Deeds Manual

This manual is designed to help you and your team understand
the deeds system in OnePractice.
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Set Up

Deed Types and Statuses

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

:’--‘ Home Requisitions Accounts Documents OneCollect Tasks AML/CFT
a~ N Y. & Y. & - - Y ?
88 SBBBXAIAX - F & B & X
L-e 40 Sl 'y ' ]“ - o

ies Export Users | Roles Offices Teams EManage _[Practice Manage Document - OneConnect  File Enquiry | Tools
Codes _ [pettings Ledgers Templates Licensing Sets

Parties Users | Roles | Offices | Teams Audit Tools

. AR Statuses :

View "
#. Credit Note Narrations

v a
a | ¥ Custom Data

5 Matters | & Parties ¥ Customer On-boarding Types
vourites
ickham, David James Mr . Document Categories

I House Sale (1001.1) %’ DueDil gence Result Codes

* Expense Types

“. Fee Types

” Identity Verification Types
“ Invoice Narrations

. Invoice Payment Terms

“ Judged Value Reasons

* Marketing Codes

« Party Referral Types

«cently Used #. Red Flag Statuses

I House Sale (1001.1) % Stored Namations
Beckham, David James Mr W Time Codes
" Liquor Licence (1019.1) % Time Rate Types

Brothers, Bob §
#. Write-off Reason Codes

"% Sale 19 Tabuae Road (1042.1)

Figure 1.

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

b -

Code Name

AD Acknowledgement of Debt
AF Affidavit

AG Agreement

AS Assignment

BC Birth Certificate

BT Bond Certificates

CA Caveat
CE Certificate
CcD Codicil

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

Name

Archived

In Packet

Obselete

Removed for Review
Revoked

Scanned

Uplifted

Figure 3.

Deed Packet Numbers

To set the Deed packet number generation select Practice Settings from the Administration tab and click the
grey cog as shown in Figure 4 below.

its Documents OneCollect Tasks AML/CFT Administration

XXX - 7 & B & X

ms | Manage _]PracticeManage Document OneConnect  File Enquiry | Tools

Codes | Settir edgers Licensing Sets
ms System Settings Audit Tools
Practice Settings
Firm Settings Matters & Transactions

Firm name, address, relationships & tax details Matter number creation: Next Highest

Matter archive number generation:  CC000010
Financial year begins: April

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

Firm collects RWT on IBD interest earned: ~ No

e ©ee

e@lee o

Currency format:  Positive: $1,234.56
Negative: ($1,234.56)
IDeed packet number generation: I 10014
Client mask: #us
Store deed attachments in OneDesktop: Yes
Print trust transactions by default: No Q
Billing, Invoices, Credit Notes & Accounts Rendered AML/CFT Compliance
Invoice settings Customer due diligence records expire after: 10 Years e
Accounts rendered settings Automatically affiliate receipt payers with client? No e
Invoice number generation: 1001148 Red flag disbursement payments on non-captured No o

activity matters?

Use invoice number as bill reference by default? Yes

Credit note number generation: C 001012

Use credit note number as bill reference by default? ~ No

(0B o o o o o o/

Default invoice payment terms: Default

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

ﬁ) Configure deed packet references . G) Configure deed packet references
Type Type
O User defined O User defined
@® Client Number O Client Number
O Incrementing (® Incrementing
Configure
Save & Close | I Cancel | | Save & Close ‘ | Cancel
Figure 5.

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

Q Configure deed packet references
Prefix:
| Minimum digits: |5

| Next number: 10015

| Current: 10015
: Proposed: 10015
Save & Close | | Close
|
Figure 6.
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Deed Attachment Storage

Whilst in Practice Settings under the Administration tab select ‘Store deed attachments in OneDesktop’ (see
Figure 7 below).

ounts Documents OneCollect Tasks AML/CFT I Administration I
AKX - F @ 8BS X
Ko Ao Ao | )| Ra

