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Overview 
This document provides a list of all the standard reports found in CounselLink that includes: 

 
• Report folder 

• Report summary 

• Objects contained in the report 

From this document, users will learn the purpose of each standard report, the objects contained in that 
report and any prompts or filters associated with a report. 

 

Changes in this Release 
The following changes have been made to the standard reports and corresponding objects, which may 
impact custom reports you have created in previous CounselLink releases: 

• Added new Matter report called Closed Matters Report with Days Open with new standard 
object Matter Days Open Since Creation, which signifies the count of days that have passed 
between a matter created date and recent closed date/deleted date (or the current date 
where a matter is not yet closed/deleted). 

 

Standard Report Features 
Standard Reports are included in the standard implementation of CounselLink. Reporting is the assembly 
of data into a readable format. In CounselLink, data exists as a series of objects called Metrics or 
Attributes. Metrics are pieces of information upon which mathematical operations are performed. An 
example of a metric is the Total Billed Amount of an Invoice which represents the sum of all charges 
(both expenses and fees) on a single invoice. 

Attributes are objects that cannot have arithmetic applied to them. Law Firm Name, City, and File 
Handler are examples of Attributes. Knowing the difference between Metrics and Attributes will help 
when trying to identify objects on a report. It also helps you when adding, removing, or creating new 
objects. In CounselLink, Attributes are located on the left side of the report layout, while Metrics are on 
the right. 

In addition to Metrics and Attributes, filter and prompt objects exist in the CounselLink environment. All 
objects within CounselLink are controlled by a master database that retrieves your data directly from the 
application. 
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In order to most effectively gather information from CounselLink, data is refreshed continually 
throughout the business day. This means that the data in a report is always current. 

The following options are available on most CounselLink reports: 

• Subscriptions – Subscriptions allow recurring instance of a report to be scheduled. 

• Export – Exporting a report allows the data in a report to be saved outside of CounselLink in the 
Excel, CSV, HTML, or Plain Text format. 

• PDF – This is a quick export to PDF function. PDF export is helpful when emailing a copy of the 
report. 

Custom reports can be created by LexisNexis. The fees for these reports are based on the Professional 
Services – Custom Development hourly rate. Should you require assistance with a report, or help creating 
a report, we invite you to contact your account team for assistance. Any member of this team can readily 
assist you with your reporting issues. 

 

Shared Reports Screen 
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Administration Reports 
Administration reports are listed in the following sections along with an explanation of their functionality. 

 

Client Individual Roles Report 
List of the individuals in all of the divisions and offices with their CounselLink roles and contact 
information. Can be used to model new users on existing users, management of application task and 
feature roles. 

 

Column Header Data Description 

Customer Division Name Customer division or business unit name at an intermediate 
(division) level. 

Customer Office Name Customer office or practice group name at the lowest (office) level. 

Customer User Name Customer user full name. 

Client Individual Email The email address for the client employee. 

Customer User Role CounselLink application roles associated with a customer user. 
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User List 
List of CounselLink users including name, email, license type (Standard or Power User), verification of 
active status (T=true) and last access date. 

 

Column Header Data Description 

User Name CounselLink client user name. 

Email CounselLink client user name’s email address. 

License The type of license the user has. Power User = Advanced User license. 
Standard User = Standard User license. 

Client Individual is Active Status of the user. “T” means the user is active. 

Last Access Date The date the user last accessed the CounselLink system. 
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User Login Activity 
List of CounselLink users, their last login dates, and total number of logins during the previous six month 
period. 

 

Column Header Data Description 

User Name CounselLink client user name. 

Last Access Date Date the CounselLink user last access the application. 

Client Individual Login The user ID for the client employee. 

Client Individual Email The email address for the client employee. 

# of Logins (Within 6 Months) The number of times the user has logged into the application in 
the last 6 months. 
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Dashboard Reports 
Dashboard reports are listed in the following sections along with an explanation of their functionality. 

 

Budget Dashboard 
A snapshot of budget to actual for the current and previous year. Budget amount is based on the budget 
period start date and actual amount is based on the date the work was performed (charge date). Break 
down by office, matter type, or matter tab. Dashboard only displays matters that have budgets for the 
current or the previous year. 

 
Note: If you are unable to view the dashboard, please contact your CounselLink Account Manager for 
assistance. 

 

Dashboard Elements Element Description 

Customer Office Name Customer office or practice group name at the lowest (office) level. 

Matter Status Detailed status associated with a matter. 

Matter Type Category of litigation associated with a matter. 

Matter Sub Type Sub-Category of litigation associated with a matter. 

Budget Amount The amount of budget allocated. 

Budget Actual Amount Actual legal amount spent against the budget. 

Variance Difference between the budget amount and the actual budget 
amount. 

Variance % This represents the percentage of difference between the budget 
amount and the actual budget amount. 

Matter ID (Customer) The number applied to a matter by a customer for identification 
purposes. 

Matter Title The name or title that the client has assigned to the matter within 
CounselLink. 
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By Office 
 

 

 
 

By Matter Type 
 



CounselLink Standard Reports 

Copyright © 2021 LexisNexis. All rights reserved. 12 

 

 

 

By Matter 
 



CounselLink Standard Reports 

Copyright © 2021 LexisNexis. All rights reserved. 13 

 

 

 

CounselLink Activity Dashboard 
Dashboard showing six months of CounselLink usage statistics including number of law firms, matter, 
invoice, and users. 

Note: If you are unable to view the dashboard, please contact your CounselLink Account Manager for 
assistance. 

 

Dashboard Elements Element Description 

Law Firms Submitting Invoices Line chart showing by month the number of law firms submitting 
invoices. 

Invoices Approved Line chart showing by month the number of invoices approved. 

Approved Spend Stacked line chart showing by month the approved spend for fees and 
expenses. 

Matters Assigned Line chart showing by month the number of matters assigned. 

Billed Matters by Division Pie chart showing the number of billed matters by division. 

 
The lower section of the dashboard displays various activity statistics for the previous month. 
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Departmental Trends 
Dashboard displays a three year trend for spend by matter type, spend by office, and law firm 
consolidation. Trending is based on invoice approved dates. 

Note: If you are unable to view the dashboard, please contact your CounselLink Account Manager for 
assistance. 

 

Dashboard Elements Element Description 

Spend by Matter Type Amount spent by category of litigation associated with a matter. 

Spend by Office Amount spent by each Customer Office Name associated with a 
matter. 

Law Firms for 80% of Spend Law firms which make up 80% of total amount spent for a given year. 
This report excludes non-legal vendors. 

Approved Amount Total amount of invoices approved. 

Customer Office Name Customer office or practice group name at the lowest (office) level. 

Law Firm Name Name associated with a law firm that is used for reports associated 
with matter, invoice or charge information. 
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Law Firm for 80% of Spend 
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Law Firm Analysis 
The Law Firm Analysis dashboard analyzes spend and rate data for invoices approved in the last three 
calendar years. The Law Firm Scorecard heat map shows approved spend by matter type and by law firm. 
The Rate Analysis tab shows average hourly billing rates year over year, broken out by timekeeper type 
(partner, associate, and paralegal trends). This report excludes non-legal vendors. 

 
Note: If you are unable to view the dashboard, please contact your CounselLink Account Manager for 
assistance. 

 

Dashboard Elements Element Description 

Matter Type Category of litigation associated with a matter. 

Matter Type by Firm Category of matters associated with the law firm and matter type 
combination. 

Rate Analysis Average timekeeper rates from the last three years for Partners, 
Associates and Paralegals. 

Timekeeper Level Billing level of a timekeeper as provided on the invoice charge. 

Year Over Year % Difference This represents the percentage difference of timekeeper rates 
between the current year and the previous year and between the 
previous year and the year before that. 
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Life of Matter Spend 
Dashboard showing life of matter spend information. Includes approved invoice detail on a second tab. 
Prompts for Customer Matter ID. Runs best when one matter is selected. 

Note: If you are unable to view the dashboard, please contact your CounselLink Account Manager for 
assistance. 

 

Dashboard Elements Element Description 

Customer Matter ID The number applied to a matter by a customer for 
identification purposes. 

Matter Contact Principal customer user associated with a matter. 
Customer user responsible for the oversight of the 
invoice review process throughout the life cycle of a 
matter. 

Life of Matter Charges Total of the Fee, Expenses, Taxes, Discounts and 
Adjustments (does not include cost sharing discounts) 
of invoices submitted on a matter. 

First Charge Date Date of the first charge chronologically on an invoice. 

Year-To-Date Charges Year to date amount after accounting for law firm, 
client adjustments, law firm discounts and taxes. 

No. of Invoices (Life of Matter) Count of invoices submitted on a matter. 

No. of Timekeepers (Life of Matter) Count of timekeepers associated with a law firm office 
that has submitted time on an invoice. 

