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Batch Time Recording makes entering the work done on client files a one click process. With 

all Charge Codes showing at once for the selected Legal Aid call and type of work, you can 

move down the batch time grid entering the ‘Amount’ for each chargeable item before adding 

the time with one mouse click.  

 

 

 

Like the item by Item view, there are various shortcuts you can use to enter time more 

quickly. Use the following keyboard shortcuts after you have entered the number 

quantity in the Amount field. 

 

U = Units 

M = Minutes 

H = Hours 

 

Repositioning the order Chargeable Time is shown 

 

The order in which the chargeable time is shown can be repositioned to follow your own 

timesheets. Right click on the Batch Entry grid and click on ‘Allow order to be changed’. 

 



 

 

You can then move the item row up or down to it’s new position. 

 

 

 

When you have made the desired changes right click on the Batch grid and click on ‘Save this 

order’. 
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