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What is MaxBilling?

MaxBilling is an application that you can use to automate the cost recovery and billing process in the
Relativity” platform by setting up currency rates for various metrics and generating detailed Reports
with calculated costs. You can then download these reports as PDF and Excel files, have them sent via
email at specific schedules and generate report-based Invoices.

MaxBilling Installation

If this is the first MaxBilling installation for the Relativity® instance, to install MaxBilling:
1. Upload the provided .RAP file in the Application Library
2. Select a designated for MaxBilling workspace to install

Once the installation is completed:

3. Create MaxBilling PostInstallUpgrader Agent

If you already have MaxBilling installed and now you want to install it on another workspace:
1. Navigate to the Application Library and select the new Workspace to install
Once the installation is completed:

2. Configure MaxaBilling Installation (see MaxBilling Configuration).

To upgrade MaxBilling:
1. Upload the provided .RAP file in the Application Library
2. Upgrade the workspaces on which MaxBilling is installed
3. Ensure all MaxBilling Agents are enabled.

Before you start working with the new version of the application, make sure that the MaxBilling
PostinstallUpgrader Agent has finished its next run after the upgrade is completed.

©OTSD Software, Ltd | MaxBilling 4.7 User Guide - 4 August 2021



MaxBilling Agents

MaxBilling ships with the following agents:

MaxBilling PostinstallUpgrader Agent — executes the necessary upgrade changes on the
application’s components after each new installation. The agent should be created manually
upon the initial MaxBilling installation.

MaxaBilling Daily Statistics Collector Agent - collects statistics for the dtSearch Index, Analytics
Indexes, Native, Image and Production Peak File Size, Case Flow and Language Services statistics
on a daily basis. The agent is created automatically by MaxBilling PostInstallUpgrader Agent
upon the initial MaxBilling installation.

MaxBilling Admin Object Sync Agent - synchronizes Groups, Users, User Types, Clients, Matters
and Workspaces with the corresponding MaxBilling objects. The agent is created automatically
by MaxBilling PostInstallUpgrader Agent upon the initial MaxBilling installation.

MaxBilling Report Generator Agent- generates MaxBilling reports. The agent is created
automatically by MaxBilling PostInstallUpgrader Agent upon the initial MaxBilling installation.

MaxBilling Scheduler Agent - checks if there are active schedules and creates report/invoice
generation requests for them. The agent is created automatically by MaxBilling
PostlnstallUpgrader Agent upon the initial MaxBilling installation.

MaxBilling Invoice Generator Agent — generates MaxBilling invoices. The agent is created
automatically by MaxBilling PostInstallUpgrader Agent upon the initial MaxBilling installation.

MaxBilling SalesForce Data Tier Syncer — synchronizes Data Tier size according to the
information in SalesForce Data Contract (available in RelativityOne only). The Data Tier size is
used in MaxBilling Usage Data widget.

MaxBilling SalesForce Data Tier Syncer agent is not created automatically since MaxBilling 4.0. If
you have this agent created but you do not need the Data Tier syncronization, please delete this
agent to optimize the infrastructural resources usage.

MxB StageFence Statistics Collector - collects statistics for Stage Fence Usage on daily basis.
(available in RelativityOne only). For more information, please see the Case Rollup Pricing Items
Description section - Stage Fence Data File Size billing item.

MaxBilling StageFence Statistics Collector agent is not created automatically since MaxBilling
4.0. If you have this agent created but you do not utilize Stage Fence Data File Size billing item,
please delete this agent to optimize the infrastructural resources usage.

All MaxBilling agents which are automatically created during installation are linked to the first

active Agent Server found. You have only one instance of each MaxBilling Agent Type created on
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Relativity® instance. All MaxBilling agents must be enabled.

Instance Settings — RelativityOne only

AccountKey, AccountName and TableName Instance Settings are utilized for reading the information
about the Stage Fence data size from a designated Azure resource (for more information please see
Stage Fence Data File Size billing item in Case Rollup Pricing Items Description section section or contact
support@tsd.com).

AccountKey, AccountName and TableName are created in kCuraDashboard.AzureConnectionSettings
section. They are not created automatically since MaxBilling 4.0 and above. If you have these settings
created but you do not utilize Stage Fence Data File Size billing item, you can delete them.

B AccountName - the name of the Storage account where the table used to store Staging Fence
Data was created;

B AccountKey — the access key of the Storage account where the table used to store Staging
Fence Data was created;

B TableName - the name of the Azure Table where Staging Fence data is stored.

It is recommended the values of these settings to be encrypted.

MaxBilling Configuration

MaxBilling can be installed on multiple workspaces within a Relativity® Instance.
MaxaBilling Configuration object is displayed on Admin level.

Each MaxaBilling installation can work for all the Clients or for specific Clients/Client Domains. The scope
of the installation is specified by adding the corresponding Client IDs to the MaxBilling Configuration.

The specific Client/Client Domain installations work restrictedly, so the end users can generate reports
only for the Workspaces and Matters which belong to the specified Clients or Clients Domains. No
billing information regarding Workspaces and Matters, which are out of the scope of the specific
installation, is accessible from such MaxBilling workspaces.

New MaxBilling Configuration entry is automatically created upon the next Post-Install Upgrader Agent
run, following a new installation.

To configure the new MaxBilling installation to work for all the Clients in the Relativity® Instance, edit
the MaxBilling Configuration entry and populate Client IDs = -1.
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Reports and Invoices for all the Workspaces and Matters can be generated from the MaxBilling
workspace that has ClientID = -1 installation.

The first MaxBilling installation ever within the Relativity® instance is automatically configured with
Client IDs=-1.

You can set up multiple configurations with Client IDs=-1. Thus each installation will work for all the
Clients within the instance.

. w
[eQl New MaxBilling Configuration B All MaxBilling C.. » |ssl Add widget == NoDashboards... »
«— [ 1 1 4 100 =
# O Name Installed Workspace ID Client IDs MaxBilling Upgraded On  MaxBilling Upgraded By MaxBilling Upgraded Version
Filter = v | Filter Filter (All) v Filter Filter
]
1 O MXB Workspace 14515980 - All Clients 14515080 -1 08/05/2020 2:41 PM Maxgilling Postinstallupgrader 4.01301.41

To configure a MaxBilling installation to work for specific Clients/Client Domains only, edit the
MaxBilling Configuration entry and populate the Clients’ Artifact IDs in Client IDs field, separated by a
comma.

Only restricted Reports and Invoices can be generated from a MaxBilling workspace which was
configured to work with specific ClientIDs.

Q & All MaxBilling C... = |nl Add Widget == No Dashboard S..
- M 1 |-40f4  |100 +| perpage =
# O Name Installed Workspace ID Client IDs MaxBilling Upgraded On  MaxBilling Upgraded By MaxBilling Upgraded Version
Filter = v |[Filter Filter (Al v Filter Filter

(] MXB Workspace 14515980 - All Clients 14515980 -1 08/05/2020 2:41 PM MaxBilling PostinstallUpgrader 4.0.1301.41
2 (] MXB Workspace 23163246 - Autocreated 23163246 23539235 08/05/2020 2:41 PM ManxBilling PostinstallUpgrader 4.0.1301.41
3 O MXB Workspace 23539505 - Autocreated 23539505 23539235,4119733 08/05/2020 2:41 PM MaxBilling PostinstallUpgrader 4.0.1301.41
4 O MXB Workspace 23540998 - Autocreated 23540098 4119733, 13384763 08/05/2020 2:41 PM MaxBilling PostinstallUpgrader 4.0.1301.41

Do NOT remove any Client IDs once they were added to your MaxBilling configuration. You can only add
new Client IDs.

Note: Once an installation entry is being configured, please wait until MaxBilling Admin Object Sync
Agent completes its next run, so all the admin objects to be synchronized with the corresponding ones
in the new MaxBilling workspace.

Please contact support@tsd.com for assistance with setting up a MaxBilling configuration.

Billing Profile

To start the billing process, you need to create a billing Profile. MaxBilling Profile is the placeholder of
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your billing rules and pricing models. Reports are generated according to the profile information.
To create a new Profile:

1. Navigate to Profiles tab.

2. Click New MXB Profile. The profile layout opens.

3. Fillin the fields.

4. Click Save.
MaxBilling MaxBilling > Profiles v¥
Dashboard Profiles Reports Invoices Schedules Work Settings Thresholds Workspaces About

Q, New MXB Profile E& All MXB Profiles A

# (] Name Profile Type Clients Currency Report Last Generated..  Enabled
Filter (Al v Filter (Al v (All)
1 O All Clients all Clients usD 02/15/2021 7:41 AM Yes
MaxBilling MaxBilling > Profiles 1y Q
Dashboard Profiles Reports Invoices Schedules Work Settings Thresholds Workspaces About
Profile Info
Name: Enabled: | () Yes
O No
Profile Type:|  select w Currency: | | Sglect w | Add
Description: Storage Type Configurations: .
Filter Workspaces: Billable
Non-billable

Mot specified

B Name - the name you want to give the profile.

The following symbols are not allowed in a billing profile name: “+”, “1”, “|”, “/”, “\\", “[“, “1”, “\",
II&II’ H<Il’ H>Il’ H{H’ H}Il’ ll%ll’ IIAII’ IINII’ ll@ll'

B Profile Type - select the type of your profile.

e All Clients — Profile works for all Clients. If new Clients are added to the Relativity
Instance at a later point, they will be considered automatically

Specific Clients — Profile works only for specific Clients, selected by you
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e Clients - select the Clients for the billing profile

e Instance — Similar to All Clients type, Profile works for all the Clients. It provides an
additional option to generate reports with Instance breakdown.

B Description - additional information for the Profile can be added (optional)
B Enabled - enable or disable the profile.

Reports are NOT generated by MaxBilling Schedule for disabled profiles

B Currency - select the currency which will be applied in the reports
B Storage Type Configurations

e Select Repository to enable the formula which will be applied to adjust the Publish
Data File Size usage amount (representing the total hosting size) of the Repository
workspaces in the reports. The formula is defined in MaxBilling Settings — Storage
Type Configurations.

e Select Cold Storage to enable the ratio which will be applied to adjust the Publish
Data File Size usage amount (representing the total hosting size) of the Cold Storage
workspaces in the reports. The ratio is defined in MaxBilling Settings — Storage Type

Configurations.

Select Items - Storage Type Configurations

Available ltems

2 Selected ltemis) — i) ltems| 1 |-2(of2) E| E

# [ Name Storage Type Usage Adjustment Formula Usage Adjustment Ratio Percentage
(Al (A w (A

1 Repository Repository Publish Data File Size = Publish Data File Size - Linked File Size

2 Cold Storage Cold Storage 25.00

Viewing the first 2 of 2 items in sets of 25 | per page

Repository and Cold Storage usage adjustment is reflected only in Publish Data File Size
billing item.

Publish Data File size (GB) = Total Billable File Size + (Document Count Text Only/4000)

B Filter Workspaces - specify if the Profile should work only with workspaces with specific
Billable status. The Workspaces' Billable status is determined as Workspace meta-data in
MaxBilling -> Workspaces

If blank, all workspaces will be considered for reporting purposes, unless some exclusions
are set via Exclude Pricing
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B Report Last Generated Date — displays the last time when a report was generated out of this
Profile (read-only)

Once a Profile is created, you should continue with adding Pricings in it. Billing reports will be
generated according to the items and rates that are specified in the Pricings of the Profile.

The pricing information can be edited whenever it is needed and the corresponding changes will be
applied to the newly generated reports.

To add a new pricing:

1. Click New on the MXB Profile layout. The pricing layout opens.

MaxBilling MaxBilling > Profiles ¢ Q
Dashboard Profiles Reports Invoices Schedules Work Settings Thresholds Workspaces About
o e ot v 2 o oo [ ox [ cmremsss | vevmar
Profile Info
Name: All Clients Enabled: Yes
Profile Type: All Clients Currency: USD
Clients: Report Last Generated Date:  2/15/2021 7:41 AM
Description: Storage Type Configurations: Cold Sterage
Repository

Filter Werkspaces:

Pricing m R T B ottems| 1 -aqra) (GG
O Name Pricing Type Overwrite Type Workspaces Matters Clients Locations

O Edit Default Pricing All Workspaces For Client

O Edit Exclude Pricing Exclude Workspaces New Case Template

Relativity Starter Template
Sample Data Grid Workspace
Sample Workspace

O Edit NY Pricing Specific Locations Overlay New York
O Edit Matters Exceptions Specific Matters Overlay Matter X
Matter ¥
0 Selected ltem(s) Select Page Size: 10w

2. Fillin the following fields:
B Name - the name of the pricing is not shown in the reports.
B Pricing Type - specify the pricing type.

e All Workspaces for Client - all Workspaces are charged according to the rates and
metrics specified in that pricing, unless any other Specific Pricings are created.

Any new workspace created at a later point will be considered automatically by the
All Workspaces for Client Pricing type.

All Workspaces for Client pricing type is the default pricing for the profile. You can set
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only one All Workspaces for Client pricing type in a Profile.

MaxBilling

Pricing Tabbed ltems v | &&

Pricing

Mame:

Pricing Type: | | All Workspaces For Client

Base Thresholds Advanced Thresholds @)

Minimal Cap:

Maximal Cap:

e Specific Workspaces — allows for setting up individual rates and metrics, which are
applied only for the selected Workspaces.

Pricing Tabbed ltems w | &

Pricing

Name:

Pricing Type: [ Specific Workspaces v

Overwrite Type: | Sglect . w

Workspaces: -

e Specific Matters — allows for setting up individual rates and metrics, which are
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applied only for the selected Matters.

Pricing Tabbed ltems w f

Pricing

Name:

Pricing Type: [ Specific Matters A

Overwrite Type:  Salect . w

Matters: -

e Specific Clients — allows for setting up individual rates and metrics, which are applied
only for the selected Clients.

Pricing Tabbed ltems f

Pricing

MName:

Pricing Type: [Speciﬂu: Clients ~

Overwrite Type: | Select. w

Clients: .

e Specific Locations —allows for setting up individual rates and metrics based on the
workspaces’ Location. As a result, the workspaces which are tagged with the selected
Locations will be charged according to this Pricing.

Pricing Tabbed ltems w 559

Pricing
Name:

Pricing Type:| | Specific Locations v

Overwrite Type: | selact. w
Locations: .

When Specific Workspaces / Matters / Clients / Locations pricing type is selected, two more
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fields appear:

o Overwrite Type - defines how the specified rates and metrics are considered
against the ones that were populated in the All Workspaces for Client (default)
Pricing. It provides the following options:

v' Overlay — appends pricing information to the All Workspaces for
Client Pricing. Rates and metrics, specified in the Overlay pricing will
be applied along with the ones, being set in the default pricing.

If some billing items are present both in the default and in the
Overlay pricings, the units and the prices from the Overlay pricing will
be applied.

v' Overwrite - the selected Workspaces/Matters/Clients/Locations in an
Overwrite pricing are charged only according to the rates and
metrics, specified in that pricing. Rates and metrics that were set in
the default Pricing are NOT considered.

MaxBilling

Pricing Tabbed ltems v | &7

Pricing
Name:
Pricing Type:| | Specific Workspaces v

Overwrite Type: | Solect.. w

Select...
Workspaces: | Overlay

Overwrite

o Workspaces / Matters / Clients / Locations — select the Workspaces / Matters /
Clients / Locations, to which you want to apply the Specific Pricing type.