Effective Hourly Rate Matter Recommended Amount (Fees) divided by 
Charge Units (Fees). 

Assigned Law Firm Office Names of all law firm offices assigned to this matter. 

Life of Matter Legal Spend – Chronological 
Expense Distribution 

Bar graph showing over time the amount of legal 
spend grouped by time keeper level. 

Life of Matter Legal Spend – Hours by TK 
Level 

Pie chart showing the percentage of hours billed by 
timekeeper level. 

Summary of Approved Invoices Located on the second tab of the dashboard. List 
details of invoices submitted on the matter. Invoices 
are grouped by month. Drill down available to view the 
details of invoices for the selected month. 
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Legal Spend Dashboard 
The Legal Spend Dashboard displays various financial information for a specific time period.  All 
information for each selected time period is displayed together. 

The following information is displayed on this dashboard: 

▪ Snapshot amounts.  At the top of the dashboard, the following metrics are displayed (from left to right): 

▪ Overall Billed Amount. The overall amount charged for services for the selected time frame, after 
applying any discounts or taxes. 

▪ Approved Amount. The portion of the Overall Billed Amount that was approved. 

▪ Savings Amount. The total adjustment savings on approved invoices (i.e. realized savings from 
adjustments), but does not include discounts. 

▪ Savings %. The percentage difference between the Overall Billed Amount and the Approved Amount. 

▪ Panels. The main visual part of the dashboard. These areas contain detailed, interactive information (via charts 
and tables) which can be further explored by clicking an item and seeing relationships, or by drilling-down into 
an item. 

▪ Approved Amount by Year. A graph and trend line showing the approved amounts on a year-to-year 
basis. By default, the three most recent years available are displayed. 

▪ Approved Amount by Matter Type. The approved amount broken down by individual matter types 

▪ Approved Amount by Division.  The amount approved for each division (office). 

▪ Approved Amount by Firm.  The amount approved for each law firm and the corresponding billed hours. 
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Fees and Rates Reports 
Fees and Rates reports are listed in the following sections along with an explanation of their functionality. 

 

Active and Pending Fee Offer Discount 
Active and pending fee offers that contain a discount excluding discounts that are set to 0% and 
discounts that have expired. This report tracks compliance of agreed discount scenarios with firms. 

 

Column Header Data Description 

Fee Offer ID System assigned number to the fee offer. 

Law Firm Name Name associated with a law firm; used for reports that are 
associated with matter, invoice or charge information. 

Law Firm Office Name of the law firm office. A law firm may have more 
than one office. This report provides data at the law firm 
office level. 

Fee Structure Name/ID Unique system ID assigned to the fee structure. 

Discount ID Unique system ID assigned to the fee offer. 

Discount Effective Date Date the fee offer discount is effective. 

Discount Expiration Date Date the fee offer discount expired. 

Discount Desc Description of the fee offer discount. 

Discount Type Type of fee offer discount e.g. Prompt Pay Discount. 

Discount Qualifier Value Number of days the discount is offered. 

Discount Rate The discount rate. 

Discount Status Status of the fee discount (Current/Future or Historical). 
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Note: The second image is in continuation with the first image and represents a single active and pending 
fee offer discount report. 
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Approved Flat Fee Rates 
Approved flat free fee offer rates report, which pages by the fee structure and includes the law firm 
office, effective dates, and stage. 

 

Column Header Data Description 

Law Firm Office Name of the law firm office. A law firm may have more 
than one office. This report provides data at the law firm 
office level. 

Offered Fee Effective Date Date the fee offer is effective. 

Offered Fee Expire Date Date the fee offer time period ends. 

Stage Number The stage number associated with the rate. 

Case Stage The stage name associated with the rate. 

Offered Fee Amount The approved flat fee offer rate. 
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Fee Offer Details 
Prompted on Law Firm Office. The purpose of the report is to provide a listing of timekeeper's approved 
role and hourly rate. The report identifies both active and inactive rate structures. 

 

Column Header Data Description 

Fee Offer ID Unique system ID assigned to the fee offer. 

Fee Structure ID Unique system ID assigned to the fee structure. 

Fee Offer Submitted Date The date the fee offer was submitted. 

Fee Offer Approved Date The date the fee offer was approved. 

Timekeeper Fees Effective Date The effective date of the fees associated with the offer. 

Offered Fee Status The status of the fee offer. 

Timekeeper Level Billing level of a timekeeper as provided on an invoice charge. 

Timekeeper Name (Last, First) Name of a law firm office user, last name first; used for reports 
that are associated with Invoice or charge information. 

Timekeeper ID Primary timekeeper id of a timekeeper, used to identify a 
timekeeper on an invoice. 

Timekeeper Fee Offer Status The status of the individual timekeeper within the fee offer. 

Timekeeper Fee Offer 
Approved Date 

The date the timekeeper was approved within the fee offer. 

Timekeeper Fee Offer 
Submitted Date 

The last submission date for the timekeeper within the fee offer. 

Rate The offered fees for the timekeeper on the fee offer. 

 
 



CounselLink Standard Reports 

Copyright © 2021 LexisNexis. All rights reserved. 26 

 

 

 

Regional Rate Comparison 
Displays approved rates for customer law firms by city and state. Filter by active fee offers for partners, 
associates, and paralegals. Page by fee structure ID. 

 

Column Header Data Description 

Law Firm Office City City of the law firm office. 

Law Firm Office State State/Province of the law firm office. 

Timekeeper Level Billing level of a timekeeper as provided on an invoice charge. 

Law Firm Office Name of the law firm office. A law firm may have more than one 
office. This report provides data at the law firm office level. 

Timekeeper Fees Effective Date Effective date for the approved timekeepers’ fees. 

Timekeeper Name (Last, First) Name of a law firm office user, last name first; used for reports 
that are associated with Invoice or charge information. 

Rate Timekeeper’s approved fee. 

Discount Term for Fees The discount term for the timekeepers approved fee. 
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Summary of Approved Timekeeper Offered Fees 
Approved timekeepers by law firm, paged by fee structure. This report displays the timekeepers 
approved or partially approved offered fee, the billed rate, and the number of invoices on which the 
timekeeper has billed. Resubmitted or rejected timekeepers are not shown. Provides the current active 
rate for each approved timekeeper of a firm. Also includes the number of invoices the timekeeper has 
billed on and billed rate prior to any discounts for the date range specified in the report. 

 

Column Header Data Description 

Law Firm Office The name of the law firm office. 

Timekeeper Name The name of the timekeeper in the law firm office. 

Timekeeper Level Billing level of a timekeeper as provided on an invoice charge. 

Approved Timekeeper Offered Fee The rate for the timekeeper level that was approved by the client. 

Billed Rate The rate for the timekeeper at which the law firm billed for the 
timekeeper’s services. 

Number of Invoices The count (number) of invoices in which there is a charge for the 
timekeeper’s services. 
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Timekeeper Rate History 
Lists for each timekeeper the current and previous rate and the percent change between the two. This 
report compares percent rate increases across multiple entities. Pages by Fee Structure or Law Firm 
Office. 

 

Column Header Data Description 

Timekeeper Name Name of a law firm office user; used for reports that are 
associated with Invoice or charge information. 

Timekeeper Level Billing level of a timekeeper as provided on an invoice 
charge. 

Fee Offer ID System assigned number to the fee offer. 

Fee Offer Status Status of the submitted fee offer. 

Fee Offer Effective Date Date the fee offer is effective. 

Fee Offer End Date Date the fee offer time period ends. 

Fee Offer Approver Customer user that approved the fee offer. 

Fee Offer Rejecter Customer user that rejected the fee offer. 

Timekeeper Fee Offer Status Status of the individual timekeeper within the fee offer. 

Timekeeper Approved for Fee Offer User who approved the specific timekeeper in the fee 
offer. 

Timekeeper Rejecter for Fee Offer User who rejected the specific timekeeper in the fee offer. 

Current Timekeeper Offered Fee 
Amount 

Current offered fee amount for the timekeeper. 

Previous Timekeeper Offered Fee 
Amount 

Previous offered fee amount for the timekeeper. 

Fee Difference The numeric difference between Previous Timekeeper 
Offered Fee Amount and Current Timekeeper Offered Fee 
Amount. 
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Change Percentage Percent change between Previous Timekeeper Offered Fee 
Amount and Current Timekeeper Offered Fee Amount. 

New Rate? Specifies whether or not the current rate is a new rate for 
the timekeeper. 
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Flat Fee Reports 
Flat fee reports are listed in the following sections along with an explanation of their functionality. 
 

Spending by Venue and Status (Comprehensive Matter Summary 
by Status) 
Summary of matters according to matter status. The State column can be drilled down to give law firm 
and matter detail. The report filter prompts for matter accept date range and matter status. The report 
can be drilled down from State to the Law Firm. Provides a view of spend by geographical location. 

