
 

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

 
  

This manual is designed to help you and your team understand 
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Set Up 
 

Deed Types and Statuses  
 

To set up the deed system in OnePrac4ce, first set up Deed Types in the Administra4on tab (see Figure 1 
below). 
 

 
 

Figure 1. 
 

Click the green plus to add in Deed Types and names (see Figure 2 below). 

 

Figure 2. 
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Scroll down and click the green plus to add a Deed Status (see Figure 3 below). 
 

 
Figure 3. 

 
Deed Packet Numbers 

 
To set the Deed packet number genera4on select Prac4ce SeGngs from the Administra4on tab and click the 
grey cog as shown in Figure 4 below.  
 

 
Figure 4. 
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Choose User defined, Client number or Incremen4ng numbers. If incremen4ng, choose that op4on and click 
‘Configure’ (see Figure 5 below). 

 

 
 
 
 
 
 
 
 
 
 

Figure 5. 
 

The Configure deed packet references screen will appear as shown in Figure 6 below.  
 

 

Figure 6. 
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Deed A6achment Storage 
 

Whilst in Prac4ce SeGngs under the Administra4on tab select ‘Store deed aQachments in OneDesktop’ (see 
Figure 7 below). 

 
Figure 7. 

 
When set to ‘Store deed aQachments in OneDesktop’ a deeds folder will be visible in the Documents tab 
which contains the aQached deeds. When a scanned deed is aQached to a deeds record, this will be given a 
document ID and the packet number is displayed (see Figures 8-10 below). 

 

Figure 8. 
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Figure 9. 

 

 

Figure 10. 
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Entering Deeds  
 
Select the client and then the Deeds tab. Select the Green plus buQon and enter the deed informa4on (see 
Figure 11 below). 
 

 
Figure 11. 

 
Once the deed informa4on is entered and saved, go back into the deed at any 4me and update the details by 
using the Edit buQon, add Notes, AQachments and Related Par4es by using the green plus in each of those 
tabs. Add a Review or Reminder date by clicking ‘Edit’ in that tab and Ac4ons by using the green plus (see 
Figure 12 below).   
 

 
Figure 12. 
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To add another deed to an exis4ng packet, use the green plus next to the packet number (see Figure 13 
below). 

 
Figure 13. 

 
To add another deed to a new packet, use the green plus to the right (see Figure 14 below). 

 
 
 

Figure 14. 
 
 

A0aching a Document to a Deed  
 
To aQach a document to an exis4ng deed record, go to the Deeds tab in the client, find the deed record and 
double-click to open it (see Figure 15 below).  
 

 

Figure 15. 
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Go to the AQachments tab and click the green plus, this will give the op4on to search documents from the 
Documents tab in OnePrac4ce or from the local disk (see Figure 16 below).  
 

 
 

 Figure 16. 
 

Either op4on will open a search screen for naviga4on to the loca4on of your scanned deed (see Figures 17 
and 18 below). Highlight the relevant document and click open or double-click on the document to aQach. 
 

 
 

Figure 17. 
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Figure 18. 

 
  When uploading from the local disk the document can then be renamed (see Figures 19 and 20 below). 

 

Figure 19. 
 

 
 

 Figure 20. 
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Changing a Deed Type  
 
Select the client, Deeds tab and double-click on the deed. Click the ‘Edit’ buQon and reselect the 
deed type from the drop-down menu (see Figures 21 and 22 below). 
 

 
Figure 21. 

 

 
Figure 22. 
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Transferring Deeds 
 

Packet Transfer 
 
To transfer deeds from within the same client with mul4ple packets, select the deeds that are to be moved 
and click manage mul4ple selected deeds (see Figure 23 below). 
 

Figure 23. 
  

Click Packet Transfer, enter the new (or exis4ng packet number) and click ‘OK’ (see Figure 24 below). 
  

 

Figure 24. 
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Entries will appear as below.  
 

 

Figure 25. 
 
 
OR if moving only one deed double-click on the deed to move, click ‘Packet Transfer’ and complete the 
screen with the new packet number (in this case 10017). It is possible to leave the item number as is or 
assign new item numbers (see Figures 26 and 27 below). 
 

 
Figure 26. 
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Figure 27. 
 

 

Client Transfer 
 
Deeds can also be transferred between clients by comple4ng the same steps as above and selec4ng Client 
Transfer (see Figure 28 below). 
 
 

 
 

Figure 28. 
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A prompt will appear to select a new client party for the transfer, set a packet number (or select to use the 
same packet number) and set a reason (see Figure 29 below). Once selec4ng Transfer, a warning message will 
appear which can be switched off (see Figure 30 below). 
 
 
 

 
 

Figure 29. 
 

 
Figure 30. 
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The packet will now show as ‘Transferred’ in the original client record, however, this can be un4cked and not 
shown. Transferred Deeds will display greyed out in the original client when ‘Show Transferred Deeds’ is 
4cked on in the Deeds tab (see Figures 31 and 32 below). 
 

 
 

Figure 31. 

 
Figure 32. 

 
 

Changing a Deed Status  

Select deeds that require a status change and click manage mul4ple selected deeds  
 
Click ‘Ac4on’ and use the drop-down arrow to select the new deed status (see Figure 33 below). 
 

 
 

Figure 33. 
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Insert the date, name of recipient if applicable and any note (see Figure 34 below). 
 

 
 

Figure 34. 
 

 
The deeds will s4ll appear in the deeds packet as below (Figure 35). 
 

 
 

Figure 35. 

 

To Terminate a Deed  

Select deeds to be terminated and click manage mul4ple selected deeds  
 
Click Terminate, put in the reason deeds are being terminated and click ‘OK’ (see Figure 36 below). 
 

 
Figure 36. 
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To terminate a single deed double-click the deed entry, click ‘Terminate’ and put in the reason the deed is 
being terminated (see Figure 37 below). 
 

 
 

Figure 37. 
 
 

Terminated deeds will appear as greyed out items in the deeds packet (see Figure 38 below). 
 

 

Figure 38. 
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It is possible to restore a terminated deed by double-clicking on the greyed-out deed entry and clicking 
‘Restore.’ Enter a reason and click ‘OK’ (see Figure 39 below). 
 

 
 

  Figure 39. 
 
Item will reinstate itself in the deed packet.  
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To Delete a Deed 
 
First, terminate all deeds that are to be deleted.  
 
NOTE:  

+ Deeds can only be deleted one at a time 
 
Click Terminate and enter the reason for termina4ng the deed (see Figure 40 below). 
 

 
 

Figure 40. 
 
The deed will show greyed out in the list. Double-click to open, click ‘Delete’ and enter the reason for dele4ng 
this deed and click ‘OK’ (see Figure 41 below). 
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Figure 41. 
 

If the deed record has an attachment, the message in Figure 42 below will appear – click Yes to continue and 
delete the deed. 
 

 
 

Figure 42. 

 
Deed Reports 

 
To view a Deeds Report per client, select ‘Deeds Report’ in the client’s Deeds tab (see Figure 43 below). 
 

 

Figure 43. 
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To view a Deeds Report for all Clients, Authors, Type and Status select Deeds from the Report List (see Figure 
44 below). 
 

 
 

Figure 44. 
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