If you have a Workspace Overlay and a Matter/Client/Location Overlay, where
the Matter/Client/Location owns some of the workspaces that are already part of
the Workspace Overlay Pricing, the specific conditions for the workspaces in the
Workspace Overlay will be considered first.

The conditions in the Matter/Client/Location Overlay will be applied for the rest
of the workspaces within the Matter/Client/Location.

l.e. Specific Workspaces Pricing Type is considered with the highest priority,

©OTSD Software, Ltd | MaxBilling 4.7 User Guide - 13 August 2021



followed by Matters, followed by Clients, followed by Locations.

e Exclude Workspaces — you can select Workspaces that will be excluded from the
reports and neither of the pricings will be applied to them. The selected Workspaces
will be skipped upon Reports generation.

Pricing Tabbed Items v | &

Pricing

Name:

Pricing Type: ’ Exclude Workspaces v

Workspaces: -

When Exclude Workspaces pricing type is selected, one more field appear:
o Workspaces — to select the Workspaces that will be excluded.

e Exclude Matters — you can select Matters that will be excluded from the reports and
neither of the pricings will be applied to them. The selected Matters will be skipped
upon Reports generation.

Pricing Tabbed ltems » f

Pricing

Name:

Pricing Type: ’Exclude Matters v

Matters: -

When Exclude Matters pricing type is selected, one more field appear:
o Matters — to select the Matters that will be excluded.

e Exclude Clients — you can select Clients that will be excluded from the reports and
neither of the pricings will be applied to them. The selected Clients will be skipped
upon Reports generation.
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Pricing Tabbed ltems v | &7

Pricing

Name:

Pricing Type: [ Exclude Clients v

Clients: -

When Exclude Clients pricing type is selected, one more field appear:

o Clients — to select the Clients that will be excluded.

Use the Copy option to recreate new Pricings faster.

If you copy the default pricing, it will be recreated with Overlay type and you will have to link specific
workspaces to it (as you cannot have more than one default pricing within a profile).

If you copy Overlay or Overwrite pricing, you have to link Workspaces / Matters / Clients / Locations to
the newly created Pricing.

To setup specific conditions towards the workspaces within the Pricing, you edit the Pricing and use the
Thresholds options.

B Base Thresholds — you can specify minimal or maximal caps in terms of total currency
amount value which will be considered for each workspaces.

e Minimal Cap - the minimum workspace cap value will be applied in Workspaces’ total
in case its value is below the Minimum Workspace Cap value.

You can use the Minimal Cap field to apply flat fees for workspaces. The Minimal Cap
value affects the grand total of the report, while the end users still have visibility on
the actual calculations in terms of usage amount, unit prices and sub-totals in the
Subtotal column of the Report.

e Maximal Cap - the maximal workspace cap value will be applied in the Workspaces’
total in case its value exceeds the Maximal Workspace Cap value.

You can use the Maximal Cap field to restrict the Workspaces total charge. The
Maximal Cap value affects the grand total of the report, while the end users still have
visibility on the actual calculations in terms of usage amount, unit prices and sub-
totals in the Subtotal column of the Report.
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Pricing Tabbed ltems v | &

Pricing
Name:

Pricing Type:

Base Thresholds Advanced Thresholds

Minimal Cap:

Maximal Cap:

B Advanced Thresholds — for reporting purposes, you can skip the workspaces which have
equal or lower usage amount, compared to the Threshold Value of the specified Billing Item.

If some Categories are selected, instead of being skipped, those workspaces will be charged
only for the billing items from the selected Categories.

e Billing Item - select the billing item against which you want to apply the Threshold

Value

e Unit - select the unit which will be considered for the Threshold calculation

e Threshold Value —fill in the usage amount (number) which will be considered
regarding the selected Billing item

All Workspaces For Client v

e Categories - select one or multiple categories (optional).
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Pricing Tabbed items v | &

Pricing
Name:| Default

Pricing Type: | | All Workspaces For Client v

Base Thresholds Advanced Thresholds @

Billing Item:

Select -
Unit: - \,

Threshold Value:

Categories: -

For example, you can charge the Workspaces that have Total Billable File Size under
100 GB only for User licenses, while the Workspaces with a higher Total Billable File
Size will be charged both for Total Billable File Size and Users.

In each Pricing in the Profile, except for pricings of Exclude type, you can add different pricing items in
the following categories: Case Rollup, Case Flow, Language Services, Analytics, Processing, Users,
Tasks.

All billing items will be displayed in the reports as long as they were added to the Profile and there was
some usage for the reported period.

Note: You can find additional information about all Pricing Item Types (report items) for each of the
billing categories in the Pricing Items Description section.

Meta-information regarding each billing item can be stored in the following fields: Friendly Name,
Billing Code, Description, E-Code, Cost Code. (see Settings section — Pricing Item Types) Their values
are displayed in the reports. The fields are customizable, so you can make the reports more
comprehensive by utilizing them.

When adding a pricing item, the corresponding Unit must be selected. The unit will be considered for
the usage amount calculations and it will be displayed in the Reports.

Units, applicable for counts:
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B Count - the item’s count quantity will be multiplied by the Unit Price.

B In Whole - the total charge will not be dependent on its quantity, it will be equal to the unit

Price as long as the usage amount is higher than 0.00

In Whole charge is calculated for each workspace.

Units, applicable for sizes:
B TB - each TB of the usage amount will be multiplied by the Unit Price
B GB - each GB of the usage amount will be multiplied by the Unit Price

B MB - each MB of the usage amount will be multiplied by the Unit Price

uUnit:} | select.. r

Each billing item can be set as billable or non-billable in the report, depending on if Billable field is
ticked or not.

Billable: |«

[ ] - Iltem will be considered as billable in the report. Its usage amount along with the Unit

Price calculations and discount (if any) will be displayed.

u - Unit Price and Discount fields will not be present. Item will be included in the reports

only with its usage amount.

Price Type field is available for all billable items, except for Tasks billing category.
If blank, Single Price is applied by default.

Select Price Type value:

©OTSD Software, Ltd | MaxBilling 4.7 User Guide - 18 August 2021



B Single Price — the Unit Price value will be applied in the Reports

B Tiered Price — Additional Price Tiers section is displayed.

Price Type:
Select. ..

Single Price
Tiered Price

Note: When Tiered Price option for Price Type is selected, the Unit Price field remains required,
although it will not be applied. It can be populated with 0.00 or any value.

Note: When Tiered Price option for Price Type is selected, the Discount field will not be applied
in the reports.

The Tiered Price functionality allows setting up to 3 tiers for each billing item and charging
according to the items’ usage, by applying different prices for each Tier.

e Select Tiers Charge Level — only for Case Rollup items:

o Blank - The Tiers Charge Level is an optional field. If blank, Per Workspace charge
Level will be applied by default. Therefore all Tiered Price calculations are
performed on a workspace basis.

o Per Workspace — the rates that are set in the Price Tiers will be applied based on
the usage amount of each Workspace. Respectively, any flat fees will be applied
for each Workspace.

o Per Matter — the rates that are set in the Price Tiers will be applied based on the
aggregated usage amount for each Matter. Respectively, any flat fees will be
applied once per Matter.

Note: When you set up Tier Charge Level 'Per Matter', to ensure Reports
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consistency, the following restrictions are applied or must be considered:
= Only reports with Matter, Client and Instance breakdown can be generated
= Only the following report files are available

v ExportData-Clients.xlsx

v ExportData-Matters.xlsx

v' Report Summary (Client Breakdown).pdf

v Detailed Report Summary (Client Breakdown).xlsx

v" Report Summary (Workspace Breakdown).xlsx

= Do NOT add any combinations of Pricing Types within the Profile, except for
combining with Exclude Type

= Do NOT add other Tiers Charge Levels within the Profile, different from 'Per
Matter'

= Do NOT set up Base and Advanced Thresholds on Pricing level

o Per Client — the rates that are set in the Price Tiers will be applied based on the
aggregated usage amount for each Client. Respectively, any flat fees will be
applied once per Client.

When you set up Tier Charge Level 'Per Client’, to ensure Reports
consistency, the following restrictions are applied or must be considered:

=  Only reports with Client and Instance breakdown can be generated
= Only the following report files are available

v ExportData-Clients.xlsx

v" Report Summary (Client Breakdown).pdf

v Detailed Report Summary (Client Breakdown).xlsx

v" Report Summary (Workspace Breakdown).xlsx

= Do NOT add any combinations of Pricing Types within the Profile, except for
combining with Exclude Type

= Do NOT add other Tiers Charge Levels within the Profile, different from 'Per
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Client’
= Do NOT set up Base and Advanced Thresholds on Pricing level
Tiers Charge Level is not applicable for Profiles of Instance type.
e Select Tier Type:

o Exclusive — Entire usage amount will be charged according to the Price that was
populated in the Tier in which the usage amount fits.

o Inclusive — Usage amount will be distributed among the tiers. Each part of the
usage amount will be charged according to the Price in the corresponding Tier

Price Tiers

Tiers Charge Level: | sglect . v

Tier Type:  select..

Tier1: | Select . | Add
Tier 2: | Select... | Add
Tier 3: | Select . W | Add

e To apply a Tier, you can select from existing Tiers or you can add a new one on-the-fly
by clicking on the Add hyperlink and populating the following fields:

o Name — Tier Name will be automatically generated when the Tier is saved. It
contains the End Bracket value + Tier Fee Type + Tier Price.

o End Bracket — Usage amount value up to which the corresponding price will be
applied, considering the selected unit of the billing item.

The End Bracket of the last Tier must always be 9999999999.

o Select Tier Fee Type:

v Flat Fee — the Tier Price that is specified in the tier, will be applied as
is, without multiplying it by the usage amount, which fits in the Tier.

v Dynamic Fee — the Tier Price that is specified in the tier, will be
multiplied by the usage amount, which fits in the Tier.

o Tier Price — Price that will be applied for the Tier.

If you need apply a $1,000.00 rate for any usage that is under 500 GB, you should
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type 500 for End Bracket, 1,000 for Tier Price and select Flat Fee for Tier Fee Type.

If you need apply a $5.00 rate for each GB up to 500 GB, you should type 500 for End
Bracket, 5 for Tier Price and select Dynamic Fee for Tier Fee Type.

Add MxB Tier Pricing

Default Category

Name:

Tier Fee Type:|| | Select... v

End Bracket: Tier Price:

All previously created Tiers can be reviewed under Thresholds tab in MaxBilling. You can
add new Tiers by clicking New MxB Tier Pricing button.

MaxBilling
MaxEilling MxB File Testing Documents teview Batches Reporting ~ Case Admin ~ Index
Usage Data Profiles Reporis Invoices Schedules Work Setitings Thresholds About
Q B All MxB Tier Pricings v
# Name
Filter

Edit End Bracket: [100] Dynamic Fee, Price: 3
2 Edit End Bracket: [99999999999] Dynamic Fee, Price: 1

The items in Case Rollup category capture different SQL sizes, linked data as well as hosting size and its
components. Case Rollup calculated usage is based on the peak value within the reported period.

To add a new Case Rollup pricing item to the Pricing:
1. Navigate to Case Rollup category

2. Click New

3. Fillin the following fields:
B Type —select the desired report item from the list

B Unit —select a unit which will be applied in the report
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B Select whether the item to be considered as Billable in the report

B Populate Unit Price to set the single price for pricing unit

B Populate a Discount % to set a discount for the item (optional)

B Select a Charge level:

Workspace Peak - the highest usage amount for each Workspace within the billing
period will be reported

Matter Peak - the usage for each Workspace from the date when was the highest
usage of the corresponding Matter will be reported

Client Peak - the usage for each Workspace from the date when was the highest
usage of the corresponding Client will be reported

Instance Peak - the usage for each Workspace from the date when was the highest
usage of the entire Relativity instance will be reported

Current Value — the usage for each Workspace as it was on the last day of the
reported period will be reported.

For each billing item (e.g. Publish Data File Size), you can add an entry with one of the Peak
Charge Level values (Workspace Peak, Matter Peak, Client Peak, Instance Peak) and another
entry with a Current Value Charge Level.

You are not allowed to have entries with different Peak Charge Level values, e.g. Workspace
Peak + Matter Peak within the same Pricing.

B Select Storage Type:

Review — Specific rate (Price) will be applied for Review workspaces only.

Other Storage Types will not be considered unless added in separate entries.
Repository — Specific rate (Price) will be applied for Repository workspaces only.
Other Storage Types will not be considered unless added in separate entries.

Cold Storage — Specific rate (Price) will be applied for Cold Storage workspaces only.
Other Storage Types will not be considered unless added in separate entries.

Blank — the rate (Price) will be applied for any workspaces, as long as another entry
with a specific Storage Type is not created.
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Add MXB Case Rollup Pricing ltem
MXE Case Rollup Pricing Item Layout v & m Cancel

Case Rollup ltem

TYPe:l  pyplish Data File Size

- Clear

Billing Codle: X306

Description: The peak size of the Published files

Unit:} | e ~ Charge Level: Workspace Peak v
Billable: |+ Storage Type:
Unit Price: Price Type: rage
Discount %: EEEELIUW

Example: If you add Publish Data File Size with Unit Price 10.00, without selecting
Storage Type and then you add Publish Data File Size one more time with Unit Price
2.50 and Storage Type: Cold Storage, as a result, you will get the Cold Storage
workspaces charged with 2.50 and the rest of the workspaces — charged with 10.00.

Example: If you add Publish Data File Size with Unit Price 3.30 and Storage Type:
Repository and then you add Publish Data File Size one more time with Unit Price 2.50
and Storage Type: Cold Storage, as a result, you will get the Repository workspaces
charged with 3.30, the Cold Storage workspaces charged with 2.50, and the rest of the
workspaces (any Review) will NOT be included.

B Price Type — please check Price Types section.

The items in Case Flow category represent the total usage (sum of the size or counts) of the jobs that
were completed within the reported period.

To add a new Case Flow pricing item to the Pricing:
1. Navigate to Case Flow category.
2. Click New.
3. Fillin the following fields:
B Type —select the desired report item from the list.

B Unit — select a unit which will be applied in the report.

B Select whether the item to be considered as Billable in the report.
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B Populate Unit Price to set the single price for pricing unit.
B Populate Discount % to set a discount for the item. (optional)

B Price Type — please check Price Types section.

Add MXB Case Flow Pricing ltem
MXE Cash Flow Pricing ltem Layout » f

Case Flow

Type:| sgject Price Type: | gelect . v

Unit:| | Sglect.. v

Billable: |«

Unit Price:

Discount %:

The items in Language Services category represent the total usage (sum of the size or counts) of any
translation or transcription jobs that were completed within the reported period.

To add a new Language Services pricing item to the Pricing:

1. Navigate to Language Services category.

2. Click New.

3. Fillin the following fields:
B Type —select the desired report item from the list.
B Unit — select a unit which will be applied in the report.
B Select whether the item to be considered as Billable in the report.
B Populate Unit Price to set the single price for pricing unit.
B Populate Discount % to set a discount for the item. (optional)
B Select a Service Type — Machine, Human or Certified.

e Machine - Specific rate (Price) will be applied for Machine services only.

