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1. What Is This Utility?
The CCH Axcess Contact Conversion Utility is a process executed by CCH internally, using a structured dataset that Aiwyn prepares and submits following CCH's required template. CCH runs the utility on their end via their own API or scripting layer based on that input. Aiwyn's role is to produce the correctly formatted dataset and coordinate the execution — the result is that the Aiwyn inbound contact is assigned to all in-scope clients as part of the contact conversion, and the correct billing checkboxes are applied in CCH Axcess both for the Aiwyn inbound contact and for the existing contacts already set up on those clients to receive invoices and statements.
It runs in two logical phases:

	Phase
	What Happens

	Phase 1 — Assign Aiwyn Inbound Contact
	The Aiwyn inbound contact is assigned to all in-scope clients via Client Manager → Contacts.

	Phase 2 — Update Billing Options
	For clients that already have at least one contact in Practice → Billing Options → Email Invoices, the Aiwyn inbound contact is added there with the correct checkbox configuration. In addition, the existing contacts already set up in that section for the client are also updated so their checkboxes match the required specification — ensuring invoices and statements are each routed to the correct recipient.



2. Where in CCH Axcess Does This Apply?
CCH Axcess stores client contact and billing information in two distinct places. The utility interacts with both:

	Location in CCH Axcess
	What It Contains & Why It Matters

	Client Manager → Contacts tab
	Contact records assigned to a client. The same contact can be shared across multiple clients. The utility assigns the Aiwyn inbound contact here for every in-scope client.

	Practice → Billing Options → Email Invoices
	Controls who receives invoices and statements. The utility adds the Aiwyn inbound contact here and applies the checkbox configuration described in Section 3. Existing contacts in this section are also updated according to the checkbox logic for contacts described in Section 3. Only updated where at least one contact already exists.




3. What Gets Changed — Checkbox Logic
When the utility updates the Billing Options → Email Invoices section for a qualifying client, it applies the following checkbox configuration. This is the critical rule that ensures invoices flow to Aiwyn for delivery and statements continue to reach the firm's existing contacts:

	Contact Type
	Receives Invoices
	Receives Statements

	Aiwyn Inbound Contact
	✅  Checked
	❌  Unchecked

	Existing Client Contact(s)
	❌  Unchecked
	✅  Checked



What this achieves: Invoices are routed to Aiwyn (via the inbound contact) so that Aiwyn can deliver them to the correct recipients. Statements continue to go directly to the firm's existing client contacts, as they did before.

4. Scope — What the Utility Will and Will Not Do
Assumption — In-Scope Clients
The set of clients to be processed is determined by the firm. Before the utility is run, the firm defines the scope criteria — such as active clients, a specific office or location, client status, or any other firm-specific filters. These criteria are applied when generating the input dataset that drives the utility. If the firm is executing the process themselves, they are responsible for applying those filters accordingly. There is no fixed rule on what qualifies as in-scope; that is entirely up to the firm to define and confirm prior to execution.

	What the utility WILL do:
· Assign the Aiwyn inbound contact to all active, in-scope clients in Client Manager → Contacts.
· Add the Aiwyn inbound contact to Billing Options → Email Invoices for clients that already have at least one contact configured there.
· Set the Aiwyn inbound contact checkbox to: Invoices ✅ / Statements ❌.
· Set existing client contact checkboxes to: Invoices ❌ / Statements ✅.
· Respect any firm-specific filters applied to the scope (e.g., office, client status).



	What the utility WILL NOT do:
· Modify clients with no contacts in Billing Options → Email Invoices — those are intentionally skipped.
· Touch or alter any client or contact records that fall outside of the scope defined for this process.
· Change any billing data, financial records, or engagement information.
· Add any contacts to Billing Options → Email Invoices where none currently exist — this applies to all contacts, including the Aiwyn inbound contact, which will also not be added in those cases. Doing so would risk creating the false impression that invoices are being sent when no delivery path is configured.



Important: Any client that has no contacts set up in Billing Options → Email Invoices will be skipped. If you want those clients included, their Billing Options should be populated in CCH Axcess before the utility runs. Otherwise, they can be set up manually in CCH Axcess at a later point and will be updated accordingly in Aiwyn as part of the normal update and sync process.