 

Column Header Data Description 

Matter Venue State The state in which a matter is being litigated. 

Matter Venue County The county in which a matter is being litigated. 

Number of Matters This is the count of matters in the designated matter status. 

Charge Recommended Amt (Fee) Amount of the invoice for fee charges after accounting for law 
firm, client adjustments, law firm discounts and taxes. 

Charge Recommended Amt (Expense) Amount of the invoice for expense charges after accounting 
for law firm, client adjustments, law firm discounts and taxes. 

Charge Recommended Amt Amount of the invoice after accounting for law firm, client 
adjustments, law firm discounts and taxes. This is sum of #4 
and #5. 
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Invoice Reports 
Invoice reports are listed in the following sections along with an explanation of their functionality. 

 

Approved Invoices 
Lists all invoices approved in a date range, including the approved amount. Prompts for invoice approved 
event date range. 

 

Column Header Data Description 

Customer Office Name Customer office or practice group name at the lowest (office) level. 

Law Firm Office Name of the law firm office. A law firm may have more than one 
office. This report provides data at the law firm office level. 

Invoice ID (CounselLink) The invoice number that CounselLink has assigned to the invoice 
received from a law firm. 

Invoice ID (Law Firm) Number or other identifier applied to an invoice by the submitting 
law firm for identification purposes. 

Invoice Date Date an invoice was generated by a law firm (Law firm controlled 
value). 

Invoice Approved Date Date an invoice is approved for payment. 

Matter ID (Customer) The number applied to a matter by a customer for identification 
purposes. 

Matter ID (CounselLink) Unique identification number assigned to a matter by LexisNexis. 

Matter Title The name or title that the client has assigned to the matter within 
CounselLink. 
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Invoice Allocation Contact The name of the cost center or external party responsible for costs 
included on an invoice. 

Approved Amount The total amount for which the invoice is approved. 
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Average Invoice Approval - Office 
Average invoice approval time (sent to approved date) by office and month. This report identifies by 
office how long invoices are in review. Prompts on Invoice Approved Date range. Includes a line graph 
showing the number of review days by office. 

 

Column Header Data Description 

Invoice Approved Date (Month) Month - Year a customer user approves an invoice for payment. 

Customer Office Name Customer office or practice group name at the lowest (office) 
level. 

Invoice Review Turnaround Days Number of days the invoice was in review in the customer 
office. 
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Average Invoice Approval - Workflow 
Average time it takes for an invoice to be approved from sent to approval. This report identifies how long 
individuals take to review invoices. 

 

Column Header Data Description 

Customer Office Name Customer office or practice group name at the lowest (office) 
level. 

Matter Workflow Name Name of workflow to which the invoice is assigned. 

Matter Invoice Contact Customer user responsible for the oversight of the invoice 
review process throughout the life cycle of a matter. 

Matter Contact Principal customer user associated with a matter. Customer 
user responsible for the oversight of the invoice review 
process throughout the life cycle of a matter. 

Invoice Review Turnaround Days Number of days, from the date an invoice was loaded into 
CounselLink, until the date the invoice review process was 
completed by LexisNexis. 

Invoice Approved Date (Month) Month - Year a customer user approves an invoice for 
payment. 
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Billing Conformity Report 
Analysis of invoices grouped by invoice size, providing the number of invoices in each group, number of 
adjusted invoices per group, and total billed amount and adjustment summaries in the size range. The 
report prompts for invoice sent date range.  The report may be used to determine if auto-approval or 
other workflow adjustments are warranted for a particular invoice size. 

 

Column Header Data Description 

Invoice Size The invoice amount range, based on the total invoice 
amount as billed by the law firm. 

Number of Invoices The count (number) of invoices submitted on a matter 
through CounselLink from the law firms. 

Adjusted Invoices The count of invoices for which adjustments to the amounts 
billed was made by the CounselLink product. 

Charge Amt less Discounts & Tax Amount charged for services performed or expenses 
incurred at a line item level after the application of any 
discounts and/or taxes. 

Charge Current Adj Amt Total current adjustment amount on a charge. 

Invoices as Percentage of Total 
Invoices 

This represents the percent of the total count of invoices 
that fell in the specified invoice amount range. 

Billed Amount as Percentage of Total 
Billed 

This represents the percent of the total billed dollar amount 
that fell in the specified invoice amount range. 

Adjusted Percentage by Invoice Size This represents the adjusted invoice amount sum as a 
percent of the total billed amount sum within the specified 
invoice amount range. 

Adjusted Percentage of Total Billed This represents the percentage amount of the invoice 
adjusted after discounts and taxes (Charge Current Adj Amt 
divided by Charge Amt less Discounts & Tax). 
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Adjusted as Percent of Total 
Adjusted 

This represents the adjusted invoice amount sum for the 
designated invoice amount range as a percent of the total 
amount of adjustments made for all invoice amount ranges. 

Average Adjusted Amount per 
Invoice 

This is the average of the adjusted amounts across all 
invoices received within the specified invoice amount range. 
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Client Adjustment Analysis by Rule 
Details of system and client adjustments made on invoices, broken down by adjustment codes. The 
report prompts for invoice approved date range.  The report may be used to determine if there are 
rules systematically overridden by users or if flags are consistently converted to adjustments. These 
scenarios would indicate a need to revise rule settings. 

 

Column Header Data Description 

Adjustment Rule Code The adjustment rule code established based on client’s billing 
agreement. 

Adjustment Rule Desc The description for the adjustment rule established based on 
client’s billing agreement. 

System Adjustment Amount The total dollar amount of the adjustments that were made 
based on a system-stored adjustment rule (i.e. incorrect math 
on the law firm’s invoice as billed) for the designated 
adjustment rule. 

Client Adjustment Amount The total dollar amount of the adjustments that were made by 
the client for the designated adjustment rule. 

Deleted Adjustment Amount The total dollar amount of the adjustments deleted by the 
client for the designated adjustment rule. 

Deleted Adjustment Percent The percentage of the adjustments deleted by the client for 
the designated adjustment rule. 

Deleted Flagged Amount The total dollar amount of the flags deleted by the client for 
the designated adjustment rule. 

Deleted Flagged Percent The percentage of the flagged amount deleted by the client 
for the designated adjustment rule. 

Number of Current 
Adjustments 

The count of adjustments made by system and clients based 
on the designated adjustment rule during the requested time 
period. 

Current Adjustment Amount The net total dollar amount of all adjustments made based on 
the designated adjustment rule, after the client user has made 
any adjustment deletions 
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Number of Deleted Flagged / 
Adjustments 

The count of deleted flags and adjustments. 

Current Flagged Amount The total dollar amount of charges currently flagged on the 
invoice. 
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Client Savings Detail (by Office) 
High level overview of the savings generated by each office. The report prompts for invoice approved 
date range. Provides at a quick glance a view of summary invoice adjustment information grouped by 
office. 

 

Column Header Data Description 

Customer Office Name Customer office or practice group name at the lowest (office) 
level. 

Invoice Approved Date (Month) Date the invoice was sent by the law firm to the customer. 

Number of Invoices The count (number) of invoices submitted on a matter through 
CounselLink from the law firms. 

Charge Amount less Discounts & Tax The total dollar billed amount after discounts and taxes for all 
invoices received in the designated month. 

Charge Current Adj Amt The net dollar amount of all adjustments made for invoices in 
the designated invoice completion month, after any adjustment 
deletions have been made. 

Savings Percentage This represents the ratio of adjustments dollars to the total 
dollar amount sum of the invoices reviewed during the 
specified invoice completion month. 
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Collaborative Review Invoices 
Lists all invoices currently assigned to a law firm in a collaborative review workflow step. Prompts for 
invoice sent date range. 

 

Column Header Data Description 

Invoice ID (Law Firm) Number or other identifier applied to an invoice by the 
submitting law firm for identification purposes. 

Invoice ID (CounselLink) The invoice number that CounselLink has assigned to the 
invoice received from a law firm. 

Matter ID (Customer) The number applied to a matter by a customer for 
identification purposes. 

Matter Title The name or title that the client has assigned to the matter 
within CounselLink. 

Associated Law Firm Office Names of all law firm offices associated with this matter. 

Invoice Workflow Task Current invoice review status of an invoice. 

Invoice Sent Date Date the invoice was sent by the law firm to the customer. 

Invoice Workflow Task Date Date a workflow task was performed. 

Invoice Owner Name Customer individual responsible for the oversight of an 
invoice. 

Invoice Billed Amount after 
Discounts and Taxes (LVL) 

Amount charged for services after applying any discount or 
taxes (Invoice Level). 

Charge Current Adj Amt 
(Expenses) 

Total current adjustment amount on an expense charge. 

Charge Current Adj Amt (Fees) Total current adjustment amount on a fee charge. 