Other Service Types will not be considered unless added in separate entries.
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e Human - Specific rate (Price) will be applied for Human services only.
Other Service Types will not be considered unless added in separate entries.
o Certified — Specific rate (Price) will be applied for Certified services only.
Other Service Types will not be considered unless added in separate entries.

e Blank - the rate (Price) will be applied for any Service Types, as long as another entry
with a specific Service Type is not created.

Example: If you add Ubiqus Translation Words Count with Unit Price 0.10, without selecting
Service Type and then you add Ubiqus Translation Words Count one more time with Service
Type: Machine and Unit Price 0.05, as a result, you will get the Machine Translations
charged with 0.05 and the rest of the translations — charged with 0.10.

B Price Type — please check Price Types section.

Add MXB Language Services Pricing ltem
MXE Language Services Pricing ltem Layout v | & Cancel

Default Category

Type:l select..
Unit:§ | Select . w
Billable: |+
Unit Price: Service Type: | Select . w
Discount: Price Type: | spject.. A

The items in Analytics category are calculated based on the workspace peak value within the reported
period.

To add a new Analytics pricing item to the Pricing:
1. Navigate to Analytics category.
2. Click New.
3. Fillin the following fields:

B Type —select the desired report item from the list.

B Unit — select a unit which will be applied in the report.
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B Select whether the item to be considered as Billable in the report.
B Populate Unit Price to set the single price for pricing unit.
B Populate Discount % to set a discount for the item. (optional)

B Price Type — please check Price Types section.

Add MXB Analytics Pricing ltem

MXE Analytics Pricing ltem Layout v f
Analytics Item
Type:l galect . Price Type: | Select .. v
Unit:} | Select.. v
Billable: |+
Unit Price:

Discount %:

Note: CA Index Size On Disc pricing item is not supported in higher than 9.7 Relativity® versions.

The items in Processing category represent the total usage (sum of the size or count) of the Processing
Sets that were run within the reported period.

All Processing Sets statuses are considered in the reports. The Processing items are reported based on
the time when Inventory, Discovery and Publish phases were completed.

To add a new Processing pricing item to the Pricing:

1. Navigate to Processing category.

2. Click New.

3. Fillin the following fields:
B Type —select the desired report item from the list.
B Unit — select a unit which will be applied in the report.
B Select whether the item to be considered as Billable in the report.
B Populate Unit Price to set the single price for pricing unit.

B Populate Discount % to set a discount for the item. (optional)
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B Select Charge Level

e All Sets Combined - the processing items information is displayed aggregated on a
workspace level.

e Per Set - the processing items information is displayed on a Processing Set level. The
Processing Sets are listed in the Processing Per Set tab in the Report breakdowns.

Processing Charge Level Per Set option comes with the following restrictions:

° Items with Processing Charge Level Per Set cannot be used with Price Type
Tiered Price.

© Items with Processing Charge Level Per Set will not be included in invoices
generated with Individual Report/Pricing items type of template.

All Processing billing items should have the same charge level within a billing profile —
either All Sets Combined, or Per Set.

B Select a Storage Type:

e Review —to set a specific price which will be applied for Review workspaces only
Other Storage Types will not be considered unless added in separate entries.

e Repository — to set a specific price which will be applied for Repository workspaces
only

Other Storage Types will not be considered unless added in separate entries.

e Blank —if blank, the unit price will be applied for any workspaces unless another
entry with a specific Storage Type is created

Add MXB Processing Pricing ltem
WMXE Processing Pricing ltem Layout / Cancel

Processing ltem

TyPe:|  preprocessed file size

- Clear

Billing Code: X306

Description: The sum of all the native file sizes, before exiraction / decompression, as they exist in storage.

Unit:} | cB w Charge Level: | salect .
Billable: |+ Storage Type:
Select

Unit Price: Price Type: F{eposiry
o
Discount %:

B Price Type — please check Price Types section.
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The items in Users category allow you to charge users for enabled access or logging in during the
reported period.

To add a new Users pricing item to the Pricing:
1. Navigate to Users category.
2. Click New.
3. Fillin the following fields:

B Relativity User Type — you can optionally filter the users by selecting the type of the
Relativity users that you want to charge.

B Priority Order - if some users meet the conditions of multiple users charges, they will be
charged based on the charge with the highest priority (0 is considered the highest). User
Charge Priority Order allows for creating multiple user charges within the same Pricing.

All Priority Order values should be unique on a Pricing level.

B Groups — you can optionally filter the users based on their Groups. Users belonging to the
selected group(s) will be charged accordingly.

B Domains — you can optionally filter the users based on their email domains. Users belonging
to the specified domains will be charged accordingly.

Fill in the field by typing the domain names separated by semi-column and NOT adding @ or
blank spaces, e.g. gmail.com;tsd.com

B Filter Behavior:
¢ Include — only the users from the selected Groups and/or Domains will be included

e Exclude — the users from the selected Groups and/or Domains will be excluded
(skipped) upon Reports generation

B Type —select the desired report item from the list:

e User Charge - Logged in - users will be charged if they had logged in during the
reported period

e User Charge - Had access - users will be charged if they were enabled within the
reported period

B Unit —select a unit which will be applied in the report
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B Select whether the item to be considered as Billable in the report
B Populate Unit Price to set the single price for pricing unit

B Populate Discount % to set a discount for the item (optional)

B Charge Level:

e Workspace — the users will be charged for each Workspace to which they had access
within the reported period

e Matter — the users will be charged once for each Matter if they had access to any
Workspaces belonging to that Matter within the reported period.

The charge will be displayed in the first Workspace of the corresponding Matter if
breakdown by Workspaces is used upon Reports generation.

e Client —the users will be charged once for each Client if they had access to any
Workspaces belonging to that Client within the reported period.

The charge will be displayed in the first Workspace/Matter of the corresponding
Client if breakdown by Workspaces/Matters is used upon Reports generation.

B Price Type — please check Price Types section.
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Add MXB Users Pricing ltem

MXE Users Pricing ltem Layout « ﬁ Cancel

Users Filter §)

User Type: | Select... v | Add Groups: -
Domains:
Priority Order: Filter Behaviour: | gglect w

If no greups/damaoins are selected, will consider all users on the Relativily instance who had access ta the
corresponding workspaces, If groups/domains are selected, the users in this groups/domains will be
included/excluded based on the selected Filter Behavior.

Charge Details

wpe:| soject. Unit:} | Select.. v
Billable: |«
Unit Price: Charge Level:| | galact . w
Discount %: Price Type: | Selact .. W

The Tasks category allows you to add either custom items, predefined by you, or a static one line Report
item.

Once you have added your custom pricing items (please check Pricing Item Types section), to have it
added to the Pricing:

1. Navigate to Tasks category.
2. Click New.
3. Fillin the following fields:

B Type —select the desired item from the list with your predefined custom Tasks.
B Select Unit

B Enter a Unit Price to set the single price for pricing unit
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B Enter a Discount % to set discount for the item (optional)

Add MXB Tasks Pricing ltem
MXE Tasks Pricing Item Layout « {/‘9

Custom Task

Type:l  py work - Clear

Billing Code: PM101
Deascription: Project Managemsnt howrs

Unit: Select . v
Unit Price:

Discount %:

To add a new static item to Tasks category:

1. Navigate to Tasks category

2. Click New.

3. Fillin the following fields:
B Name - to provide information for the task
B Type —select Custom Task
B Description —to provide additional information for the task
B Charge Level — select the charge level - Workspace, Matter or Client.

The charge level determines if the task will be calculated for each workspace, or for each
matter, or for a client within the reported period.

B Unit —select Count
B Quantity — static value which will be multiplied by the unit price
B Enter a Unit Price to set the single price for pricing unit

B Enter a Discount % to set discount for the item (optional)
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Add MXB Tasks Pricing ltem

IMXE Tasks Pricing Item Layout » f

Custom Task

EWE: Custom Taskj - Clear

Name:
Billing Code: X308
Description: To charge the client for something out of the predefined Relativity
pricing meirics.
Description:
Charge Level:]  salect v

Unit:| | Salect. v
Quantity:
Unit Price:

Discount %:

Add statistics about the custom tasks

To add some statistics about your custom tasks, navigate to Work tab and click New button.

Fill in the fields in MXB Work Statistics Layout:

Work Type — select the custom task which you want to add statistics for (required)
Unit — select the unit which is to be considered for report calculation (required)

Usage or Count — type the quantity which is to be considered for report calculation
(required)

Date —select the date for which this statistics item will be considered (required)

Workspace — select the Workspace for which this statistics item will be considered
(required)

Requested by — select a user from the users with enabled access to the corresponding
Workspace above. (optional)
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MaxBilling

MaxEBiling ~ Documents

Review Batches Reporting -~ Case Admin -~ Index Admin -~

Job Admin -~ Application Admin -~ Work:

MXE Work Statistics Layout v /

Work Type:

Unit:

Usage Or Count:

Date:

Workspace:

Requested By:

Enter Completed Work per Workspace

PM-ANDDZ: Analytics A

Billing Code: PMTime

Description: Set up and run email threading to eliminate redundant emails.

Hour v

10

4/7/2020 12:00 AM (=)
Workspace 4 - Clear

Select... -

Workspaces

The workspaces which MaxBilling will report for are listed in Workspaces tab.

MaxBilling

Dashboard Profiles Reports

O, | E» MXB Workspaces List

# O Name

Filter
1 [} Workspace 8
2 O Workspace 12
3 O Workspace 11
4 O Workspace 009
5 O Workspace 005
6 [} Workspace 004
7 O Workspace 003
8 O Workspace 002
9 O Workspace 001

MaxBilling

Invoices Schedules Waork Settings Thresholds Workspaces

T Location Billable
Filter (Al
Lenden Yes
Sydney Yes
Sydney Yes
Hong Kong Yes
Sydney Yes
Log Angeles Yes
London Yes
London Yes
London Yes

Deleted On
(Al

02/08/2021 7:33 AM

Workspaces ¥

About

Disable Agent Synchronization

Yes

Yes

Yes

Yes

Yes

Yes

Yes

By default, the workspaces' meta-data regarding the Location and Billable status is synchronized by the
MaxBilling Admin Object Sync Agent, based on the information populated in the Workspaces' Keywords

field.

B Locations — the meta-data is synchronized by the MaxBilling Admin Object Sync Agent
automatically from the Workspaces' Keywords field using the following convention:
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o [Location name];

The first string value followed by a semi-colon in the Workspaces' Keywords field
will be shown in the MaxBilling -> Workspaces -> Location.

Workspace 001 Workspace
Workspace Details Search Indexes Fields Choices Layouts Views Tabs
Workspace Information Advanced Settings

Status ®) Active

Cold Storage
Manage
SQL Full Text Language English -
Workspace Admin Group
Production Restrictions -

Keywords [ London;]pillable} |

Notes

B Billable status — the meta-data is synchronized by the MaxBilling Admin Object Sync Agent
automatically from the Workspaces' Keywords field using the following convention:

o ; [Billable Status] ;

o Any string value containing '%bill%' between the first and the second semi-colon
in the Workspaces' Keywords field will be synced as Yes in MaxBilling ->
Workspaces -> Billable.

o Any string value containing '%no charge%' between the first and the second
semi-colon in the Workspaces' Keywords field will be synced as No in MaxBilling -
> Workspaces -> Billable.

o The Billable Status is synced as blank in all the other cases.
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Workspace 001 Workspace

Workspace Details Search Indexes Fields Choices Layouts Views Tabs

Workspace Information Advanced Settings

Status* @ Active

Cold Storage
Manage
SQL Full Text Language* = English -
Workspace Admin Group Select .
Production Restrictions -

Keywords Lond c

Motes

End users are allowed to disable the meta-data synchronization for specific workspaces or for all
workspaces. The synchronization can be disabled by either editing a single entry in Workspaces tab or
using the mass edit option and to continue maintaining the meta-data manually.

Edit 2 MXB Workspace
m MXE Workspace Layout v | &7

Default Category

Name:

Disable Agent
Synchronization:

] Billable: =

I:I Location: Select - Add

The 'Disable Agent Synchronization' option disables only the meta-data synchronization (Locations and
Billable Status) and does not affect the general Workspaces' information which is required for reporting
purposes.

The automatic synchronization can be disabled at any time.
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Reports

The billing Reports can be generated either manually, or automatically - see Scheduler section.

Once you generate a report, using the options in the Report Console, you can download the report as a
zip file, containing Excel and PDF files, send this zip file via email or generate invoices based on the
report. (see Download Report Files, Send Report files and Invoicing sections)

MaxBilling MaxBilling > Profiles ¥z Q ot | Y v
Dashboard Profiles Reports Invoices Schedules Work Settings Thresholds Workspaces About
WXE Profile Layout v | &7 Edit | Delete View Audil Record| 1 |of1
. (e == (] olale
PROFILE CONSOLE
Profile Info
& = I
Name: Al Clients Enabled: Yes
Workspace s
Admin Profile Type: Al Clients Currency: USD REIERER
Clients: Report Last Generated Date:  2/15/2021 7:41 AM Last Generated Reports
Description: Storage Type Configurations: Cold Storage All Clients (20210214-20210216)
Eepositooy All Clients (20210214-20210216)
Filter Workspaces: All Clients (20210214-20210216)

All Clients (20210209-20210210)
Pricing m S @Y 6 E | rems| 1 |-30r3) (GG
[

) Name Pricing Type Overwrite Type Workspaces Matters Clients Locations

Edit Default Pricing All Workspaces For Client

Edit Exclude Pricing Exclude Workspaces New Case Template
Relativity Starter Template
Sample Data Grid Workspace
Sample Workspace

(O  Edit  NYPricing Specific Locations Overlay New York

To generate a Report from Profile, open the Profile and click Generate Report(s) button in the Profile
console. Populate the fields.

B Select a Report Type:

e One aggregated report for all clients on the profile — to generate one single report
for all the Clients in the Profile.

e Separate reports for each client on the profile — to generate separate Single-client
reports for every client included in the profile.

e One aggregated report for the whole Relativity instance — to generate a single report
for all the clients in the Relativity® instance. This report type is applicable only for
profiles of Instance type.

B Start Date — specify the start day of the reported period
B End Date - specify the end day of the reported period
B Select Included Report Items:

e Breakdown by Workspaces — the report information will be displayed aggregated on
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a Workspace level in the Report layout

e Breakdown by Matter — the report information will be displayed aggregated on a
Matter level in the Report layout

e Breakdown by Client — the report information will be displayed aggregated on a
Client level in the Report layout

e Breakdown by Instance — the report information will be displayed aggregated on an
Instance level in the Report layout.

Breakdown by Instance is applicable only for Instance Type Reports with Instance
Type Profiles.

B Select a Logo —the logo will be displayed in the PDF report file (optional)

PDF report file is generated when ‘Separate reports for each client on the profile’ or ‘One
aggregated report for the whole Relativity instance’ are generated.

B Email Recipients — populate email recipients that will receive the report files once the report
generation is completed (optional)

MXB Pending Report Request Layout v i Cancel
Generate Report
Report Type:|  select.. - ReportLogo: |Select..
Start Date: - Email Recipients:
End Date: =
Included Report lem: | | gaject . v

Save. A report generation request is created and will be processed by the MaxBilling Report
Generator Agent.

