: 
 12. Invoice-Status-Report.pdf 
 

 

https://support.cosmolex.com/reports/5-Billing/12.%20Invoice-Status-Report.pdf
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Split Billing Report  

Helps you verify that the configuration of fee and expense percentages in your split 

billing details is accurate.  

 

Report Filters 

• Matter Owner: This will default to all matter owners. You can select one or more 

matter owners from the drop-down. 

• Client-Matter: By default, All Client Matter and Active Matters Only will be 

checked. To choose a specific client-matter, uncheck the box and enter the 

client-matter name. You can choose to view active matters only. To include 

inactive matters, uncheck the box. 
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(Sample Split Billing Report)
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Split Billing Verification List  

Helps you identify how all of the fees and expenses split from the main matter to the 

split matters. The verification list allows you to tally and verify the totals in the main 

entries and split entries. 

 

Report Filters 

• Matter Owner: This will default to all matter owners. You can select one or more 

matter owners from the drop-down. 

• Client-Matter: By default, All Client Matter and Active Matters Only will be 

checked. To choose a specific client-matter, uncheck the box and enter the 

client-matter name. You can choose to view active matters only. To include 

inactive matters, uncheck the box. 

 

 
 

 
(Sample Split Billing Verification List) 



 

 
93 

 

 

Collection 

Name of Report Description 

Fixed Fee Billing 
Reconciliation  

Shows fixed fee amounts and billed amounts to ensure all of 
your fixed fee matters are being billed in a timely manner. 

Insufficient Retainer 
Balance  

Shows clients whose matter retainer balances have fallen 
below minimum required balances. 

Matter with Receivable 
& Retainer Balance  

Lists matters which have outstanding balances as well as 
retainer balances. 

../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_w5qm9os6fgr5
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_w5qm9os6fgr5
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_ezmnr4pyt80z
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_ezmnr4pyt80z
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_cb4scjw51qjd
../../Users/CosmoLex/OneDrive/Desktop/CosmoLex%20Reports%20Stack%20(US%20firms).docx#_cb4scjw51qjd
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Fixed Fee Billing Reconciliation 
Shows fixed fee amounts and billed amounts to ensure all fixed fee matters are being 

billed in a timely manner. 

 

Report Filters 

● Matter Open Date 

Date Range: The date range options you have are Last Month, Last Year, This 

Month, and This Year. 

● Billing Dates 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, and This Year. 

● Exclude Matters Billed in Full: Checked by default, uncheck if you wish to 

change it. 

 

 
(Sample Fixed Fee Billing Reconciliation report) 

 

 

Click the link below to view full report: 
 1. Fixed-Fee-Billing-Reconciliation.pdf

https://support.cosmolex.com/reports/6-Collection/1.%20Fixed-Fee-Billing-Reconciliation.pdf
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Insufficient Retainer Balance 
Shows clients whose matter retainer balances have fallen below minimum required 

balances. 

 

Report Filters 

● Sort By: You can sort by client name, matter, matter file number, or date 

opened. 

 

 
(Sample Insufficient Retainer Balance Report) 

 

Click the link below to view full report: 
 2. Insufficient-Retainer-Balance.pdf 

https://support.cosmolex.com/reports/6-Collection/2.%20Insufficient-Retainer-Balance.pdf
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Matter with Receivable & Retainer Balance 
Lists matters which have outstanding balances as well as retainer balances. 

 

Report Filters 

● Matter Owner: To generate a report showing files belonging to a specific lawyer. 

 

 
(Sample Matter with Receivable & Retainer Balance Report) 

 

Click the link below to view full report: 
 3. Matter-with-Receivable-&-Retainer-Balance.pdf

https://support.cosmolex.com/reports/6-Collection/3.%20Matter-with-Receivable-_-Retainer-Balance.pdf
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Financial Productivity 

Name of Report Description 

Billing By Matter Owner  

Lists fees billed for matters assigned to a specific matter owner  in a 
given date range. Especially helpful for those who follow accrual 
accounting, in determining distributions to matter parties. 

Billing By Matter Party  

Lists fees billed for matters assigned to a specific matter party in a 
given date range. Especially helpful for those who follow accrual 
accounting, in determining distributions to matter parties. 

Billing By Timekeeper  

Contains fees billed by a timekeeper in a firm during a given date 
range. 

Billed Fee Allocation  

This report will detail billed fee by invoice, matter and party as well 
as calculate allocation based on assigned allocation percentage. 

Collection By Matter 
Owner  

Lists fees collected for matters assigned to a specific matter owner in 
a given date range.  

Collection By Matter 
Party  

Lists fees collected for matters assigned to a specific matter party in 
a given date range. 