Invoice Recommended Amt (LVL) Amount recommended for payment to the law firm for 
services performed and expenses incurred by the law firm on 
the customer's behalf (Invoice Level). 
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Deleted Invoices 
Lists all deleted invoices deleted in a date range, including the billed amount. Page by Law Firm Office. 
Prompts for deleted invoice deleted date range. 

 

Column Header Data Description 

Deleted Invoice Customer Office Name Customer office or practice group name at the lowest 
(office) level. 

Deleted Invoice ID (CounselLink) Unique identification number assigned to an invoice by 
LexisNexis. 

Deleted Invoice ID (Law Firm) Number or other identifier applied to an invoice by the 
submitting law firm for identification purposes. 

Deleted Invoice Last Sent Date Date the invoice was sent by the law firm to the 
customer. 

Deleted Invoice Deleted Date Date an invoice was deleted. 

Deleted Invoice Matter ID (Customer) Number applied to a matter by a customer for 
identification purposes. 

Deleted Invoice Matter ID (CounselLink) Unique identification number assigned to a matter by 
LexisNexis. 

Deleted Invoice Billed Amt (Expenses) 
(LVL) 

Amount charged for expenses on an invoice prior to any 
discounts and/or taxes (Invoice Level). 

Deleted Invoice Billed Amt (Fees) (LVL) Amount charged for services performed on an invoice 
prior to any discounts and/or taxes (Invoice Level). 

Deleted Invoice Billed Amt (LVL) Amount charged for services performed or expenses on 
an invoice prior to any discounts and/or taxes (Invoice 
Level). 
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Note: The second image is in continuation with the first image and represents a single deleted invoices 
report. 
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Discount Report 
List all approved invoices and discounts associated with these invoices. Prompts for invoice approval date 
range. 

 

Column Header Data Description 

Customer Office Name Customer office or practice group name at the lowest 
(office) level. 

Associated Law Firm Office Names of law firm offices associated with this matter. 

Invoice Billed Amt (LVL) Amount charged for services performed or expenses 
on an invoice prior to any discounts and/or taxes 
(Invoice Level). 

Invoice Prompt Pay Discount Amount (LVL) Total amount discounted on an invoice by the law 
firm when payment is made by the customer within a 
specified time (Invoice Level). 

Invoice Law Firm Discounts (LVL) Amount deducted from an invoice by the submitting 
law firm (Invoice Level). 

Charge Current Adj Amt Total current adjustment amount on a charge. 

Invoice Approved to Date Amt The amount of fee and expenses on an invoice that 
has been approved to date. 

Savings Total current adjustment amount on an expense 
charge + Amount deducted from an invoice by the 
submitting law firm (Invoice Level) + Total amount 
discounted on an invoice by the law firm when 
payment is made by the customer within a specified 
time (Invoice Level). 

Savings % Savings divided by the Billed amount after accounting 
for law firm adjustments, law firm discounts and 
taxes. 
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Invoice Aging 
All invoices which are not approved. It shows the difference between the date the invoice reached the 
client and today's date as days open. Provides a view of unapproved invoices and the aging status to 
highlight the state of the invoice queue. 

 

Column Header Data Description 

Invoice ID (CounselLink) The invoice number that CounselLink has assigned to the invoice received 
from a law firm. 

Customer Office Name Customer office or practice group name at the lowest (office) level. 

Matter ID (Customer) The number applied to a matter by a customer for identification purposes. 

Matter Title The name or title that the client has assigned to the matter within 
CounselLink. 

Invoice Sent Date Date the invoice was sent by the law firm to the customer. 

Invoice Owner Name Customer individual responsible for the oversight of an invoice. 

Invoice ID (Law Firm) Number or other identifier applied to an invoice by the submitting law 
firm for identification purposes. 

Legal Bill Status Invoice workflow status (approved, in review, etc.) 

Invoice Billed Amount after 
Discounts & Taxes (LVL) 

Amount charged for services performed or expenses incurred at a line 
item level after the application of any discounts and/or taxes. 

Under 7 Days Number of invoices where the difference between the date the invoice 
reached the client and today’s date is less than 7 days. 

8 to 14 Days Number of invoices where the difference between the date the invoice 
reached the client and today’s date is between 8 and 14 days inclusive. 

15 to 21 Days Number of invoices where the difference between the date the invoice 
reached the client and today’s date is between 15 and 21 days inclusive. 

22 to 28 Days Number of invoices where the difference between the date the invoice 
reached the client and today’s date is between 22 and 28 days inclusive. 
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Over 28 Days Number of invoices where the difference between the date the invoice 
reached the client and today’s date is over 28 days. 

Invoice Recommended 
Amt 

Amount after accounting for law firm, client adjustments, law firm 
discounts and taxes. 
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Invoice Allocation 
Lists all approved invoices and their associated allocation information. Prompts for invoice approved 
date. 

Column Header Data Description 

Customer Office Name Customer office or practice group name at the lowest (office) level. 

Matter ID (CounselLink) Unique identification number assigned to a matter by LexisNexis. 

Matter ID (Customer) The number applied to a matter by a customer for identification 
purposes. 

Invoice ID (CounselLink) The invoice number that CounselLink has assigned to the invoice 
received from a law firm. 

Invoice ID (Law Firm) Number or other identifier applied to an invoice by the submitting 
law firm for identification purposes. 

Invoice Allocation Contact 
Name 

The name of the cost center or external party responsible for costs 
included on an invoice. 

Invoice Allocation Amt 
(Fees) 

Amount of fees that have been allocated to the internal cost center 
or external party responsible for the costs. 

Invoice Allocation % (Fees) Percentage of fees on an invoice that have been allocated to the 
internal cost center or external party responsible for the costs. 

Invoice Allocation Amt 
(Expenses) 

Amount of expense costs on an invoice that has been allocated to 
the internal cost center or external party responsible for the costs. 
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Invoice Allocation % 
(Expenses) 

Percentage of expense costs on an invoice that has been allocated to 
the internal cost center or external party responsible for the costs. 

Invoice Allocation Amt Sum of fees and expense costs on an invoice that have been 
allocated to the internal cost center or external party responsible for 
the costs or fees. 

 
 

 

 

Note: The second image is in continuation with the first image and represents a single invoice allocation 
report. 
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Invoice by Submission Method 
Lists the manner used to submit invoices to CounselLink. This report tracks the value added by non- 
electronic invoices submission methods (E-mail and Scanned). Prompts for Invoice Sent Date. 

 

Column Header Data Description 

Law Firm Office Name of the law firm office. A law firm may have more than one 
office. This report provides data at the law firm office level. 

Invoice Submitted File Type Method of invoice transmittal from the law firm to LexisNexis. 

Number of Invoices The number of invoices submitted to CounselLink by the law firm per 
method. 

Invoice Billed Amount (LVL) Amount charged for services performed or expenses on an invoice 
prior to any discounts and/or taxes (Invoice Level). 
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Override Adjustment Details 
Details on adjustments and overrides. The report can be drilled down from Invoice Sent Month, to the 
CounselLink Bill # to the Charge Number showing the adjustment rule code and description. The report 
filter prompts for invoice sent date range. A good report to track adjustment information by law firm 
including system adjustment, reviewer adjustments and adjustment overrides. This report can help 
identify problems with law firm billing. 

 

Column Header Data Description 

Invoice Sent Month The calendar month and year of the invoices. 

Law Firm Office The name of the law firm office that sent the invoices. 

Charge Billed Amt Amount charged for services performed or expenses at a line item 
level prior to the application of any discounts and/or taxes (includes 
law firm entered charge level adjustments). 

Charge Amt less Discounts & Tax Amount charged for services performed or expenses incurred at a 
line item level after the application of any discounts and/or taxes. 

Charge Adj Amt (System LVL) Amount adjusted by LexisNexis on an invoice charge (i.e. incorrect 
math on the law firm’s invoice as billed). 

Charge Adj Amt (Customer LVL) Amount adjusted by the customer on an invoice charge (charge 
level). 

Charge Deleted Adj Amount Amount deleted by the customer after LexisNexis makes an 
adjustment. 

Flagged to Adjusted Amt The total dollar amount of all currently existing adjustments after 
deletions. 

Charge Current Adj Amt Total current adjustment amount on a charge. 

Charge Recommended Amt Amount after accounting for law firm, client adjustments, law firm 
discounts and taxes. 
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Pending Invoice 
All pending invoices in the law firm's created queue. You can see all the invoice information, billed 
amount and the reason for rejection. If the rule is blank that means it was returned by the client, see the 
event comments to view the notes. This report provides visibility to invoices pending in the law firm 
‘Created’ queue. Once corrected and activated, these invoices will transfer to the client invoice review 
queue for approval and payment. This report allows the client to prepare for review/payment of these 
invoices as well as manage law firm relationships. 

 

Column Header Data Description 

Law Firm Office Name The name of the law firm office. 

