Month End Manual

This manual is designed to guide you and your team through
month end processing and reporting in OnePractice.
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Before Month End

Ensure the Bank Reconciliations for the last day of the month for all Trust and IBD accounts have been
committed and the last batch update has been run.

You may want to run the Author KPI/Author Fee Sharing listing report and make any adjustments to fees
allocation, if needed before closing the month.

Month End reports can be run at any time by entering the report date, before or after processing month end.
Reports required for NZLS Monthly certificate:

+ The last Bank Reconciliation for all Trust and IBD accounts — together with a copy of the last bank
statement

(91 OnePractice V3.2.0.1139

| Home Accounts Documents OneCollect Tasks AML/CFT Administration

o 2 Y Y T T 4 a4 o 4N & P i) m
i LA BB S S S & 6 & 93 E M 2
A O == B =X [R5 T =) &=
New Search | Update List New Search New IBD 1BD Process Import Periodic Full New Search Float Float RWT Float Chart of | Process
IBD Deposit Withdraw Interest Interest Withdrawal Receipt Payment Payment Enquiry Accounts
Bank Deposits Batch Reconciliations IBD Third Party Costs Firm & GL Month End
Figure 1.

Trust Bank Reconciliation includes:

+ Bank Reconciliation & Cash Control Summary
+ Adjustments — Details of any unpresented deposits and bank adjustment entries

NOTE:

+ Itis recommended that unknown deposits are receipted into your suspense account and not left
as adjustments over a month end
+ Double-click on the last Bank Reconciliation to print it for month-end reporting
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Cash Control Summary

Check that the totals balance to the Trust Transactions Report:
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+ print this report for the month (i.e. 1/3/2023 to 31/03/2023)

onelaw

+ Select Receipts and Payments - Make sure you select the Client Float & RWT Transactions
option “All” (this is located at the very bottom of this report selection screen, as per Figure 2

below)

Q Reporting

4 Daily Usage
Author Individual KPI
Customer Due Diligence Report
Payment & Receipt Compliance Report
Red Flags Report

4 Management Reports
Aged WIP
AR Aged Trial Balance
AR Credits
AR Listing
AR Statement
Author Fee Share Listing
Author Fee Write-off Report
Author Financial Year by Month
Author KPI Report
Author WIP
Author WIP Activity
Author WIP Code Analysis
Author WIP to Fee Premium Report
Author Write-offs By Reason Report
Author Write-offs Report
Client & Party Master List
Client Write-off Report
Deeds
Fee Delegation Report
Fees by Fee Type Report
Firm Trust Ledger Report
Firm's KPI
Float & Debit Balances Control Report
General Ledger Export Report
GST Accruals Report
IBD Interest Activity Report
IBD Ledger Balance Report
IBD Ledger Transaction Report
Invoice List
Ledger Balance Report
Matter Balances Report
Matter Master List
New Clients & Matters Report
Stale Matters Report
Top Billed Clients
Trust Balance Management Report
Trust Transactions Report
Unbilled Trust Debit Balances
Unpresented Cheques

4 Matter Reports
Archived Matters Report
Matter Bill Requisition
Matter Disbursements
Matter Expenses
Matter Expenses by Type
Matter IBD
Matter Third Party Costs

Report Title: Trust Transactions Report

A trust ledger operated by the firm

Trust Ledger: BNZ Trust Account

Client and Matter picker

Client:

Matter:

Reporting Period

(® Month: March 4

O From: [

Transaction Types

4 [m] Select All
[] Expense
[Jree
Receipt
Payment
[Jinterest
CIrwt
[[] Commission
[JJournal
[[] Advance
[ Gain
[[] DatalmportAdjustment
[ Disbursement Write-off
[ Third Party Cost

Reversal Selector

Reversal Selector: Include reversals

Include
[] Client names & matter descriptions

Sort order
(®) Date, Transaction Type
(O Account, Date
Client name, Matter number, Date
() Transaction Type, Date (subtotal per type)

Client, Float & RWT Transactions

Included: O Client Side Only (@) All

Figure 2.
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Ledger Balance Report

This report shows all client debit and credit balances, and the firm’s Float Account (plus the RWT account
balance if RWT is deducted by your firm). Print this report for all active trust accounts.