Collection By 
Timekeeper  

Contains fees collected by a timekeeper in a firm during a given date 
range. 

Collected Fee 
Allocation  

This report will detail collected fee by invoice, matter and party as 
well as calculate allocation based on assigned allocation percentage. 

Financial Productivity 
Report  

Helps you evaluate the performance, profitability, and efficiency of 
the timekeeper/firm/matter owner/matter party. 
 

Fee Recovery Report  

Calculates the percentage of all fees recovered during a given date 
range. 

Top Clients  
Ranks your clients based on fees billed or fees paid by Matter Owner 
or Area of Law for a selected date range. 
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Billing By Matter Owner 
This report lists fees billed for matters assigned to a specific matter owner in a given 

date range. Especially helpful for those who follow accrual accounting, in determining 

distributions to matter parties. 

 

Report Filters 

● Matter Owner – You can choose to run a report on billing for a particular Matter 

Owner or all Matter Owners in your firm. 

● Invoice Date Range – Based on the date the invoice was generated. You can 

customize the date range to be covered in the report. 
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(Sample Billing by Matter Owner Report) 

 

Click the link below to view full report: 
 1. Billing-By-Matter-Owner.pdf 

https://support.cosmolex.com/reports/7-Financial-Productivity/1.%20Billing-By-Matter-Owner.pdf
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Billing By Matter Party 
This report lists fees billed for matters assigned to a specific matter party in a given date 

range. Especially helpful for those who follow accrual accounting, in determining 

distributions to matter parties. 

 

Report Filters 

● Party Role: You can run the report for the Originating Attorney, Responsible 

Attorney, Work Attorney or Other. 

● Party Name: All in this role or a specific party. 

● Invoice Date Range: Based on the date the invoice was generated. You can 

customize the date range to be covered in the report. 

Formatting Options 
● Include Matter Owner Summary: Checked by default. Uncheck to change. 

● Include Timekeeper Summary: Checked by default. Uncheck to change. 
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(Sample Billing by Matter Party report) 

 

Click the link below to view full report: 
 2. Billing-By-Matter-Party.pdf 

https://support.cosmolex.com/reports/7-Financial-Productivity/2.%20Billing-By-Matter-Party.pdf
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Billing By Timekeeper 
This report contains fees billed by a timekeeper in your firm during a given date range. 

Report Filters 

● Timekeeper: You can choose to run a report on a single timekeeper or all 

timekeepers in your firm. 

● Invoice Date Range: Based on the date the invoice was generated. You can 

customize the date range to be covered in the report. 

● Options: 

o Include Contingent/Fixed Fee Matters: Check to include Contingent/Fixed 

Fees based on each timekeeper’s portion of the non-billable timecard value 

associated with the invoice. You may override the proportional fee calculation 

by selecting: 

o Limit billed amounts to the value of the non-billable timecards 

o Limit collected amounts to the value of the non-billable timecards 

 

 
(Sample Billing by Timekeeper report) 

 

Click the link below to view full report: 
 3. Billing-By-Timekeeper.pdf 

https://support.cosmolex.com/reports/7-Financial-Productivity/3.%20Billing-By-Timekeeper.pdf
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Billed Fee Allocation 
This report will detail billed fees by invoice, matter and party as well as calculate 

allocation based on assigned allocation percentage. 

 

Report Filters 

● Matter Owner: You can choose to run a report on a single Matter Owner or all 

Matter Owners in your firm. 

● Invoice Date Range: Based on the date the invoice was generated. You can 

customize the date range to be covered in the report. 

● Options: 

o Include Contingent/Fixed Fee Matters: Check to include Contingent/Fixed 

Fees based on each timekeeper’s portion of the non-billable timecard value 

associated with the invoice. You may override the proportional fee calculation 

by selecting: 

o Limit billed amounts to the value of the non-billable timecards 

o Limit collected amounts to the value of the non-billable timecards 
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(Sample Billed Fee Allocation Report) 

 

 

 
Click the link below to view full report: 
 4. Billed-Fee-Allocation.pdf 

https://support.cosmolex.com/reports/7-Financial-Productivity/4.%20Billed-Fee-Allocation.pdf
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Collection By Matter Owner 
Lists fees collected for matters assigned to a specific matter owner in a given date 

range. 

 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Date Range: The date range options you have are Last Month, Last Year, This 

Month, and This Year. You can also customize the date range to be covered in 

the report. 

 

 
(Sample Collection by Matter Owner Report) 

Click the link below to view full report: 
 5. Collection-By-Matter-Owner.pdf 

https://support.cosmolex.com/reports/7-Financial-Productivity/5.%20Collection-By-Matter-Owner.pdf
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Collection By Matter Party 
Lists fees collected for matters assigned to a specific matter party in a given date range. 