Matter ID (CounselLink) Unique identification number assigned to a matter by LexisNexis. 

Matter ID (Customer) The number applied to a matter by a customer for identification 
purposes. 

Matter ID (Law Firm) Number applied to a matter by an associated law firm for identification 
purposes. 

Customer Office Name Customer office or practice group name at the lowest (office) level. 

Matter Title The name or title that the client has assigned to the matter within 
CounselLink. 

Matter Invoice Contact Customer user responsible for the oversight of the invoice review process 
throughout the life cycle of a matter. 

Invoice ID (Law Firm) Number or other identifier applied to an invoice by the submitting law 
firm for identification purposes. 

Invoice ID (CounselLink) The invoice number that CounselLink has assigned to the invoice received 
from a law firm. 

Invoice Date Date an invoice was generated by a law firm (Law firm controlled value). 

Invoice Status Date Date the invoice status was applied. 

Invoice Event Description System generated invoice event description. 

Invoice Event Entered By The CounselLink user name who triggered the event. 

Invoice Event Comment Event comments entered by the user. 

Adjustment Comment Adjustment comments entered by the user. 

Adjustment Rule Code The adjustment rule code established based on client’s billing agreement. 

Adjustment Rule Code Desc The description for the adjustment rule established based on client’s 
billing agreement. 
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Column Header Data Description 

Invoice Currency Type of currency in which an invoice was submitted for payment. 

Invoice Billed Amt (LVL) Amount charged for services performed or expenses on an invoice prior 
to any discounts and/or taxes (Invoice Level). 

Note: The second image is in continuation with the first image and represents a single pending invoice 

report. 
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Rejected Invoice Report 
This report provides details regarding rejected invoices. The report includes invoice information, the 
reason for rejection, and relevant rejection comments. 

 

Column Header Data Description 

Law Firm Office Name The name of the law firm office. 

Matter ID (CounselLink) Unique identification number assigned to a matter by LexisNexis. 

Matter ID (Customer) The number applied to a matter by a customer for identification 
purposes. 

Matter ID (Law Firm) Number applied to a matter by an associated law firm for identification 
purposes. 

Customer Office Name Customer office or practice group name at the lowest (office) level. 

Matter Title The name or title that the client has assigned to the matter within 
CounselLink. 

Matter Invoice Contact Customer user responsible for the oversight of the invoice review process 
throughout the life cycle of a matter. 

Invoice ID (Law Firm) Number or other identifier applied to an invoice by the submitting law 
firm for identification purposes. 

Invoice ID (CounselLink) The invoice number that CounselLink has assigned to the invoice received 
from a law firm. 

Invoice Date Date an invoice was generated by a law firm (Law firm controlled value). 

Invoice Status Date Date the invoice status was applied. 

Invoice Event Description System generated invoice event description. 

Invoice Event Entered By The CounselLink user name who triggered the event. 

Invoice Event Comment Event comments entered by the user. 

Adjustment Comment Adjustment comments entered by the user. 

Adjustment Rule Code The adjustment rule code established based on client’s billing agreement. 

Adjustment Rule Desc The description for the adjustment rule established based on client’s 
billing agreement. 

Submission Method Distinguishes between electronic invoices (ONLINE) versus non-electronic 
invoices (EMAIL, SCAN). 

Invoice Currency Type of currency in which an invoice was submitted for payment. 
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Column Header Data Description 

First Charge Date Date of the first charge chronologically on an invoice. 

Last Chart Date Date of the last charge chronologically on an invoice. 

Invoice Billed Amt (LVL) Amount charged for services performed or expenses on an invoice prior 
to any discounts and/or taxes (Invoice Level). 

 
 

 
 

Note: The second image is in continuation with the first image and represents a single rejected invoice. 
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Summary of Approved Invoices 
Information pertaining to approved invoices by office. Information includes the number of invoices, 
adjustments, discounts, taxes, savings and other relevant values. The report filter prompts for invoice 
approved date range. Provides a high-level view of approved invioce information grouped by office. 

 

Column Header Data Description 

Customer Office Name Customer office or practice group name at the lowest (office) level for 
which the data is provided. 

Number of Invoices The count (number) of invoices approved by the client office. 

Number of Charges The total count of charges across all approved invoices. 

Charge Billed Amt The total dollar amount for all invoices submitted by the law firms to 
this client office before any law firm discounts and/or taxes have been 
applied. 

Charge Law Firm Discounts 
and Premiums 

The total dollar amount of all law firm invoice adjustments, such as law 
firm discounts in the submitted invoices. 

Charge Taxes The total dollar amount of all law firm invoice taxes. 

Charge Amt less Discounts & 
Tax 

Amount charged for services performed or expenses incurred at a line 
item level after the application of any discounts and/or taxes. 

System Adjustment Amount The total dollar amount of the adjustments made by system (i.e. 
incorrect math on the law firm’s invoice as billed) to invoices. 

Client Adjustment Amount The total dollar amount of the adjustments made by client. 

Deleted Adjustment Amount The total dollar amount of the adjustments made by the system or 
client, but deleted by client. 

Charge Current Adj Amt The total dollar amount of all currently existing adjustments after 
deletions. 
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Top X Invoices Awaiting Approval 
Lists X oldest invoices current in the CounselLink workflow. This report tracks and highlights stagnant 
invoices. Prompts on the number of records to return. 

Column Header Data Description 

Law Firm Office Name of the law firm office. A law firm may have more than one 
office. This report provides data at the law firm office level. 

Invoice ID (Law Firm) Number or other identifier applied to an invoice by the 
submitting law firm for identification purposes. 

Invoice ID (CounselLink) The invoice number that CounselLink has assigned to the invoice 
received from a law firm. 

Invoice Owner Name Customer individual responsible for the oversight of an invoice. 

Days Since Received Number of days since the invoice was received by the client in 
CounselLink. 

Invoice Recommended Amt 
(LVL) 

Amount recommended for payment to the law firm for services 
performed and expenses incurred by the law firm on the 
customer's behalf (Invoice Level). 
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Unapproved Invoice Amounts by Invoice Owner 
List of total dollar amounts for unapproved invoices by current invoice owner. This report will highlight 
bottlenecks in the invoice workflow. 

 

Column Header Data Description 

Invoice Owner Customer individual responsible for the oversight of an invoice. 

Charge Amt less Discounts & Tax Amount charged for services performed or expenses incurred at 
a line item level after the application of any discounts and/or 
taxes. 

Charge Recommended Amt Amount after accounting for law firm, client adjustments, law 
firm discounts and taxes. 
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Unapproved Invoices by Owner (Pre Approval Invoices by 
Owner) 
Overview of unapproved invoices. It shows basic invoice and matter information, who the current legal 
bill owner is and how many days it's been assigned to them as well as the total billed and recommended 
amount. Helps identify when invoices have been with a reviewer for an unreasonable amount of time. 

Column Header Data Description 

Matter Title The name or title that the client has assigned to the matter 
within CounselLink. 

Invoice ID (CounselLink) The invoice number that CounselLink has assigned to the 
invoice received from a law firm. 

Customer Office Name Customer office or practice group name at the lowest (office) 
level for which the data is provided. 

Legal Bill Owner This is the invoice/billing contact (paralegal or legal assistant). 

Days Since Receipt of Invoice The total number of days elapsed since the invoice was 
received from the law firm. 

Days Assigned to Current Owner The total number of days that the invoice has been available 
for review by the client employee based on the current status 
in the workflow. 

Charge Billed Amt The amount billed by the law firm before discounts and taxes. 

Charge Amt less Discounts & Tax Amount charged for services performed or expenses incurred 
at a line item level after the application of any discounts 
and/or taxes. 

Charge Recommended Amt This is the amount of the invoice after all adjustments have 
been made, which is the amount that CounselLink 
recommends the client pay for the invoice. 
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Law Firm Reports 
Law firm reports are listed in the following sections along with an explanation of their functionality. 

Active Law Firm Directory 
Contact information for your law firms including mailing and email addresses and fax and phone 
numbers. This report can be used as an email distribution list or can be used as a starting point for 
advanced reports on law firms. Provides a mailing list to send general mails to firms. For example, rate 
freezes or new billing policies. 

Column Header Data Description 

Law Firm Name Name associated with a law firm; used for reports that are 
associated with matter, invoice or charge information. 

Law Firm Office Name of the law firm office. A law firm may have more than one 
office. This report provides data at the law firm office level. 

Law Firm Office Address 1 First address line of the law firm office. 

Law Firm Office Address 2 Second address line of the law firm office. 

Law Firm Office City City of the law firm office. 

Law Firm Office County County of the law firm office. 

Law Firm Office State State/Province of the law firm office. 

Law Firm Office Zip Code Zip or Postal code of the law firm office. 

Law Firm Office Default Email Default email address of the law firm office. 