(0] Reporting — [m] X
Filter reports, Report Title: Ledger Balance Report
4 Daily Usage A trust ledger operated by the firm

Author Individual KPI
Customer Due Diligence Report
Payment & Receipt Compliance Report Date Selection

|
Red Flags Report Report As At: 31/03/2022

4 Management Reports

Trust Ledger: BNZ Trust Account v

Aged WIP Balances to include

AR Aged Trial Balance

AR Credits Include: Debits and credits v |
AR Listing

AR Statement |
Author Fee Share Listing 1
Author Fee Write-off Report

Author Financial Year by Month
Author KPI Report

Author WIP

Author WIP Activity

Author WIP Code Analysis

Author WIP to Fee Premium Report
Author Write-offs By Reason Report
Author Write-offs Report

Client 8t Party Master List

Client Write-off Report

Deeds

Fee Delegation Report

Fees by Fee Type Report

Firm Trust Ledger Report

Firm's KPI

Float & Debit Balances Control Report
General Ledger Export Report

GST Accruals Report

1BD Interest Activity Report

1BD Ledger Balance Report

1BD Ledger Transaction Report
Invoice List

Ledger Balance Report

Matter Balances Report

Figure 3.
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IBD Ledger Balance Report

This report shows all On-Call and Term Deposit IBD Balances for the selected IBD account.

+ Check this report with the report you get from your bank to ensure the same balance has the
correct totals for each client deposit
+  Print this report for all active IBD accounts

Q Reporting - [} X
Filter reports. Report Title: 1BD Ledger Balance Report
4 Daily Usage A trust ledger operated by the firm
Author Individual KPI IBD Ledger: BNZ IBD Account v
Customer Due Diligence Report
Payment & Receipt Compliance Report Date Selection
Red Flags Report . =
4 Management Reports TEEETLELE 31/03/2022
Aged WIP
AR Aged Trial Balance
AR Credits
AR Listing

AR Statement

Author Fee Share Listing

Author Fee Write-off Report
Author Financial Year by Month
Author KPI Report

Author WIP

Author WIP Activity

Author WIP Code Analysis

Author WIP to Fee Premium Report
Author Write-offs By Reason Report
Author Write-offs Report

Client & Party Master List

Client Write-off Report

Deeds

Fee Delegation Report

Fees by Fee Type Report

Firm Trust Ledger Report

Firm's KPI

Float & Debit Balances Control Report
General Ledger Export Report

GST Accruals Report

IBD Interest Activity Report

1BD Ledger Balance Report

IBD Ledger Transaction Report

levemicn 1ine

Figure 4.
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Firm Float Enquiry and Firms Trust Ledger Report

onelaw

Print the Float Enquiry for the required month, this report summarises totals from each batch through the
month and can be sufficient for some firms.

VHEFIGUULE VLW 1137

| Home Accounts Documents OneCollect Tasks AML/CFT Administration

v | e e | N e A A A 2 h = i

AR Y S BB EE o8 b

g == = L ey =
»w Search  Update List New Search | New . IBD IBD Process Import Periodic Full New Search Float Float RWT  Float f | Process

IBD Deposit Withdraw Interest Interest Withdrawal Receipt Payment Payment Enquiry Acc S
nk Deposits Batch Reconciliations IBD Third Party Costs Firm & GL Month End
eView ~ % Firms Float Account Enquiry
<l
Filter criteria
Y Matters k Parties Ledger: BNZ Trust Account v E Mar 2022 EI

Figure 5.

For a more detailed report showing how the summaries from each batch have been obtained, you can print
the Firms Trust Ledger Report (see Figure 5 below).

The Float & Debit Balances Control Report highlighted below can also be useful.

=1

A W}
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G) Reportin
P 9

4 Daily Usage
Author Individual KPI
Customer Due Diligence Report
Payment & Receipt Compliance Report
Red Flags Report

4 Management Reports
Aged WIP
AR Aged Trial Balance
AR Credits
AR Listing
AR Statement
Author Fee Share Listing
Author Fee Write-off Report
Author Financial Year by Month
Author KPI Report
Author WIP
Author WIP Activity
Author WIP Code Analysis
Author WIP to Fee Premium Report
Author Write-offs By Reason Report
Author Write-offs Report
Client & Party Master List
Client Write-off Report
Deeds
Fee Delegation Report
Fees by Fee Type Report
Firm's KPI
Float & Debit Balances Control Report
General Ledger Export Report
GST Accruals Report
IBD Interest Activity Report
IBD Ledger Balance Report
1BD Ledger Transaction Report
Invoice List
Ledger Balance Report
Matter Balances Report
Matter Master List
New Cliants & Mattere Ranart

port@onelaw.co.nz | www.onelaw.co.nz

Report Title: Firm Trust Ledger Report

A trust ledger operated by the firm

Trust Ledger: BNZ Trust Account v
Date Range
From: Select a date to |Select a date (leave empty for all)

Firms Account

Firms Account: Float only

Transaction Types

4 [Jselect All
[] Expense
[JFee
O Receipt
Payment
[Jinterest
Clrwt
[[] Commission
[Journal
[] Advance
[ Gain
[[] DatalmportAdjustment
[] Disbursement Write-off
[] Third Party Cost

Sort order

(®) Date, Transaction Type

(O Transaction Type, Date (subtotal per type)

Figure 6.
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Trust Transaction Report

A list of various transactions can be printed i.e. a list of Journals, Receipts, Payments and Fees, however,
Journals are NZLS required and this report should be reviewed and signed by the Trust Account Partner. Run
this report separately for each required transaction type.