 

Report Filters 

● Party Role: You can run the report for the Originating Attorney, Responsible 

Attorney, Work Attorney or Other. 

● Party Name: All in this role or a specific party. 

● Invoice Date Range: Based on the date the invoice was generated. You can 

customize the date range to be covered in the report. 

Formatting Options 
● Include Matter Owner Summary: Checked by default. Uncheck to change. 

● Include Timekeeper Summary: Checked by default. Uncheck to change. 
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(Sample Collection by Matter Party report) 

 

(Collection by Matter Party report includes summaries of Collection by Party Role, 

Collection by Matter Owner and Collection by Timekeeper) 

 

 

Click the link below to view full report: 
 6. Collection-By-Matter-Party.pdf 
 

 

 
 
 

https://support.cosmolex.com/reports/7-Financial-Productivity/6.%20Collection-By-Matter-Party.pdf
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Collection By Timekeeper 
Contains fees collected by a timekeeper in a firm during a given date range. 

 

Report Filters 

● Timekeeper: Choose all timekeepers or a specific timekeeper. 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, and This Year. You can also customize the date range to be 

covered in the report. 

● Options: 

o Include Contingent/Fixed Fee Matters: Check to include Contingent/Fixed 

Fees based on each timekeeper’s portion of the non-billable timecard value 

associated with the invoice. You may override the proportional fee calculation 

by selecting: 

o Limit billed amounts to the value of the non-billable timecards 

o Limit collected amounts to the value of the non-billable timecards 

 

 
(Sample Collection by Timekeeper Report) 

 

Click the link below to view full report: 
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 7. Collection-By-Timekeeper.pdf 

Collected Fee Allocation 
This report will detail collected fees by invoice, matter and party as well as calculate 

allocation based on assigned allocation percentage. 

 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Timekeeper: Choose all timekeepers or a specific timekeeper. 

● Sort Invoice By: Choose invoice number or role. 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, and This Year. You can also customize the date range to be 

covered in the report. 

● Options: 

o Include Contingent/Fixed Fee Matters: Check to include Contingent/Fixed 

Fees based on each timekeeper’s portion of the non-billable timecard value 

associated with the invoice. You may override the proportional fee calculation 

by selecting: 

o Limit billed amounts to the value of the non-billable timecards 

o Limit collected amounts to the value of the non-billable timecards 

 
 

 

 

https://support.cosmolex.com/reports/7-Financial-Productivity/7.%20Collection-By-Timekeeper.pdf
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(Sample Collected Fee Allocation Report) 

 

Click the link below to view full report: 
 8. Collected-Fee-Allocation.pdf 

https://support.cosmolex.com/reports/7-Financial-Productivity/8.%20Collected-Fee-Allocation.pdf
https://support.cosmolex.com/reports/7-Financial-Productivity/8.%20Collected-Fee-Allocation.pdf


 

 
111 

 

Financial Productivity Report 
Use this report to: 

• Evaluate the performance, profitability, and efficiency of the 

timekeeper/firm/matter owner/matter party 

• See what was billed in the month, what was collected in the month, and the 

hours worked in the month 

• Calculate the effective rates and billing productivity percentages 

 

Report Filters 

• Matter Owner: Choose all matter owners or a specific matter owner. 

• Party Role: You can run the report for All or the Originating Attorney, 

Responsible Attorney, Work Attorney or Other. 

• Party Name: All in this role or a specific party. 

• Timekeeper: Choose all timekeepers or a specific timekeeper. 

• Client: Choose all clients or a specific client.  

• All clients: By default, all active clients are included. To choose a specific 

client, uncheck this box and type in the client name.  

• Active Clients Only: By default, only active clients are included. To include 

inactive clients, uncheck this box. 

• Client-Matter: Choose all matters or a specific matter. 

• All Client Matters: By default, all active matters are included (unless 

filtered by client above). To choose a specific matter, uncheck all client 

matters and type in the matter name.  

• Active Matters Only: By default, active and inactive matters are included. 

To only include active matters, check this box. 

• Area of Law: Choose all areas of law or a specific area of law. 

• Date Range: The date range options you have are Last Month, Last Quarter, 

Last Year, This Month, This Quarter, and This Year. You can also customize the 

date range to be covered in the report. 
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• Group By: You can choose to group by Matter Owner, Timekeeper, Client, 

Matter, or Area of Law. 

• Show: Choose between summary or detail. The detail report allows you to 

choose to break out the data month by month or quarter by quarter. 