MaxBilling =0,

MaxBilling MxE File Testing Documents Review Batches Reporiing ~ Case Admin  ~ Index Admin -~ Job Admi

Usage Data Profiles Reporis Invoices Schedules Work Settings Thresholds About

Q B All MXB Reports v [l Add widget
o 7 %%
# Artifact 1D State Name Type Billing Profile
= w|F.. (Al v Filter (Al v Filter
1084307 Generating ABC Billing Profile (20200301-20200401) Multiple Clients ABC Billing Profile

Note: Deleted Workspaces and Users are considered during the report generation. Once the date of
deletion is after the start billing period date, they will be included in the reports with the corresponding
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statistics information, except for Processing.

The Processing statistics is stored in the workspaces’ DB and once they are deleted, they are not
available.

All generated reports are listed under the Reports tab. The view includes general information for all
reports. To review detailed information for a specific report, click its name to open it.

MaxBilling =Q Alerts | Favorites + | Hi, Plamena

MaxBiling MxE File Testing Documents Review Baiches Reporting Case Admin  ~ Index Admin Job Admin  ~ Application Admin  ~ Workspace Admin

Usage Data Profiles Reports Invoices Schedules Work Settings Thresholds About

Q B All MXB Reports v |ul Add Widget | | = Mo Dashboard Selected v| @ Bport |~ | @
— @ M 1 |-273/273| |500 v |perpage =

# Artifact ID State Name Type Billing Profile Client Period Start Date Period End Date

= v|F. (Al v Filter (Al v Filter Filter (Al T (A

1094307 Generating ABC Billing Profile (20200301-20200401) Multiple Clients ABC Billing Profile All Clients on Profile 03/01/2020 12:00 AM 04/01/2020 12

2 1094254 Completed Test Invoicing {20200301-20200401) Single Client Test Invoicing Client 2 03/01/2020 12:00 AM 04/01/2020 13]
3 1094256 Completed Test Invoicing {20200301-20200401) Single Client Test Invoicing Client: it 03/01/2020 12:00 AM 04/01/2020 13]
4 1094255 Completed Test Invoicing (20200301-20200401) Single Client Test Invoicing VP Client 03/01/2020 12:00 AM 04/01/2020 12
5 1094253 Completed Test Invoicing (20200301-20200401) Single Client Test Inveicing Client 1 03/01/2020 12:00 AM 04/01/2020 12

To generate a Report Reports tab, navigate to MaxBilling Reports tab and click New MXB Report
button.

MaxBilling Ele} Alerts | Favorites « | Hi, Plamena
MaxBilling MxB File Tesling Documents Review Batches Reporiing  ~ Case Admin . Index Admin ~ ~ Job Admin  ~ Application Admin
Usage Data Profiles Reports Invoices Schedules Work Settings Thresholds About
Q B All MXE Reports v |nal Add widget | | = No Dashboard Selected v | O Export | v | E
— Yo 151 |-200/272| |50 ¥ |perpage (][] |
# Artifact ID State Name 4 | Type Billing Profile Client Period Start Date Period End Dat
= ¥ F.. (Al T Filter (Al T Filter Filter (Al A (Ally
175 1085522 Completed All Clients Billing Profile (20200403-20200406) Multiple Clients ABC Billing Profile All Clients 04/03/2020 12:00 AM 04/06/2020
on Profile
176 1085517 Completed All Clients Billing Profile (20200403-20200406)  Multiple Clients ABC Billing Profile All Clients 04/03/2020 12:00 AM 04/06/2020
on Profile

Select Profile and follow the steps described in Generate reports from a profile section.

New Pending Report Request vl Save and Back |RE Y

Create Report

Profile:| | gelect... ~
ReportType: | seject... v Reportlogo: | Select.. w
Start Date: . Email Recipients:
End Date: -
Included Report Item:|  Select .. v
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To create a new report from another report, open a completed Report and click New Report for Same
Profile button in the report console.

MaxBilling

Dashboard

Profiles Reports Invoices

MXE Report Layout v &

Report Info

Name: AllClients (20210214-20210216)
Billing Profile:  All Clients
Period Start Date:  2/14/202112:00 AM
Period End Date:  2/16/2021 11:59 PM
Generated Date:  2/15/2021 7:38 AM

Report Client:

Consider Repository Workspace: [

Consider Cold Storage: [

Breakdown by Workspaces

Client

(Al

Client C

Client B

Client B

Client C

Client Number | Matter

(Al (Al
CL-C Matter Z
CL-B Matter Y
CL-B Matter ¥
CL-C Matter Z

Schedules

Work Settings

MaxBilling > Reports 1¢

Thresholds

[ e | ot | zapomasons | vowrus

Matter Number | Workspace Na.™ | Workspace ID

(Al
00021
ooov1
ooy

000Z1

(Al
Workspace 12
Workspace 11
Workspace 009

Workspace 005

(Al

1018286

1018296

1018162

1018334

Workspace St...

(All)
Cold Storage
Cold Storage
Active

Active

Workspaces

Report Request:

Report Type:
Currency:
Subtotal:

Total Discount:

Grand Total:

State Message:

Storage Type
(Al

Cold Sterage

Cold Storage

Review

Review

About

Manual 2/15/2021 7:38:18 AM

Client: Al Clients on Profile

State: Completed;

Billable

(Al

Yes

Yes

usD
11.36
389

747

Completed

Multiple Clients

e i % H | tems| 1 [-13

Locations
(All)
Lendon
London
New Yark

London

Deleted On

)

::>_ New Report for Same Profile

Case Rollup

(Al

(or 13) (] [LIG]

Case Flow

)

CTRL+ ﬁv [

Record| 2 |of4 [i][][5]

REPORT CONSOLE

Download Report Files:

Refresh Page

There are no invioces
generated for this report yet

Follow the steps described in Generate reports from a profile section.

The following information is provided for each report:

B Name - the name of the report consists of the corresponding Profile name and the reported

period.

Billing Profile — the profile that was used upon the Report generation

Period Start Date — the beginning of the reported period

Period End Date — the end of the reported period

Generated Date — the time when the report was generated

Consider Repository Workspace — indicates if the Storage Type Configuration Repository
option was enabled in the Profile during the report generation (for more information see

Profile Fields)
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B Consider Cold Storage — indicates if the Storage Type Configuration Cold Storage option was
enabled in the Profile during the report generation (for more information see Profile Fields)

B Report Request — shows details about the report generation request

B Client —the Client that refers to the report information

B Report Type — the report type that was selected upon the Report generation
B Currency — currency that was used in the billing Profile.

B Subtotal — the currency amount of all billing items without discounts and Minimal or
Maximal Caps

B Total Discount — the sum of the discounted currency value

B Grand Total — the total currency amount of all billing items after applying any discounts and
Minimal or Maximal Caps

B State — the state of the report

B State Message — additional information referring to the report’s state
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MaxBilling MaxBilling > Reports ¥ Q

Dashboard Profiles Reports Invoices Schedules Work Settings Thresholds Workspaces About
Report Info
Name: All Clients (20210214-20210216) Report Request: Manual 2/15/2021 7:38:18 AM
Billing Profile:  All Clients Client: Al Clients on Profile
Period Start Date:  2/14/2021 12:00 AM Report Type:  Multiple Clients

Period End Date:  2/16/2021 11:59 PM Currency: USD

Generated Date:  2/15/2021 7:38 AM Subtotal: 11.36
Report Client: Total Discount:  3.89

Grand Total: 747

Consider Repository Workspace: [ State: Completed;

Consider Cold Storage: [ State Message: Completed

Breakdown by Workspaces

— @7 % B | ttems| 1 -13(of 13) [i] ][]

[ Client Client Number | Matter Matter Number = Workspace Na.™ | Workspace ID Workspace St... | Storage Type Billable Locations Deleted On Case Rollup Case Flow
(Al ()] (Al [ (Al [ (AN (All) (AN (Al [ (Al (AN
[C] ClientC CLC Matter Z 000Z1 Workspace 12 1018286 Cold Storage Cold Storage Yes London 0.08
[C] ClientB CL-B Matter Y ooyl Workspace 11 1018296 Cold Storage Cold Storage Yes London 0.08
[C] ClientB CL-B Matter Y ooyl Workspace 009 1018162  Active Review Yes New York 1.90
[] ClientC CLC Matter Z 000Z1 Workspace 005 1018334 Active Review Yes London 0.00
[] ClientC CLC Matter Z 000Z1 Workspace 004 1018204 Active Review Yes New York 1.20
[ Clientc CL-C Matter Z 000zl Workspace 003 1018225 Active Review Yes London 0.50

The Report Breakdown provides information about the included Workspaces, Matters or Clients along
with the currency calculation about each billing category and the final calculations.

For detailed information about the billing items of all categories, click the name of the Workspace,
Matter, Client or Instance in the report breakdowns. The report information is displayed under the
corresponding billing categories.
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ManxBilling

MxB Report Breakdown Layout v | &

Report Breakdown

Name:

Breakdown Type:

1018286 - Workspace 12

: Breakdown By Workspace

Case Rollup: 0.08

Case Flow:

0.00

Analytics: 0.00

Processing:
Users:

Tasks:

Case Rollup Case Flow

O Name

(] Publish Data File Size

Linked Total Billable File Size

000
000
000

Analytics Processing Processing Per Set

Friendly Name Billing Code

Total File Size + Text Only X333

Linked Size in Review X444

Users Tasks

Pricing Unit

GB

GB

w

Charge Level

Usage

Workspace Peak

Workspace Peak

Subtotal: 0.08
Discount: 0.00
Total: 0.08
Unit Price Subtotal
003 250
000 10.00

lad

Discount

Ve HE
Total

0.00

0.00

CTRL+ ﬁ v

of 1 ][]

Record| 1

tems | 1

-2 (of 2) []

Billable

008 Yes

000 Yes

To download the report files, open a Report and click Download Report Files button in the report

MaxBilling MaxBilling > Reports ¢ Q
Dashboard Profiles Reports Invoices Schedules Work Settings Thresholds Workspaces About
Report Info
Name: Al Clients (20210214-20210218) Report Request: Manual 2/15/2021 7.38:18 AM
Billing Profile: Al Clients Client: Al Clients on Profile
Period Start Date:  2/14/2021 12:00 AM Report Type:  Multiple Clients
Period End Date:  2/16/2021 11:59 PM Currency: USD
Generated Date:  2/15/2021 7:38 AM Subtotal: 1136
Report Client: Total Discount:  3.89
Grand Total: 7.47
Consider Repository Workspace: [/ State:  Completed;
Consider Cold Storage: [/ State Message: Completed
Breakdown by Workspaces
- 6 HE | tems
[0 client Client Number | Matter Matter Number | Workspace Na.t | Workspace ID | Workspace St... | Storage Type Billable Locations Deleted On
(All) (Al (All) (All) (Al (All) (Al (All) (All) (Al (All)
[ ClientC cL-C Matter Z 000Z1 Workspace 12 1018286 Cold Storage Cold Storage Yes London
[ clientB CL-B Matter Y 000Y1 Workspace 11 1018296 Cold Storage Cold Storage Yes London
] ClientB CLB Matter Y 000Y1 Workspace 009 1018162  Active Review Yes New York
[J ClientC CL-C Matter Z 000Z1 Workspace 005 1018334 Active Review Yes London

1

=

- 13 (of 13) [i]
Case Rollup

(Al

ED|

Case Flow

(Al

S SV
Record| 2 [ofd [i][{][5
REPORT CONSOLE

New Report for Same Profile

Refresh Page

There are no invioces
generated for this report yet

A zip file containing Excel and PDF files with the corresponding billing information is downloaded.

B Report Summary (Client Breakdown).pdf — PDF report file is generated when ‘Separate

reports for each client on the profile’ or ‘One aggregated report for the whole Relativity
instance’ are generated.
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Client Name

Currency

Grand Total

Workspsces

1017522 - Client 2
Billing Item
Total File Size Friendly Name '

[ Anaiytics |

Billing Item

CA Non Native Documents Size ?
CA Non Native Documents Size ?
CA Total Documents 3

User ID User

Report for All Clients (2/1/2020-2/4/2020)

Client 2

usos

63.21

Maxailling

Report Period Start Date

Report Period End Dste

Report Generated On

1022800 - MaxBilling; 1022888 - Workspace 3; 1022088 - DG Workspaoce; 1020045 - Workspace 1

Billing Code
X999

Billing Code

X306
X306
X306

Billing
Code

[ Case Rotup | Anstytics | Users |
Unit Usage
GB 169
Unit Usage
KB 0.00
Count 0.00
In Whole 0.00
Charge
User Type Level

Charge Type

2/172020 12:00:00 AM

2/472020 12.00:00 AM

2/3/2020 4:57.38 PM

Client Total: =52
Unit Price Total
9.00 1521

Case Rollup Total : 15.21

Unit Price Total
1.00 0.00

1.00 0.00

1.00 0.00
Analytics Total: 0.00

Charge Group Price

B Report Summary (Workspace Breakdown).xlsx — the file contains summarized report
information on a Workspace basis.

o Report Information — displays the report general information

A B C D E
1 Report Information |
2 |Name: All Clients (20210214-20210216) Client: All Clients on Profile
3 |Billing Profile: All Clients Report Type: |Multiple Clients
4 |Period Start Date: 02/14/2021 Currency: UsD
5 |Period End Date: 02/16/2021 Subtotal: 11.36
6 Generated Date: 02/15/2021 Total Discount 3.89
7 | Grand Total: 747
8 i

Report Information | Breakdown by Workspaces | ®

o Breakdown by Workspaces — displays the currency amounts for each billing
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category along with additional information regarding the corresponding Matters,
Clients and the storage type of the workspaces.

A B C
1 |Client IClient Number ‘Matter

D E
|Matter Number‘Workspace Name

F G H 1 1 K L M N (o] P
‘Workspace ID ‘Storage Typelcase Rolluﬂ Case FIow‘AnaIyticsfProcessing‘Users‘Tasks‘SubtotallDiscountAmountlTotal ‘

©OTSD Software, Ltd | MaxBilling 4.7 User Guide - 45

8 ClientC CL-C Matter Z 000Z1 1018225 - Workspace 003 1018225 Review 0.5 0 o o 0 o 0.5 0 0.5
9 ClientC CL-C Matter Z 00071 1018281 - Workspace 001 1018281 Repository 0.66 0 0 0 0 0 2 134 0.66
10 ClientC CL-C Matter Z 0001 1018286 - Workspace 12 1018286 Cold Storage 0.08 0 0 0 0 0 0.08 0 0.08
11 ClientC CL-C Matter Z 000721 1018334 - Workspace 005 1018334 Review [t} 0 0 0 0 0 0 o 0
12 [ClientB CLB Matter ¥ 000Y1 1018162 - Workspace 003 1018162 Review 19 0 o o 0 o 19 0 19
13 ClientB CL-B Matter X 000X1 1018295 - Workspace 002 1018295 Repository 125 0 o o 0 o 3.8 255 125
14 Client B CL-B Matter Y 000Y1 1018296 - Workspace 11 1018296 Cold Storage 0.08 0 0 0 0 0 0.08 0 0.08
Report Information Breakdown by Workspaces @- 4 »

B Detailed Report Summary (Client Breakdown).xlsx — the file displays the report information
for each Client in a separate Excel tab

A B = D E F G H 1 J K
1 Report Information |
2 |Name: All Clients {20210214-20210216) ReportType: |Multiple Clients
3 |Billing Profile: All Clients Currency: usD
4 |Period Start Date: 02/14/2021 Subtotal: 11.36]
5 |Period End Date: 02/16/2021 Total Discount: 3.89
6 |Generated Date: 02/15/2021 Grand Total: 7.47|
7 |Client: Client C
& |Client Number: cLc
9 |Matters: Matter Z
10 | Matter Numbers: 00071
1
12
13 Items.
14 |Name Friendly Name Billing Code Pricing Unit Usage Unit Price Subtotal Discount Total Billable Item Description
15 |Publish Data File Size Total File Size + Text Only X333 GB 0.55 10 5.5 1.34 4.16 True The peak size of the Published files.
16 |Linked Total Billable File Siz¢ Linked Size in Review X444 GB 0 10 o 0 0 True  Total data that has been promoted into the Workspace
17 |Publish Data File Size Total File Size + Text Only X333 GB 0.03 2.5 0.08 0 0.08 True  The peak size of the Published files.

