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Unity® Practice Management and Unity® Accounting
ADMINISTRATOR INTEGRATION GUIDE

Unity® Practice Management and Unity® Accounting are now fully integrated for streamlined fee and
disbursement transfer. Now, with just a few clicks, all your Unity® fees and disbursements will flow
directly into Unity® Accounting in real time, meaning you no longer need to export or import files.

View this guide on how to set up your connection between Unity® Practice Management and Unity®
Accounting.

1. UNITY® SETUP

1.1. ADMINISTRATION - CONVEYANCER CONFIGURATION - STATEMENT OF ACCOUNT

In Unity® Practice Management matters, the Unity® Accounting related items are entered into the
Statement of Account to reflect correctly into documents, forms and exported files.

To select Unity ® Accounting as the Accounting Software and to ensure your settings are to your
liking, follow the instructions in this section to set up your integration flow.

Manage General Statement of Account Settings

a) In Unity® Practice Management, navigate to the gear icon, representing the ‘Admin Settings’.
The gear will not appear if you are not an admin or billing user.

Matters  Opportunities  Projects v Contacts  Integrations  UnityC  Events v  Messages | E] @@ @uaut.ﬁhrew-id‘,.v

[l vniy

@ Matter

I | | All Matters v ‘

days OR From | 7o oy ) | To | o0 1 MM yrvy B | Create Filter

Closing in Mext ‘

b) Click the ‘Statement of Account’ settings link.

Es. Unity° Matters Opportunities  Projects ~  Contacts Integrations  UnityC ~ Events ~ Messages ‘ B @ & © @yulfteady.. v

I}@ Admin

General Administration Conveyancer Configuration Ontario v
Account Details Edit billing and contact Configure Teraview Configure defaults for Teraview User-Defined DP Date Codes Configure User-Defined DP Date
information for your document names, docket ids & use Codes
account of legal descriptions
Manage Export Templates Uplaad and maintain custom CSV
Default Personal Edit the Gther Cantact Manage Document Profiles Configure the matter defaulting that extract templates
nformation Fields Infarmation prompts is available to your staff
aualable forstaff and Maintain Checklist Templates Configure Checklist Templates for
contacts A
emer count Configure Statement of Account your account
Settings
Staft Profiles Create and Maintain Remote Signing Defaults Configure Signing Defaults for your
information about your - e o
ctaff Trust Ledger Statement Configure Trust Ledger Settings account
ve User Sessions Manage currently active Report to Mortgagee Enclosures _[audahul; :m c‘uf enclosures for
user sessions in your iprim ar " ina| reports to
account mortgagees
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c) Click the ‘Manage
Account” window.

@ Admin

General Statement of Account Settings’ button to open the ‘Statement of

Statement of Account - 9899 Unity Test Account - UL Back to Administration Menu

Template Name

Statement of Account Win

Manage General Statement of Account Settings I Add Statement of Account Template

Default Template < MatterType = Active Ind Last Updated = Userid =

dow Settings

Once you have reached the Statement of Account settings window, you can make adjustments to the
settings as needed. The main settings we will cover are:

e Accounting Software
e Matter Identifier for Accounting Software, and
e Manage Accounting Software Codes

Statement of Account: 1000 Unity Test Account

[}n‘«.c:m nting Software

Matter Identifier for Accounting Software

Insert Title and Mortgage Registration

Fees

Insert amount of Title Insurance Premium:

Insert Electronic Mortgage Processing Fee

Insert Land Transfer Tax:

Ontario and Toronto Land Transfer Tax:
Insert Non-Resident Speculation Tax
Title Registration and E-Reg Service
Charge (ELRSA)

HST on Compliance Fees:

TeranetConnect™ Fees:

Accounting Software

Unity® Accounting v Manage Accounting Software Codes
File Number v

Into Statement of Account - as an F9 value v

Into Trust Ledger - automatically v

Into Trust Ledger - automatically v

Into Trust Ledger - automatically v

Show as one entry v

Into Trust Ledger - automatically v

O Calculate Automatically Manual Entry
Show All as Subject to HST v
Combine all Teranet Connect fees into the "Search Costs” entry in Statement of Account hd

Select from the Accounting Software field to have the correct Unity® Accounting codes and data to
automatically be applied to the Matter’s Statement of Account tab when needed.

a) Select ‘Unity® Accounting’ from the ‘Accounting Software’ pick list field

Accounting Software

Matter Identifier for Accounting Software

Insert Title and Mortgage Registration
Fees

Unity® Accounting v

Unity® Accounting
PCLaw
Cosmolex
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Matter Identifier for Accounting Software

The ‘Matter identifier for Accounting Software’ field allows you the choice of the matter identifier to
be used when Unity® Practice Management prepares the Exporting Accounting file.

a) Select your preference from the ‘Matter identifier for Accounting Software’ picklist field

Matter Identifier for Accounting Software:

nsert Title and Mortgage Registration

|
| Accounting Number

2es

File Mumber

Matter Mumbser
Accounting Number

- Frmo e oo e T T P v | O —

b) Save the page to retain any changes

Manage Accounting Software Codes
This section allows you to view and manage the ‘General Ledger Accounts’ and the ‘Explanation
Listings’ for the Unity® Accounting “Accounting Software” selection so that the appropriate GL
accounts can be assigned to a Statement of Account item for Unity® Accounting.

a) From the Statement of Account window, click the ‘Manage Accounting Software Codes’ link
to open the ‘Manage G/L Accounting Codes’ window.

