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Unity® Practice Management and Unity® Accounting Integration
QUICK START GUIDE

1. UNITY® PRACTICE MANAGEMENT

Practice Management Sync

If you have not signed up for the Unity” Practice Management and Unity” Accounting “Practice
Management Sync” feature, you will get an error message in Unity” Accounting, letting you know that
a Unity® account has not been connected to Unity® Accounting. Please contact support to have the
feature enabled.

You must enable the feature from Unity” Accounting to begin set up.

File | Lists Transactions Banking Reports Maintenance Windows Help Submit Feedback
Open / Create Companies . ___g
: ] it (O] I} 2] Q E Q @
ih3 ' Dil Billing & Banking & Firm & Practice
ors aily illing anking irm Reports Mo ot Find Snapshot Alerts Help
Import & Export Activities Payments  Reconciliation Financial =9
ync
Practice Management Sync
Data Exchange

Email Center
UTBMS Bill Center
Switch to Single-User Mode

Exit

1.1. UNITY MATTER

Statement of Account page
When working on a Unity matter, the "Sync with Unity® Accounting" feature will allow the Statement

of Account data to be received in Unity® Accounting for import to your client accounting files.

The information populated in the Statement of Account in Unity® can be sent directly to Unity®
Accounting. To begin adding data for transfer, follow these steps:

a) In Unity® Practice Management, access an existing matter or open a new one and then

navigate to “Statement of Account” section. From there, you can apply a library template,
enter any data, and /Insert F9s as needed to populate the fields.

Matters  Opportunities  Contacts  Integrations  UnityC®  Events v Ms-ssageso HH é

E‘:..ﬂ Unity”
@ Matter @SNF x
HJ22DEC23S

Add Note D
Statement of Account ey i B
Overview
Matter Opening
Vendors
Purchasers & Solicitor

Property/Teranet Connect Frmy

Compliance

Existing Mortgage(s) =1 Template SALE v Move
VTB Mortgage(s) =0 e

RE Broker / Commission
Conde Corporation
Purchaser’s Fire Insurance

DCa lculate fee based on all-inclusive price of Rateof HST  13%

Response to Requisitions
Undertakings Given
Statement of Adjustments
Direction re Funds.

Executions Affidavits
Forms

Document Production
Matter Documents
Notes

Fee3

QUR FEE for acting on sale =
Total S
HST (13%) 3
Disbursements - Subject to HST

Search Costs

Integrated Search Usage Charge

Execution Certificate =

Unity® Practice Management x Unity® Accounting “Practice Management Sync” Quick Start Guide / 2


https://dyedurham.ca/support/unity-accounting/

b) Once complete, select “Actions” and “Sync with Unity® Accounting”.
e Note: You may also use the “Actions” button to insert all F9s to populate the entire
Statement of Account using your template information before sending the information
to the corresponding Accounting File.

Add Note L Select Closing Status W Select Status Vv
Statement of Account T
Add Another Statement of Acg
Primary PURCHASE PURCHASE PURCHASE
Name Primary
: ; Insert All F9:
Dcalcula\e fee based on all-inclusive price of Rate of HST 13% G i
Reset

[Al  Sync with Unity®

fe Accounting
Parreintion A

c) On confirmation of the data being sent, a window will pop up and confirm that the
information is ready to be retrieved by Unity® Accounting

Confirmation

Ly

Fee and Disbursement entries for this matter have been prepared for
syncing. To sync the entries, click the Practice Management Sync option
on the esiLaw toolbar.

d) On completion, the Matter will have a note below the action button noting the last time the
sync action was run and by which user.

Statement of Account AddMote | Lr Select Closing Status v Select Status by
Primary PURCHASE PURCHASE PURCHASE

Mame Primanry

Move Up Move Down m Produce

D:.ull__:dh—lrr:..i-.rUue all-inchysive price of Rate of HST 13%%

Aceounting dats last prepared
for Unity™ Accounting sync b
Description Amount < r_ LEd ’

06/19/2023 0B:17:49 AM
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Important Notes & Troubleshooting:

a) Inorder to successfully send the information to the corresponding Accounting File, ensure at
least one item has an accounting code applied, otherwise the transfer will fail.
Description Amount Accounting Codes
Search Costs = 20- Court Costs [5210] v
ograted Search Usage Charge = $0.00
Execution Certificate = 50.00 v
b) Confirm by clicking on “OK” if a confirmation popup appears, confirming you have added at

least one accounting code.