• Options 

• Include Hourly Matters Only: When checked, the report includes only 

hourly matters. Uncheck the box to include all matters, including 

Fixed/Contingent fee matters. 

• Include Discounts: Checked by default, uncheck to exclude discounts. 

• Include Change/Write-Offs: When checked, displays the Change/Write-

Offs amount. 

• Include Time Entered Categorization: When checked, you can choose 

from All, Billable, Non-Billable and No Charge total time entered on 

timecards. Time will be displayed depending on the firm configuration 

(Time Display Format) on firm settings.  

• Print Options 

• Apply page break between items: Checked by default, uncheck if you do 

not wish to apply page break between items. 
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(Sample Productivity Report) 

 
Click the link below to view full report: 
Productivity Report.pdf 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://support.cosmolex.com/reports/7-Financial-Productivity/Financial-Productivity-Report.pdf
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Fee Recovery Report 
This report calculates the percentage of all fees recovered during a given date range. It 

shows you: 

• Fees billed in a given date range 

• Discounts and write-offs on the billed amounts 

• Collections on those bills through a specified date 

• Month-by-month comparison  

 

Using the filters provided you can choose to view the report by different criteria such as 

matter owner, timekeeper, client, matter, area of law, and more. 

 

Report Filters 

• Matter Owner: Choose all matter owners or a specific matter owner. 

• Party Role: You can run the report for the Originating Attorney, Responsible 

Attorney, Work Attorney or Other. 

• Party Name: All in this role or a specific party. 

• Timekeeper: Choose all timekeepers or a specific timekeeper. 

• Client: Choose all clients or a specific client.  

• All clients: By default all active clients are included. To choose a specific 

client, uncheck this box and type in the client name.  

• Active Clients Only: By default, only active clients are included. To include 

inactive clients, uncheck this box. 

• Client-Matter: Choose all matters or a specific matter. 

• All Client Matters: By default, all active matters are included (unless 

filtered by client above). To choose a specific matter, uncheck all client 

matters and type in the matter name.  

• Active Matters Only: By default, active and inactive matters are included. 

To only include active matters, check this box. 

• Area of Law: Choose all areas of law or a specific area of law. 

• Date Range: The date range options are Last Month, Last Quarter, Last Year, 

This Month, This Quarter, and This Year. You can also customize the date range 

to be covered in the report. 
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• Group By: You can choose to group by Matter Owner, Timekeeper, Client, 

Matter, or Area of Law. 

• Show: Choose between summary or detail. The detail report allows you to 

choose to break out the data month by month or quarter by quarter. 

• Options 

• Include Hourly Matter Only: When checked, the report includes only 

hourly matters. Uncheck the box to include all matters, including 

Fixed/Contingent fee matters. 

• Include Discounts: Checked by default, uncheck to exclude discounts. 

• Include Change/Write-Offs: Checked by default, uncheck to 

exclude Change/Write-Offs amount. 

• Include Effective Rate: Checked by default, uncheck to exclude total paid 

by clients/total worked hours by timekeepers. 

• Include Hours Worked Categorization: When checked, you can choose 

from All, Billable, Non-Billable and No Charge total time spent on 

timecards. Time will be displayed depending on the firm configuration 

(Time Display Format) on firm settings.  

• Print Options 

• Apply page break between items: Checked by default, uncheck if you do 

not wish to apply page break between items. 

Note: Due to the large number of columns the Fee Recovery Report can ONLY be 

downloaded in Excel format.  
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(Sample Fee Recovery Report) 
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Top Clients 
The Top Clients report ranks your clients based on fees billed or fees paid for a selected 

date range. You can filter the report by Matter Owner and Area of Law. This report does 

not include any expenses or taxes attached to the client invoice. 

 

Report Filters 

• Date Range: You can select from the drop-down or customize your date range. 

 

• Matter Owner: You can choose to run the report for a single Matter Owner or all 

Matter Owners in your firm. 

 

• Area of Law: You can choose to run the report for a single Area of Law or all 

Areas of Law. 

 

• Top Clients: You can enter the number of clients you wish to view, going up to 

250 clients. 

 

• Ranked By: You can run the report for Fees Paid or Fees Billed. 
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(Sample Top Clients Report) 

 
Click the link below to view full report: 
 

9. Top Clients Report 

 

 

 

https://support.cosmolex.com/reports/7-Financial-Productivity/9.Top-Clients_Report.pdf
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Matter Activities 

Name of Report Description 

Client List  
Lists an inventory of clients and their matters. 

Matter Transactions  

A detailed statement for each matter. This includes all invoices 
generated and payments received. 

Client Transactions  

A detailed statement for each client. This includes all invoices 
generated and payments received for all client matters. 
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Client List 
Lists an inventory of clients and their matters. 