B ExportData.xlsx — the file displays detailed report information on a billing item level grouped
by Workspaces

A B C D E F G H 1 J K L M N o P Q
1 |Date Iclient Number Matter Number Client Name Matter Name Workspaceld Workspace Storage Type Timekeeper E-Code Cost Code Friendly Name Billing Code Pricing Unit Usage Unit Price Subtotal
11| 02/15/2021 CL-C 000Z1 ClientC Matter Z "1018204 Workspace 004  Review Default Timek'789 " Linked Size in Revie\ X444 GB 0 10 0
12| 02/15/2021 CL-C 00021 ClientC Matter Z 'IDIBZUB MaxBilling Review DafaultTimak'lZa 5156 Total File Size + Text X333 GB 0.18 10 1.8
13| 02/15/2021 CL-C 00021 ClientC Matter 2 "1018208 MaxBilling Review Default Timek789 "aaa Linked Size in Revie X444 GB 0 10 0
14| 02/15/2021 CL-C 000Z1 ClientC Matter Z "1018225 Workspace 003 Review Default Timek123 Tas6 Total File Size + Text X333 GB 0.05 10 0.5
15| 02/15/2021 CL-C 00021 ClientC Matter Z "018225 Workspace 003 Review Default Timek'789 T4 Linked Size in Reviey X444 GB 0 10 0
16 | 02/15/2021 CL-C 00021 ClientC Matter 2 "1018281 Warkspace 001  Repository Default Timek'123 "as6 Total File Size + Text X333 GB 0.2 10 2
17| 02/15/2021 CL-C 000Z1 it C MatterZ "1018286 Workspace 12 Cold Storage Default TimeK123 s Total File Size + Text X333 GB 0.03 2.5 0.08
18| 02/15/2021 CL-C 00021 ClientC Matter Z "018286 Workspace 12 Cold storage Default Timek'789 T4 Linked Size in Reviey X444 GB 0 10 0
19 | 02/15/2021 CL-C 00021 ClientC Matter 2 "1018334 Warkspace 005 Review Default Timek'123 "as6 Total File Size + Text X333 GB 0 10 0
20| 02/15/2021 CL-C 000Z1 ClientC MatterZ "018334 Workspace 005 Review Default Timek789 Taas Linked Size in Revie) X444 GB 0 10 0
21| 02/15/2021 CL-B 000Y1 ClientB Matter Y '1013162 Workspace 009 Review Default TimEk'lZS 5156 Total File Size + Text X333 GB 0.19 10 19
22| 02/15/2021 CL-B 000Y1 ClientB Matter Y "1018162 Warkspace 009 Review Default Timek'789 "aaa Linked Size in Revie) X444 GB 0 10 0
23| 02/15/2021 CL-B 000X1 ClientB Matter X "1018295 Workspace 002  Repository Default Timek123 Gss Total File Size + Text X333 GB 0.38 10 3.8
24| 02/15/2021 CL-B 000Y1 ClientB Matter Y 'IDIBZBE' Workspace 11 Cold storage Default TimEk'lZS :lﬁﬁ Total File Size + Text X333 GB 0.03 25 0.08
25| 02/15/2021 CL-B 000Y1 ClientB Matter Y "1018296 Warkspace 11 Cold Storage Default Timek'789 "aaa Linked Size in Revie) X444 GB 0 10 0

B ExportData-Matters.xlsx — the file displays detailed report information on a billing item level
grouped by Matters

A B = D E F G H | J K L M N Q P Q R

1 |Date _Client Number Matter Number Client N\ame Matter Name Timekeeper E-Code Cost Code Friendly Name Billing Code Pricing Unit Usage Unit Price Subtotal Discount Total Billable ltem Name

2 | 02/15/2021 0001 0001 Relativity Tem; Relativity Template Default Timekeeper 123 456 Total File Size + Te X333 GB 0 10 0 0 0True  Publish Data File Size

3 | 02/15/2021 0001 0001 Relativity Tem; Relativity Template Default Timekeeper 789 444 Linked Size in Revi X444 GB 0 10 0 0 0 True Linked Total Billable File
4 | 02/15/2021 CL-C 000Z1 ClientC Matter Z Default Timekeeper 123 438 Total File Size + Te X333 GB 0.55 10 5.5 1.34 416 True  Publish Data File Size

5 | 02/15/2021 CL-C 000Z1 ClientC Matter Z Default Timekeeper 789 444 Linked Size in Revi X444 GB 0 10 0 0 0 True Linked Total Billable File
6 | 02/15/2021 CL-C 000Z1 ClientC Matter Z Default Timekeeper 123 438 Total File Size + Te X333 GB 0.03 25 0.08 0 0.08 True  Publish Data File Size

7 | 02/15/2021 CL-B 000Y1L ClientB Matter Y Default Timekeeper 123 436 Total File Size + Te X333 GB 0.19 10 19 0 1.9True Publish Data File Size

8 | 02/15/2021 CL-B 000Y1L ClientB Matter Y Default Timekeeper789 444 Linked Size in Revi X444 GB ) 10 0 0 0 True Linked Total Billable File
9 | 02/15/2021 CL-B 000Y1L ClientB Matter Y Default Timekeeper 123 436 Total File Size + Te X333 GB 0.03 25 0.08 0 0.08 True  Publish Data File Size
10| 02/15/2021 CL-B 000X1 ClientB Matter X Default Timekeeper 123 436 Total File Size + Te X333 GB 0.38 10 3.8 2.55 1.25True  Publish Data File Size

B ExportData-Clients.xlsx — the file displays detailed report information on a billing item level
grouped by Clients
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A B C D E F G H 1 J K L M N o P Q R S

1 |pate lCIiEntNumber Client Name Timekeeper E-Code Cost Code Friendly Name Billing Code Pricing Unit Usage Unit Price Subtotal Discount Total Billable Item Name Item Descriptior
2 02/15/2021 0001 Relativity Template Default Timekeeper 123 456 Total File Size + Text Only X333 GB 0 10 0 0 0 True Publish Data File Sizi The peak size of
3 | 02/15/2021 0001 Relativity Template Default Timekeeper 789 444 Linked Size in Review xa44 GB 0 10 0 0 0 True  Linked Total Billable Total data thath
4 02/15/2021 CL-C ClientC Default Timekeeper 123 456 Total File Size + Text Only X333 GB 0.55 10 5.5 1.34 4.16 True Publish Data File Sizi The peak size of
5 | 02/15/2021 CL-C ClientC Default Timekeeper 789 444 Linked Size in Review X444 GB 0 10 0 0 0 True  Linked Total Billable Total data thath
6 02/15/2021 CL-C ClientC Default Timekeeper 123 456 Total File Size + Text Only X333 GB 0.03 25 0.08 0 0.08 True Publish Data File Sizi The peak size of
7 02/15/2021 CL-B ClientB Default Timekeeper 123 456 Total File Size + Text Only X333 GB 0.57 10 5.7 2.55 3.15 True Publish Data File Sizi The peak size of
8 02/15/2021 CL-B ClientB Default Timekeeper 789 444 Linked Size in Review X444 GB 0 10 0 0 0 True Linked Total Billable Total data that h
9 02/15/2021 CL-B ClientB Default Timekeeper 123 456 Total File Size + Text Only X333 GB 0.03 25 0.08 0 0.08 True Publish Data File Sizi The peak size of

Note: "' " symbol is added automatically in the beginning of each cell, that contains text, in all
the excel report files, to prevent potential formula injection.

To send the report via email, open a Report and click Send via Email button in the report console.

MaxBilling MaxBilling > Reports 1% Q CTRL+ S:? v
Dashboard Profiles Reports Invoices Schedules Work Settings Thresholds Workspaces About
REPORT CONSOLE
Report Info
New Report for Same Profile
Name: All Clients (20210214-20210216) Report Request: Manual 2/15/2021 7:38:18 AM
Billing Profile: All Clients Client: All Clients on Profile
Period Start Date:  2/14/2021 12:00 AM Report Type:  Multiple Clients m
Period End Date:  2/16/2021 11:59 PM Currency: USD _
Generated Date:  2/15/2021 7:38 AM Subtotal: 11.36
Refresn Page
Report Client: Total Discount:  3.89
Grand Total: 7.47 There are no invioces
generated for this report yet
Consider Repository Workspace: [/ State: Completed;
Consider Cold Storage: [/ State Message: Completed

Breakdown by Workspaces

@YV BE  tems 1 |-130013) [(EGEE

[ Client Client Number | Matter Matter Number | Workspace Na.T | WorkspaceID | Workspace St... | Storage Type Billable Locations Deleted On Case Rollup Case Flow
(Al (Al (Al (Al (Al (Al (A (Al (A (Al (Al (Al (Al

(] ClientC CLC Matter Z 00021 Workspace 12 1018286 Cold Storage Cold Storage Yes London 0.08

(] clientB CLe Matter Y 0ooY1 Workspace 11 1018296 Cold Storage Cold Storage Yes London oos8

(] ClientB CL-B Matter Y 000Y1 Workspace 009 1018162 Active Review Yes New York 1.90

Enter recipient's email(s) and click Save and Back.

MXE Email Request Layout v i

Send Email Request

Email recipients
Separate by semi-colon:

Note: You need to have SMTPServer, SMTPPort and AuthenticationEmailFrom Instance settings properly
set to send reports via email.
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http://192.168.1.191/Relativity/Admin/InstanceSetting/View.aspx?AppID=-1&ArtifactID=1015862&SelectedTab=null
http://192.168.1.191/Relativity/Admin/InstanceSetting/View.aspx?AppID=-1&ArtifactID=1015861&SelectedTab=null

Invoices

Invoicing functionality allows flexibility of invoicing process by applying a variety of custom options:

B Link (map) Workspaces, Matters or Clients to a specific attorney — Invoice Mappings.

B Run multiple invoices for one report with just one click

B Specify the fields and the wording that will appear in the generated invoices

B Specify what will be the invoice items

B Generate the invoices along with the report generation in one process

B Schedule the generation of the invoices

B Specify the email recipient for each invoice

B Apply one-time invoice setting to overwrite the default settings for occasional invoice

generations without the need to edit the default mapping.

To generate Invoice for a report manually, open the report that you want to generate invoices for. Click

Generate Invoice button in the Report console.

MaxBilling MaxBilling > Reports ¥
Dashboard Profiles Reports Invoices Schedules Work Settings Thresholds Workspaces About
Report Info
Name: All Clients (20210214-20210216) Report Request: Manual 2/15/2021 7:38:18 AM

Billing Profile: Al Clients Client:  All Clients on Profile

Period Start Date:  2/14/2021 12:00 AM Report Type: Multiple Clients

Period End Date:  2/16/2021 11:59 PM Currency: USD

Generated Date:  2/15/2021 7:38 AM Subtotal: 1138
Report Client: Total Discount:  3.89

Grand Total: 7.47
Consider Repository Workspace: [/ State: Completed;

Consider Cold Storage: [/ State Message: Completed

Breakdown by Workspaces

<7 %H
[ Client Client Number | Matter Matter Number | Workspace Na.T | Workspace ID | Workspace St... | Storage Type Billable Locations
(Ally (Al (AN (AN (AN (AN (A (AN (All) (All)
[ ClientC cL-C Matter Z 000Z1 Workspace 12 1018286 Cold Storage Cold Storage Yes London
[ ClientB CLB Matter Y 000Y1 Workspace 11 1018296 Cold Storage Cold Storage Yes London

Complete the following fields:

B Invoice Type:
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Record| 2 |ofd[i]

REPORT CONSOLE

New Report for Same Profile

Download Report Files

Generate Invoice

Refresh Page

There are no invioces
generated for this report yet

13 (o1 13) [J[OGIGY

Case Flow

(A

008

0.08



e For the Whole Report — one invoice will be generated for the whole report

e For Clients — a separate invoice will be generated for each of the Clients included in

the report.

This option is applicable for reports which were generated with Client, Matter and
Workspace breakdown.

e For Matters — a separate invoice will be generated for each of the Matters included in

the report.

This option is applicable for reports which were generated with Matter and
Workspace breakdown.

e For Workspaces — a separate invoice will be generated for each of the Workspaces
included in the report.

This option is applicable for reports which were generated with Workspace

breakdown.

B Invoice Template: select from Invoice Templates predefined by you (see Invoice Templates

section).

The Templates determine the contents in the Issuer section and General information section
of the invoice as well as how the report information will be presented.

e For reports which were generated with Breakdown by Workspaces report, you can
use Report, Workspace and Individual Iltem types of Template.

e For reports which were generated with Breakdown by Matters report, you can use
Report, Matter and Individual Items types of Template.

e For reports which were generated with Breakdown by Clients report, you can use
Report, Clients and Individual Items types of Template.

e For reports which were generated with Breakdown by Instance report, you can use
Report and Individual Item types of Template.

Allowed Invoice Type / Invoice Template / Report Breakdown combinations:

Invoice type Template type Report Breakdown
For the Whole Report Individual Report/Pricing items Workspace

For the Whole Report Workspace Workspace

For the Whole Report Report Workspace

For the Whole Report Individual Report/Pricing items Matter

For the Whole Report Matter Matter

For the Whole Report Report Matter
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For the Whole Report Individual Report/Pricing items Client

For the Whole Report Client Client

For the Whole Report Report Client

For the Whole Report Individual Report/Pricing items Instance
For the Whole Report Report Instance
For Workspaces Individual Report/Pricing items Workspace
For Workspaces Workspace Workspace
For Matters Individual Report/Pricing items Workspace
For Matters Individual Report/Pricing items Matter

For Matters Matter Matter

For Matters Report Matter

For Clients Individual Report/Pricing items Workspace
For Clients Individual Report/Pricing items Matter

For Clients Individual Report/Pricing items Client

For Clients Client Client

For Clients Report Client

If you want to create separate invoices for your Clients but to use Workspace invoice template or
Matter invoice template, you can generate reports with type Separate reports for each client in the
profile and then to select Invoice Type "For the Whole Report".

B Recipient Information - select what type of information you need to be populated in the
Receiver’s section of the invoice:

e Use invoice mapping — The receiver information will be populated according to the
Attorney Information which is set in the Invoice Mappings

e Apply One-time recipient information - If you want to create an invoice occasionally
for a one-time recipient and you will specify the receiver information ad hoc.

Ten additional fields appear to specify the receiver’s information.

¢ Relativity Client Information — Matter/Client name and number will be displayed in
the Receiver’s section in the invoice.

If you generate an invoice with type ‘For the whole report’ and select the ‘Relativity Client
Information’ option, the Receiver’s section in the Invoice will be blank.