G) Reporting

d Filter re

i 4 Daily Usage
Author Individual KPI
Customer Due Diligence Report
Payment & Receipt Compliance Report
b Red Flags Report
4 Management Reports
Aged WIP
AR Aged Trial Balance
AR Credits
4 AR Listing
AR Statement
Author Fee Share Listing
Author Fee Write-off Report
Author Financial Year by Month
Author KPI Report
Author WIP
Author WIP Activity
Author WIP Code Analysis
Author WIP to Fee Premium Report
Author Write-offs By Reason Report
Author Write-offs Report
Client & Party Master List
Client Write-off Report
Deeds
Fee Delegation Report
Fees by Fee Type Report
Firm Trust Ledger Report
Firm's KPI
Float & Debit Balances Control Report
General Ledger Export Report
GST Accruals Report
IBD Interest Activity Report
1BD Ledger Balance Report
1BD Ledger Transaction Report
Invoice List
Ledger Balance Report
Matter Balances Report
Matter Master List
New Clients & Matters Report
Stale Matters Report
Top Billed Clients
Trust Balance Management Report
Trust Transactions Report
Unbilled Trust Debit Balances
Unpresented Cheques
4 Matter Reports
Archived Matters Report
Matter Bill Requisition
Matter Disbursements
Matter Expenses

onelaw
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Report Title:
A trust ledger operated by the firm

Trust Ledger: BNZ Trust Account

Client and Matter picker
Client:

Trust Transactions Report

Matter:

Reporting Period
(® Month:
O From:

[

Transaction Types

March ~

2022 - |

o [ oeld] |

4 [m]Select All
[ Expense
Fee
[[] Receipt
[l payment
[Jinterest
CIrwt
[C] Commission
Journal
[[] Advance
[JGain
[C] DatalmportAdjustment
[[] Disbursement Write-off
[] Third Party Cost

Reversal Selector

Reversal Selector: Include reversals

Include
Client names & matter descriptions

Sort order

Date, Transaction Type

() Account, Date

) Client name, Matter number, Date

(O Transaction Type, Date (subtotal per type)

Client, Float & RWT Transactions
Included:

Figure?7.

) Client Side Only (@) All
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Invoice List Report

You may like to print the Invoice List report for more details on invoices processed.

@) Reporting - [m] X

Filter ts Report Title: Invoice List

onelaw

4 Daily Usage

Author Individual KPI

Customer Due Diligence Report
Payment & Receipt Compliance Report
Red Flags Report

4 Management Reports

Aged WIP

AR Aged Trial Balance

AR Credits

AR Listing

AR Statement

Author Fee Share Listing

Author Fee Write-off Report
Author Financial Year by Month
Author KPI Report

Author WIP

Author WIP Activity

Author WIP Code Analysis

Author WIP to Fee Premium Report
Author Write-offs By Reason Report
Author Write-offs Report

Client & Party Master List

Client Write-off Report

Deeds

Fee Delegation Report

Fees by Fee Type Report

Firm Trust Ledger Report

Firm's KPI

Float & Debit Balances Control Report
General Ledger Export Report

GST Accruals Report

1BD Interest Activity Report

1BD Ledger Balance Report

18D Ledier Transaction Report

Ledger Balance Report

Matter Balances Report

Matter Master List

New Clients & Matters Report
Stale Matters Report

Top Billed Clients

Trust Balance Management Report
Trust Transactions Report

Unbilled Trust Debit Balances
Unpresented Cheques

4 Matter Reports

Archived Matters Report
Matter Bill Requisition
Matter Disbursements
Matter Expenses

Matter Expenses by Type
Matter IBD

Matter Third Party Costs
Matter Trust Transactions
Matter WIP

Matter WIP by WIP Code

03 339 5032 | support@onelaw.co.nz | www.onelaw.co.nz

A trust ledger operated by the firm
Trust Ledger: <All>

Reporting Period
(® Month: March

O From: I

Matter fee types

2022

To:

4 [JSelect Al
[[] company
[C] Conveyancing
[[J employment
[ estates
[[] Family Law
[[] General
O Honorary
[ immigration
[ information Technology
[Jintellectual Property
[ Litigation
[[J Local Government
[] Nominee Mortgages
[[] private Mortgages
[ sports Law
[JTax
[ Trusts

Client and Matter picker

[&]+]

Client:

Matter:

Author/Team/Office

Author Role: Matter Author
Author: <All>

Team: <All>

Office: <All>

Author Type Grouping

® None () Team () Office
Page break on group change

Reversal Selector

Reversal Selector: Include reversals

Invoices & credit notes

Include: Invoices & credit notes

Figure 8.
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Stale Matters Report (Dormant Balances)

It is a NZLS requirement to review bala
this for 3 or 6 months to keep on top o

nces that have not moved for 12 months, however you may like to run
f potentially dormant balances.

Q Reporting

4 Daily Usage
Author Individual KPI
Customer Due Diligence Report
Payment & Receipt Compliance Report
Red Flags Report

4 Management Reports
Aged WIP
AR Aged Trial Balance
AR Credits
AR Listing
AR Statement
Author Fee Share Listing
Author Fee Write-off Report
Author Financial Year by Month
Author KPI Report
Author WIP
Author WIP Activity
Author WIP Code Analysis
Author WIP to Fee Premium Report
Author Write-offs By Reason Report
Author Write-offs Report
Client & Party Master List
Client Write-off Report
Deeds
Fee Delegation Report
Fees by Fee Type Report
Firm Trust Ledger Report
Firm's KPI
Float & Debit Balances Control Report
General Ledger Export Report
GST Accruals Report
IBD Interest Activity Report
IBD Ledger Balance Report
IBD Ledger Transaction Report
Invoice List
Ledger Balance Report
Matter Balances Report
Matter Master List
New Clients & Matters Report
Stale Matters Report
Top Billed Clients
Trust Balance Management Report

onelaw

www.onelaw.co.nz
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Report Title: Stale Matters Report
A trust ledger operated by the firm

Trust Ledger: BNZ Trust Account

Stale matters selection

No trust = . L
31/03/2021
e T, /! Ignore periodic interest activity
No WIP

. 31/03/2021 Ik
movement since: l l
Include matters that haven't been billed

Include matters that have been billed

Trust & IBD balances to include

Include: All

Matters with All Balances Zero

All Balances Zero: ®) Exclude O Include O Only All Balances Zero

Author Grouping
(® All Clients, sorted by Client name

(O Group by: Client Author for Author: <All>

(New page when Author changes)

Figure 9.
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Other reports to run

All reports in OnePractice (with the exception of the Aged WIP Report) can be produced at any time for any
month, so if you forget to print a report or need another copy at a later date the report can be generated
again.

These reports include (see Figure 9 below):

+

Matter Balance Report (total of all clients)

Matter Balance Report (Run by Matter Author and give a copy to each author to review their
balances)

GST Accruals Report (GST collected and totals of fees and expense recoveries)

Aged WIP Report

A/R Aged Trial Balance (no movement since month end)

General Ledger Export Report

Other reports — there is a variety of other management reports available to assist with
monitoring and managing your practice.

+

+ + 4+ + +

o] Reporting

ter reports.

4 Daily Usage
Author Individual KPI
Customer Due Diligence Report
Payment & Receipt Compliance Report
Red Flags Report
4 Management Reports
Aged WIP
AR Aged Trial Balance
AR Credits
AR Listing
AR Statement
Author Fee Share Listing
Author Fee Write-off Report
Author Financial Year by Month
Author KPI Report
Author WIP
Author WIP Activity
Author WIP Code Analysis
Author WIP to Fee Premium Report
Author Write-offs By Reason Report
Author Write-offs Report
Client & Party Master List
Client Write-off Report
Deeds
Fee Delegation Report
Fees by Fee Type Report
Firm Trust Ledger Report
Firm's KPI
Float & Debit Balances Control Report
General Ledger Export Report
GST Accruals Report
IBD Interest Activity Report
1BD Ledger Balance Report
1BD Ledger Transaction Report
Invoice List
Ledger Balance Report
Matter Master List
New Clients & Matters Report
Stale Matters Report
Top Billed Clients
Trust Balance Management Report
Trust Transactions Report
Unbilled Trust Debit Balances
Unpresented Cheques
4 Matter Reports

Figure 10.

QnelaW Month End Manual

03 339 5032 | support@onelaw.co.nz | www.onelaw.co.nz

9


mailto:support@onelaw.co.nz
https://www.onelaw.co.nz/

Month End Update (Rolling the month)
Once you have completed a batch update of all transactions for the month and completed all bank
reconciliations you are almost ready to close the month.
You can have as many batch updates as you need on every single date, for example, you have run a batch
update after the bank reconciliation has been completed for the last day of the month, and then more

invoices get processed so you will need to run another batch update for these invoices.

