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RealtiWeb® - CosmoLex® Integration

The RealtiWeb”’ - CosmolLex” Integrations allows for the exporting of your RealtiWeb” file disbursements
into CosmoLex’. Your main fees associated with your RealtiWeb® file are not exported.

Setup

On your Computer

Step A

Ensure that there is a folder called RealtiWeb for your export file on your local C:\ drive at the root. (If
you don’t have access to this drive, create a folder elsewhere for this purpose and remember this for a
later setup step.) Note that if you require assistance in these Setup Steps, you can call LDD Support at
800 363-2253.

‘s Local Disk (C:)
Program Files
Program Files (x36)
Windows
RealtiWeb

In RealtiWeb - Configure Statement of Account Items in Firm Settings

Step B
Enable the CosmoLex® export in your Firm Settings in RealtiWeb to export the expense file to
Cosmolex®.

Once logged into RealtiWeb navigate to Firm Settings: Tools> Firm Settings.

Tools Accounting

Decument Templates {general)
Documents
Edit Municipalities

Firm Settings

Lhctionary
User Defined Fields
Main List Define
Label/EnvelopeFax Cover Setup
Calendar Preferences

al Code Finder
Session Status

Dptions

Then Expand the Statement of Account Defaults.
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| Expand All Secticns |

+

T
+

At the top of the Statement of Account Defaults section, click Enable CosmoLex Export.

Enable PCLaw Export [ ] View Accounting Integration Guide

Enable CosmoLex Export [ |

NorE:
You can only have one export option active at a time. For example, you cannot have PCLaw Export active at the same time as

Cosmolex Export.

Enable PCLaw Export [ View Accounting Integration Guide
Enable Cosmolex Export
Cosmolex Export File Location: |C:\ReaIﬁWeb |

= Cosmolex Export File Location: Specify the location where your export file will be kept. The
default is C:\RealtiWeb but if you have modified this, type in the correct location to match the
folder you created in Step A.

For each file type (Purchase, Sale or Mortgage) set the fees and disbursements that will automatically
appear in your Statement of Account. Dollar amounts are not required.

Norte: Changes made to your Statement of Account Defaults will only effect NEW files created after
saving your changes. Existing files will not contain any updates.
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PURCHASE FILES
Purchase Fee $[zo0.00
Purchase Description TO PROFESSIONAL SERVICES RENDERED ON A
VOUR BEHALF o
in connection with the sbove-noted purchase
Misc Fees [ Js [ |
Cosmolex
Disb Subject to HST Facsimile B
Postage B
H [m]
Disb Not Subject to HST B [m}
SALE FILES
Sale Fea $[s00.00
Sale Description TO PROFESSIONAL SERVICES RENDERED ON A
VOUR BEHALF
in connection with the sbove-noted sale v
Misc Fees [ Js |
Cosmolex
Disb Subject to HST Facsimile H
Postage H
Transaction levy s
$ m}
Disb Not Subjact to HST s O
MORTGAGE FILES
Mortgage Fee $[s00.00
Mortgage Description TO PROFESSIONAL SERVICES RENDERED ON
VOUR BEHALF
i w
Misc Fees [ Js[ |
Cosmolex
Disb Subjact to HST Facsimile s
Postage H
$ m}
Disb Not Subjact to HST s o

In the Cosmolex® column, indicate for each disbursement, whether that item should be exported to
Cosmolex® as a default.

For additional items showing in the Statement of Account Defaults which may automatically come into
your RealtiWeb Statement of Account, such as Title Insurance Fees, Title Search Fees, etc. do the
following:

Under Include in Account, if you haven’t already, indicate whether you want each disbursement to
automatically appear in your Statement of Account. Under CosmolLex®, indicate whether each
disbursement should get sent to CosmolLex®.

Include In Account Incl Cosmolex
Municipal Search Fees
Registration Fees
Title Insurance Fees
RealtiWeb Usage Fees
Land Transfer Tax ] ]
Municipal LTT Administration Fee As above O
Title Search Fees

For additional disbursement items that you may choose from a dropdown in your RealtiWeb Statement
of Account, indicate whether they should automatically be included in the CosmolLex®. (Note that all of
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these defaults can be overwritten on the individual file level.) Any additional disbursements that you
may occasionally add to your disbursements in a Statement of Account, should also be entered here.