 

Report Filters 

● Matter Name: Check the box to view all matters. To choose a specific matter, 

uncheck all matters and type in the matter name. Check the box to view active 

matters only. Uncheck the box to view inactive matters. 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Sort By: You can sort by client name, matter file number, or date opened. 

Amount Billed 
● From: You can type in an amount range for amount billed (e.g. 200.00 to 

800.00). 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, and This Year. 

Date Opened 
● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, and This Year. 
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      (Sample Client List Report) 

 

Click the link below to view full report: 
 1. Client-List.pdf 

https://support.cosmolex.com/reports/8-Matter-Activities/1.%20Client-List.pdf
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Matter Transactions 
Shows a detailed statement for each matter. This includes all invoices generated and 

payments received. 

 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, and This Year. 

● Client-Matter: Check the box to choose all client-matters. To choose a specific 

matter, uncheck the box and type in the client matter name. You can choose to 

view active matters only by checking the box. To choose inactive matters, 

uncheck the box. 

Report Print Options 

● Consolidate Client Matter List: Check the box here to consolidate the Client 

Matter list. 
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(Sample Matter Transactions Report) 

 

Click the link below to view full report: 
 2. Matter-Transactions.pdf 

https://support.cosmolex.com/reports/8-Matter-Activities/2.%20Matter-Transactions.pdf
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Client Transactions 
Shows a detailed statement for each client. This includes all invoices generated and 

payments received for all client matters. 

 

Report Filters 

● Date Range: The date range options you have are Last Month, Last Year, This 

Month, and This Year. 

● Client: Check the box to choose all clients. To choose a specific client, uncheck 

the box and type in the client’s name. You can choose to view active clients only 

by checking the box. To choose inactive clients, uncheck the box. 

Report Print Options 

● Consolidate Client List: Check this box to consolidate the client list for printing. 
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(Sample Client Transactions Report) 

 

Click the link below to view full report: 
 3. Client-Transactions.pdf 

https://support.cosmolex.com/reports/8-Matter-Activities/3.%20Client-Transactions.pdf
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Client-Matter Ledger 
Shows all the activities for Client-Matter such as time (fees), expense, invoice, invoice 

payments, trust activity, operating bank activity in the order that it is entered. Users will be 

able to view the summary of billed, unbilled, accounts receivable, and retainer. 

 

Report Filters 

 
● Matter Owner: Choose all matter owners, a specific matter owner, or multiple matter 

owners.  

● Area of Law: Choose all areas of law, a specific area of law, or multiple areas of law. 

● Date Range: The date range options you have are Last Month, Last Year, This Month, 

and This Year. You can also customize the date range to be covered in the report.  

Note: You can use All Dates when selecting up to 3 clients. 

● Client: Check the box to choose all clients. To choose a specific client, uncheck the box 

and type in the client’s name. You can choose to view active clients only by checking the 

box. To choose inactive clients, uncheck the box. 

● Client-Matter: Choose all matters, a specific matter, or multiple matters. 

○ All Client Matter: By default, all active matters are included (unless filtered by 

client above). To choose a specific matter, uncheck all client matters and type in 

the matter name.  

○ Active Matters Only: By default, active and inactive matters are included. To only 

include active matters, check this box. 

Report Print Options 
● Apply page break between items: Checked by default, uncheck if you do not wish to 

apply page break between matter information. 
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● Include Bank information: Check the box if you wish to include bank column. This 

column will display bank name associated with the transaction. 

 

Include Entries 
● Time/Fees: Checked by default, uncheck to exclude Fee entries. 

○ Include:  You can choose to include All, Unbilled, Billed, Non-Billable, Hold, No 

Charge. 

● Expenses: Checked by default, uncheck to exclude cost entries. 

○ Include:  You can choose to include All, Unbilled, Billed, Non-Billable, Hold, No 

Charge. 

● Invoices: Checked by default, uncheck to exclude invoices. 

● Invoice Payments: Checked by default, uncheck to exclude invoice payments. 

● Trust: Checked by default, uncheck to exclude trust transactions. 

● Operating (General): Checked by default, uncheck to exclude operating (general) 

deposits. 

● Credit Memo: Checked by default, uncheck to exclude credit memos. 

● Note: If you have checked the box for Invoices and for Trust or Operating (General), the 

report will include void transactions and any write-off associated with the invoice for the 

selected matter. 
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(Sample Client Ledger Report) 
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Conflict Check 
You can check for conflicts of interest between clients and matters, and if you have CRM 

enabled, potential conflicts between your CRM and LPM. 

Note: To run a conflict check, you must first set up relations between your contacts. 