When you are satisfied that everything is ready you can click the “Process” (Month End) button on the
Accounts Ribbon to close the month off (see Figure 10 below).

You will get the following checklist and you can’t complete the month end unless all are ticked green.

Home Requisitions Accounts Documents OneCollect Tasks AML/CFT Administration
1edhaacse B & SaEE. O

A oA M S [ IR SR I i 3 : Wl o (G 7= Be

New Search Update List New Search New 18D IBD Process Import Periodic Full New Search Float Float RWT Float hart of  Process
IBD  Deposit Withdraw Interest  Interest  Withdrawal Receipt Payment Payment Enquiry ¢

Bank Deposits Batch Reconciliations 1BD Third Party Costs Firm & GL Month End
o
3
< @ viontn

Closing the month of March 2023

All bank accounts are reconciled and committed

b G

All bills are posted

There are draft or draft authorised bills dated for the month you are closing.
Please re-date these for the upcoming month or delete them.

x

All transaction requisitions are posted

There are outstanding transaction requisitions dated for the month you are
closing. Please re-date these for the upcoming month or delete them.

All transactions are batched J
All batches have been exported to GL system ¢

'
:

—~ 17vi\ ~ P TSR r— -

Figure 11.
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Check all bank accounts are reconciled and committed

Go to the Accounts tab / Reconciliations / Search.

Home  Requisitions | Accounts  Documents
“s “s | / & 4
A = m AIA G A\
New Search Update List New Search New . 1BD
1BD ~ Deposit Wit
3ank Deposits Batch Reconciliations
£ Recondiliation List
£
E[«][«] marz0z [»][ W] & Tust 180
From To Status
Clarke Cooper Law Trust
31/03/2023 31/03/2023  Finalised
30/03/2023 30/03/2023  Finalised
29/03/2023 29/03/2023 Finalised
28/03/2023  28/03/2023  Finalised
27/03/2023 27/03/2023 Finalised
27/03/2023  27/03/2023  Deleted by JMC on 28/0:
26/03/2023 26/03/2023 Finalised
25/03/2023 25/03/2023 Finalised
24/03/2023  24/03/2023  Finalised
23/03/2023 23/03/2023 Finalised
22/03/2023 22/03/2023 Finalised
21/03/2023 21/03/2023 Finalised
20/03/2023 20/03/2023 Finalised
19/03/2023 19/03/2023  Finalised
18/03/2023 18/03/2023 Finalised
17/03/2023 17/032023  Finalised
16/03/2023 16/03/2023  Finalised
15/03/2023 15/03/2023 Finalised
14/03/2023 14/032023  Finalised
13/03/2023 13/03/2023 Finalised
12/03/2023 12/03/2023  Finalised
11/03/2023 11/03/2023  Finalised
10/03/2023 10/03/2023 Finalised
9/03/2023 9/03/2023 Finalised
8/03/2023 8/03/2023 Finalised
7/03/2023 7/03/2023 Finalised
6/03/2023 6/03/2023 Finalised
5/03/2023 5/03/2023 Finalised
4/03/2023 4/03/2023 Finalised
3/03/2023 3/03/2023 Finalised
2/03/2023 2/03/2023 Finalised
1/03/2023 1/03/2023 Finalised
Clarke Cooper Law IBD
31/03/2023 31/03/2023 Finalised
30/03/2023 30/03/2023 Finalised
Figure 12.

Check for draft invoices - you can’t complete the month end update if invoices are dated for the month you
are closing. These draft invoices will either need to be deleted or edited to change the date of the draft
invoice to the next month.

Check all bills have been posted

Go to the Home ribbon / Bulk Billing / Draft Bills / Search.

D= OnePractice V3.2.0.1139
i | Home | Accounts  Documents  OneColect  Tasks  AMUCFT  Administration
~ w) ol ] - o= N n GE: o (zn | = E=
3 g ® S = e A = £ ReE (a0
A waﬁ..a&%ww@' W e o e & & &
dome Login | Add Remove = New Edit Email New Edit n Live Record WIP Record Trust Trust Third New RWT Single Bulk | Report My KPI
Time Value Transfer Expense Receipt ~ Payment” Party Cost Joumal Deduction Ust

IneCommunity Favourites Party Matter WiP Transactions Billing Reporting
o -
5 | Bulk Billing
g