B Additional Information - select from the same options available for Recipient Information.

The field determines what type of information to be populated in the Additional Information
section of the invoice. (optional)

Additional Information section is displayed in the Invoice pdf only when this field was
populated upon the Invoice generation.
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B Invoice Mapping Type - select a Mapping type if you have selected Use invoice mapping
option in the Recipient Information field or in the Additional Information field as well as if
you are going to use Send Invoice to Mapped Attorneys option (see Invoice Mapping
section)

B Send Invoice to Mapped Attorneys - the generated invoices will be sent to the mapped
Attorneys according to the Invoice Mappings.

B Email Recipients - you can send the Invoices occasionally to specific email addresses,
independantly from the ‘Send Invoice to Mapped Attorneys’ option. A .ZIP file containing all
the Invoices will be sent to the specified email recipients.

MXE Invoice Request Layout w f Cancel

Invoice Request

Invoice Type:| | Salect w
Invoice Template: | | splect -
Recipient Information: | | gajact w
Additional Information: | gaject -

Invoice Mapping Type: | Select..

Send Invoice to Mapped

Attorneys: .

Email Recipients
Separate by semi-colon:

Once you click Save, the Invoice generation request is created and will be picked up by the MaxBilling
Invoice Generator Agent.

All generated invoices are available for review, download and additional sending under Invoices tab.

MaxBilling =0Q Alerts | Favorites v | Hi, Plamen:
MaxBilling MxB File Testing Documents Review Batches Reporting -~ Case Admin Index Admin -~ Job Admin  ~ Application Admin  ~ Workspace Admin  ~
Usage Data Profiles Reports Invoices Schedules Work Settings Thresholds About
Q B+ All MXB Customizable Invoice RDC | v |l_|| Add Widget | = No Dashboard Selected v | [ Export | ~ |
— i) 1 |-277/277| |500 ¥ |perpage
# Name Invoice Number Grand Total Default Tax Net Total Currency Issued Date Payment Due Date
Filter Filter = v Filter = v Filter = v| Filter Filter (Al v Filter
Invoice RELONEQOD096 for client: 0002 RELONEOQ00096 23015.36 1302.76 2171260 USD 04/15/2020 1:09 PM  05/15/2020
2 Invoice RELONEQ0D095 for client: 0002 RELONEOQ00095 23015.36 1302.76 2171260 USD 04/15/2020 1:04 PM  05/15/2020
3 Invoice RELONE00D0%4 for workspace: Test WS in Progress RELONEQ00094 0.00 0.00 000 USD 04/15/2020 1215 PM  05/15/2020
4 Invoice RELONEOOD093 for workspace: New WS with one user RELONEQOO093 0.00 0.00 0.00 USD 04/15/2020 12:15 PM  05/15/2020
5 Invoice RELONE000092 for workspace: DG Workspace RELONEQ00092 0.00 0.00 0.00 USD 04/15/2020 12:15 PM  05/15/2020
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To download Invoices in PDF files, open an invoice and click Download PDF button in the Invoice
Console.

B

MaxBilling

Alerts | Favorites + | Hi, Plamen

MxB File Te

MaxBilling Documents Review Baiches Reporting - in - Index Admin  ~ Job Admin  ~ Application Admin  ~ Workspace Admin  ~

Usage Data Profiles Reports Invoices Schedules Work Settings

MXE Customizable Invoice Layout v f

Record| 1 |of277 [i][x

. INVOICE CONSOLE
Invoice Info
Download PDF

General Information Section
General Information

Title: Send via Email

Inveice Title: RelativityOne Hosting Currency: USD Send via Email (with Report)

Refresh Page

Name: Invoice RELONEDOQO9S for client 0002 Issued Date:  4/15/2020 1:09 PM
Invoice Number: RELOMNEOQ0DS6 Payment Due Date: 05/15/2020
Period Start Date:  3/1/2020 12:00 AM Payment Method:
Period End Date:  4/1/2020 12:00 AM Payment Term: Net 30

Buyer and Seller Info
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ISSUER
Company: TSD Software
Address: 5600 Troyan, 51
Rakovski Str
Phone: +359 885 642418
Tax ID: 11122233
Bank Account: BG24FINVTSD11TTSS
DD999

Client Name:
Matter Name:
Client Number:
Matter Number:
ltem# Item Name
1 Workspace 009
1.1 Hosting Service
1.2 Project Management fees
1.3 User License

2 Workspace 11

2.1 Hosting Service

Maxailling

BILL TO
Attorney:: John Smith
Contract ID:: CX-999-888
Domain:: tsd.com

Additional Information

Measure

GB

Hour

User

GB

GENERAL INFORMATION

Title: INVOICE
Invoice Number: TSD-01-027
Date of Invoice: 03/31/2021
Billing Period: 03/01/2021-03/31/2021
Due Date: 04/30/2021
Payment Term: Net 30
Payment Method: Wire Transfer
Currency: uUsD
ClientB
Matter Y
CL-B
000Y1
Quantity Unit price Item Total
0.19 10.00 1.90
0.00 0.00 0.00
2.00 90.00 180.00
0.03 267 0.08
Net Total: 181.98
No Tax: 0.00
Grand Total: 181.98

To download multiple invoices to a ZIP file, navigate to the Invoices tab, select Invoices and use the
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Download PDFs mass operation.

MaxBilling MaxBilling > Invoices ¥ Q
Dashboard Profiles Reports Invoices Schedules Work Settings Thresholds Workspaces About
Q) | B All MXB Customizable Invoice RDOs [ Add Widget

e I 1 [-18 of 1
# Artifact ID Status Name Invoice Number
= v | Filter (All) v Filter Filter

1 1060080 Completed Invoice TSD-01-043 for matter: CL-C.0002Z1 TSD-01-043

2 1060050 Completed Invoice TSD-01-042 for matter: CL-B.000X1 TSD-01-042

3 1060049 Completed Invoice TSD-01-041 for matter: CL-B.000Y1 TSD-01-041

4 1060048 Completed Invoice TSD-01-040 for matter: CL-C.000Z1 TSD-01-040

5 1060010 Completed Invoice TSD-01-039 for workspace: Workspace 11 TSD-01-039

5] 1060009 Completed Invoice TSD-01-038 for workspace: Workspace 002  TSD-01-038

7 1060008 Completed Invoice TSD-01-037 for workspace: Workspace 009  TSD-01-037

8 1060007 Delete mpleted Invoice TSD-01-036 for workspace: Workspace 005 TSD-01-036

=] 1060006 Export to File mpleted Invoice TSD-01-035 for workspace: Workspace 12 SD-01-035

10 1060005 mpleted Invoice TSD-01-034 for workspace: Workspace 001  TSD-01-034

Download PDFs
Checked (18) = Delete ~ Download PDFs
A .zip file with PDFs for the selected invoices is downloaded.
» Downloads » CombinedlnvoicePdfs-20200415 120648 v O Sear
.

MName v Type Compress..  Password ...  Size Ratio
@ Invoice TSD499 for workspace DG Workspace PDF File 22KB No 27TKB  20%
@ Invoice TSD500 for workspace New W5 with one user PDF File 22KB Mo 27KB  20%
@ Invoice TSD501 for workspace Test WS in Progress PDF File 22KB No 2TKB 20%
@ Invoice TSD502 for werkspace Workspace 2 PDF File 20KE Mo 26KE  23%
@ Invoice TSD503 for workspace Workspace 4 PDF File 20KE Mo 26KE  23%

To send the invoice via email, open an Invoice and click Send via Email button in Invoice Console.

Populate Email Recipients field and click Save and Back.

CTRL+/ ﬁ w ‘

== NoDashboard S.. »

25 ~| perpage
Grand Total

= v

Filter
183424
181.25
181.98
348424
0.08
181.25
181.90
0.00
0.08
0.66

Default Tax

= v

Filter

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Total: 18

To send the invoice via email along with the corresponding Report, open an Invoice and click Send via
Email (with Report) in the Invoice Console.

To download Invoice Report Excel file, open a Report and click Download Invoice Report button in the
Report console.

Note: Download Invoice Report button is active for reports with Workspace, Matter and Client
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breakdown, if there were some generated Invoices out of them.

MaxBilling

Dashboard Profiles Reports Invoices

MXE Report Layout v | &7

Report Info

Name:

Billing Profile:
Period Start Date:
Period End Date:
Generated Date:

Report Client:

All Clients (2021021
All Clients

2/14/2021 12:00 AM
2/16/2021 12:00 AM

2/15/2021 7:41 AM

Consider Repository Workspace: [/

Consider Cold Storage: [/

Breakdown by Matters

[ client Client Number | Matter
(All) (All) (All)

[ clientB CL-B Matter X

[ ClientB cLB Matter Y

Schedules

4-20210216)

+ | Matter Number | Locations

(Al

000X1

oooy1

MaxBilling

Work Settings Thresholds

Reports ¥ Q

Workspaces About

[ ot | sect | ot permimions | viewues

Report Request: Manual 2/15/2021 7:41:34 AM
Client: Al Clients on Profile
Report Type: Multiple Clients
Currency: USD
Subtotal: 11.36
Total Discount: 3.89
Grand Total: 7.47
State: Completed,

State Message: Completed

@V % HE | tems| 1 [-4

Case Rollup Case Flow Analytics Processing Users Tasks
(A (A (AN (AN (AN (AN (AN
Londaon 125 0.00 000 0.00 0.00 0.00
New York, 1.98 0.00 0.00 0.00 0.00 0.00

A zip file with the Invoice Report Excel file is downloaded.

MName

-~

@ InvoiceReport-Matters

» Downloads » InvoiceReport-4382619.zip

Type

Microsoft Excel Worksheet

Compressed size

CTRL/ ﬁv ‘

Record| 1 |of 4 [k][<][3]

REPORT CONSOLE

New Report for Same Profile

Refresh Page

Last 5 Generated Invoices
Invoice #01-004 (02/15/2021)
Invoice #01-00: /2021)

Invoice #01-00: /2021)

Invoice #01-001 ( /2021)

Download Invoice Report

The Invoice Report contains details about the Invoices that were generated out of the Report along
with the corresponding Report items information, aggregated according to the breakdown that was
used in the Report (Workspace/Matter/Client).

The Invoice information is displayed in the following designated columns, placed in the beginning of the

file:

B Invoice Number — the number of the Invoice that refers to the corresponding Report item

B Invoice Date — the generation date of the Invoice that refers to the corresponding Report
item

B Invoice Tax Rate — the tax rate of the Invoice that refers to the corresponding Report item

B Invoice Tax Value — the total tax value in the Invoice that refers to the corresponding Report
item

B Invoice Grand Total — the grand total of the Invoice that refers to the corresponding Report
item

B Invoice Currency — the currency used in the Invoice that refers to the corresponding Report
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item
B Billing Period Start Date — the start date of the billing and invoicing period

B Billing Period End Date — the end date of the billing and invoicing period

A B C D E F G H
1 |Invoice Number Invoice Date Invoice Tax Rate Invoice Tax Value Invoice Grand Total Invoice Currency  Billing Period Start Date  Billing Period End Date
2 |RELONEDODODOL 04/13/2020 6.00% 5.20 9180 UED 04,/10/2020 04,/13/2020
3 |RELOMEDODODDOZ 04,/13/2020 6.00% 473 83.53 USD 04,/10/2020 04,/13/2020
4 |RELONEOODODO3 04,/13/2020 6.00% 5.80 102.40 USD 04,/10/2020 04,/13/2020
5 |RELONECODODO4 04,/13/2020 B.00% 4525 798.45 |/ USD 04,/10/2020 04,/13/2020
6 |RELOMNEDDDDOOS 04,/13/2020 6.00% 226.61 4003 .41 USD 04/10/2020 04/13/2020
7 |RELONEOODODOS 04,/13/2020 6.00% 226.61 4003.41 USD 04,/10/2020 04,/13/2020

The information in the rest of the columns in the Invoice Report file refers to the corresponding
ExportData report file.

Schedule

The MaxBilling Schedule allows you to automate the Report and Invoice generation process by applying
different recurrence settings. You can have multiple Schedules, related to a single Profile.

MaxBilling =0 Alerts | Favorites v |

MaxBilling MxE File Testing Documents Review Baiches Reporting ~ Case Admin ~ Index Admin  ~ Job Admin -~ Application Admin  ~ ‘Workspace Admin

Usage Data Profiles Reports Invoices Schedules Work Settings Thresholds About

Q New MXB Schedule E& All MXE Schedulers v |l_|| Add Widget *= No Dashboard Selected v | [0 Exp
— ] 1 -10/10 | |500 ¥ |perpage
# Name Billing Profile Next Scheduled Run ... | Target Report Period Report Fixed Start Date | Occurrences Frequency Range
Filter ] LARE] v | am v| |= v/ Fiter 710 1
Edit  Monthly reports ABC Billing Profile 05/01/2020 12:00 AM  Cyclic - For the Fixed End Date
Scheduled Period and
Frequency

To create a new MaxBilling schedule, navigate to the Schedules tab and click New MXB Schedule.
Populate the following fields:

B Name - type a name of the Schedule.

B Billing Profile — select the Profile that will be scheduled

B Report Type - the type of the Reports that will be generated

B Report Period - the period for which you want the reports to be generated.
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e Cyclic - for the scheduled period and frequency
¢ Incremental — with a fixed Start Date
B Email Recipients - the recipients to whom the reports will be sent (optional)
B Range - the time for which the Schedule will be working.
e No End Date
e Fixed Number of Occurrences
¢ Fixed End Date
B Frequency - the frequency of the report generation
e Daily - reports generated every day
e Weekly - reports generated on a fixed day of every week
e Monthly - reports generated on a fixed day of every month
e Yearly - reports generated on a fixed day of a month every year
B Pattern - the pattern of the report generation occurrence
e On Fixed Day of the Week - pattern for Weekly frequency
e On Fixed Day of the Month - pattern for Monthly & Yearly frequencies
e On a Fixed Date - pattern for Yearly frequency
B Next Scheduled Run Time - shows the next run time of the schedule. (read-only)

B Included Report Items — select Report breakdown. Breakdown by Instance is applicable only
for Instance Type reports

B Report Logo - select a Report logo

B Report Fixed Start Date - the Start Date of the report (applicable for Incremental Report
period)

B Occurrences - the number of occurrences for the schedule (applicable for Fixed Number of
Occurrences range)

B End Date - the end day of the Schedule (applicable for Fixed End Date range)

B Day - in this field you set a day of the month for the Monthly and Yearly frequencies. It is
enabled if you choose Monthly or Yearly frequency.
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B Weekday - in this field you set a day of the week for the Weekly frequency. It is enabled if
you choose Weekly frequency.

B Month - in this field you set a month of the year for the Yearly frequency. It is enabled if you
choose Yearly frequency.

B Include Invoice — this option determines if invoices will be generated along with the
scheduled report

Dashboard Profiles Reports Invoices Schedules Work Settings Thresholds About

MXE Scheduler Layout + | &

Name:

Target Report Settings

Billing Profile:
Report Type:
Report Period:

Email Recipients:

Next Scheduled Run Time:

Reportlogo: | Select..

Select... - Included Report ltem:| | gajact
Select... ~ Report Fixed Start Date:
Select... ~

Note: Separate email recipients by ssmi-colon. If left Blank no emais will be sent.

