
Accruals & Accruals 
Reports Training



Hi, I’m Kinda! 👋
➔ Customer Education Manager

➔ Based in Houston, TX



How to participate

➔ Audio is muted

➔ Use the Q+A and chat to ask 
questions and participate in 
discussion

➔ Meeting is being recorded 
and a link will be sent to you 
at the end of the session. 



Agenda

● Types of Accruals

● Accrual Definitions and Cycle

● Law Firm Participation and Training

● SimpleLegal Accruals

○ Configuration

○ Notify and Collect

○ Accrual Reports

● SimpleLegal Support Resources



Reflect
Are you currently collecting and 

tracking accruals? 



Fee & Expense amounts 
were potentially incurred, 

but no real evidence

Fee & Expense amounts that 
haven’t been billed yet 
(WIP)

Fee & Expense amounts 
that haven’t been 

approved yet

Fee & Expense amounts 
that were billed but were 

rejected by Legal

Types of Accruals

Accrual 
Estimates Pending Invoices

Rejected 
Invoices

Missing 
Information



Accrual Definitions

● Legal and Accounting Definitions May Differ! 

● Accounting – Pending Invoices
● Finance thinks of Accruals as Pending Invoices

● Includes SimpleLegal invoices in Received, On Hold, Approved Statuses

● Legal – Unbilled Work (WIP)
● Legal thinks of Accruals as Unbilled Time

● Estimated amounts submitted on a monthly basis



Accrual Cycle

● Accrue Monthly

● 4-4-5 and other Fiscal Calendars

○ Always ask your firms for accruals estimates on a monthly basis for a calendar 
year

○ Adjust timing of automated notifications as needed



Law Firm Participation

Communication Training Feedback

1. Tell them why it is so important

2. Involve more than billing contact

3. Share expectations & process

1. Schedule ongoing trainings

2. Provide training deck

1. Immediate replies for red flags

2. Continuous feedback over time

Shareholders ß CEO ß CFO ß GC ß Legal Ops ß Law Firms
It’s not just an accounting exercise. 



Accruals Law Firm Training Template

http://bit.ly/accruals-law-firm-training-template



Accruals in SimpleLegal 



SimpleLegal Accruals Setup

Step 1
● Set the default schedule for Accruals, for both the notifications and the last day to 

submit accruals



SimpleLegal Accruals Setup

Step 2
● Turn Accruals on at the system level and/or for individual vendors

● Modify the last day to submit accruals for that Accrual Period at the system level and/or for 
individual vendors



SimpleLegal Accruals Process

Step 1 - Email Notification with link to 
the Accruals form is sent to the 
Accruals contact assigned on Vendor 
profile

○ If an Accruals contact is not 
designated the email will be 
sent to the primary contact 
on the Vendor profile



SimpleLegal Accruals Process

Step 2 - Vendor Accrual contact completes the form with estimates for assigned matters, designating a $0 
if no unbilled time exists for a particular matter

○ Closed matters will be included in the email in the event unbilled time exists for those matters

○ ‘Other’ category can be available for any missing or unopened matters



SimpleLegal Accruals Process

Step 3 – You can view Accruals per vendor in the Accruals page 

○ You may view the Accruals and/or resend the request to Vendors until the due date

○ After the due date, the Accrual period is locked down 



Things to note

● Accrual settings

● Turn on/off for a particular Matter Group, Matter or Vendor

● Split Accruals can be set by SimpleLegal to require estimates for prior period and current period each 
month – at your request 

● Allow accruals on “Other” category for missing/unopened matters

● Accruals may be submitted against all assigned matters in a single currency selected by the vendor



Demo



SimpleLegal Accrual Reports



SimpleLegal Accrual Reports



SimpleLegal Accruals – Other Reports

● Pending Invoices 
○ Reports > Standard > Invoice List Report

● Rejected Invoices
○ Reports > Standard > Invoice List Report

○ Note that not all companies include Rejected invoices in their monthly Accruals 
reporting since

■ Invoice may have been resubmitted in the same period so it would be 
duplicated in reporting

■ Amount of the rejected invoice may be partially or fully written down by the 
Vendor before resubmission



SimpleLegal Learning Center - Accruals

• Accruals Success Kit 

• Brief Guides and Quick Reads

o What legal ops should know about monthly accruals in 2021 

o Accruals Management Part 1 - Why are they so important?

o Accruals management part II: best practices for improving your accruals process

• Detailed Guides and Templates

o ACC Legal Ops: 5 Accruals management best practices from Fitbit & Veritas

o Beginner’s Guide to accruals management legal departments

o Accruals communication kit for legal operations

o Law Firm training template for accruals management

https://info.simplelegal.com/accruals?hs_preview=BEcrUoVC-133391094166
https://www.simplelegal.com/blog/legal-accruals-management-101
https://www.simplelegal.com/blog/accruals-management-part-1
https://www.simplelegal.com/blog/accruals-management-part-2
https://www.simplelegal.com/blog/accruals-management-best-practices-acc-legal-operations
https://info.simplelegal.com/accruals-management-guide
https://info.simplelegal.com/accruals-communication-kit
https://info.simplelegal.com/accruals-training-template


Resources

Browse the Resource Center 
in SimpleLegal for answers to 
commonly asked questions

Register for another training 
session or catch us at an
office hours session

Access step—by-step 
walkthroughs in your SimpleLegal 
site 

https://info.simplelegal.com/customer-webinars
https://info.simplelegal.com/customer-webinars
https://info.simplelegal.com/customer-office-hours


Questions



Thank you!