Teams ' Manage _ Practice Manage Document _ OneConnect File | Enquiry | Tools
Codes  Settings Ledgers Templates Licensing Sets
Teams System Settings Audit | Tools
Practice Settings
Firm Settings Matters & Transactions
Firm name, address, relationships & tax details o Matter number creation: Next Highest Q
Matter archive number generation:  CC000010 6
Financial year begins: April o
Current month: September, 2023 IBD interest commission rate: 5.00% G
. Firm collects RWT on IBD interest earned: No 0
Currency format:  Positive: $1,234.56 Q
Negative: ($1,234.56) "
Deed packet number generation: 10018 Q
Client mask: ####
I Store deed attachments in OneDesktop:I Yes @

Print trust transactions by dej Q Deed Attachments Storage

o .
Billing, Invoices, Credit Notes & Accounts Rendered AML/CFT Con OB mEeERIEEE IS On‘eDeskmp
O Deed attachments are stored in a network shared folder or folders
Invoice settings Q Customer du
Save & Close
Accounts rendered settings Q Automatic ot - -
Invoice number generation: 1001150 e Red flag disbursement payments on non-captured No e
activity matters?
Use invoice number as bill reference by default? Yes @
- P FoN
Figure 7.

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

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed
Status: Client Team

DC - DC*
Type: Individual - NZ resident

Name: Mr Mark Adams

[Marketing | Red Flags | Notes | Tasks

wos

Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details Financial-

Item Date Review Date  Type @ Deed 10017.6 (Wills) o
O QU Packet: 10017 Details | Notes (0) | Attachments (1) JRelated Parties (0) | Reviews | Actions (1)
Ly 22/05/2023 Codicl 1 Client; Adams, Mark Mr (1000)
O s 1/10/2001 Wills
Ol D 3/06/2020 wils || Matter
Deed Type:  Wills
Packet: 10017
Item: 6

Description: Will 3 June 2020
Date: 3/06/2020
Asset Value:

Current Status: In Packet

Packet Transfer H Terminate H Close

Figure 8.
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ccounts OneCollect Tasks AML/CFT Administration
o 8 & > g
L] @ v @ @ @

Advanced Recent Import Rename Copy Move Delete Undelete Recover Old
Search Documents Progress To... To... Revision

File Operations

R Adams, Mark Mr (1000) - created 25/01/2023

| To search, type and press Enter X J Category filter: Show matters:
() Search all parties & matters ( <None> ~J | | Open v)
(® Search this party & matters Document type filter:
<All> v
Name ID  Version Last Updated
1 - Purchase 37 Winchester Place, Brookfiel
@ Wordpadded 167 1 17/05/2023 4:48:00 pm
@ saved 275552 from wordpad 166 1 17/05/2023 4:39:42 pm
m 362811 - Draft COA Jo O'Neil - recovby Or 165 1 17/05/2023 4:04:28 pm
% 362811 - Draft COA Jo O'Neil - recovered & 164 1 17/05/2023 4:00:33 pm
bj 362811 - Draft COA Jo O'Neil - recovered & 163 1 17/05/2023 4:00:25 pm
Figure 9.

sunts OneCollect Tasks AML/CFT Administration
o B & ) ® Le
] @ v @ @ L)

jvanced Recent Import Rename Copy Move Delete Undelete Recover Old
Search Documents Progress To... To... Revision

File Operations

Adams, Mark Mr (1000) - created 25/01/2023

Deeds
| To search, type and press Enter x | Category filter: Show matters:
(O Search all parties & matters | <None> V) | [Open v

(O Search this party & matters

Document type filter:
(® Search this party's deeds

<All> v
Packet# Name Deed Type ID  Deed Date Version Last Updated
10017.6 %) Will 3 June 2020 Wills 3/06/2020 1 22/09/2023 11:30
10017.5 ~ Will Wills 601 1/10/2001 1 22/09/2023 11:28

Figure 10.
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Entering Deeds

Select the client and then the Deeds tab. Select the Green plus button and enter the deed information (see
Figure 11 below).

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed

Status: Client Team
DC - DC*

Type: Individual - NZ resident

Name: Mr Mark Adams

Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details FmancnalMarkenng Red Flags | Notes | Tasks

[Cle &

Item Date Review Date  Type Status.

@ Deed

Terminated  Description

Client: 1000 - Adams, Mark Mr - 634 Greenlane Ave,.

Matter: | d \
Proposed Packet: | 10015

Packet Item: ‘ 1

Date: Select a date

Deed Type: v
Review: Select a date

Reminder: Select a date

Description:

Asset Value: [

Save Cancel

Figure 11.