Law Firm Office Fax Fax number of the law firm office. 

Law Firm Office Phone Phone number of the law firm office. 

Recent Invoice Sent Date Most Recent Invoice Sent Date on a LFO

Number of Active Matters Total count of Active Matters on the LFO

Recent Matter Assignment Date Most Recent Matter Assignment Date on a LFO

Number of Invoices Total count of Invoices on the LFO
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Active Law Firm User Email List 
Email addresses for your law firm users including name, level, role, and last login date. This report 
prompts on timekeeper role, defaulting to Admin users. A great report to use when creating distribution

lists for sending emails to law firms users. 

Column Header Data Description 

Law Firm Name Name associated with a law firm; used for reports that are 
associated with matter, invoice or charge information. 

Timekeeper Name (Last, First) Name of a law firm office user, last name first; used for reports 
that are associated with Invoice or charge information. 

Timekeeper Level Billing level of a timekeeper as provided on an invoice charge. 

Timekeeper Email Email address of a law firm user. 

Timekeeper Last Login Date Date and time the timekeeper last logged in to CounselLink. 

Timekeeper Role Role of a timekeeper from the timekeeper profile. 
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Billing Guideline Acknowledgement 
Lists status of billing guideline acknowledgement for law firms including acceptance date and who 
accepted. 

Column Header Data Description 

Law Firm Name Name associated with a law firm. 

Billing Guidelines Uploaded Date Date which the Billing Guidelines were uploaded. 

Billing Guidelines Start Date Date which the Billing Guidelines become 
effective. 

Billing Guidelines Acknowledgement Status Shows the status of the Billing Guideline request 
for the law firm e.g. Billing Guidelines Pending or 
Billing Guidelines Accepted. 

Billing Guidelines Last Acknowledge Date Date the law firm last accepted the Billing 
Guidelines. 

Billing Guidelines Accepted User Logged in CounselLink Law Firm user who 
accepted the billing guidelines. 

Billing Guidelines Accepted Date Date the law firm accepted the Billing Guidelines. 

Billing Guidelines Accepted User Email Address Email address of the logged in CounselLink Law 
Firm user who accepted the billing guidelines. 

Billing Guidelines Acceptance (By, Company, 
Title) 

User, Company and title for the person who 
entered information when accepting the Billing 
Guidelines. 

Billing Guidelines Due Date Due date by which the law firm must accept the 
Billing Guidelines. 
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Law Firm Compliance (Law Firm Comparison Report) 
Law firm level information of billed amount, adjustments, flags, deleted adjustments. The report filter 
prompts for invoice charge date range. Provides information to monitor law firm compliance with billing 
guidelines. 

Column Header Data Description 

Law Firm Office The name of the law firm office. A law firm may have more than 
one office. This report provides data at the law firm office level. 

Charge Billed Amount The total dollar amount sum for all invoices provided by each law 
firm office, based on the invoice amount as billed by the law firm. 

Charge Amt less Discounts & Tax Amount charged for services performed or expenses incurred at a 
line item level after the application of any discounts and/or taxes. 

Charge Current Adj Amount The total dollar amount of the adjustments that were made based 
on system-stored adjustment rules (i.e. incorrect math on the law 
firm’s invoice as billed) for invoices billed by the law firm. 

Charge Flagged Amt The sum of line-item charge amounts that have been flagged by 
the system for further review for the client based on client- 
specific rules. 

Deleted Adjustments (Adjustment 
Level) 

The total dollar amount of the adjustments made by the system 
that were overridden by the client user for the invoices billed by 
the law firm. 

Charge Recommended Amt The total dollar amount of the invoices for the designated time 
period, based on what was recommended by the product that the 
client pay. In other words, this would be the sum of the total 
“net” amount of the invoices after the product made adjustments 
to the billed amounts. The adjustments would be based on the 
client’s rules. 

Adjusted as Percent of Billed This represents the ratio of current dollar adjustments to the total 
dollar amount sum of the invoices billed by the law firm. 

Flagged as Percent of Billed This represents the ratio of “Current Flagged” to the total dollar 
amount sum of the invoices billed by the law firm. 
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Law Firm Diversity Report 
 
 

Column Header Data Description 

Timekeeper Name  

Timekeeper Gender  

Timekeeper Race  

Timekeeper Disabled Veteran  

Timekeeper Practice Start Date  

Timekeeper Graduation Date  

Timekeeper Year of Service  
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Litigation Analysis by Law Firm 
Overview of spending based on Law Firm and charge code. Examples of the categories are attend 
deposition, response to motion, trial prep for fees and copies and printing for disbursements. The report 
filter prompts for invoice charge date range. Identifies SmartReview categories for invoice charges to 
track what is being billed by category. Pages by law firm office. 

 

Column Header Data Description 

Charge SmartReview Category This is the specific system-based billing rule applied to the 
invoices received for the client from the law firms across all 
matters. 

Total Matters per Category This is the count of matters for which the system-based billing 
rules found that an adjustment should be made on a specific 
charge or expense for invoices received during the designated 
time period. 

Total Hours per Category This is the count of hours that were billed by the law firm for 
the designated charge category. 

Average Hours per Category Matter This is the average number of hours that were billed by the 
law firm for the designated charge category. 

Corporate Average Hours per 
Category Matters 

This is the average number of corporate hours that were billed 
by the law firm for the designated charge category. 

Variation Hours per Category Matter This is the variation of number of hours that were billed by the 
law firm for the designated charge category. 
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Summary of Timekeeper Hours Worked per Day 
Hours worked by active timekeepers for each law firm, with total hours worked, and columns with the 
number of days with over 4, 6, 8, 12, 14, 16, 18, 20, or 24 hours worked and weekend hours billed. The 
report filter prompts for a charge date range. Allows to see if timekeepers are billing for an unreasonable 
number of hours. 

 

Column Header Data Description 

Law Firm Office Name of the law firm office. 

Timekeeper Name Name of the timekeeper from the law firm office. 

Total Billed Total dollar amount billed by the law firm timekeeper. 

Timekeeper Hours Total number of hours billed by the law firm timekeeper. 

Days > 4hrs The number (count) of days the timekeeper billed for more than 4 
hours a day. 

Days > 6hrs The number (count) of days the timekeeper billed for more than 6 
hours a day. 

Days > 8hrs The number (count) of days the timekeeper billed for more than 8 
hours a day. 

Days > 12hrs The number (count) of days the timekeeper billed for more than 12 
hours a day. 

Days > 14hrs The number (count) of days the timekeeper billed for more than 14 
hours a day. 

Days > 16hrs The number (count) of days the timekeeper billed for more than 16 
hours a day. 

Days > 20hrs The number (count) of days the timekeeper billed for more than 20 
hours a day. 

Days > 24hrs The number (count) of days the timekeeper billed for more than 24 
hours a day. 
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Timekeeper Hours > X Per Day 
This report lists timekeepers who have billed X or more hours in a given day with related invoice and 
matter information. The report prompts for Charge Date range and X, the number of hours billed in a 
day. 

 

Column Header Data Description 

Law Firm Name Name associated with a law firm; used for reports that are 
associated with matter, invoice or charge information. 

Charge Timekeeper Level Billing level applied to a charge by a timekeeper. 

Charge Timekeeper Name Name of the timekeeper billing for services performed on a 
charge. 

Charge Date Date of service performed by the law firm at a line item level. 

Matter ID (CounselLink) Unique identification number assigned to a matter by LexisNexis. 

Matter ID (Customer) The number applied to a matter by a customer for identification 
purposes. 

Invoice ID (CounselLink) The invoice number that CounselLink has assigned to the invoice 
received from a law firm. 

Invoice ID (Law firm) Number or other identifier applied to an invoice by the submitting 
law firm for identification purposes. 

Charge Units (Fees) Number of hours or units charged for services performed by the 
law firm. 
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Timekeeper Roles 
All active law firm office individuals and their role(s) in CounselLink. Timekeepers are displayed by law 
firm office, including email contact information. This can be used as starting point to create a mailing list 

for certain types of timekeepers. 

Column Header Data Description 

Timekeeper Name The name of the timekeeper within the law firm. 

Timekeeper Email The email address of the timekeeper within the law firm. 

Timekeeper Roles Type The role that the law firm timekeeper holds within CounselLink. 

Timekeeper Status The status of the law firm timekeeper within CounselLink. 
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Top X Firms Average Hourly Rate 
Top X Law Firm average hourly rate by Timekeeper level. Filters by Invoice Approve Date range and 
number of records to return. 

 

Column Header Data Description 

Law Firm Office Name of the law firm office. A law firm may have more than one 
office. This report provides data at the law firm office level. 

Charge Timekeeper Level Billing level applied to a charge by a timekeeper. 
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Top X Law Firm Offices by Approved Amount 
Displays a specified number of law offices based on the offices’ Approved Amounts. Displays both a grid 
and bar graph. Prompts on Approved Date range and number of records to return. 