Recurrence Settings

Range:

Frequency:

Pattern:

Invoice Request
Include Invoice:

Invoice Type:
Invoice Template:
Recipient Information:

Invoice Mapping Type:

Select... N Occurrences:
End Date:
Select.. v Day:
~ Weekday:  coject ~
Month: | sojact .
Select... -
Select... ~
Select... -
Select.. W

Note: If Include Invoice option is selected, follow the steps in Invoice Generation section to
have the Invoices generated by the Schedule along with the Reports.

You can view all schedules under Schedules tab.
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Settings

Under Settings tab, you can view, add or edit Currencies, Pricing Item Types, Logos, Payment Methods,
Payment Terms, Tax Rates, Attorney Information, Invoice Mapping, Invoice Information Fields, Invoice
Templates, Email Templates and view or edit Data Tier and Customer Code.

To add a new item, click New under each sub-tab in Settings tab.

To edit an item, click Edit button in front of its name or open it by clicking its name and then select Edit
button.

Dashboard Profiles Reports Invoices Schedules Work Settings Thresholds About

Settings

Name: Settings Placeholder

Currencies Pricing ltem Types Logos Data Tier Other Settings Storage Type Configurations
@Y B tems 1 |-2(of2) [
O Name Storage Type Usage Adjustment Formula Usage Adjustment Ratio Percentage
O Edit Repository Repository Publish Data File Size = Publish Data File Size - Linked File Size
O Edit Cold Storage Cold Storage
0 Selected Item(s)

Select Page Size: 10w

Invoice Templates Invoice Information Fields Attorney Information Invoice Mapping Tax Rates Payment Terms Payment Methods Invoice Partners Invoice Books
m e B mems 1 |-2(of2)

O Name Tax Rate Description

(] Edit VAT 20.00

[m] Edit  Local tax 2.00

0 Selected Item(s) Select Page Size: 10w
Email Templates m -7 B rems| 1 -1 1) [JIG]E]

Email Template Type Email From Email Subject

To add a Currency, populate the following fields:
B Abbreviation - abbreviation of the currency
B Symbol - the symbol of the currency (optional)

B Description - additional information (optional)

To add a custom Pricing Item, populate the following fields:

B Type —select the billing category to which your custom task belongs to — Task. (required)
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B Name - type the name of the custom task. (recommended)

B Friendly Name — type some friendly name of the custom task. (optional)

B Description — type more information about the custom task (recommended)
B Allowed Pricing Units — select the applicable units. (recommended)

B Billing Code — add information about billing code. (recommended)

B E-Code — add information about E- code. (optional)

B Cost Code — add information about Cost code. (optional)

MaxBilling =0

Workspace Admin

Vi ing ~ Ca R Job Admin n v ytics
ke Pricig e Layout v |7 I | | E|

Pricing ltem Type

Indexing & Analyfics ~ Persistent Lists Produclion ~  Dashboards MaxBiling |

Type:] Saleet v Billing Code:

Name: E-Code:

Friendly Name: Cost Code:
Description:

Aligwed Pricing Units: Informational
Count
fel-]
Hour
In ¥ihole
ME
Minute
TE

To view a Pricing Item, click its name under Pricing Item Types subtab. Click Edit button to edit its
Friendly Name, Billing Code, E-Code, Cost Code, Description.

To add a Logo, populate the following fields:
B Name - The name of the logo.

B Logo - upload afile.

To view the Data Tier, navigate to Data Tiers tab. Click Edit option to change its size.

B Timekeeper — Timekeeper value appears in ExportData.xlsx. (optional)

B Customer Code — Default Name: Default. You can add your customer code here to activate a
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specific functionality in MaxBilling.

Select Consider Repository Workspace - if Consider Repository Workspace option is
selected upon report generation, Publish Data File Size billing item usage will be
recalculated using the below formula, if a Workspace is Repository:

Edit the Repository entry to choose the formula which specifies how the Repository
workspaces billable size will be adjusted.

You can choose between:

Publish Data File Size = Linked Total File Size + (Publish Data File Size-Linked Total File Size) / 3
or

Publish Data File Size = Publish Data File Size - Linked Total Billable File Size

Edit the Cold Storage entry to set ratio which specifies how the Cold Storage workspaces
billable size will be adjusted.

The default value is 25 %.
Publish Data File Size = Publish Data File Size * Cold Storage Ratio

Once the Repository and Cold Storage settings are configured, to be applied in the
reports, the options should be enabled on a Profile level. Please see Profile Fields section.

This setting refers to the Invoicing functionality.

To add Invoice Template, populate the following fields:

B Template Name: this name is for internal information, not being shown on the invoice.

Invoice Start Number: Auto increment field - it increases on every generation and is no
longer editable once it is set.

Invoice Start Number field accepts any characters, once the last character is a digit.
Upon each Invoice generation, the digit is being incremented, and the rest of the characters
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are kept.
B Invoice Title: specify the title of the invoice that will be shown on the PDF.

B Invoice Item Type: specify the type of the items which will appear in the invoices. The billing
information will be grouped based on this type:

¢ Individual Report/Pricing items — each report item will appear on a separate line in
the invoice, based on the items, included in the Invoice Template:

em# ltem Name Measure Quantity Unit price Itermn Total
1 Publish Data File Size Size 2211.52 1.00 2,211.52
2 Total File Size + Document Size Text Only Size 2211.52 1.50 3317.28
3 Processing Size 6.74 1.00 6.74

4 Relativity Users Count 4 100.00

Net Total:

VAT 5 5
Grand Total: 6,529.09

e Workspaces — each Workspace will appear on a separate line in the Invoice. The
report information will be aggregated on a Workspace basis:

ftem# ltem Mame Measure Quantity Unit price ltem Total
1 10174556 - UBC ws Unit 1 18,322.45 1832245
2 1017498 - UBC ws 2 Unit 1 1742563 17 42563
3 1019975 - LBC WS - broken Unit 1 17,124 84 17,124 84
4 1021026 - MaxBilling Unit 1 500.00 500.00
5 1021065-LBCWS 2 Unit 1 4010 4010
s 1021107 - APWSA1 Unit 1 0.00 0.00
7 1022243 - APWS2 Unit 1 0.00 0.00
Net Total: 53413.02

VAT: 5,341.30

Grand Total: 58,754.32

e Matters — each Matter will appear on a separate line in the Invoice. The report
information will be aggregated on a Matter basis

em# liem Name Measure Quantity Unit price ltem Total
1 Matter 1 (1.1) Unit 1 52.,913.02 52,913.02

2 Matter 2 (1.0002) Unit 1 500.00 500.00

Met Total: 53413.02

VAT: 5,341.30

Grand Total: 58,754.32

e Clients — each Client will appear on a separate line in the Invoice. The report
information will be aggregated on a Client basis
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e Report —only one line item with the total report sum will appear in the Invoice.

B Invoice General Information Section Title: specify the title of this document section where
the document number, issued date, payment terms and other details appear.

B Receiver Section Title: you specify the title of this document section where the receiver
information appears.

B Invoice Issuer Section Title: you specify the title of this document section where the issuer
information appears.

B Invoice Issuer Fields: you select (from already created Invoice Information fields with type
Invoice Issuer) what information about the issuer will appear on the document.

B Logo: you can add a logo to appear in the invoice. (optional)

B Invoice Prefix: the invoice prefix which will be shown in front of the invoice number.
(optional)

B Currency: you can select a currency to appear in the invoice. (optional)

B Payment Method: you can select a payment method to appear in the invoice. (optional)
B Payment Term: you can select a payment term to appear in the document. (optional)

B Default Tax: you must add a tax.

B Tax Rate 2: you can have a second tax. (optional)

B Tax Rate 3: you can have a third tax. (optional)

After you save an invoice template of type Individual Report/Pricing items, you must add
invoice items in it. Invoice items are automatically added to the template with default values for
the templates of the other types (Workspace, Matter, Client, Report). All invoice items in a
template can be edited at any time.

Please add at least one Invoice item

Invoice Items m

Item Type Item Name

0 Selected Item(s)

To add invoice items in the template, click New button in the Template Layout and populate the
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following fields:
B Item Type — the possible value is the same as the template type.

B Item Order — you specify the order the items will appear in the invoice (if you have more
items).

B I|tem Name:

e Selected Type Item Name — the item name will appear in the invoice as it is in the
report.

e Custom Name — additional field Name Value will appear to type your custom name
of the item. This name will appear in the report for the relevant report item.

Tasks category items which are added with a Custom name to the template, will always be
included in the invoices, regardless they are present in the corresponding billing reports or not.
If the items are not present in the billing report, they will appear in the invoice with 0.00

guantity and total.
B Description — this field is for additional internal information. (optional)

B Unit — you specify the item unit that will appear in the invoice.

B Included Report/Pricing Items — select from all report items which you would like to appear
in the invoice.

Invoice ltems m WY B tems 1 -

Item Type Item Name Name Value Included Report/Pricing items

Edit Individual Report/Pricing tems Selected Type Item Name User Charge — Had Access

Edit Individual Report/Pricing tems Selected Type Item Name User Charge - Logged In

Edit  Individual Report/Pricing ltems Custom Name LDF + MDF size LDF Size

MDF Size

You can create a combination of report items which will be summed on the same row if

they use the same units (count or size). This feature allows you to generate summarized reports
based on the detailed MaxBilling reports.

B Aggregate All of Same Type - when selected, the items of the same type will be aggregated
on the same invoice line, if they are present in the corresponding report with different

prices.

B Include 0.00 — (beta) when selected, the selected items will be included in the invoice with
0.00 even if they are not present as line items in the corresponding reports or their usage is
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0.00. reports.

MXE Customizable Invoice ltem Layout » ﬂ Cancel
Customizable Invoice ltem @
Item Type: | | |ndividual Report/Pricing ltems v Aggregate All of Same Type: |g
Item Order: Include 0.00 {beta): |m
Item Name: | | sglect. . -

Description:

unit:| ' select . v

Included Report/Pricing ltems: -

This setting refers to the Invoicing functionality.
To add Invoice Information Field, populate the following fields:

B Field Type:

e Attorney Info — the field refers to the Receiver information section of the generated
invoices. Fields of this type are available for selection when you add Attorney
Information.

Adding Invoice Information fields of type Attorney Info allows you to show this
information in the Receiver section or in the Additional Information section of the
Invoices, according to the corresponding Invoice Mapping.

¢ Invoice Issuer — the field refers to the Issuer information section of the generated
invoices. Fields of this type are available for selection in the Invoice Templates.

Adding Invoice Information Fields of type Invoice Issuer allows you to show this
information in the Issuer section of the Invoices.

Note: You need to create at least one field of type Invoice Issuer in order to create an
Invoice Template.

B Field Name: defines the name of the field that will appear in the relevant section in the
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invoice.
B Field Text Value: defines the text value that will appear in the relevant section in the invoice.
B Field Order: you specify the order the fields will appear with in the relevant invoice section.

B Show in invoice: you specify if this field will appear in the generated invoice.

This setting refers to the Invoicing functionality.

Adding Attorney Information fields allows you afterwards to create Invoice Mappings.

To create Attorney information entry, populate the following fields:
B Attorney First Name: Attorney first name.
B Attorney Middle Name: Attorney middle name. (optional)
B Attorney Last Name: Attorney last name.

B Invoice Information: select from Invoice Information entries with field type Attorney Info.
(optional). The information in the selected fields will be shown in the Invoices according to
the Invoice Mappings.

B Attorney Email: Invoices will be sent to this email if you utilize the Send to Mapped
Attorneys option upon the Invoices generation. The attorneys receive only the Invoices for
the Workspaces/Matters/Clients to which they are mapped. The invoices for any unmapped
Workspaces/Matters/Clients are sent to the email populated in the Default Mapping.
(optional)

This setting refers to the Invoicing functionality.

The Invoice Mappings allow you to map specific Workspaces, Matters or Clients to an attorney. This
relation can be used to send Invoices automatically to the mapped attorneys and/or to populate
custom attorney information in the Receiver section or in the Additional Information section of the
Invoices.

To create Invoice Mapping, you need to have Attorney Information added in advance. Populate the
following fields:
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B Attorney Information: Select the attorney to which you would like to map.
B Mapping Type:
e Default — this mapping will be used when a report contains any unmapped objects.

You must have one Default mapping created so to be able to generate invoices using
any mappings.

e Workspace — allows you to map specific workspaces to the selected attorney. An
additional field Mapped Workspace(s) is shown to select the workspaces.

e Matter — allows you to map specific maters to the selected attorney. An additional
field Mapped Matter(s) is shown to select the Matters.

e Client — allows you to map specific clients to the selected attorney. An additional field
Mapped Client(s) is shown to select the Clients.

To create a Tax Rate, populate the following fields:
B Name - name for reference.
B Tax Rate % - the percentage for this tax rate.

B Description - additional information. (optional)

To create a Payment Term, populate the following fields:
B Name - name for reference.
B Calendar Days - set the period an invoice must be paid in calendar days.

B Description - additional information. (optional)

To create a Payment Method, enter a name in the Name field.

B Skip Zero Invoice Generation - when enabled, invoices with 0.00 totals will not be
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generated. The option is not enabled by default, so 0.00 invoices are generated, unless the
end users want to skip them by utilizing that option.

To create an Email Template, populate the following fields:
B Email Template Type — select a type of the template: (required)

e For Report — the template will be applied when you send MaxBilling reports via
email.

e For Invoice — the template will be applied when you send MaxBilling invoices via
email.

e For Report and Invoice — the template will be applied when you click Send Invoice
(with Report) console button from the Invoices layout.

You are not allowed to have more than one template of a type.

B Email From — if left blank, default value will be used. Default value uses the value from
AuthenticationEmailFrom Instance Setting (kCura.Notification section)

B Email Subject —if left blank, default value will be used.
Email Body - if left blank, default value will be used.

You can add placeholders to the email subject and email body to include specific information
related to the corresponding reports and invoices being sent (e.g. information about the billing
period, invoice number, etc.). The available placeholders are shown in the Email Template
Layout.
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Email template settings
Email Template Type:ﬂ For Invoice S
Email From:  maxbilling@tsd.com

Email Subject:

B [z o[ ] 8 [== =]

Text Color

This is a message from MaxBilling ¢ m - mber for @@Invoice_Month_Name 2020

For more information please contac

Hello,

Best regards.

TSD Team

* if any of the optional figlds above is feft blank default values wil be used

Available placeholders for email body O

@@Billing_Period_Start_Date @@Invoice_Number
@@Billing_Period_End_Date @@Invoice_Month_Name
@@Client_Name (for Single Client Reports only) @@Invoice_Month_Number
@@Client_Number (for Per Ciient Invoices only) @@lInvoice_Total
@@Matter_Number (for Per Matter Invoices only - ClientNumber MatterNumber) @@Invoice_Tax

@@Workspace_Name (for Per Workspace Invoices only) @@Invoice_Subtotal
@@Report_Name @@lInvoice_lssued_Date
@®Report Total @@Invoice_Due_Date

Note: When you apply formatting options (bold, italic, color, etc.) on a placeholder, make sure
you have selected the ‘@@’ symbols as well. (e.g. @ @Invoice_Number, instead of
@@Invoice_Number)

Dashboard

To view Report Data widgets, navigate to Dashboard tab and click Show/Hide Widgets on the right.
Select a Report Data widget.