Other Items CosmolLex

|C{mveyancing Costs

|C{Jurier

|Del'|venr Charges

|Fax Charges

|Long Distance

|Mileage

|Ph otocopies

|Registration of Financing Charge State

|Status Certificate (Condo)
|Status Certificate (Corporate)
|E:-(e cutions/Sheriff's Certificate
|Sub5earch of Title

O000rOOOO0O0O0Od®™ &

|
|
|
|
|
|Postage |
|
|
|
|
|
|

Using the RealtiWeb/CosmoLex® Integration

Step 1 - Create a New Matter in CosmoLex®
Create a new matter in CosmoLex® to obtain the matter number to use for RealtiWeb. To do this, use

Matters from the menu bar and click Add at the top toolbar:

@@ add |(# edit W pelete Action ® Details Expo Copy Help Videos

Indexc#| Client | Matter

The matter is based on the LAST MATTER NUMBER.

Enter the Area Of Law. For Real Estate, choose Real Estate. Enter the client name fields then complete
any other required fields. (Each firm may set up specific field requirements.)
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Add Matter

General Info

Matter File #  0009-001
Client =
Billing Method *  Hourly

Custom Labels 3 Add New Label
Trust Bank * Trust Bank-Trust Account X

v Advanced Settings

Sub Account #

Options
Localized Billing Rate

Minimum Retainer Balznce
Required

| Customize invoice formats just for

this matter

Calculate & Apply Finance Charges

Add New Bank

Billing Info Accounting ee Allocation
Settings
Apply Rate * TimeKeeper ¥ Rate Level *  Default
Overhead 0.00 %  Timeand Expense Card ~
Charges of

Cancel
Date Opened *  E2 Sep 27, 2019
Matter Name *
Matter Gwner * Nick Liu
Area Of Law Select
Default Trust Banl  Trust Bank-Trust Account
Invoice Settings
Invoice Address Setup
Client Party Address to use during Invoice Primary >

Printing

Inveice Email Setup

Invoice Emails are sent to Client's Primary Email Address by default.

Select additional recipients if required

Additional Client Party to Receive Invoice None -
Email (if any)
Additional Recipient

Additional Contact Recipient

Step 2 - Launch RealtiWeb

If RealtiWeb is not already running, start it as you normally do. Use your RealtiWeb login credentials to

login.

Use Your CosmoLex® Matter Number as Your File # in RealtiWeb
It is crucial for the export/import process that the CosmolLex® Matter number is exactly the same in your

RealtiWeb File.

Step 3 - Complete RealtiWeb Statement of Account Screen in the RealtiWeb File

Go to the Statement of Account screen. Complete your Statement of Account for the file you are working

in.

RealtiWeb Accounting Integration - CosmoLex®
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NoOTE: You have the ability to uncheck the Cosmolex indicator on any items so they are not exported
from the file.

B Basic = Q Mortgages « 8 Issues S Financial « |5 Docs ﬁ' TitlePLUS * " E f

[Stmt of Adjustments}[Fr‘][LTr Refund][m:count to Client][Trust Statemend[-closing Funds Summar\f]

n To learn about our Accounting Export feature, refer to the Accounting Integration Guide,
or schedule one-on-one training.

(Auto Include?

Create Document - Account to Client Searches?
Reg'n Fees?
Main Fee Amount [Title Ins. Fees?
TO PROFESSIONAL SERVICES A & 800.00 E"""ﬁ’ FEES'_‘F,
RENDERED ON YOUR BEHALF T“T "’“;;7 cZm
in connection with the above- N 43 =i
Other Fees Amount
[ = s ] [
Enable [v] Export
Total Fees $ 800.00
HST(13%) Include In Account? % 104.00 [Target Account Total
5 Recalculate
Disbursements Subject to HST Amount Cosmolex
Facsimile $ 5.00
Postage & 10.00
Title Search 3 50.00
$
Transfer Processing Fee (e-reg) & 10.85
Mortgage Processing Fee (e-reg) & 10.85
Realtiweb (P) Usage Fee &
Total Disbursements subject to HST $ 103.70
HST(13%) $13.48
Disbursements not subject to HST Amount Cosmolex
|Executiuns/5herif‘f‘s Certificate ||Z| $ 22.00
| -] $
Transfer Registration Fee & 65.05
Mortgage Registration Fee 3 65.05
Total Disbursements not subject to HST $ 152.10

To Insert Other Disbursements in the RealtiWeb Account
You can insert any number of additional disbursements into the Statement of Account as usual. If you
would like them to export to CosmolLex®, you’ll also need to enable them for export.