 

Column Header Data Description 

Law Firm Office Name of the law firm office. A law firm may have more than one 
office. This report provides data at the law firm office level. 

Invoice Billed Amount (LVL) Amount charged for services performed or expenses on an 
invoice prior to any discounts and/or taxes (Invoice Level). 

Invoice Approved Amount The amount of fee and expenses on an invoice that has been 
approved. 
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Top X Law Firm Offices by Billed Amount 
Top X Law Firm Offices by Billed Amount. Prompts for Invoice Sent Date range and number of records to 
return. Displays both a grid and bar graph. 

 

Column Header Data Description 

Law Firm Office Name of the law firm office. A law firm may have more than one office. This 
report provides data at the law firm office level. 

Billed Amount Amount billed to the law firm for the given date range. 
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Top X Law Firms Percent of Billed Hours by Level 
Top X Law Firm Offices Percent of Billed Hours by Level based on Legal Spend. Includes Billed Level and 
percent of Billed Units. Prompts on Approved Date range and number of records to return. 

 

Column Header Data Description 

Law Firm Office Name of the law firm office. A law firm may have more than one office. 
This report provides data at the law firm office level. 

Charge Timekeeper Level Billing level applied to a charge by a timekeeper. 

% of Billed Units Percentage of billed units for each billing level by Law Firm Office. 
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Matter Reports 
Matter reports are listed in the following sections along with an explanation of their functionality. 

 

Accrual Report 
Contains accrual information as submitted by law firms. Prior to report generation, you need to supply 
the name of a specific accrual. Once generated, the report displays the law firm name, matter 
information, accrual amounts, and accrual period information for the specified accrual. 

 

Column Header Data Description 

Accrual Name Name of the accrual. 

Accrual Contact Corporate Client CounselLink user identified as the contact for 
the accrual. 

Accrual Period Cycle Date (End) Ending date for the accrual period. 

Accrual Period Status Status of the accrual period. 

Accrual Law Firm Office Law firm office submitting accrual numbers. 

Accrual Matter Number Matter number for which accrual numbers are being submitted. 

Accrual Law Firm Matter ID The law firm’s ID of the matter entered by the law firm on the 
accrual record. 

Accrual Matter Title Matter title for which accrual numbers are being submitted. 

Accrual Entry Comment Comment related to the accrual (entered by the law firm). 

Accrual Law Firm Amount (LVL) The accrued amount entered by the law firm. 

 
 



CounselLink Standard Reports 

Copyright © 2021 LexisNexis. All rights reserved. 72 

 

 

 

Active Matters (by Firm) 
Billed amounts by law firm for active matters. Report displays matter ID, matter name, number of 
invoices received to date and total recommended amount. Defaults to page by Law Firm Office. Provides 
a quick overview of active matters. Can be subscribed since there is no prompt. 

 

Column Header Data Description 

Matter ID (Customer) The number applied to a matter by a customer for 
identification purposes. 

Matter ID (CounselLink) Unique identification number assigned to a matter by 
LexisNexis. 

Matter Title The name or title that the client has assigned to the 
matter within CounselLink. 

Start Date The start of the date range for which the client report 
user has requested report data. 

End Date The end of the date range for which the client report user 
has requested report data. 

Number of Invoices The count (number) of invoices submitted on a matter 
through CounselLink from the law firms. 

Total Recommended Amount to Date This data represents the total dollar amount of the 
invoices for the designated time period based on what 
was recommended by the product that the client pay. In 
other words, this would be the sum of the total “net” 
amount of the invoices after the CounselLink adjustments 
to the billed amounts. The adjustments are based on the 
client’s rules. 

Last Charge Date The most recent charge date for the designated matter. 

Months Open This represents the number of months that the matter 
has been active. 
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Allocation of Matters by Internal Staff 
Number of active matters assigned to internal staff within each office. Provides a list of matters to which 
staff are assigned for management purposes. 

 

Column Header Data Description 

Customer Office Name Customer office or practice group name at the lowest 
(office) level. 

Matter Client Contact Name of the client employee within the client office 
designated as the matter contact for the matter. 

Number of Matters The total number (count) of active matters assigned to the 
client employee within the client office. 
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Budget Report 
Budget information by matter. Prompts for budget period start date range. Includes Budget Amount, 
Budget Actual Amount and Percent of Budget spent. Page by Customer Office Name. 

Column Header Data Description 

Matter ID (Customer) Number applied to a matter by a customer for identification purposes. 

Matter Title The name or title that the client has assigned to the matter within 
CounselLink. 

Law Firm Office Name of the law firm office. A law firm may have more than one office. 
This report provides data at the law firm office level. 

Budget Period Status Current status for the budget period. 

Budget Period Start Date The first date of the budget period. 

Budget Period End Date The last date of the budget period. 

Budget Amount Amount of the budget. 

Budget Actual Amount Actual legal spend amount spent against the budget. 

% of Budgeted Percent of Budget Actual Amount against Budget Amount.Budget Actual 
Amount divided by the Budget Amount. 
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Closed Matters 
Matter detail on all closed matters grouped by office. The report filter prompts for matter closed date 
range. Provides a summary review of matters closed during the entered date range. 

 

Column Header Data Description 

Customer Office Name Customer office or practice group name at the lowest (office) level. 

Matter ID (Customer) The number applied to a matter by a customer for identification 
purposes. 

Matter ID (CounselLink) Unique identification number assigned to a matter by LexisNexis. 

Matter Title The name or title that the client has assigned to the matter within 
CounselLink. 

Matter Type Category of litigation associated with a matter (optional). 

Matter Contact Principal customer user associated with a matter. 

Matter Event Create Date Date that a matter was created. 

Matter Event Close Date Date a matter was designated closed. 

Associated Law Firm Office Names of all law firm offices associated with this matter. 

Matter Days Open Count of days that have passed between the last matter 
assignment date and recent close date/deleted date (or the 
current date where a matter is not yet closed/deleted) 

Invoice Approved to Date Amt 
(Fees) 

The amount of fees on an invoice that has been approved to date. 

Invoice Approved to Date Amt 
(Expenses) 

The amount of expenses on an invoice that has been approved to 
date. 

Invoice Approved to Date Amt The amount of fee and expenses on an invoice that has been 
approved to date. 

 
 

 
 
  



CounselLink Standard Reports 

Copyright © 2021 LexisNexis. All rights reserved. 76 

 

 

 
Closed Matters Report with Days Open 
Matter detail on all closed matters grouped by office. The report filter prompts for matter closed date 
range. Provides a summary review of matters closed during the entered date range.  It now includes 
days that have passed between a matter’s created date and its most recent closed date/deleted date. 

 

Column Header Data Description 

Customer Office Name Customer office or practice group name at the lowest (office) level. 

Matter ID (Customer) The number applied to a matter by a customer for identification 
purposes. 

Matter ID (CounselLink) Unique identification number assigned to a matter by LexisNexis. 

Matter Title The name or title that the client has assigned to the matter within 
CounselLink. 

Matter Type Category of litigation associated with a matter (optional). 

Matter Contact Principal customer user associated with a matter. 

Matter Event Create Date Date that a matter was created. 

Matter Event Close Date Date a matter was designated closed. 

Associated Law Firm Office Names of all law firm offices associated with this matter. 

Matter Days Open Since Creation Count of days that have passed between a matter created date and 
recent closed date/deleted date (or the current date where a 
matter is not yet closed/deleted). 

Invoice Approved to Date Amt 
(Fees) 

The amount of fees on an invoice that has been approved to date. 

Invoice Approved to Date Amt 
(Expenses) 

The amount of expenses on an invoice that has been approved to 
date. 

Invoice Approved to Date Amt The amount of fee and expenses on an invoice that has been 
approved to date. 
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Expenditures by Corporate Office 
Summary of all the YTD expenditures by office. Provides a summary of all recommended expenditures of 
invoices grouped by office. 

 

Column Header Data Description 

Customer Office Name Customer office or practice group name at the lowest (office) level. 

Number of Invoices The count (number) of invoices submitted on a matter through 
CounselLink from the law firms from year start to the current date for 
the designated client office. 

Billed Amount (YTD) The total dollar amount sum for all invoices processed from year start 
to current date for the designated client office. This figure is based on 
the invoice amount as billed by the law firm. 

Recommended Amount (YTD) The sum of the adjusted invoice amounts, year to date, for the 
designated client office. In this case, the adjusted invoice is the 
amount of the invoice after all adjustments have been made based on 
the system and client billing rules. 

 
 



CounselLink Standard Reports 

Copyright © 2021 LexisNexis. All rights reserved. 78 

 

 

 

Litigation Analysis by Category 
Overview of spending based on charge code category. Examples of the categories are attend deposition, 
response to motion, trial prep for fees and photocopies and printing for disbursements. The report filter 
prompts for invoice charge date range. Identifies SmartReview categories for invoice charges to track 
what is being billed by category. 