You can add up to 4 Report Data widgets.
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@ 10) Max8iling 0 CTRL+ | Alerts | Y Favorites v | Hi Plamena v

MaxBilling

Dashboard Profiles

EE Show/Hide Widgets J

Datallzage
Report Data (beta) ~ ReportData
-~ ReportDataZ
Profile: Demo Profile v Clients: All Clients on Profile ¥ Report: Demo Prof
+ ReporiData3

‘ + ReportDatad

Matter: Matter 1

Item Name Unit Usage Unit Price Subtotal Discount Toal
CA Native Documents Count 0.00 0.00 0.00 0.00 0.00 =
Publish Data File Size MB 667120 1.00 6671.20 0.00 6671.20

Select Profile, Clients and Report in the dropdowns to specify which report you would like to be shown.
Click on the chart to load all the layers of the chart — Total, Client, Matter, Workspace.
The table below the chart shows detailed report information for the corresponding part of the layer.

Hover on the specific part of the chart to see the report total for the related report, Client, Matter or
Workspace.

Note: To be able to view the Workspace layer, you should be viewing a report with a Workspace
Breakdown. Respectively — to be able to view the Matter layer, you should be viewing a report with a
Matter or a Workspace Breakdown.
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Report Data (beta)

Profile: Demo Profile v Clients: All Clients on Profile ¥ Report: Demo Profile (20200401-20200514) v
HUBC ws 2- 18000.00 USD
Workspace: UBC ws 2
Item Name Unit Usage Unit Price Subtotal Total
CA Native Documents Count 0.00 0.00 0.00 0.00 000 =~
Publish Data File Size MB 747.26 1.00 747.26 0.00 747.26
Total File Size MB 734.46 1.50 1101.69 0.00 1101.69
Document Size Text Only MB 12.80 1.50 19.20 0.00 19.20
Total File Count [0 - 50.00] Count 50.00 10.00 500.00 0.00 500.00
Total File Count [50.00 - 100.00] Count 50.00 5.00 250.00 0.00 250.00
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Documents Review Balches Reporling ~ Case Admin ~ Job Admin  ~ Workspace Admin MaxBilling

Dashboard Profiles Reports Imvoices Schedules Wark Setlings Thresholds About

EE Show/Hide Widgets »j

DataUsage
Report Data (beta) + ReportData
- ReportData?
Profile: Demo Profile ¥ Clients: All Clients on Profile ¥ Report: Demo Prof
- ReportData3

‘ ~ ReportDatad

Matter: Matter 1

ftem Name Unit Usage Unit Price Subtotal Discount Total
CA Mative Documents Count 0.00 0.00 0.00 0.00 0.00 =
Publish Data File Size MB 6571.20 1.00 6571.20 0.00 6571.20

To view Usage Data widget, navigate to Dashboard tab and click Show/Hide Widgets on the right.
Select a Usage Data widget.
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Subscribed Data Tier. 10.24 GB Current Month v | Updaie

Published Data Usage Last updated on 4/2/2020 at 11:27am =

Cument (GB)

Usage Type

Peak (GB)

T
0 10% 20% 30% 40% 50% B0% T0% 20% pO% 100%
Percentage Used

M used I Available

The Usage Data view shows:

B Subscribed Data Tier - the size of the data given for your usage (based on Data Tiers value
MaxBilling Settings tab).

B Period dropdown - choose from when you want to see the data usage.
e Current Month - shows the usage data for the current month.
e Last 30 days - shows the usage data for the last 30 days.
B Published Data Usage - all files that are Published.
e Current - the current published data used for the period.
e Peak - the peak of published data usage within the period.

Bar Chart Display Type

Published Data Usage Last updated an 2/3/2020 at 10:04pm

Current (GB)
=
=
=
=
]
®
=

Peak (GB)

] 10% 20% 30% 40% 50% B0% T0% 20% 20% 100%
Percentage Used

M used I Available
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Table Display Type

Published Data Usage Last updated on 2/3/2020 at 10:04pm
Current (GB) Peak (GB)
Used 3.02 GB 3.02 GB
Available 7.22 GB 7.22 GB
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Pricing ltems -

Description

DtSearch Index Size

The peak* total DT Search Index size for all DT Search Indexes for the
corresponding workspace.

GB, MB, TB

Image File Count

The peak* count of image files in the workspace.

Count, In Whole

Image File Size

The peak* size of image files in the workspace.

GB, MB, TB

Native File Count

The peak* count of native files in the workspace.

Count, In Whole

Native File Size

The peak* size of native files in the workspace.

GB, MB, TB

Production File Count

The peak* count of production files in the workspace.

Count, In Whole

the file table and doesn't include container files in the repository.

Production File Size The peak* size of production files in the workspace. GB, MB, TB
Extracted Text Size The peak* size of extracted text in the workspace. GB, MB, TB
Total File Size The peak* total file size of files in the workspace. This value only counts items in GB, MB, TB

Total File Count

The peak* count of the total number of files in the workspace.

Count, In Whole

MDF Size + LDF Size + Full Text Data File Size x 8

LDF Size The peak* database log data file (LDF) size of the workspace. GB, MB, TB
. The peak* database master data file (MDF) size of the workspace.
MDF Size Note: If your MDF is split into multiple NDFs, the sum of all NDF sizes is returned. GB, MB, T8
Available DB Size The space available for the workspace database at the time the peak database GB, MB, TB
size was captured.
* o —_
Used DB Size The peak* size of the workspace database GB, MB, TB

Document Count

The total document count in the workspace.

Count, In Whole

Document Count Text
Only

The total document count of the documents that do not have Native files.

Count, In Whole

The peak for the Document Size Text Only. One document is considered 1/4000

H kk  kokk
Size**,

Document Size Text Only GB. GB, MB, TB
Full Text Data File Size The peak size of the Full Text catalog. GB, MB, TB
Pulh D eS| [ISPEBCE O 1 bttt fles e s s ot st oo g, g g
Stage Fence Data File The peak size of the Stage Fence data. GB, MB, TB
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Data Grid File Size The sum of all files stored in Data Grid. GB, MB, TB
;::ed Total Billable File Total data that has been promoted into the Workspace via links. GB, MB, TB
Linked Image File Size Data linked to Image files that has been promoted into the Workspace via links. GB, MB, TB
Linked Native File Size Data linked to Native files that has been promoted into the Workspace via links. GB, MB, TB
Linked Production File Data linked to Production files that has been promoted into the Workspace via

Size links GB, MB, TB

* Peak value is the maximum value of a given pricing item (for the specified time period).
** Available in RelativityOne only.

*** By definition, Stage Fence data is not related to any Client, Matter or Workspace in RelativityOne,
as it is data that is not imported/created in RelativityOne yet. To be able to charge for Stage Fence data,
it should be stored in a specific folder structure in the FileShare servers in order to be linked to the
corresponding Workspace. A new folder StageFenceWorkspaces should be created on each host. Then
sub-folders named after the Workspace Artifact IDs should be created in it (at least for the Workspaces
that are intended to be charged for Stage Fence data). The Stage Fence data for the relevant workspace
must be stored in its designated folder. Only stage fence data that is stored in the way described above
will be considered for the Stage Fence Data File Size pricing item in MaxBilling. Any other stage fence
data (anywhere else in the FileShare) will not be considered for the Stage Fence Data File Size pricing
item in MaxaBilling.

OCR File Count The count of completed OCR files. Count, In Whole
OCR File Size The OCR-ed text size of the completed files within OCR sets. GB, MB, TB
Image File Count * The file count of completed Imaged documents. Count, In Whole
Image File Size * The file size of completed Imaged documents. GB, MB, TB
Production Set File Count | The count of produced files. Count, In Whole
Production Set File Size The size of produced files. GB, MB, TB
ECA Promotion File Count |File count of the documents promoted from one Workspace to another

. Count, In Whole
(Inbound) Workspace via RIP.
ECA Promotion File Size File size of the documents promoted from one Workspace to another GB. MB. TB
(Inbound) *** Workspace via RIP. P
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RDC Import File Count **

File count of the documents (images or natives) imported via RDC (Image Load
File, Document Load File, Production Load File) using a load file with the
following formats: *.txt, *.csv, *.opt, *.dat.

Count, In Whole

RDC Import File Size **

File size of the documents (images or natives) imported via RDC (Image Load
File, Document Load File, Production Load File) using a load file with the
following formats: *.txt, *.csv, *.opt, *.dat.

GB, MB, TB

Production Branding Count

The count of production brands per page.

Count, In Whole

Production Set File Size
(Natives)

The size of the native files of the produced documents.

GB, MB, TB

Production Set File Count
(Natives)

The count of the native files of the produced documents.

Count, In Whole

Production Set File Size
(Extracted Text)

Extracted Text size of the of the produced documents.

GB, MB, TB

Production Set Document
Count

The count of the produced documents.

Count, In Whole

Structured Analytics Set
Document Count

The count of the Documents included in Structured Analytics sets that were
completed during the period. This is the count from the date when was the peak
size value for the reported period for each set.

Count, In Whole

Structured Analytics Set
Document Size (Extracted
Text)

The peak value of the Extracted Text size of the Documents, included in
Structured Analytics sets that were completed during the period. Peak value is
the maximum value of a given Structured Analytics Set (for the specified time
period).

GB, MB, TB

Structured Analytics Set
File Count (Images)

The count of the Image files of the Documents included in the Structured
Analytics Sets that were run during the period. This is the count from the date
when was the peak size value for the reported period for each set.

Count, In Whole

Structured Analytics Set
File Size (Images)

The peak value of the Image files size of the Documents, included in the
Structured Analytics Sets that were completed during the period. Peak value is
the maximum value of a given Structured Analytics Set (for the specified time
period).

GB, MB, TB

Structured Analytics Set
File Count (Natives)

The count of the Native files of the Documents included in the Structured
Analytics Sets that were run during the period. This is the count from the date
when was the peak size value for the reported period for each set.

Count, In Whole

Structured Analytics Set
File Size (Natives)

The peak value of the Native files size of the Documents, included in the
Structured Analytics Sets that were completed during the period. Peak value is
the maximum value of a given Structured Analytics Set (for the specified time
period).

GB, MB, TB

* Imaging Sets are considered. Imaging On the Fly and Mass Operation Imaging are not considered.

** Gtatistics collection for these items uses audit information in SQL.

*** ECA Promotion File Size captures the size of the promoted Image files when ‘Copy Images’ and ‘In
Repository’ options in the Integrtion Point are selected.
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Ubiqus Translation File
Count

Native Files’ count of the Documents, that were sent to Ubiqus, when the
corresponding sets are completed.

Count, In Whole

Ubiqus Translation File Size

Native Files’ size of the Documents, that were sent to Ubiqus, when the
corresponding sets are completed.

GB, MB, TB

Ubiqus Translation Text
Only Count

Count of the Files, that were sent to Ubiqus with text only, when the
corresponding sets are completed.

Count, In Whole

Ubiqus Translation Text
Only Size

Size of the text that was sent to Ubiqus, when the corresponding sets are
completed.

GB, MB, TB

Ubiqus Translation Words

Count of the words that were translated in Ubiqus, when the corresponding sets
are completed.

Count, In Whole

Ubiqus Transcription File
Count

Native Files’ count of the Documents, that were sent to Ubiqus, when the
corresponding sets are completed.

Count, In Whole

Ubiqus Transcription File
Size

Native Files’ size of the Documents, that were sent to Ubiqus, when the
corresponding sets are completed.

GB, MB, TB

Ubiqus Transcription Text
Only Size

Size of the text that was received from Ubiqus, when the corresponding sets are
completed.

GB, MB, TB

Ubiqus Transcription Hours

Duration of the media files that were transcribed in Ubiqus, when the
corresponding sets are completed.

Count, In Whole

CA Non Native Documents

Peak* size of Non Native documents that were indexed with Content Analyst for

B, MB, TB
Size first time, during the reported period. GB, MB, T
. . The total CA index size on disk for all CA indexes which exist in Relativity.®
D B, MB, TB
CA Index Size On Disc CA Index Size On Disc pricing item is not supported in Relativity® 9.7 and above GB, MB, T
CA Native Size Peak* size of all Native documents indexed with Content Analyst for first time, GB, MB, TB

during the reported period.

CA Non Native Documents

Peak* number of Non Native documents that were indexed with Content Analyst
for first time, during the reported period.

Count, In Whole

CA Native Documents

Peak* number of Native documents that were indexed with Content Analyst for
first time, during the reported period.

Count, In Whole

CA Total Documents

Peak* total number of all documents run through a Content Analyst Index for
the first time, during the reported period.

Count, In Whole

*Peak values are based on a daily collection by Case Statistics and MaxBilling Daily Statistics agents.
Peak value is the maximum value of a given pricing item (for the specified time period).
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All Native File Count

The count of all native files (including duplicates and containers) as they exist
after decompression and extraction.

Count, In Whole

All Native File Size

The sum of all native file sizes (including duplicates and containers), as they exist
after decompression and extraction.

GB, MB, TB

Container count

The count of all native files classified as containers before
extraction/decompression, as they exist in storage. This also includes nested
containers that haven't been extracted yet.

Count, In Whole

Container size

The sum of all native file sizes, classified as containers before
extraction/decompression, as they exist in storage. This value may be larger than
the preprocessed file size because it also includes nested containers.

GB, MB, TB

Discovered document
count

The count of all the native files discovered that aren't classified as containers as
they exist in storage

Count, In Whole

Discovered document size

The sum of all native file sizes discovered, that aren't classified as containers as
they exist in storage.

GB, MB, TB

Discovered Files

The count of all discovered files.

Count, In Whole

Duplicate file count

The count of duplicate native files associated to the user, processing set and
workspace.

Count, In Whole

Filtered file count

The count of all files excluded from discovery by way of an exclusion filter after
inventory.

Count, InWhole

Filtered file size

The sum of all the file sizes, excluded from discovery by way of an exclusion filter
after inventory.

GB, MB, TB

Inventoried files

The count of all files found during an inventory run.

Count, In Whole

Nisted file count

The count of all files deNisted out during discovery.

Count, In Whole

Nisted file size

The sum of all the file sizes, deNisted out during discovery

GB, MB, TB

Preprocessed file count

The count of all native files before extraction/decompression, as they exist in
storage.

Count, In Whole

Preprocessed file size

The sum of all the native file sizes, before extraction/decompression, as they
exist in storage.

GB, MB, TB

Published documents

The count of published native files associated to the user, processing set and
workspace

Count, In Whole

The sum of published native file sizes, associated to the user, processing set and

Published document size GB, MB, TB
workspace.
The sum of all file sizes, as they exist in storage after publishing. This is the total

Storage file size file size minus any files that were ingested twice. This value only counts the file |GB, MB, TB

once, ignoring duplicates.
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User Charge - Logged in Any users who have logged in to Relativity".

User Charge - Had Access | Any users who was with enabled Relativity” access for at least one day.

Custom Task To charge the client for something out of the predefined Relativity® pricing metrics.

Uninstalling MaxBilling

To uninstall MaxBilling:
1. Uninstall the MaxBilling Relativity” application from the workspaces
2. Delete MaxBilling Agents
3. Delete MaxBilling Configuration Object

4. Delete all MaxBilling Resource files.

Relativity® disclaimer

Relativity® and its support team carry no responsibility towards this product. This product may only be
used by parties with valid licenses for Relativity®, a product of Relativity® Corporation.
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