Billing Candidates | Draft Bills

Search Filters

Draft Creator: | <All> v Filterby: ® Author(s): | <All> v

Authorisation: | Both v Role: | Matter Author v

O Team: <All>

Figure 13.
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You can change the date for draft invoices either individually (one at a time) or select all draft invoices and
click the “Edit Bill Date” button (see Figure 14 below).

ccccc Documents _ OneCollect
v
New single Blk | Report MyKPl _ MyTime
List 7 Sheet
Yy Mt s Biling Reporting
* Bulk Billing

Billing Candidates  Draft Bills
Search Filters

Draft Creator: | <All>

Filter by: © Author(s): | <All> v Search

Authorisation: | Both

Role: | Matter Author

Team:  <All>
V! Account Client Auth.  Matter Auth.  Created Creator Authorised  Authorisor Ref.
¥ 10171

Answer, James William Mr  JMC

Purchase Lot 63 River View  IMC
< 10034 Goodwin, Mawell

Fee Premium Exp. Disb.
TWH  Testing again TWH

$1,144.00 5000
$22000 $2200

7/03/2023  IMC
4/04/2023  IMC

Total (Inc. GST)
5000 $131560
$13043 $40300

DRAFT?
RAFT27

@
g cue [seect s e 3]

oK Cancel

EditBilDate || Delete || Authorise

Figure 14.
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Check for unposted Trust Requisitions

Go to the Requisitions ribbon / Search

w

A
A

Home

&

Home Login

neCommunity

Requisitions

Favourites

Figure 15.

Accounts

r
.~

New

Party

Change “Status” to blank for all, change “Created by” to ALL, and click Apply Filter (see Figure 16 below).

Requisitions|  Accounts  Documents

Manage
Showing 12 transaction requisitions

Select and filter transaction requisitions

Party:
Matter:
Status
Type:
Urgent 18D Created By Client
T Beckham, David James Mr
™ Beckham, David James Mr
T Beckham, David James Mr
T Margaret Thatcher
TWH Mouse, Mickey Sebastian
TWH Mouse, Mickey Sebastian
TWH Mouse, Mickey Sebastian
TH Beckham, David James Mr
™ Beckham, David James Mr
# MC Beckham, David James Mr
# MC Goodwin, Mawell
RB Carmichael Andrew James

OneCollet Tasks  AMUCFT _ Administation
Print
st
B[7] | oste: ® Transaction date

&[]

Matter
House Sale
House Sale
House Sale

dispute

Sale 15 Curvy Street
Sale 15 Curvy Street
Sale 15 Curvy Street
House Sale
House Sale
House Sale

Sale 1234 Casino Place

Sale 55 Green Haven Lane 10201

Created on

Selectadate [15] | to |Selectadate [i5]

Account  Date Type
1001.1 9/02/2023 Receipt
1001.1 9/02/2023 Payment
1001.1 9/02/2023 Payment
1009.1 9/02/2023 Journal
1008.1 10/02/2023 Payment
1008.1 10/02/2023 Payment
1008.1 10/02/2023  Receipt
1001.1 13/02/2023 Receipt
1001.1 13/02/2023 Payment
1001.1 30/03/2023 Payment
10032 30/03/2023 Payment
31/03/2023  Payment

® Created by:

Team:
Authorised by:

Posted by.

Status

Posted
Posted
Posted
Posted

Posted
Posted
Posted
Posted
Posted
Ready to Authorise
Ready to Authorise
Ready to Authorise

Figure 16.

<Al>

<No Selection>

<No Selection> ¥

<No Selection> v Apply filter

Narration Amount (5)
test 24500
test (1,223.00)
ety (2,345.00)
From: Beckham, David James Mr, House Sale  (1,234.00)
For test

Repay mortgage
Rates to 31/3/2023

(673,542.10)
(1,672.90)

Settlement sale 15 Curvy Street 1331,02666

test 12.23400
test (12,345.00)
testinh (5,000.00)
testing attaching a email (50,000.00)
Something (10,000.00)

Other Party Bank Accoun
Margaret Thatcher
David James Beckham

David James Beckham

Bank of New Zealand
Christchurch City Council  02-0800-004
Saunders & Co

David James Beckham

Margaret Thatcher

David James Beckham

Mawell Goodwin

Mickey Sebastian Mouse

You should check with the “Created” user if each transaction needs to be posted, edited or is no longer
required, also check to see if the transaction has already been posted in the client/matter as it may be a
double-up.

You can select the requisitions and delete them if not required.

