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Introduction 
 

This document explains the changes you will see in the updated version of Insight, along with a brief 

explanation of the new functions. Training is always recommended to fully understand and make the 

most of the new functions. Online training is available for just £90.00 for the first delegate and then 

£45 for any additional delegates plus VAT. Training can be booked by contacting Insight Legal on 01252 

518939 option 2.  

Installation 
Insight will update after your specified upgrade time slot when logging in. 

The first time the new update is run, the database will be updated, which may take a few minutes. 

You must let the update run through uninterrupted, so please give it the time it needs without 

cancelling the update or running Insight again. 

If there are any errors reported during the upgrade process, this will likely be due to your virus 

checking software interrupting the update. If this occurs, you may find it easiest to temporarily disable 

your virus protection software and start the upgrade again by restarting Insight, but please check with 

your IT Company/Department if you have any concerns about doing this.  

If any problems are encountered during the update process, please restart Insight, and it will attempt 

to re-run the update and correct any issues. If you are still having problems with the update after 

restarting, please get in touch with Insight Legal support at 01252 518939. 

All users must update the program, so it may be beneficial to check that all of your colleagues have 

closed and reopened Insight after you have upgraded your version.   
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New Features and Functions 

‘Received From’ Field in Credit Postings  

 
An optional field has been added to the C2 Client Debit/Credit, O2 Office Debit/Credit and D2 
Debit/Deposit Credit posting screens to allow users to enter the ‘Received From’ information for 
Credit postings in a separate area to the Description field.   
 

 
 
The new ‘Received From’ field operates in the same way as the current ‘Payee’ field found in the 
corresponding Debit posting.  It is available to use on the Matter Posting, Batch Posting and Posting 
Request Screens.  It is also available on the Bank Reconciliation Posting Screen for users who utilise 
the Friendly Score Bank Feed integration. 
 

 
 
The field is completely optional, but if used the information entered will be shown on the Ledger, Cash 
Book, and Bank Reconciliation screens. 
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A combined ‘Payee/Received From’ column has been created in the place of the previous Payee 
column for the Cash Book and Bank Reconciliation Reports  
 

 
 
 

 
 
The Posting Request Slip has also been updated to include the ‘Received From’ information when it is 
entered on a Credit Posting Request  
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Posting Requests 

Additional Information Columns in Posting Request Screens  

The Posting Request Screens accessible from the Home Screen and the Accounts menu now have 

additional information columns showing the ‘Payee / Received From’ details and also any Notes that 

the user has entered when making the posting request. 

 

 

These additional columns will assist the approvers in accessing the additional information entered by 

the user requesting the posting more efficiently.  

Invoice Date and Due Date on Posting Request  

When using the O4 Office Disbursement Posting Request and selecting the Purchase Ledger option, 
users will now be able to enter the details of the invoice date and the due date.   
 

 
 
These fields now match the fields available when posting Purchase Ledger Disbursement Postings on 
the Accounts Matter Posting screen, and the information will be available on the Posting Request PDF 
and Purchase Ledger Reports once the Posting has been approved and processed. 
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The fields will be available when requesting an O4 Disbursement from the Purchase Ledger using 
either the Ledger Posting Request or the Workflow Posting Request Task  
 
 

Posting Request Slip generated from Workflow Task  

A PDF with the details of the Posting Request will now be generated when using the Posting Request 

Task in a workflow. 

 

 

This matches the current generation of a Posting Request PDF when using the Ledger Posting Request 

function.  The PDF will be automatically saved in the Matter Files folder for the relevant Matter when 

the request is submitted and the task has been completed. 

 