 

Report Filters 

• Search For: To search for a specific contact, enter the name of the contact. To see 

all contacts and relations you can leave the field blank. 

• Include Legal CRM Contacts: By checking this box you can check for potential 

conflicts with contacts in the CRM. This option is only visible if you have CRM 

enabled. 

 

 

(Sample Conflict Check Report) 
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Trust 

Name of Report Description 

Trust Ledger Balance  

Lists trust ledger card balances and also specifies what portion 
of that balance is cleared or uncleared. 

Trust Ledger Activity 
Summary  

Lists the ledger card activity for a specified period of time in the 
summary form. 

Trust Ledger 
Transactions  

Shows all of the transactions for selected ledger card(s). 

Trust Client Balance  

A concise trust balance statement for ALL matters of a client 
as of a particular date. 

Trust Balance By 
Matter Name  

Provides trust balances grouped by matter name as of a 
particular date. 

Trust Journal  

Lists a history of activity in a particular trust account during a 
given time period. 

Trust Receipts Journal  

A chronological history of deposits into a chosen trust bank 
during a given time period. 

Trust Disbursements 
Journal  

A chronological history of withdrawals from the chosen trust 
account during a given time period. 

Trust Transfer Record  
Listing of trust transfers between clients. 

Client’s Trust Ledger  
 

Lists deposits and withdrawals of the selected trust bank 
during a date range. 
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Trust Ledger Balance 
Lists trust ledger card balances as of the chosen date. Apart from showing the total 

balance, the report also specifies what portion of that balance is cleared or uncleared. 

 

Report Filters 

● Bank Account: Choose a trust account. 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Sort By: You can sort by Client Name, Client ID, Matter Owner, Matter, Matter 

File Number, or Sub Account Number. 

Report Print Options 

● Dates: Choose a date by clicking the drop-down arrow or choose Till Today, Till 

Last Month, Till Last Year. 

● Include zero balance ledger card: Check this box to also include ledgers with a 

zero balance. NOTE – this refers to the TOTAL trust balance for each client. 

● Separate by Matter Owner: Check this box to sort by matter owner. 

● Active Matters Only: Check this box to only report on active matters. 

● Show Cleared/Uncleared Balances: Check this box to include 

cleared/uncleared balance breakdown. 

● Apply page break between items: Check this box to apply a page break. 
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(Sample Trust Ledger Balance Report) 

 

Click the link below to view full report: 
 1. Trust-Ledger-Balance.pdf 

 
 

https://support.cosmolex.com/reports/9-Trust/1.%20Trust-Ledger-Balance.pdf
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Trust Ledger Activity Summary 
Shows the ledger card activity for a specified period of time in the summary form. 

 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Sort By: You can sort by Client Name, Client ID, Matter Owner, Matter, Matter 

File Number, or Sub Account Number. 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, and This Year. 

Report Print Options 

● Separate by Matter Owner: Check this box to sort by matter owner. 

● Apply page break between items: Check this box to apply a page break. 
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(Sample Trust Ledger Activity Summary report) 

 

Click the link below to view full report: 
 2. Trust-Ledger-Activity-Summary.pdf 
 

 

https://support.cosmolex.com/reports/9-Trust/2.%20Trust-Ledger-Activity-Summary.pdf
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Trust Ledger Transactions 
The Trust Ledger Transactions Report shows all of the transactions for selected ledger 

card(s). 

 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Sort By: You can sort by Client Name, Client ID, Matter Owner, Matter, Matter 

File Number, or Sub Account Number. 

● Date Range: The date range options you have are All Dates, Last Month, Last 

Year, This Month, and This Year. 

● Client-Matter: Check this box to choose all client-matters. To choose a specific 

matter, uncheck the box and type in the client matter name. You can choose to 

view active matters only by checking the box. To choose inactive matters, 

uncheck the box. 

Report Print Options 

● Print Bank: Check this box to print bank on report. 

● Print Ledger Card Notes: Check this box to print ledger card notes. 

● Apply page break between items: Check this box to apply page breaks 

between items. 
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(Sample Trust Ledger Transactions Report) 

 

Click the link below to view full report: 
 3. Trust-Ledger-Transactions.pdf 

https://support.cosmolex.com/reports/9-Trust/3.%20Trust-Ledger-Transactions.pdf
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Trust Client Balance 
The Trust Client Balance Report shows a concise trust balance statement for ALL 

matters of a client as of a particular date. 

 

Report Filters 

● Client: Check the box to choose all clients. To choose a specific client, uncheck 

the box and type in the client’s name. You can choose to view active clients only 

by checking the box. To choose inactive clients, uncheck the box. 

