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This manual is designed to guide you and your team through 
month end processing and repor4ng in OnePrac4ce.  
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Before Month End 
 
Ensure the Bank Reconcilia2ons for the last day of the month for all Trust and IBD accounts have been 
commi<ed and the last batch update has been run.  
 
You may want to run the Author KPI/Author Fee Sharing lis2ng report and make any adjustments to fees 
alloca2on, if needed before closing the month.  
 
Month End reports can be run at any 2me by entering the report date, before or aKer processing month end.  
 
Reports required for NZLS Monthly cer2ficate: 
 

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

 
 

 
 

Figure 1. 

 
Trust Bank Reconcilia2on includes:  
 

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

 
NOTE:  
 

+ It is 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 Transac2ons Report: 
 

+ print this report for the month (i.e. 1/3/2023 to 31/03/2023) 
+ 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)  

 
 

 
 

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 ac2ve trust accounts.  
 
 

 
 

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 
 

 

 
 

Figure 4. 
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Firm Float Enquiry and Firms Trust Ledger Report 
 
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. 
 

 
 

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. 
 
 
 

 
 

Figure 6. 
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Trust Transac@on Report 

 
A list of various transac2ons 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 transac2on type. 
 

 
 

Figure7. 
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Invoice List Report 
 
You may like to print the Invoice List report for more details on invoices processed. 
 
 

 
 

Figure 8. 
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Stale MaBers Report (Dormant Balances) 
 
It is a NZLS requirement to review balances that have not moved for 12 months, however you may like to run 
this for 3 or 6 months to keep on top of poten2ally dormant balances. 
 

 
 

Figure 9. 
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Other reports to run 
 
All reports in OnePrac2ce (with the excep2on of the Aged WIP Report) can be produced at any 2me 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. 
 
 

 
 

Figure 10. 
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Month End Update (Rolling the month) 
 
Once you have completed a batch update of all transac2ons for the month and completed all bank 
reconcilia2ons 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 aKer the bank reconcilia2on 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 sa2sfied that everything is ready you can click the “Process” (Month End) bu<on 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 2cked green. 
 
 

 
 

Figure 11. 
 

 
  

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


 

 

11 
03 339 5032 | support@onelaw.co.nz | www.onelaw.co.nz 

Month End Manual 

Check all bank accounts are reconciled and commiBed 
 

Go to the Accounts tab / Reconcilia2ons / Search. 
 

 
 

Figure 12. 
 

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

Check all bills have been posted 
 

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

 
  
 
 
 
 
 
 
 
 
 

Figure 13. 
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You can change the date for draK invoices either individually (one at a 2me) or select all draK invoices and 
click the “Edit Bill Date” bu<on (see Figure 14 below). 
 

 
Figure 14. 
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Check for unposted Trust Requisi@ons 
 

Go to the Requisi2ons ribbon / Search 
 

 
 

Figure 15. 
 

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

 
 

Figure 16. 
 

You should check with the “Created” user if each transac2on needs to be posted, edited or is no longer 
required, also check to see if the transac2on has already been posted in the client/ma<er as it may be a 
double-up. 
 
You can select the requisi2ons and delete them if not required. 
 
NOTE:  Press “ShiK” on your keyboard and leK mouse click to select more than one transac2on to delete in 
bulk. You will get an audit box to complete the reason why you are dele2ng a transac2on requisi2on (as per 
Figure 17 below). 
 

 
 

Figure 17. 
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You can also print a list of transac2on requisi2ons on this screen (see Figure 18 below). 
 

 
 

Figure 18. 
 

Check for transac@ons 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” 
bu<on (see Figure 19 below).  All transac2ons dated up to and including the last day of the month will be 
displayed, you can then review these transac2ons and complete the Batch Update.  
 

 
 

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. 
 

 
 

Figure 20. 
 

Month End Update (Month End Roll) 
 

When all month end requirements are 2cked 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 2cked 
green 
 

 
 

Figure 21. 
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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. 
 

 
 

Figure 22. 
 

At any 2me, you can check the current processing month in OnePrac2ce. Go to the Administra2on ribbon / 
Prac2ce Seongs / Firm Seongs /  Current Month. 
 

 
 

Figure 23. 
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