Once the deed information is entered and saved, go back into the deed at any time and update the details by
using the Edit button, add Notes, Attachments and Related Parties by using the green plus in each of those

tabs. Add a Review or Reminder date by clicking ‘Edit’ in that tab and Actions by using the green plus (see
Figure 12 below).

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed

Status: Client Team
DC - DC*

Type: Individual - NZ resident

Name: Mr Mark Adams

Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial Deeds | Marketing | Red Flags | Notes | Tasks

@ Deed 10015.1 (Power of Attorney [u] FEo ¥

I 7 -
tem | Date Review Date_}Type Details | Notes (0) | Attachments (0) | Related Parties (0) | Reviews | Actions (0)
€3y Packet: 10015
Q P Client: Adams, Mark Mr (1000)
On 18/09/2023 Power of Af
Matter:

Deed Type: Power of Attorney

Packet: 10015

Item: 1

Description: Power of Attorney in Relation to Property
Date: 18/09/2023

Asset Value:

Current Status: In Packet

Packet Transfer H Terminate H Close

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

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed
Status: Client

Team
DC - DC*
Type: Individual - NZ resident
Name: Mr Mark Adams
Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial | Deeds | Marketing | Red Flags | Notes | Tasks
Deeds Report u e &J
Item Date Review Date  Type Status Terminated  Description
Codicil In Packet Codicil
Wills In Packet Will dated 1 October 2001
Wills In Packet Will 3 June 2020
Figure 13.

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

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed

To-Do List
T Type a ask
. Cli eam
Status: Client be- Dt @ e
Type: Individual - NZ resident ® = e
ersonal Tas|
Name: Mr Mark Adams
@ Team Tasks (10
Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial | Deeds  Marketing | Red Flags | Notes | Tasks
Deeds Report
Item Date Review Date  Type Status Terminated  Description Add a new deed to a new packet
LI €Ey) Packet: 10017
22/09/2023 Codicil In Packet Codicil
an 109/ Time Recording
s 1/10/2001 Wills In Packet Will dated 1 October 2001 27/09/2023 E
J e 3/06/2020 Wills In Packet Will 3 June 2020
€ (2 Septs
Figure 14.

Attaching a Document to a Deed

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

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed

Status: Client Team

DC - DC*
Type: Individual - NZ resident
Name: Mr Mark Adams

Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial Marketing Red Flags | Notes | Tasks
Deeds Report

Veél
Item Date Review Date  Type Status Terminated  Description
Oog Packet: 10015
18/09/2023 Power of Attorney In Packet

wer of Attorney in Relation to Property

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

‘esigent Orrunatian:  Ducinace Munar

o | @) Deed 1011.1 (Wills) m] X

Details | Notes (0) Attachments (0) | Related Parties (0) | Reviews | Actions (0)

es | WS =
i D¢ || Name File Select from Documents

1 Import from Local Disk

riew

172

I Client Transfer ” Packet Transfer H Terminate H Close |

Figure 16.

Either option will open a search screen for navigation to the location of your scanned deed (see Figures 17
and 18 below). Highlight the relevant document and click open or double-click on the document to attach.

ab;;ument Search V a X
x J| Search £ H Advanced Search 2| [] Recent documents
Party: 1011 - Gilmore, Lorelai Victoria Ms - 37“. Name Id Vers|
Yrics ' ) ‘ . 1 - Separation advice
4 B Ciient

M Ik 1011 - Gilmore, Lorelai Victoria Ms

1 - Separation advice

Figure 17.
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Q Open
< > v N | > Tracey - Onelaw Ltd > Documents v C Search Documents »r
Organize ¥ New folder =- 1O 0
> @ Tracey - Onelan Name a Status Date modified Type |
Custom Office Templates © 9/11/2022 5:01 pm File folder
@l Desktop » OneNote Notebooks © 26/01/2023 4:53 pm File folder
 Downloads # Tracey © 11/09/2023 12:55 pm File folder
ﬁ Documents  # update bios © 15/08/2023 10:13 am File folder
E Pictures » Zoom © 19/06/2023 12:46 pm File folder
O Music »
i3 videos »
Client screensho
File name: v
Open Cancel

Figure 18.
When uploading from the local disk the document can then be renamed (see Figures 19 and 20 below).