Do Not Provide CosmoLex® Information for the following Account Items

Costs associated with compliance letters will appear on the Statement of Account automatically. Do not
enable the export for these expenses as it is assumed that you have already written cheques for these
disbursements from CosmolLex®. Doing this would create duplicate entries in CosmolLex®.

You do not have to enter Cosmolex® codes for any Fees, Taxes, other fees or disbursements that have
been paid using general cheques or for transactions within the trust ledger. Such transactions will
already exist in CosmoLex®. Again, duplicate transactions will result.

Step 4 - Exporting Statement of Account Entries from RealtiWeb
When all the information on the Statement of Account screen has been completed, click on the Export
link in the Auto Include? box.

Note: Some provinces have a collapsed Auto Include? box. Click the black down arrow to expand this
section.
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B Basic « Q Mortgages « 8 Issues « 53 Financial = |}| Docs = @'TiﬂePLUS' "' ﬂ

fAccnunt to Clierlt}fTrust Statement][-closing Funds Summarﬂ

" To learn about our Accounting Export feature, refer to the Accounting Integration Guide,
or schedule one-on-one training.

lAuto Include?
Create Document - Account to Client Searches?
Reqg'n Fees?
Main Fee Amount Title Ins. Fees?
TO PROFESSIONAL SERVICES ~ $ 200.00 .T:':NE; FE;f—,,?
REMDERED ON YOUR. BEHALF M FaElrenl
in connection with the above- o
Other Fees Amount Cosmnx Export
d -
|Preparation of Mortgage ||E & 350.00 Zralz Export
| "3 3 I:I [Target Account Total
Total Fees % 750.00 ke Recalculate
HST(139) Include In Account? [+ % 97.50

A file is created on your local C:\ in the RealtiWeb folder (or the Export folder specified in Firm Settings,
Setup Step B) disbursements called CosmolexDisb.txt.

Norte: If the C:\RealtiWeb folder (or the Export folder specified in Firm Settings does not exist), you will
get an error and the export will fail. Make sure that you have completed Setup Step A and
indicated the correct file path in your Firm Settings as indicated in Setup Step B.

Al Microsoft Internet Explorer -- Webpage Dialog

'*-.. The disbursements export file will be saved as C:\Realtiweb\CosmolLexDish.txt.
L

Click OK and you will receive the following message. Click OK again to confirm the save.

X Microsoft Intemet Explorer -- Web...

',\: Export file was saved
-
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If you were to look in your C:\RealtiWeb folder, your file would look as follows: They are dated the

same date as the export.

Marne Date modified Type Size
=] CosmolexDizh 10/4/2019 2:01 PM Text Docurnent 1KE
Nore: If you are creating bills after the date of data entry, all new bills will have to be dated or billed to

“Today’s date”.

NoTE:

Once you have imported your Statement of Account into Cosmolex®, all amendments or changes
must be made in CosmoLex®. Do not click on the Export link in RealtiWeb again as this will cause
duplicate entries on your CosmolLex® client ledger. If you have additional entries however, you can
remove the CosmolLex® checkboxes in the Statement of Account within RealtiWeb for those entries
that you do not wish to export again, and then Export. Only the selected entries will Export.

Step 5 - Importing Your RealtiWeb Account Information to CosmoLex®

Open Cosmolex. From the CosmolLex menu select Activities.

