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Billing Reports
QUICK REFERENCE GUIDE

The easily accessible billing report tools give you a clear snapshot of all search transactions across
your firm. Whether you're reviewing a specific matter or running firm-wide checks, these reports
make it easy to verify billing accuracy, monitor usage, and export data for reconciliation.

HOW TO RUN A BILLING REPORT

1. LOG INTO UNITY SEARCH.

2. HOVER OVER MY HQ.IN THE TOP RIBBON BAR AND THEN SELECT EITHER BILLING QUERY OR
BILLING REPORTS.
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3. ENTERIN EITHER A MATTER REFERENCE OR DATE RANGE.

4. IFYOU ARE THE MASTER USER SELECT THE INCLUDE CHILDREN TICK BOX. THIS WILL THEN
INCLUDE TRANSACTIONS ACROSS ALL USERS SET UP WITHIN YOUR FIRM.

5. PRESS SUBMIT.

6. TRANSACTIONS FOR THE PERIOD SELECTED WILL APPEAR ON SCREEN. YOU CAN THEN EXPORT
THE DATA USING THE GENERATE CSV REPORT OR PRINT/SAVE AS PDF BUTTONS.
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National Helpdesk: 1300 730 000
Email: supportau@dyedurham.com