5. Requirements to Execute / Run the Utility
The following must be in place before Aiwyn can execute the conversion:

1. An Aiwyn inbound contact has been created in CCH Axcess.
2. The correct Aiwyn inbound email address has been entered on that contact record.
3. If the Aiwyn inbound contact has not yet been assigned to any client, either an existing client is used as the starting point, or a client is created to assign the contact to — this is used to validate the setup before running the utility across all clients.
4. A CCH Axcess account with full administrative rights must be available for a member of the CCH Axcess staff to execute the utility.
5. The firm has reviewed and agreed to the scope rules in Section 4 — or has confirmed it will populate missing Billing Options contacts before the utility runs.

	Setup validation — before running at scale, confirm you understand the changes that will be executed by reproducing the steps described below:
· Go to Client Manager → Contacts and verify the Aiwyn inbound contact is assigned to the client.
· Go to Practice → Billing Options → Email Invoices and confirm the Aiwyn inbound contact is present.
· Verify that checkboxes match the logic described in Section 3.
· Confirm the setup is correct and all parties are aligned before proceeding to the full run.



6. Executing the Utility — Datasets & Templates
To execute the utility, CCH Axcess requires three structured datasets, each following a specific template format provided by CCH Axcess. The datasets are generated directly from the firm's CCH Axcess database through the DAU to feed those template data specifications, applying the rules described below. Once the three templates are ready, they are submitted securely to CCH, who then executes the utility on their end.
Each template has a corresponding query that generates the required dataset — Query 1 feeds Template 1, Query 2 feeds Template 2, and Query 3 feeds Template 3. These queries can be executed directly from the DAU and the resulting data exported accordingly. Important: data types must be correctly configured before populating the templates. Fields such as Client ID and Client Number may contain non-numeric characters and must be stored and handled as text strings rather than numbers to prevent data loss or formatting errors. Whoever generates the dataset should confirm this is applied. The three queries are provided alongside this document as a separate reference.
The following are the three key rules that govern how each dataset is generated:

	Template
	Purpose & Key Rule

	Template 1 — Client Contact Import
	Instructs CCH to assign the Aiwyn inbound contact to all in-scope clients at the client profile level (Client Manager → Contacts tab). This step links the contact to the client record only — it does not add the Aiwyn inbound contact to the Billing Options → Email Invoices section. That is handled separately by Template 2. Key rule: all in-scope clients are included in this template regardless of their Billing Options setup.

	Template 2 — Client Practice Email Invoices (Contact Level)
	Instructs CCH how to update the Email Invoices section in Billing for contacts stored at the contact level. The dataset includes one row per client for the Aiwyn inbound contact (set to receive Invoices, not Statements) and one row per existing client contact already present in that section (updated to receive Statements, not Invoices). Key rule: only clients where at least one contact already has a checkbox checked are included — contacts where both flags are unchecked are excluded and left unchanged.

	Template 3 — Client Practice Email Invoices (Client Billing Email Level)
	Instructs CCH how to update the Email Invoices section in Billing for email recipients stored at the client level (Client Billing Email). Those records are set to receive Statements only, since invoices will now route through the Aiwyn inbound contact. Key rule: same as Template 2 — only records where at least one checkbox is already active are processed; records with both flags unchecked are skipped.



	Across all three templates, the following rules are always applied:
· The Aiwyn inbound contact is always set to: Invoices ✅ / Statements ❌.
· All existing contacts and client billing emails in the Billing Options section are always updated to: Invoices ❌ / Statements ✅.
· Any record where both the Invoice and Statement flags are unchecked is excluded and will not be altered.
· The completed templates are saved and stored before submission to preserve the state of the firm’s data prior to the utility being run.



Once all three templates are generated and validated, they must be submitted to CCH Axcess through the following secure file upload portal:
	Secure Submission Portal
	https://cchpns.thruinc.net/

	Subject Line
	<Firm Name> Aiwyn Integration Templates



7. Before, During & After the Conversion

	When
	Action Required

	During conversion (cutover period)
	Avoid making client or contact changes in CCH Axcess while the utility is being executed. Invoices may still be created during this window, but should not be posted or sent until the conversion is complete and the setup has been validated.

	Post-conversion — spot check
	Review a sample of converted clients and a sample of skipped clients. Confirm checkbox logic matches the standard in Section 3.

	Post-go-live — new clients
	Any new client added after go-live must be set up manually following the same logic the utility applies. This means: (1) assign the Aiwyn inbound contact to the client in Client Manager → Contacts; (2) add the Aiwyn inbound contact to Billing Options → Email Invoices with Invoice ✅ / Statement ❌; and (3) add any existing client contacts to that same section with Invoice ❌ / Statement ✅. This ensures invoices and statements continue to route correctly for all new clients going forward.
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