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OVERVIEW

WHAT IS IMAGE CONNECT?

Image Connect is a web-based imaging solution that manages supporting documentation for client
invoices. When integrated with eBillingHub, users can easily retrieve document attachments when
processing invoices for their clients.

The option to use Image Connect is available through Elite Enterprise and easily enabled by the
eBillingHub Application Administrator for all eBillingHub users at a law firm. (See Configure eBillingHub
for Image Connect Access)

If a firm does not have Image Connect access, contact the eBillingHub Support Team at 888-252-2607,
Option 2, for further information.

USING IMAGE CONNECT WITH EBILLINGHUB

Image Connect matches invoice numbers with the supporting documentation that a law firm requires for
client billing. The user selects a client invoice using the invoice number as the unique identifier, and
issues a request to Image Connect to retrieve the matching documents that support the invoice. This
process incorporates all the functionality for identifying, attaching, and submitting the document images
with client invoices using eBillingHub’s Billing Wizard or Quick Invoice option.
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CONFIGURE EBILLINGHUB FOR IMAGE CONNECT ACCESS

Configuration » Configure eBilingHub » Configure System »

Configuring Image Connect for eBillingHub is an easy process for the eBillingHub Application
Administrator and requires only a single law firm user ID. The Connect As ID must be an existing Image
Connect user with access rights to all document types (i.e. invoices, fees, expenses, etc.).

The completion of this process provides Image Connect database access to all eBillingHub users within
the law firm.

ACTIVATE IMAGE CONNECT FOR A LAW FIRM

Do the following to activate Image Connect for your law firm:

1.
2.
3.
4.
5,
6.

7.

Select Configuration from the Task Bar.

Select Configure eBillingHub from the drop-down list.

Select the Configure System tab.

Select Configure 3" Party Integrations from the option list to display the setup fields.
Select Image Connect from the 3" Party field drop-down list.

Check the Active box.

Type a law firm user ID in the Connect As field.

Note: This user ID must be an existing Image Connect User that has access to all document types.

8.

Click Save to update the configuration and provide connectivity to all law firm users.
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IMAGE CONNECT IN EBILLINGHUB

SELECT INVOICES

The first step is to identify and retrieve the invoice(s) containing images of supporting documentation
using either eBillingHub’s Billing Wizard or Quick Invoice.

1. Select Billing from the Task Bar menu and select either Billing Wizard or Quick Invoice to
retrieve the invoice(s).

2. Click Next to retrieve the selected invoice(s) and continue to the Review Validation
Report process.

Note: The time it takes to retrieve the selected invoices depends on the number of matters and the
associated line items (e.g. fees, expenses, etc.) detailed in the invoice.



Using Image Connect With eBillingHUB

REVIEW VALIDATION REPORT

This step generates and validates the selected invoice(s). There are two methods for retrieving Image
Connect document attachments for invoices:

¢ Retrieve all document attachments for all selected invoices using the Retrieve

Attachments icon located in the top right corner of the invoice listing. T__r_'

¢ Retrieve all document attachments for a single invoice using the Retrieve Attachments Retrieve

icon located next to the (individual) invoice number. Attachments
icon
eBILLINGHUB Main | Billing | Tracking | Configuration | Reports | EBH Intelligence | Help | Logout Miuslﬁionme eBILLINGHUB
Biling >
<<Back | [ prnt || submit
The invoices you selected have been generated and validated. The following is a report listing the problems found. You may have to go back to your billing system and fix any
existing problems before continuing. If you think the data is being incorrectly extracted from your system please go to our and file an error report. Once you have
reviewed the data for accuracy and accepted the report, press the Submit button above to submit the invoices. Or press the Back button above to change your selection of
invoices. If you need to change the recipient for these invoices please click to select the new recipient.
View the IIStIng of A total of 2 error(s) have been found. D Hold Allinvoices (] Hold All invoices With Errors
Im?jge Conntect T Data: EBH Test Elite (No errors found) Retrieve all document
ocumen Client: Lear Corporatiof¥egtrix - XML) [6664] (2 srrors found) Recipient: Lear Corporation (Tymetrix- XMl gttachments for all
attachments for the - O selected invoices
FISRERE H H Invoice 40732 (2 errors found) =l Hol
individual invoice - Error: ‘currency’ contains "VLZ' but only the following values are allowed:
US.usd USD,CAD,GBP,DO.EUR, STG,HKD,CSK. QAR ECU,CDN.DOL, THE BRL.CZK.AED,BMD, RMB.CNY TWD AUD.MXN, SAR, VND,SGD,ZAR, JPY.
Tip: The currency must follow ISO Codes, please see http:/fwww.iso.org/isofen/prods-senices/popstds/currencycodeslist. html#SZ for a list of valid curreny
codes. If you have any questions please contact support@ebillinghub.com
This invoice has attachments. Click on the paper clip to view.
Invoice Total 456.2500 - VLZ
. . . Matter 0084-000 (imaging matter cost and time only -PREBILL POSTED) Billing Attorney Id:
Message |nd|Cat|ng (1 errors found)
document Fee 2087427:
attachments are - Error: 'description’ cannot be empty.
available for the
. A Invoice 40730 (No errors found) —° Q tJ Hold [C]
invoice This invoice has attachments. Click on the pliker clip to view.
Invoice Total 30.0000 - USD
Matter 0083-000 (0083-000 IMAGING MATTER - COST ONLY PREBILL POSTED) Billing Attorney Id:
(Mo errors found)
Retrieve all document attachments
for the individual invoice
Note: See online help field definitions for more detail
1. Click the Retrieve Attachments icon (for all selected invoices or an individual invoice).
Note: A message displays under the invoice number indicating that attachments are available.
2. Click the Paper Clip icon to view the listing of Existing Files retrieved from Image
Connect (See Invoice Attachments Window). %
3. Click Submit to submit the invoice(s). Paper Clip
icon