 

Column Header Data Description 

Charge SmartReview Category This is the specific system-based billing rule applied to the 
invoices received for the client from the law firms across all 
matters. 

Total Matters per Category This is the count of matters for which the system-based billing 
rules found that an adjustment should be made on a specific 
charge or expense for invoices received during the designated 
time period. 

Total Hours per Category This is the count of hours that were billed by the law firms for the 
designated charge category. 

Corporate Average Hours per 
Category Matters 

This is the average number of corporate hours that were billed by 
the law firm for the designated charge category. 
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Matter Inventory 
A comprehensive listing of matters, law firms, and spend. This report prompts on Client Office and Matte 
Status. The report filter prompts for Customer Office Name and Matter Status. 

 

Column Header Data Description 

Customer Office Name Customer office or practice group name at the lowest (office) 
level. 

Matter ID (Customer) The number applied to a matter by a customer for identification 
purposes. 

Matter ID (CounselLink) Unique identification number assigned to a matter by LexisNexis. 

Matter Description Description of the matter. 

Matter Title The name or title that the client has assigned to the matter within 
CounselLink. 

Matter Status Detailed status associated with a matter. 

Matter Contact Principal customer user associated with a matter. 

Matter Invoice Contact Customer user responsible for the oversight of the invoice review 
process throughout the life cycle of a matter. 

Associated Law Firm Office This is the name of the law firm office that is handling the matter 
on behalf of the client. 

Matter Event Law Firm Accept Date Date a matter is accepted by a law firm. 

Matter Law Firm Office Status Status associated with the law firm on the matter. 

Invoice Approved to Date Amt 
(Fees) 

The amount of fees on an invoice that has been approved to date. 
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Invoice Approved to Date Amt 
(Expenses) 

The amount of expenses on an invoice that has been approved to 
date. 

Invoice Approved to Date Amt The amount of fee and expenses on an invoice that has been 
approved to date. 
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Matter Journal 
Matter Journal information including matter journal entries, comments, user who entered the entry and 
category. Prompts on Matter ID (Customer). 

 

Column Header Data Description 

Matter ID (Customer) Number applied to a matter by a customer for identification 
purposes. 

Matter Title The name or title that the client has assigned to the matter 
within CounselLink. 

Matter Journal Subject Title for the journal entry entered by the user. 

Matter Journal Entered Date Date the journal entry was created. 

Matter Journal Details Journal entry text entered by the user. 

Matter Journal Type Indicator that the note is visible by corporate users (CLIENT) or 
visible to corporate and law firm users. 

Matter Journal Entry Name User who entered the matter journal entry. 

Matter Journal Category Category selected for the journal entry. 

Matter Journal Comment Comment entered on the journal entry. 
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Matter Participants 
Matter participants including name, role, email and address. Prompts on Client Matter ID. 

 
Column Header Data Description 

Matter ID (CounselLink) Matter ID for the matter. Used to relate Matter Participant 
objects to other matter objects. 

Matter Title The name or title that the client has assigned to the matter 
within CounselLink. 

Matter Participant Name Name for matter participant. Includes first and last name. 

Matter Participant Role Role for the matter participant e.g. plaintiff, defendant, expert 
witness. 

Matter Participant Email Address Email address for the matter participant. 

Matter Participant Address Address for the matter participant. 

Matter Participant City City for the matter participant. 

Matter Participant State State for the matter participant. 

Matter Participant Zip Code Zip code for the matter participant. 
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Matter Spend by UTBMS Code 
Displays matter spend (recommended amount) by UTBMS code. Prompts for Invoice Approved date 
range. Can filter by one or more matters. 

 

Column Header Data Description 

Matter ID (CounselLink) Unique identification number assigned to a matter by LexisNexis. 

Matter ID (Customer) The number applied to a matter by a customer for identification 
purposes. 

Matter Title The name or title that the client has assigned to the matter within 
CounselLink. 

Charge Task Code The task code associated with each charge. 

Charge Task Code Description Description for the type of task associated with each charge. 

Charge Recommended Amt Amount after accounting for law firm, client adjustments, law 
firm discounts and taxes. 
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Matters with No Assigned Law Firm 
List of matters which are not closed or deleted and do not have a law firm assigned. 

 
Column Header Data Description 

Customer Office Name Customer office or practice group name at the lowest (office) level. 

Matter Title The name or title that the client has assigned to the matter within 
CounselLink. 

Matter ID (Customer) The number applied to a matter by a customer for identification 
purposes. 

Matter ID (CounselLink) Unique identification number assigned to a matter by LexisNexis. 

Matter Status This is the current status of the matter in CounselLink. 
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Top X Matters by Approved Amount 
Displays a specified number of matters based on the matters’ Billed Amount and Approved Amount. 
Displays both a grid and bar graph. Report prompts on Approved Date range and number of records to 
return. 

 

Column Header Data Description 

Matter Title The name or title that the client has assigned to the matter 
within CounselLink. 

Invoice Billed Amount (LVL) Amount charged for expenses or services performed on an 
invoice prior to any discounts and/or taxes (Invoice Level). 

Invoice Approved Amount The amount of fee and expenses on an invoice that has been 
approved. 
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Top X Matter Types by Spend for Current Year 
List of Top X matter types with the highest Invoice Approved Amount for the current year. Includes the 
Invoice Approved to Date Amount for the previous year. Prompts on the number of records to return. 

 

Column Header Data Description 

Matter Type Category of litigation associated with a matter. 

Invoiced Approved to Date Amt – Current Year Total amount for invoices for the matter type 
approved to date for the current year. 

Invoiced Approved to Date Amt – Previous Year Total amount for invoices for the matter type 
approved to date for the previous year. 
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Glossary of Terms 
• Ad Hoc Reporting: The process of creating and/or generating a report as needed, or “on the fly”.

• Ad Hoc Client Created Reports: Reports created by client Advanced/Enterprise Reports users. The
ability to create these reports is included in the license fee.

• Advanced User: A user of CounselLink who has the ability to edit existing reports in design view,
modify report filters, and create reports from scratch. The advanced user is able to pull in custom
data when creating reports.

• Advanced/Enterprise Reports User License: This license allows the user to create custom reports
for users to view. This user level includes the functionality of the Standard Reports User License.
Advanced / Enterprise users may, in most cases, edit reports, or add Report Filters to reports.

• Attribute: An element of data within CounselLink upon that cannot be part of an arithmetic
equation. An example of an attribute would be the Matter Name or Matter Number.

• Business Intelligence Team: The LexisNexis team that is responsible for the creation,
maintenance, and upgrade of reports in the CounselLink environment.

• Comma Separated Values (CSV): This is an option for the export of reports from CounselLink.
Many spreadsheet and data programs can easily import “.CSV” files.

• Content Guided Templates: Pre-formed reporting tools that allow you to build a custom report
without having to use the design interface. Guided content templates simplify the report
development process by ensuring that all elements of data work well together.

• Custom Reports: Reports created specifically for a client or individual, designed to meet their
unique needs such as performing complicated, multi-step calculations and presenting the data in
a special form.

• Delimited Export: Describes the process of exporting plain text using commas, tabs, or semi- 
colons. 

• Derived Metric: A metric that is created using elements that already exist on a specific report.

• Design View: A feature of CounselLink that provides Advanced Users with the ability to edit
existing reports or create new reports from scratch.

• Executing Reports: The process of generating a report.

• Export: The process of taking a specific report from CounselLink and making it compatible for use
with Microsoft Excel, or other third-party data evaluation tools.

• History List: A feature of CounselLink that provides a convenient location for the user to access
completed reports, as opposed to waiting for them to execute. All reports to which the user has
subscribed will display in the history list as the execution of the report is completed.



CounselLink Standard Reports 

Copyright © 2021 LexisNexis. All rights reserved. 88 

• Merged Row Headers: A feature of CounselLink that combines common row headers to simplify
the viewing of a specific report. Row headers should be unmerged prior to export.

• Metric: An element of data within CounselLink that can be part of an arithmetic calculation.

• Object Browser: A panel within the Design View that allows advanced users to select various
objects and add them to their report.

• Power User: See Advanced User.

• Report Filter: Pre-defined criteria that limit how many results or the scope of results that will be
presented in the report.

• Reports: The collection of information in a readable format used to support business decisions.

• Standard Report: A report that is visible to all clients, and appears in the initial CounselLink
reports listing. 

• Standard User: Any user of CounselLink that does not have the ability to edit reports or create
new reports from scratch.

• Subscriptions: A feature of CounselLink that allows users to schedule recurring instances of
specific reports for later access.

• View Filters: A feature of CounselLink that allows users to limit the number of visible report
records without affecting the underlying report structure, or re-executing the report.




