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Unity – CosmoLex

Integration Set-Up



Setting Up The CosmoLex Integration

STEP #1:

Click the gear icon to access 

the Unity Administration and 

Configuration page

To set up the CosmoLex integration in 

Unity you must have Unity Administrator 

privileges on your account.



Setting Up The CosmoLex Integration Cont.

STEP #2:

Select “Statement of Account”

To set up the CosmoLex integration go 

to the “Statement of Account” 

conveyancer configuration option.



Setting Up The CosmoLex Integration Cont.

STEP #3:

Select “Manage 

General Statement of 

Account Settings”



Setting Up The CosmoLex Integration Cont.

STEP #4:

Select “CosmoLex” from 

the “Accounting Software” 

dropdown menu



Managing GL 

Accounting Codes



Managing GL Accounting Codes

STEP #1:

Click on “Manage Accounting 

Software Codes”

Unity will prepopulate the standard 

CosmoLex GL accounting codes. You will 

need to add/change these codes to match 

your office’s accounting configurations.  



Managing GL Accounting Codes Cont.

STEP #2:

Click on the burger menu 

next to an entry to delete 

that item or to add a new 

item to the list



Managing GL Accounting Codes Cont.

STEP #4:

Select “OK”

Once you have finished adding and editing 

your list of GL accounting codes, click “OK” 

to save your changes to your Unity account.

STEP #3:

When adding a new item to 

the list enter the expense 

name and a description



Configuring your 

Statement of 

Account



Assigning GL Accounting Codes to Default Disbursements

In order to expedite the account creation 

process, you can assign GL accounting 

codes to your default disbursements in the 

Statement of Account configurations.

*Note – GL accounting codes can also be 

selected for a specific disbursement directly on 

the Statement of Account page within a matter.

STEP #1:

Select the Statement of 

Account template name OR 

the burger menu and “Open” 



Assigning GL Accounting Codes to Default Disbursements Cont.

*Note – GL accounting 

codes can also be 

selected for a specific 

disbursement directly on 

the Statement of Account 

page within a matter.

Each disbursement 

can be assigned a 

unique GL accounting 

code from the list of 

accounting codes.

STEP #2:

Select the applicable GL code 

for each disbursement from the 

dropdown menu of options



Assigning GL Accounting Codes to Default Disbursements Cont.

*Note – these settings will 

apply to all matters opened 

after they have been 

configured. To apply the 

settings to existing matters, 

you will have to reset the 

Statement of Account on 

the Statement of Account 

page of the matter.

Once you have assigned 

the appropriate GL 

accounting codes to each 

disbursement click “Save” 

to have these appear in the 

Statement of Account 

page of your new matters.

STEP #3:

Select “Save”



Creating Accounting 

Files for Export 

From a Matter



Creating the Accounting Export File

As you complete your Statement of Account on a matter 

you can also choose to create the file that will be exported 

from Unity from the Statement of Account page.

STEP #1:

Select “Actions” and then 

“Send to Export 

Accounting File”



Creating the Accounting Export File Cont.

STEP #2:

Click “OK” on the 

confirmation pop-up to 

confirm you are wanting to 

create the file for export

Once the export file has 

been created Unity will 

display the information 

about the last export on the 

Statement of Account page



Creating Accounting 

Export File for 

Multiple Matters



Creating Accounting Export File for Multiple Files

STEP #1:

Go to “Matters”

If you would like to create accounting export 

files across multiple matters at one time you 

can do that from the “Matters” page.

STEP #2:

Select each of the matters 

you would like to create 

accounting export files for



Creating Accounting Export File for Multiple Files Cont.

STEP #3:

Select “Actions” and then 

“Create account export 

files for x selected”



Creating Accounting Export File for Multiple Files Cont.

Once the accounting files have been 

successfully created, Unity will 

display a confirmation message. 

If any matter(s) failed to properly create an 

accounting file, they will also be displayed.



Exporting the 

Accounting Files



Exporting the Accounting Files

Once you have created the accounting 

files for the applicable matters, you 

will need to export them out of Unity.

STEP #1:

Go to “Integrations”

STEP #2:

Click on “Download 

Accounting Export Files”



Exporting the Accounting Files – Download zip File

Unity will display a list of matters with accounting files ready 

to be exported. When downloading, all available files are 

downloaded in a zip folder. The list of matters with available 

files will clear after you have created the zip folder.

STEP #3:

Click on “Download Unity 

Accounting zip file”



Unzipping the zip 

File for Import



Unzipping the zip File for Import

Prior to importing the accounting files 

from Unity into your accounting 

program, you must extract them from 

the downloaded zip folder.

STEP #1:

Select “Extract all”



Unzipping the zip File for Import Cont.

STEP #2:

Select “Browse” and choose 

a path on your system that 

you can easily find

STEP #3:

Select “Extract”



Unzipping the zip File for Import Cont.

Once fully extracted, the 

files will be ready to import 

to your accounting software.



Importing 

Accounting Files 

to CosmoLex



Importing Accounting Files to CosmoLex

STEP #1:

Select “Activities” 

from the side bar 

menu of options



Importing Accounting Files to CosmoLex Cont.

STEP #2:

On the top menu bar, click 

the “Action” button and 

choose “Unity Import”



Importing Accounting Files to CosmoLex Cont.

STEP #3:

Select “Choose File”



Importing Accounting Files to CosmoLex Cont.

STEP #4:

Find your saved files and 

highlight the ‘dpdisb’ file

STEP #5:

Click “Open”



Importing Accounting Files to CosmoLex Cont.

STEP #6:

Once the selected file has been 

brought into CosmoLex, click the 

“Upload” button to add the 

disbursements to your accounts



Importing Accounting Files to CosmoLex Cont.

STEP #7:

Select “Complete Import”

CosmoLex will display a 

list of the disbursements 

that have been imported 

from Unity. Click the 

“Complete Import” button 

to complete the process.

Repeat the 

Importing Steps 

to Import the 

Fees (dpfee)