4. Click OK to confirm the request to submit the invoices with the attachments and proceed
to the Review Submission Report page.
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INVOICE ATTACHMENTS WINDOW

The attachments window displays files retrieved from Image Connect for the selected invoice. A user can
perform the following actions:
e View the individual documents retrieved from Image Connect.

o Click the file name to view the file attachment in the document viewer.

Note: When any changes occur to Image Connect files (i.e., add/delete/update), the user must retrieve
the document(s) again

o Delete individual documents in the Existing Files listing.

o Click Delete to remove an attachment file from the invoice.

Note: Using the Delete option for an existing file only deletes it from the Attachment List. It does not
delete the file from the Image Connect database.

¢ Manually upload additional file attachments.

o Click Add File to locate and upload any additional files to the invoice.

Note: Only attachments retrieved from Image Connect display in the Attachment List when the Paper
Clip icon activates the Invoice Attachments Listing. Manually upload any additional attachments for the
invoice only after uploading the Image Connect files

’_.é Upload Invoice Attachments - Windows Internet Explorer provided by Thomson Reuters EI = @

Attachments for Invoice 40732 i

Upload Additional Files

Select the files you would like to upload and click the upload button. A maximum of 3 files can
be uploaded at the same time.

fll
Use this field to
manually upload <
additional attachments
\| & add file & Upload i Clean

Existing Files

Upload

' File Size Date Line Ttem Id
1/21/2015 Click Delete to
List of files 40732 2007427 tif 5g 11:24:56 2097427 delete remove an individual
retrieved from ¢ ‘i‘:’; - file attachment from
Image Connect 40732 §9234.pdf 658 11:24:55 89234 delete the Attachment List
AM
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REVIEW SUBMISSION REPORT

In this final step, do the following to view the status of the individual invoice submissions submitted to the

Vendor:
1. Click Live Update to display the invoice tracking data.
2. Click the Paper Clip icon to view the list of file attachments issued with the invoice to 5
the client. ,
Paper Clip
icon
eBILLINGHUB Main | Billing | Tracking | Configuration | Reports | EBH Intelligence | Help | Leogout Mf,u;(aor,':”e eBILLINGHUB
Tracking > Active In Click to view
Clients To Show - | |VEndnrs To Show - HStatus To Show - || Users To Sho v| [ Show my invoices - OR-  Invoice # Invoice
— attachments
2 Invoices || Select All nvoices (Currently 0 Selected) Refresh: 30 sec Action: | View Inveice ) Go | /
Sel Ref# Invoice Matter Client Date TDDEI Status STtIan:ILI: Tracking # Action Hwnts/
] B8T4154 40730 0083000 Lear Corporation (Ty.. 09/22/2014 $30.00 hold O1/22015 12:45:07 LY
= £6T4195 40732 D024-000 Lear Corporation (Ty.. 09/22/2014 $456.25 hoid 01232015 12:45:07 ®
View: 10 15,20 50 A
2 voices ] Select Al mvoices (Currently 0 Selected) Action: lIl
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ERROR MESSAGES

Report any error messages received when using Image Connect to the eBillingHub Support team.
eBillingHub Support: 888-252-2607, Option 2

Exception Encountered IEI

f e | An error has occurred. Please contact
"&¥" cBillingHub Support for assistance.

TIPS & TRICKS

e Click the Retrieve Attachments icon only once.

With each click of the Retrieve Attachments icon, the attachments list is completely refreshed
from the Image Connect database. This means that if there are any changes within the Image
Connect database containing the invoice attachments or if any manually attached documents
were uploaded, after the initial Image Connect document retrieval, they will not be listed in the
Attachments Listing when the Retrieve Attachments icon is clicked a second time.