Confirmation [

re at least one row in the

To use the Send to Accounting Sof
amount and GL code

Statement of Account must E

The Firm’s configuration’s Statement of Account settings for the ‘Matter Identifier for
Accounting Software’ field will determine what displays as the Matter No. field.

c)

@ Matter [E) SALE (ON) ®
20793017
Matter Opening Add Note il Select Closing Status v Select Status v Iil

6 Overview
A Matter Openin;
AMateropening | Matter No 20793017 ] OrderNo. 728032 =
B Vendors

File No. 20793017 Document Profile  Default Document Profile v

C Purchasers & Solicitor

D Property/Teranet Connect AccountingNo. 20793017 LastUpdated  May 262023 08:36 PM

E Compliance

File OpeningDate 26 ;/ 05 /2023 B Fri May 26 2023 Last Updated By  Serghei Costiuc

F Existing Mortgage(s) =0 @

G VTB Mortgage(s) =0 Law Clerk Name v Law Clerk

e This setting can be found by following this path: Admin Settings = Statement of Account
- Manage General Statement of Account Settings. The window as shown below will
appear to change your selection, if necessary. (The Administrators Guide includes more
detailed information).

Statement of Account - 9899 Unity Test Account - UL

Accounting Software Unity® Accounting W Manage Accounting Software Codes
Matter |dentifier for Accounting Software: | matter Number v
Insert Title and Mortgage Registra}tion Into Trust Ledger - automatically v
ees
Insert amount of Title Insurance Premium: | |nto Trust Ledger - automatically v
Insert Electronic Mortgage Processing Fee: | into Trust Ledger - automatically v

Unity® Practice Management x Unity® Accounting “Practice Management Sync” Quick Start Guide / 4


https://solutions.dyedurham.ca/knowledge-base/integrations/unity-practice-management-unity-accounting-administrators-guide

d) Inourexample, since we selected “Matter Number” in the “Statement of Accounts” settings,
the Matter No. field in the Unity® Practice Management file will be used as the official record
ID and for field mapping to the corresponding Unity® Accounting Client/Matter file.
o Remember, the field ID is based on how it is configured in your firm settings —
select from either: Matter No., File No., or Accounting No. (The Administrators
Guide includes more detailed information).

Unity Accounting
B Clients & Motter [=@]=]
20793017 €83 B2 NewChent/Mamer  ZQ Conflictsewch () NewTansaction  [8) Quickbin  [Q) Repors  C' View open clients / matser+
Number T Name. Matter Description Business Phone 1
[ 20783017 Jseprei Test 17 ssiLow Formt for dptee it [l
Unity Practice Management Genenl | Bolances | Events&Tosks | Tmme&fees  Disbusements [ Tust | Bils&payments | Confctiafo | Custom Fields | Linked Peaple [«[s
T Re ripti Ar HST ST il I
@ e @SALE‘ONF x Date ype eference Code Deseription mount GST/HST &1 Status. BillID
20793017
Matter Opening
B Overview
A Matter Openin|
peey Matterios 20793017 7.
B vendors
€ Purchasers & Solicitor FileNo. 20793017
D Property/Teranet Connect AccountingMo. 20793017 [ Show reversed transactions ] Show edited transactions. Working with disbursements
E Compliance

FileOpeningDate 26 / 05 /2023 B Frimay2
F Existing Mortgage(s)=0 iy NELESCTET Ny 26,/ 95 19052 T (e

e) Ifthe information has been previously imported to Unity® Accounting, a message displays as
shown below; select Yes to continue, ‘No or X’ to cancel.

Confirmation X

|>’\t appears the accounting data for this Statement of Account sheet was
previously imported into your accounting software. Importing it again
may cause duplicate entries in your accounting software. Do you wish to
proceed?
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1.2. SEND MULTIPLE MATTERS FOR EXPORT

Send Multiple Matters for Export

a) From the Matter list find and select the Matters to export. Click the checkbox on each matter
that you want to send the Statement of Accounts data to Unit® Accounting.

@ Matter

| stler R Line, Adress/0 ||#\IIM.J1I

Closing in Next [ days OR From |-7
O Type Matter Matt
P 012318 = Thor
M 012219 = How
P 012419 = Franl
ar 013120-ABP = Don:
Ms 013120-ABS = God

b) Click on “Actions” then select “Sync all selected with Unity® Accounting”.

Jan Txn: 6 = Actions

Open 3 selected

€ Document Production and Sharing

LBW}'EI" La Sync all selected with Unity® Accounting

& Export All To CSV
= =
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2. UNITY® ACCOUNTING

Within Unity® Accounting, you can see which Statement of Accounts are waiting to be imported into
Unity® Accounting. A firm administrator or billing user will need to review and approve the import
data before it’s added to the associated Matter/Client ID.

The instructions in this section will outline how to view the Practice Management Sync data and

import it into Unity® Accounting.

2.1. PRACTICE MANAGEMENT SYNC

a) On the menu ribbon click Practice Management Sync or select File -> Practice Management
Sync to display the window.

File | Lists Tansactions Banking Reports Maintenance  Windows  Help Submit Feedback
Open / Create Companies . ‘1';
| £t O] i (mE] @ E Q 0]
LUl 4 Daily Billing & Banking & Firm & Reports Practice Find Snapshot
Import & Export Activities Payments | Reconciliation Financial Maﬂ;f::“er't

Email Center
UTBMS Bill Center
Switch to Single-User Mode

Exit

b) Review the information on the screen. (Note: The ability to sort by any field is available.)