Statement of Account: 1000 Unity Test Account

h;:;c-. nting Software
Matter Identifier for Accounting Software

Insert Title and Mortg

Insert amount of Title Insurance Premium
Insert Electronic Mortgage Processing Fee:
nsert Land Transfer Tax:

Ontario and Toronto Land Transfer Tax

nsert Non-Resident Speculation Tax

Title Registration and

HST on Compl

TeranetConnect™ Fees:

Unity® Accounting v
File Number v
Into Statement of Account - as an F9 value v
Into Trust Ledger - automatically v
Into Trust Ledger - automatically v
Into Trust Ledger - automatically v
Shaw as one entry v
Into Trust Ledger - automatically v
O Calculate Automatically Manual Entry
Show All as Subject to HST v

Combine all Teranet Connect fees into the "Search Costs” entry in Statement of Account

m Cances

b) From there, you will have two radio buttons to select from: ‘General Ledger Accounts’ and
‘Explanation Listings’. Ensure all your explanations, codes and G/L numbers are correct. (Note:
‘General Ledger Accounts’ and the ‘Explanation Listings’ are set up as they are in Unity®

Accounting).

Manage GL Accounting Codes

General Ledger Accounts |° Explanation Listings |
Code Explanation G/L Acct Num Sum.
0 Court Costs = s
a0 Application for Subdivision = s
50 Persanal Property Registry = 505
80 Test = a0 Testtestestest
R -
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o Select the ‘Explanation Listings’ button to:
i) View the details of the current explanation listings.
ii) Add a new explanation listing using the top right pink button.
iii) Usethe burger menu = icon to select either to delete entries for G/L Codes (i.e.,
disbursement & fee items)

1.2. CONFIGURATION - STATEMENT OF ACCOUNT - TEMPLATES

Viewing and Editing The ‘Statement of Account’ Templates

Use the ‘gear’ icon to open Admin Settings and then navigate to Conveyancer Configuration -
Statement of Account. From the template list, select an existing Statement of Account template to
view and edit a template:

E;. Unlty‘ Matters  Opportunities  Projects ~  Contacts  Integrations  UnityC  Events v Messages El @ @ 9' ® .

@ Admin
Statement of Account - 1000 Unity Test Account Back to Administration Meny

Manage General Statement of Account Settings  IELLESEL T ERC TR, T 1R

Template Name . Default Template 3 MatterType < Active Ind 5 Last Updated 3 Userid 3

= Yes

DISCHARGE

DISCHARGE Yes Oct7,2022

= Yes MORTGAGE Yes May 26, 2023 serghei
BURCHASE PURCHASE Yes Jul4,2023 serghei
Dpen
SALE SALE Yes May 26, 2023 serghel
Copy Template

a) Locate the template and double-click the name of the template or click the template’s ‘burger
menu’ = icon to open the template.

Edit Statement of Account Template

Template Name ‘ Purchase - All-inclusive Price Opefauit template?

Matter Type ‘ Purchase v Istemplate active? | Yes v

(@ Calculate fee based on all-inclusive price of §2,500.00

Statement of Account to show separate fee for each new mortgage

Description Amount Accounting Code
Fees
= $1,450.00
= $350.00
Discount = 50.00

Disbursement - Subject to HST

Search Costs = $50.00 ‘ 5550 {Searches} v ‘
ntegrated Search Usage Charge = ‘ v ‘
Execution Certificate = 50.00 ‘ 5550 [Searches] v ‘
All Compliance Letters Subject to HST = ‘ v ‘
Subsearch = 50.00 ‘ 5550 {Searches] v ‘
Postage = $10.00 ‘ 5530 {Postage Expense} v ‘
Photocopies = $25.00 ‘ 5390 {Secretarial Services} v ‘
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b) If you created or edited items in your ‘Explanation Listings’ from the previous section, replace
the ‘Accounting Codes’ with the new ones you created.

c) Select anitem to edit any ‘Accounting Code’ and select from a predefined list
o Edit an existing item or add Fees if necessary
o Edit an existing item or add Disbursements if necessary

Edit Statement of Account Template

ive Pri 2
Template Name | Purchase - All-Inclusive Price [ Default template?