● Sort By: You can sort by Date Opened, Matter Owner, Matter Name, Matter File 

No. 

● Dates: Choose a date, by clicking the drop-down arrow or choose Till Today, Till 

Last Month, Till Last Year. 
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(Sample Trust Client Balance report) 

 

Click the link below to view full report: 
 4. Trust-Client-Balance.pdf 

 

https://support.cosmolex.com/reports/9-Trust/4.%20Trust-Client-Balance.pdf
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Trust Balance By Matter Name 
Provides trust balances grouped by matter name as of a particular date. 

 

Report Filters 

● Matter Owner: Choose all matter owners or a specific matter owner. 

● Sort By: You can sort by Client Name, Matter File Number, or Date Opened. 

● Dates: Choose a date by clicking the drop-down arrow or choose Till Today, Till 

Last Month, Till Last Year. 

Report Print Options 
● Apply page break between items: Click on the box to apply page breaks 

between items. 
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(Sample first page of Trust Balance by Matter Name report) 

 

Click the link below to view full report: 
 5. Trust-Balance-By-Matter-Name.pdf 
 

https://support.cosmolex.com/reports/9-Trust/5.%20Trust-Balance-By-Matter-Name.pdf
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Trust Journal 
Shows you a history of activity in a particular trust account during a given time period. 

 

Report Filters 

● Trust Bank: Choose the particular Trust account of which you wish to see 

activity.  

● Date Range: To capture the range of banking activity you wish to see, you can 

customize the date range to be covered in the report. 
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(Sample Trust Journal) 

 

Click the link below to view full report: 
 6. Trust-Journal.pdf 
 

https://support.cosmolex.com/reports/9-Trust/6.%20Trust-Journal.pdf
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Trust Receipts Journal 
Shows you a history of deposits into a chosen trust bank during a given time period. 

 

Report Filters 

● Trust Bank: Choose the particular Trust account for which you wish to see 

activity.  

● Date Range: You can capture the range of banking activity you wish to see and 

customize the date range to be covered in the report. 

● Method of Payment: Here you can choose how the funds were deposited into 

the account, such as Check, Credit Card or Wire Transfer. You can also choose 

“All” which will show all methods, regardless of how the funds were received. 

 

 
(Sample second page of Trust Receipts Journal) 

 

Click the link below to view full report: 
 7. Trust-Receipts-Journal.pdf 
 

https://support.cosmolex.com/reports/9-Trust/7.%20Trust-Receipts-Journal.pdf
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Trust Disbursements Journal 
Shows you a history of withdrawals from the chosen trust account during a given time 

period. 

 

Report Filters 

● Trust Bank: Choose the particular Trust account for which you wish to see 

activity.  

● Date Range: You can capture the range of banking activity you wish to see or 

customize the date range to be covered in the report. 

● Method of Payment: Here you can choose how the funds were withdrawn from 

the account, such as Check, Wire Transfer or Money Order. You can also 

choose “All” which will show all disbursements regardless of how the funds were 

moved. 

 

 
(Sample second page of Trust Disbursements Journal) 

 

Click the link below to view full report: 
 8. Trust-Disbursements-Journal.pdf 
 

https://support.cosmolex.com/reports/9-Trust/8.%20Trust-Disbursements-Journal.pdf
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Trust Transfer Record 
The software allows you to transfer trust funds from one matter to another. 

 

Report Filters 

● Trust Bank: Choose the particular Trust account for which you wish to see 

activity. You can also choose to see all activities across all Trust accounts.  

● Date Range: You can capture the range of banking activity you wish to see or 

customize the date range to be covered in the report. 

 
 

 

 
(Sample Trust Transfer Record) 

 

Click the link below to view full report: 
 9. Trust-Transfer-Record.pdf 
 

 

 

 

 

 

 

 

https://support.cosmolex.com/reports/9-Trust/9.%20Trust-Transfer-Record.pdf
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Client’s Trust Ledger  
Shows your deposits and withdrawals to and from the specified trust bank during your 

selected date range. The report groups all transactions based on their associated 

matters. 

 

Report Filters 

● Matter Owner: You can between All Matter Owners or a specific matter owner in 

your firm. 

● Trust Bank: Choose the particular Trust account of which you wish to see 

activity.  

● Date Range: To capture the range of banking activity you wish to see, you can 

customize the date range to be covered in the report. 

● Client-Matter: Check the box to choose all client-matter. To choose a specific 

client- matter, uncheck the box and type in the client-matter. You can choose to 

view active matters only by checking the box. To choose inactive matters, 

uncheck the box. 

Report Print Options 
● Apply page break between items: Click on the box to apply page breaks 

between items. 