Q Attachment Name

Enter a name for the file: Test Deed.pdf
Test Deed - Power of Attorney

Current user: TEH OK | | Cancel

Figure 19.

G) Deed 10015.1 (Power of Attorney) (]

Details | Notes (0) | Attachments (1) | Related Parties (0) | Reviews | Actions (0)

(F1=}0
Name File Name
Test Deed - Power of Attorney 583 - Test Deed - Power of Attorney.pdf
Packet Transfer “ Terminate | | Close |
Figure 20.
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Changing a Deed Type

Select the client, Deeds tab and double-click on the deed. Click the ‘Edit’ button and reselect the
deed type from the drop-down menu (see Figures 21 and 22 below).

@) Deed 10015.1 (Power of Attorney (]

Details | Notes (0) | Attachments (1) | Related Parties (0) | Reviews @ Actions (0)

Client: Adams, Mark Mr (1000)

Matter:

Deed Type: Power of Attorney

Packet: 10015

Item: 1

Description: Power of Attorney in Relation to Property
Date: 18/09/2023

Asset Value:

Current Status: In Packet

| Packet Transfer | | Terminate | | Close
Figure 21.
@) Deed 10015.1 (Power of Attorney) O X

Details
Client: Adams, Mark Mr (1000)
Matter:
Deed Type: PA  Power of Attorney b4
Packet: Ml Minutes

OR  Order
Item: PA  Power of Attorney
Description: PR Probate

RP  Relationship Property Agreement
Date:

RD  Resignation of Director
Asset Value: RE  Resolution

Current Status: RC  Resource Consent

SP  Separation Agreement
SH  Share Transfer

TD  Trust Deed

TR Trust Documents

UT  Undertakings

W Wills

Save Cancel

Figure 22.
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Transferring Deeds

Packet Transfer

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

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed

Status: Client Team
DC - DC*

Type:  Individual - NZ resident

Name: Mr Mark Adams

Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial

Marketing | Red Flags | Notes | Tosks
ltem  Date Review Date  Type Status Terminated  Description
DI €I Packet: 10015
=] 18/09/2023 Power of Attorney In Packet Power of Attorney in Relation to Property
O 19/09/2023 Birth Certficate In Packet Birth Certficate
=] 19/09/2023 Deed In Packet Deed
0 20/09/2023 Gifting Statement In Packet Gift Statement 12.4 2022
1/10/2001 Wills In Packet Will dated 1 October 2001
3/06/2020 Wills In Packet Wil 3 June 2020
D€ Packet: 10017
m 2210972023 Codicil In Packet Codicil
Figure 23.

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

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed

Status: Client Team
DC - DC*

Type:  Individual - NZ resident
Name: Mr Mark Adams
Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial | Deeds | Marketing | Red Flags | Notes | Tasks
Deeds Report (W) Q &l

ltem  Date Review Date  Type Status Terminated  Description
D Padet: 10015
= 18/09/2023 Power of Attorney o)
02 19/09/2023 Birth Certificate
[mE] 19/09/2023 Deed InPac Client: Adams, Mark Mr (1000) Enter the new packet number:
04 20/09/2023 Gifting Statement InPac Selected Deeds: Toor7
& s 1/10/2001 Wills In Pac

ltem Date Review Date  Type
6 3/06/2020 Wills In Pac
Packet: 10015

y Current user: TEH | ok J[ cancel
€3 Packet: 10017 S 17102001 Wills T
Oh 22/09/2023 Codicil InPac 6

3/0642020 Wills In Packet

Action | Packet Transfer || Terminate || Restore

Will 3 June 2020 | |

Figure 24.
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Entries will appear as below.