You will see the Activities for your transactions within CosmoLex.
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Time/Expense » Add Time 2dd Bxperse Edit Delete Help Videos

"D Applied Fifters: ( Status = Unbilled % Billing Type = Bilable %

Indess File# Client ® Code Description Time/Quart...  RatefPrice Value  Type

a W 156 0010001 Jones Bethlly  ReslEstate-Buyer Oct04,2019 Nkl Execution S, 1 1000 4000 Bilable Undiled /]
a8 I 155 000001 Jones Betnlly  Red Estate-Buyer Oct04,2019 Nickliy  Filing Fee 1 500 500 Bilave Unsiled ]
a % 15:  0010.001 Jones BathLily Resl Estate— Super  Oct 04, 2019 NikLiu  Title Search 1 20000 20000 Eilizble Unsilzd (7]
a 153 0010.001 Jones BathLily Res Estate— Super  Oct 04, 2018 Miklu  TEST1GST 1 10000 10000 Bilsbe Unsilizd B2

= a M 152 0010.001 lones, BethLily Res Estste—Buyer  Oct 04, 2018 NickLiu  Courier 1 5000 5000 Bilabie Unilied B8
a W 151 0010-001 JonesBethlly  Resl Estate Buer Oct04, 2019 NickLiu  LTSA Senvic. . 150 150 Bilable Unbiled ]
5] I 150 0010001 lones,Bethlly  Real Estate-Buyer Oct04,2019 NickLiu  RW Usage . 1 260 2260 Billable Unbiled [~}
[S] I 143 0010001 lones Bethlly  Real Estete-Buper Oct04,2019 NikLiu  Law Soc Tru.. 1 1500 1500 Bilable Uniled 8
[S] I 145 0010001 Jones Bethlly  Real Estote-Buwer Oct04,2019 Nkl TesT3 1 53800 55800 Billable Unbiled -]
3

From the Time/Expense option, select Action from the toolbar.

ACTIVITIES
Time/Expense » Add Time Add Expense Edi Delete Action Export Help Videos
B Invoices " Applisd Filters:  Status = Unbilled % Billing Type = Billable X Matter Status = Active ¥
&= Etma Timekee... Ta
B} Calendar a  gzg 0010-001  Jones, Beth Lily Real Estate — Buyer Ot 04, 2019 Nick Liu Exe]

From the Action dropdown, select RealtiWeb

ACTIVITIES

Time/Expense » Add Time Add Expense Edit Delete Action Export Help Videos

e The Conveyancer® Import
LinitvE lmport

& Emails B — W RealtiWEB®

LSO Hnpont

B Calendar B | 156 0010-001  Jones, Bath Lily Real Estate — Buyer  Oct 04, 2019 Mick Liu Ex

(]
T

',:} Applied Filters: Status = Unbilled X Billing Type = Billable ¥

You will be prompted to select your import file.

Upload RealtiWEB® Data X

Choose File

Cancel
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Select Choose File.

Navigate to where the export file was saved (as set up in Step B of this guide) the default is
C:\RealtiWeb. Select the CosmoLexDisb.txt file. Click Open.

3 This PC
J 3D Objects
[ Desktop

; Downloads

J’! Music

&= Pictures

m Videos

~  Name

Date modified

Type

Size

I |=| CosmolexDish

107472019 2:01

PM Text Document

TKB

|5 Documents

‘am Local Disk (C:)

]

File name: “

v‘ AllFiles

Cancel

Select the Upload b

utton.

Upload RealtiWEB® Data X

CosmolLexDisb.txt

Cancel

There will be a preview of the information being imported from the data exported from RealtiWeb.

RealtiWeb Accounting Integration - CosmoLex®
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RealtiWEB® Import X

Cost Date E2 Oct 04, 2019

Matter Matter File#  Expense
L4 Jones, Beth Lily-Real Esta... 0010-001 HST on Law ...
L4 Jones, Beth Lily-Real Esta... 0010-001 Law Society ...
L4 Jones, Beth Lily-Real Esta... 0010-001 RealtiWeb (P...
Ld Jones, Beth Lily-Real Esta... 0010-001 Transfer Regi...
L4 Jones, Beth Lily-Real Esta... 0010-001 Transfer Proc...
Ld Jones, Beth Lily-Real Esta... 0010-001 Executions/s...
) Jones, Beth Lily-Real Esta... 0010-001 Mileage
L4 Jones, Beth Lily-Real Esta... 0010-001 Postage
L4 Jones, Beth Lily-Real Esta... 0010-001 Facsimile

Clear Data

= Default Timekeeper

Description

Amount

Nick Liu b

Tax 1 Tax2 Total
843
£3.00
221 0.00 1921
BA4L
1.4 0.00 12.15
20.00
13.00 0.00 113.00
13 0.00 11.3:
065 0.00 5.65
o] >
Cance

Should there be any items that are not to be included in this import, uncheck that item from the list on

the left hand side of the window. You may also Edit these items by selecting the pencil icon

Complete the import of information by clicking on the Complete Import button.