Matter Type | Purchase v Istemplate active? | ves v

K Calculate fee based on all-inclusive price of $2,500.00
Move Up Move Down m

Statement of Account to show separate fee for each new mortgage

Description Amount Accounting Code
Fees
= $1,450.00
= $350.00
Discount = 50.00

Disbursement - Subject to HST

Search Costs = $50.00 ‘ 5550 {Searches} v ‘
Integrated Search Usage Charge = ‘ v ‘
Execution Certificate = $0.00 ‘ 5550 {Searches} v ‘
All Compliance Letters Subject ta HST = ‘ v ‘
Subsearch = $0.00 ‘ 5550 {Searches} v ‘
Postage = $10.00 ‘ 5530 {Postage Expense} v ‘
Phatocopies = $25.00 ‘ 5390 {Secretarial Services} v ‘

m Cancel

d) Save the page once you have made any necessary changes
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NOTE:

The Unity® exported Accounting Codes will match the firm’s disbursement code list in Unity® Accounting.

To view the Disbursement Codes in Unity® Accounting, go to Lists = Disbursement Codes.

File

Lawyers & Timekeepers

Tensactions  Benking  Reports  Maintenance  Windows  Help

O}
Siling &
Payment:

Time Codes.

Type of Law Codes.
Major Clent Codes

Event, Task & Limitation Codes

Contact Types.
Contact Roles

Payee Addresses

Payment Types

AutoText Codes

UTBMS Codes.

Custom Fields

Templates

P

Benking &
Reconcilition

UNITY® ACCOUNTING DISBURSEMENT CODES LIST

&
Financial

B q

Practice
Munsgemnt Find Snapshot
Syne

oL
Account

Gent Cost Advanced
Long Distance Telephone:
NS

Interest

Opening file Costs
Accident Reports

Marriage Certfcate
E-Health Centficate Request
Court Coste

s

Realivieb

Tax Certicate

First Canadian Tite

Real Estate - do process.
Application for Subdivision
Sheif's Fees

Personl Property Registry
Minister of Finance.
Department of Health
Court Reporter Transeripts

Long Distance - Gov't
Postage - Gov'

t
Other Charge - Paralegal
Facsimile - Gov't

File Closure Fee
Scanning

Emaiing

Courier

Photocopying Charges.
Long Distance

Travel Expenses - no GST
Travel Expense - GST

Administative Expenses

Unit Code

Search Costs

M3 GST oST

MSONLY PST

MS Expenses

‘Added during migration to ESLAW360
999 expenses

GsT7mST psT GST/RST
onBurchases on Purchases lon Billings

5835555555 5585585335385855835385605355085888838586585¢5]

[ Showinactive codes
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New ‘Statement of Account’ Template

To create a new Statement of Account Template, use the the ‘gear’ icon to open Admin Settings and
then navigate to Conveyancer Configuration = Statement of Account.

a) Then click on the pink ‘Add Statement of Account Template’ button on the top right.

@ Admin
1

Statement of Account - 9899 Unity Test Account - UL Rack to Adminisiration Meny

Manage General Statement of Account Settings | QRN LR e ST TR LT =L
1

Template Name = Default Template 5 MatterType + Active Ind = Last Updated > Userid

Morteage LA Yes AorZ7. 2021 erin@doprocess.com

x
I
Le
&

b) Once the new window appears, enter as needed:

The Template Name

Select the Matter Type

Check ‘Default template (if this is the default template)
Check Calculate fee based on all-inclusive price (if applicable)

O O O O

Add New Statement of Account Template

[ 1
Template Name ‘ Purchase File - All Inclusive | @ Default template?

I 1 1
Matter Type | Purchase v | [Stemplatelactive? L Yes v |

|
B calculate fee based on all-inclusive price of $2,500.00

L |
Move Up Move Down m

Description Amount Accounting Code

Fees

$0.00

Disbursement - Subject to HST

Disbursement - Not Subject to HST

c) Addthe Fee items.
d) Addthe Disbursement items and select the corresponding Accounting Code
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$0.00

Disbursement - Subject to HST

50.00 v

5420 [Utilities) ~

Disbursement - Not Subject to HST
5500 {Delivery Expense}

5501 {Delivery Recovery}
5510 [Fax Expense}

5511 [Fax Recovery]

5520 [Photocopy Expense]
5521 [Photocopy Recovery}
5530 [Postage Expense)

5531 {Postage Recovery]
40 [Telephone Expense]

1 {Telephone Recovery]
searches)

Client advances]
Outside Frofessionals

ST70 [Trans Levy Expense]

5900 {Cash Payment Write Up/Down}
9993 [Suspense}

rull {null}

e) Now, the Unity® exported Accounting Codes will match the firm’s Unity® Accounting
Disbursement Code List.
f)  Save the new Template to have it added to the Statement of Account template list.
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