NOTE: Press “Shift” on your keyboard and left mouse click to select more than one transaction to delete in
bulk. You will get an audit box to complete the reason why you are deleting a transaction requisition (as per
Figure 17 below).

onelaw

Q":—"::—:'t"

Please enter the reason for deleting these requisitions

Created in error, already posted

Current user: jmc

OK

Cancel

Figure 17.
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You can also print a list of transaction requisitions on this screen (see Figure 18 below).

w' OnePractice V4.0.0.1740
P Home | Requiions | Accounts  Documents  OneCollect  Tasks  AMUCFT  Administration
1) pom 4
¥ 2 & =
Receipt Payment Joural Search Change Authorise Delete Print
Date List
Transactions Manage
g o 9 o
i Showing 12 transaction requisitions

Select and filter transaction requisitions

Party: Date: ® Transaction date ® Created by: = <All> N

Matter: &[] Created on Team: <No Selection>
Status: v Select a date to |Selectadate [15]| ~ Authorised by: | <No Selection> ¥
Type: v Posted by: <No Selection> v Apply filter
Urgent 18D Created By Client Matter Account  Date Type  Status Narration Amount (§) Other Party Bank Accoun
™ Beckham, David James Mr  House Sale 10011 9/02/2023  Receipt  Posted test 24500 Margaret Thatcher
™ Beckham, David James Mr  House Sale 10011 9/02/2023  Payment Posted test (1,223.00) David James Beckham
™ Beckham, David James Mr  House Sale 10011 9/02/2023  Payment Posted ertyy (2345.00) David James Beckham
™ Margaret Thatcher dispute 1009.1 9/02/2023  Joumal  Posted From: Beckham, David James Mr, House Sale  (1,234.00)
For: test
TWH Mouse, Mickey Sebastian ~ Sale 15 Curvy Street 10081 10/02/2023  Payment Posted Repay mortgage (673,542.10) Bank of New Zealand
TWH Mouse, Mickey Sebastian ~ Sale 15 Curvy Street 1008.1 10/02/2023  Payment Posted Rates to 31/3/2023 (1,672.90) Christchurch City Council  02-0800-004
TWH Mouse, Mickey Sebastian ~ Sale 15 Curvy Street 1008.1 10/02/2023  Receipt  Posted Settlement sale 15 Curvy Street 1,331,02666 Saunders & Co
™ Beckham, David James Mr  House Sale 10011 13/02/2023  Receipt  Posted test 1223400 David James Beckham
™ Beckham, David James Mr  House Sale 10011 13/02/2023  Payment Posted test (12,345.00) Margaret Thatcher

Beckham, David James Mr  House Sale 1001.1 30/03/2023  Payment Ready to Authorise  testinh (5,000.00) David James Beckham
Goodwin, Mawell Sale 1234 Casino Place 1003.2 30/03/2023 Payment Ready to Authorise testing attaching a email (50,000.00) Mawell Goodwin

Carmichael Andrew James Sale 55 Green Haven Lane  1020.1 31/03/2023 Payment Ready to Authorise ~ Something... (10,000.00) Mickey Sebastian Mouse

Figure 18.

Check for transactions that have NOT been batched

Go to the Accounts ribbon / Batch Update

Change the date to the last day of the month that you are trying to close off and click the “Prepare Batch”
button (see Figure 19 below). All transactions dated up to and including the last day of the month will be
displayed, you can then review these transactions and complete the Batch Update.

BTN Home  Requisitions | 'Accounts  Documents  OneCollet  Tasks  AMU/CFT  Administration
" . ,;L - m & 4 4 & % & :‘ _'E I - 5 i
L el Bl ol i 1 @ el o ol b M a3
New Search Update List = New Search New 18D IBD  Process Import Periodic  Full New Search Float Float RWT  Float tof | Process
IBD ~ Deposit Withdraw Interest  Interest  Withdrawal Receipt Payment Payment Enquiry
lank Deposits | Batch Reconciliations 18D Third Party Costs| Firm & GL Month End!
=> g @ Batch Update o
E Batch Date: | 31/03/2022 Processed Date: 4/04/2023 Trust Ledger: Clarke Cooper Law Trust v Prepare Batch
Float Account Summary:
Opening Float Balance: $73,417.39
Net Batch Gain: $0.00
Float Firm Transactions: $0.00

Closing Float Balance: ~ $73,417.39

Figure 19.

Check all batches have been exported to GL system

NOTE: Only if integrated with Xero.
Go to the Accounts ribbon / Batch List (see Figure 20 below).

All batches for the month are to read as “Complete” in the GL Export column — for any batches that are NOT
complete, double-click to open that batch and select export to GL.
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NOTE: There is no problem if batches are exported out of date order.