● Include Ledgers With No Activity: Check or uncheck as desired. 
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(Sample Clients’ Trust Ledger Report) 

 

Click the link below to view full report: 
 5. Client's-Trust-Ledger.pdf 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

https://support.cosmolex.com/reports/11-Law-Society-Compliance-Documents/5-Clients-Trust-Ledger.pdf
https://support.cosmolex.com/reports/11-Law-Society-Compliance-Documents/5-Clients-Trust-Ledger.pdf
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Tax Collections/Payments 

Name of Report Description 

Billed/Collected Sales 

Tax Report  

Details fees, costs and HST/GST per invoice and in total.  

Paid Taxes Report  
A listing of all the taxes paid for a selected time period. 
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Billed/Collected Sales Tax Report 
Details fees, costs and firm collected sales tax per invoice and in total. 

 

Report Filters 

● Date Range: Choose from last month, last quarter, last year, this month, this 

quarter, this year, or customize the date range to be covered in the report. 

Tax Account 

● Tax Payment Account: 2200 Sales Tax Collected (Other Current Liability) 

Report Print Options 
● Exclude Disbursement Incurred as Agent: Defaults as checked, uncheck to 

change. 
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(Sample Billed/Collected GST Taxes report) 

 

Click the link below to view full report: 
 Billed_Collected-Sales Tax-Taxes.pdf 

https://support.cosmolex.com/reports/10-Tax-Collection-Payments/US_Billed_Collected-Sales-Tax-Taxes.pdf
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Paid Taxes Report 
A listing of all the taxes paid for a selected time period. 

 

Report Filters 

● Date Range: You can capture the activity you wish to see for last month, last 

quarter, last year, this month, this quarter, this year, or customize the date range 

to be covered in the report. 

Tax Account 

● Tax Payment Account: 6660 Sales Tax paid on Operating Expenses (Expense) 

 
(Sample Paid Taxes Report) 

 

Click the link below to view full report: 
 Paid-Taxes-Report.pdf 

https://support.cosmolex.com/reports/10-Tax-Collection-Payments/US_Paid-Taxes-Report.pdf
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Other Reports 

Name of Report Description 

Matter Billing Log  
Includes a matter’s fees, costs and payments over a specified 
period of time. 

Matter Cost Statement  

A detailed statement of all costs associated with a matter. This 
includes costs the firm incurred as well as those to be paid 
from trust at a later date or already paid by a 3rd party.  
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Matter Billing Log 
This report includes a matter’s fees, costs and payments over a specified period of time.  

 

This report can only be accessed from within a particular matter. To run this report, go 

to Matter Details > Billing > Time/Expense > Action > Report – Matter Billing Log. 

 

Report Filters 

● Statement Date: You can select today’s date or choose from the drop-down. 

● Date Range: You can capture the range of banking activity you wish to see and 

customize the date range to be covered in the report. 

● Include Fee Entries: Checked by default, uncheck to change. 

○ Include: Check the boxes for bill types you wish to include. 

○ Print Task/Description: Click the radio button for Only Description, Only 

Task, or Task & Description. 

○ Ignore Entries if less than: Check the box and enter a dollar amount. 

● Include Cost Entries: Checked by default, uncheck to change. 

○ Include: Check all boxes for those cost types you wish to include. 

○ Print Expense/Description: Click the radio button for Only Description, 

Only Task, or Task & Description. 

○ Ignore Entries if less than: Check the box and enter a dollar amount. 

○ Group identical soft cost charges for Invoice Printing: Check the box 

if desired. 

● Include Payment Transactions: Check the box if desired. 
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(Sample Matter Billing Log) 

 

Click the link below to view full report: 
 Matter-Billing-Log.pdf 

 

https://support.cosmolex.com/reports/12-Other/Matter-Billing-Log.pdf
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Matter Cost Statement 
A detailed statement of all costs associated with a matter. This includes costs the firm 

incurred as well as those to be paid from trust at a later date or already paid by a 3rd 

party.  

 

This report can only be accessed from within a particular matter. To run this report, go 

to Matter Details > Banking > 3rd Party Bills > Action > Report – Matter Cost Statement. 

 

Report Filters 

● Options: Click the radio button for Only Firm Cost, Only Third Party or All. 

● Print As: Pdf or Excel 
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(Sample Matter Cost Statement report) 

 

Click the link below to view full report: 
 Matter-Cost-Statement.pdf 

Matter-Cost-Statement_2.pdf 
 

 
 
 
 
 
 

https://support.cosmolex.com/reports/12-Other/Matter-Cost-Statement.pdf
https://support.cosmolex.com/reports/12-Other/Matter-Cost-Statement_2.pdf
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