To complete the import, you'll see the following screen. Itis important to ensure that you navigate to

the RealtiWeb folder you export to and Delete the CosmolLexDisb.txt file after Processing so the file will

be deleted after import with no chance for re-import into this file, and then click OK.

Custom Import X

Data has been imported. PLEASE DELETE THE DESKTOP
IMPORT FILE USED TO PREVENT ACCIDENTAL IMPORT OF
THE SAME DATA AGAIN.

RealtiWeb Accounting Integration - CosmoLex®
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The following Activities screen will show you if your RealtiWeb disbursements were accepted into
Cosmolex.

Indexs  File# Client Timekee.. Task/Expen.. Task/Exp Code Description Time/Quant..  Rate/Price

a ™ 164 0010-001 Jenes, Beth Lily Real Estate - Buyer  Oct 04, 2018 Nicklu  Postage 1 10.00 1000 Billable Unbilled -
a ™ 163 0010001 Jenes, Beth Lily Resl Estate —Buyer  Oct04, 2018 Nick Ly HST on Law.., 1 845 845 Bilable Unbilled B
a ™ 162 0010-001 Jenes, Beth Lily Real Estate - Buyer  Oct 04, 2018 NickLiu  Mileage 1 100.00 10000 Billable Unbilled a
a -~ 161 0010-001  Jones, Beth Lily Resl Estate —Buyer  Oct04, 2018 Nick Ly Facsimile 1 500 500 Bilable Unbilled B

You may confirm the import into the correct Matter by going to Matters -> Select your Matter - >
Billing. This will show all billable items currently in the matter.

MATTERS wawvernoneneaLcore. O B @ H O &

Lily Jones, Beth-Real Estate ~ Buyer Unpaid: 0.00 Unbilled: 2,468.90 Client Funds-Operating: 0.00 Client Funds-Trust: 0.00

7y Erome

Time/Expense | [lnuoice

Add Timecard aodxperse (gt M Deiete Action Export Help Videos

) appiiea sikers: ((Siaals = Unbiled %

Indexs | Date | Timexeeper | TaskExpense | TeswExp cose | Description | TimerQuantity | Rate/Price | vaiue | Type | status
—J BTk 8 157 0ct 04,2019 Nick Liu Transfer Registration Fee 1 6440 6440 Billable Uniilled a
- 8 S RE] oct 04,2019 Nick Liu Transter Processing Fee (., 1 1075 1075 Bilabie Unilieg a

It is always a good idea to run a Matter Billing Log to confirm that the account matches the RealtiWeb
account. Be sure to include the Expense Only in the Cost Entries section of the report selection

Matter Billing Log

Statement Date £2 Oct 04, 2019 ~  Format Pt =
Date Range Last Month ~  From 8 gep 01, 2019 = To £ 0ct 04, 2019 =
[¥] Include Fee Entries
Include

[v] Al Unbilled [] Billed Non Billable [] Hold

Print Task/Description
® Only Description () Only Task (O Task & Description

[ Ignere Entry if less than 0.00

[¥] Include Cost Entries

Include

[ all [Z] Unbilled [] Billed [[] Non Eillable | Hold

Print Expense/Description
O Only Description ® Only Expense () Expense & Description

Ignere Entry if less than 0.00

[] Group identical soft cost charges for Invoice Printing

Include Payment Transactions

Cancel
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Then all that is left to do is process the final Invoice in CosmoLex®.

Step 6 - CosmoLex® Prepare Trust Cheques
Prepare an invoice and View Invoice (Selected) from the Action List to verify amounts reconcile to the
Realtiweb® Statement of account.

Prepare all trust cheques on behalf of the client to:

- Transit — for Land Transfers and other fees.
- To other parties and or to client

You can now proceed to Final Invoice the File in CosmolLex® and compare the accuracy between the
RealtiWeb Statement of Account and your CosmolLex® invoice.

Step 7 - Final Invoice
Prepare the invoice to screen and verify amounts, then finalize the Invoice in CosmolLex® and transfer
the remaining trust.

RealtiWeb Accounting Integration - CosmoLex ©2019 Page 15