@ OnePractice V3.1

l Home Accounts Documents OneCollect Tasks AML/CFT Administration

wa il &d&&EE iluﬂdﬂgu&ﬂ‘ E:

New Search | Update List New Search New 1BD IBD Process Import Periodic Full Float Float Float Process
IBD Deposit Withdraw Interest Interest Withdrawal | Receipt Payment Payment Enquiry A

Bank Deposits Batch Reconciliations IBD Firm & GL Month End

[ -

3 | Batch List

=

2 Filter criteria

EEI Mar 2015 \II\ZI

Batch Date  Batch Number Trust Account GL Export Operator Net Batch Gain Closing Float Balance
31/03/2015 15 BNZ Trust Account Complete Cleminson, Joam $2,500.00 $16,579.35
30/03/2015 14 BNZ Trust Account Complete Cleminson, Joant $24,940.05 $16,579.35
29/03/2015 13 BNZ Trust Account Complete Cleminson, Joam $2,500.00 Dr $33,360.70 Dr
11/03/2015 12 BNZ Trust Account Complete Cleminson, Joan: $0.05 $4,139.30
10/03/2015 1 BNZ Trust Account Complete Cleminson, Joan $0.00 $4,139.30
9/03/2015 10 BNZ Trust Account Complete Cleminson, Joam $0.00 $4,139.30
8/03/2015 9 BNZ Trust Account Complete Cleminson, Joan $0.00 $4,139.30
7/03/2015 8 BNZ Trust Account Complete Cleminson, Joanm $1.80 $4,139.30
6/03/2015 7 BNZ Trust Account Complete Cleminson, Joan $250.00 $4,137.50
5/03/2015 6 BNZ Trust Account Complete Cleminson, Joan $0.00 $4,137.50
4/03/2015 5 BNZ Trust Account Complete Cleminson, Joant $14,375.00 $4,137.50
3/03/2015 4 BNZ Trust Account Complete Cleminson, Joam $12.50 $237.50 Dr
2/03/2015 3 BNZ Trust Account Complete Cleminson, Joam $250.00 Dr $250.00 Dr
1/03/2015 2 BNZ Trust Account Complete Admin $0.00 $0.00

Figure 20.

Month End Update (Month End Roll)

When all month end requirements are ticked green you can then select Close and roll the month.

NOTE: The “Close xxxxxx(month) xxxx(year) will only become available when all requirements are ticked

green
Home Requisitions Accounts Documents OneCollect Tasks AML/CFT Administration
o ~ @ A a4 4 i
- . - 2 N
e L DB G EE B P asoE b
= e O A WA U—t u.J -
New Search Update List New Search  New IBD 1BD Process Import Periodic Full New Search Float Float Float hart of | Process
IBD ~ Deposit Withdraw Interest  Interest  Withdrawal Receipt Payment Paymem Enquiry t
3ank Deposits Batch Recongiliations IBD Third Party Costs Firm & GL Month End
2
; @ Month End

Closing the month of March 2023
All bank accounts are reconciled and committed
Al bills are posted
All transaction requisitions are posted
All transactions are batched

All batches have been exported to GL system

LS § § § N

Close March 2023 H Cancel ]

Figure 21.

QnelaW Month End Manual 15

03 339 5032 | support@onelaw.co.nz | www.onelaw.co.nz


mailto:support@onelaw.co.nz
https://www.onelaw.co.nz/

onelaw

The process to complete the month end does not take very long, once complete you will receive a completed
message (as per Figure 22 below). Select “OK” to confirm.

G) Process Month End

Q Month end completed. Current Month: April, 2023
[ oK

Figure 22.

At any time, you can check the current processing month in OnePractice. Go to the Administration ribbon /
Practice Settings / Firm Settings / Current Month.

| File LG Requisitions Accounts Documents OneCollect Tasks AML/CFT Administration
-— Y > Y ? Y ? - " Y ?
s I.l Q %) %) =0 ( \ u |
BLESELB B A AL - F ® ) K
‘arties Export Users | Roles Offices Teams Manage ' Practice Manage Document OneConnect  File Enquiry | Tools
Codes ~ Settings Ledgers Templates Licensing Sets
Parties Users | Roles & Offices | Teams System Settings Audit Tools
2 . .
Z Practice Settings
<
£ Firm Settings Matters & Transactions
Firm name, address, relationships & tax details e Matter number creation: Next Highest
Matter archive number generation:  CC000006
Financial year begins: April 0

Current month: April, 2023 IBD interest commission rate: 5.00%

Firm collects RWT on IBD interest earned: No

eeeee e

Currency format:  Positive: $1,234.56
Negative: ($1,234.56)
Deed packet number generation:
Client mask: ##ue
Store deed attachments in OneDesktop: Yes
Print trust transactions by default: No

Figure 23.
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