Status Type Client/Matter* Description” D‘é‘;’;l ;”E Acf:u ot E:%z Amount* Date Reference Error Details

TN OUR FEE for acting on purchase | 0 o - [eon - $123.00 | 07/07/2023

o lose T [1200 Search Costs % - |52 - BN o $45.00| 07/07/2023 IMP-UNITY

v |oib 120234 Execution Certificate % B - Ben o $56.00 | 07/07/2023 IMP-UNITY

| 120034 Subsearch % - | 5260 - BN - $1200 | 07/07/2023 IMP-UNITY

v Jre 567812 My fee: [} B -l o §3435.00| 07/07/2023

v |pip 5678912 Search Costs ) BEES - iem ° $12.00| 07/07/2023 IMP-UNITY

 |pisb 5678012 Travelling Expense % - | 5260 -l - 523.00 | 07/07/2023 IMP-UNITY

v |Fe S550555550555550555550 | Lo FiE foracting onMortgage - "IN - $400.00 | 07/07/2023

v |isb 5550555550555550955550 | Ttle Search MAD BEED -[nc o $500.00 | 07/07/2023 IMP-UNITY

. |pib 5550555550555550955550 | Postage MAD BEED - ne o 54000 | 07/07/2023 IMP-UNITY
5 |Morgage Registration Fee v

c) Addany ‘Error Details’ descriptions if needed before importing that file’s data.
d) Once done, click on ‘Import’.
e) Only the files that are check marked (V) under the “Status” column will be imported.
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2.2. CLIENT/MATTER

View Imported Data

a) Open a Client/Matter in Unity® Accounting to see the data that has been imported from
Unity® Practice Management.

b) Under the “General” tab, you will find the “Account Balances” (including Unbilled Time and

Unbilled Disbursements)

Custom Fields

Linked People

N4l

General ‘ Balances ‘ Events & Tasks | Time & Fees ‘ Disbursements | Trust | Bills & Payments Conflict Info
Client / Matter General Details
Number 99000 @ View Documents Real Estate
1S Unity File David Flett ate ed  06/19/2023
Unity Purchase
Address and Contact Details
Ma A JS Unity File Account Balances 06/28/2023
A T Inbilled Timi =
Inbilled Disk 06/28/2023
City Vancouver BC Ji
Country CA Additional Details
B <5 Phe " T Charge GST/HST at 5.000%
M Try Charge PST at 7.000%
H Send tat 1 Yes
E-mai

c) Select the “Disbursements” tab to view all the Client/Matter disbursement details imported
from Unity® Practice Management.

General | Balances | Events & Tasks | Time & Fees Disbursements | Trust | Bills & Payments | Conflict Info Custom Fields Linked People | N «|»
Enter Disbursements Date All x Status  Any il
Date Type Reference Code Description Amount | GST/HST PST Status Bill ID | E
Total: 17,850.00 907.50 1,104.60

06/23/2023 Disbursement IMP-UNITY 9N Photocopies 50.00 2.50 3.50 Billed 1 1~

06/23/2023 Disbursement IMP-UNITY 98 Postage 40.00 2.00 0.00 Billed 1

06/23/2023 Disbursement IMP-UNITY 90 Subsearch 30.00 1.50 2.10 Billed 1

06/23/2023 Disbursement IMP-UNITY 89 Execution Certificate 20.00 1.00 0.00 Billed 1

06/23/2023 Disbursement IMP-UNITY 1 Search Costs010 10.00 0.00 0.00 Billed 1

06/22/2023 Disbursement IMP-UNITY 9 Photocopies 40.00 2.00 2.80 Billed 1

06/22/2023 Disbursement IMP-UNITY 86 Postage 50.00 0.00 0.00 Billed 1

06/22/2023 Disbursement IMP-UNITY a7 Subsearch 30.00 450 0.00 Billed 1

06/22/2023 Disbursement IMP-UNITY 89 Execution Certificate 20.00 1.00 0.00 Billed 1

06/22/2023 Disbursement IMP-UNITY 90 Search Costs 10.00 0.50 0.70 Billed 1 L

[] Show reversed transactions [] Show edited transactions Working with disbursements

d) Select the “Time & Fees” tab to view the Client/Matter Fee details imported from Unity®
Practice Management.
a. Here, you can display all items or use the filter fields: (ex: Date = All; Filter = Billable
and Non-billable; Status = Any)

General Balances ‘ Events & Tasks Time & Fees Disbursements ‘ Trust ‘ Bills & Payments Conflict Info Custom Fields Linked People ‘ N4 »
Enter Time & Fees Date All Filter  Billable and Non-billable Status Any
Date Initials Description Billable Hours Amount Status Bill ID |

Total: 2.00 300.00 |

09/07/2023 5 'OUR FEE for acting on purchase Yes 1.00 20000 Billed 1 |

09/01/2023 s ‘OUR FEE for acting on purchase Yes 1.00 100.00 Billed 1
Total : 2.00 300.00

[] Show reversed transactions  [] Show edited transactions time and fees
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