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed

Status: Client

Team
DC - DC*

Type:  Individual - NZ resident
Name: Mr Mark Adams

Matters | Affliated Matters | Addresses | Afiiated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial | Deeds | Marketing | Red Flags | Notes | Tasks

Deeds Report (W) Q M

ftem  Date Review Date  Type Status Terminated  Description

LI Packet: 10015

0h 18/09/2023 Power of Attorney In Packet Power of Attorney in Relation to Property

0O 2 19/09/2023 Birth Certificate In Packet Birth Certificate

] 19/09/2023 Deed In Packet Deed

0«4 20/09/2023 Gifting Statement In Packet Gift Statement 12.4 2022
I Packet: 10017

Oh 22/09/2023 Codicil In Packet Codicl

Os 11072001 Wills In Packet Will dated 1 October 2001

Os 3/06/2020 Wills In Packet Wil 3 June 2020

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).

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed

Status: Client Team
DC - DC*

Type:  Individual - NZ resident
Name: MrMark Adams

Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AMI/CFT DD | Identity | Referral Details | Financial | Deeds | Marketina | Red Flans | Notes | Tasks

D 00 Birth Certificate] O
@ *1-19
ltem  Date Review Date  Type Details | Notes (0) | Attachments (0) | Related Parties (0) | Reviews | Actions (0)
LI Packet: 10015 Client: Adams, Mark Mr (1000)
=i 18/09/2023 Power of Attorney Matter:
19/09/2023 Birth Certificat

e irih Certiicate Deed Type:  Birth Certificate

03 19/09/2023 Deed

04 20/09/2023 Gifting Statement Packet 10015

3 "acl .

O Packet: 10017 Item: 2

=il 22/09/2023 Codicil Description:  Birth Certificate

Os 1/10/2001 Wills Date: 10/09/2023

O s 3/06/2020 Wills

Asset Value:

Current Status: In Packet

| Packet Transfer | Terminate |[  Close

Figure 26.
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@) Deed 10015.2 (Birth Certificate) O
Details
Client: Adams, Mark Mr (1000)
Matter:

Deed Type: Birth Certificate

Packet: [10015

Packet Ite 2

Description: Birth Certificate
Date: 19/09/2023
Asset Value:

Current Status: In Packet

Save Cancel

Figure 27.

Client Transfer

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

JET s arraamaTe- mersnaracace o marriea

@) Deed 1011.1 (Wills) m] X

Details | Notes (0) Attachments (1) | Related Parties (0) | Reviews | Actions (0)

Name File Name
Will of L V Gilmore 9 - Will of L V Gilmore.pdf
Client Transfer Packet Transfer H Terminate H Close l
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 selecting Transfer, a warning message will
appear which can be switched off (see Figure 30 below).

idant Nerrunatian:  Ducinace Minar

@) Deed 1011.1 (Wills) O
(
Details | Notes (0)  Attachments (1) | Related Parties (0) = Reviews | Actions (0)
] =T
% || Name File Name
Will of LV Gilnp
A @) Client Transfer X
" Client: 1016 - Gilmore, Lorelai Leigh Miss - Apartment...
Packet number: : Use the same packet number
Reason: Transferring from incorrect client
Transfer || Cancel
I Client Transfer H Packet Transfer H Terminate ” Close |
Figure 29.
@) Deed 1011.1 (Wills) m)

(

Details | Notes (0) Attachments (1) | Related Parties (0) | Reviews | Actions (0)
| Vel
% || Name File Name

v || Will of LV Gilny

G) Client Transfer

Clii Q Client Transfer X EJ

Pa| er

You are about to transfer a deed to a different client
i Do you want to continue?

Don't show me this warning again [ ]

Transfer

I Client Transfer “ Packet Transfer || Terminate ” Close |

Figure 30.
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The packet will now show as ‘Transferred’ in the original client record, however, this can be unticked and not

shown. Transferred Deeds will display greyed out in the original client when ‘Show Transferred Deeds’ is
ticked on in the Deeds tab (see Figures 31 and 32 below).

Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial

Deeds Marketing | Red Flags | Notes | Tasks
Deeds Report Show Transferred Deeds

% I
(TR ¥
Iltem Date Review Date  Type Status Terminated  Description
Packet: 1011
Transferred
Figure 31.

@ Deeds

Report Selections : Author: <All>; Deed Type: <All>; Deed Status: <All>; Include transferred deeds: true; Item Date Range: <All>; Include notes: true;
Include related parties: true; Deeds: Live & Terminated

Client Packet Item Type Deed Date Description

Status Review Terminated
1011

Gilmore, Lorelai Victoria Ms - Client Author: Hannah Christie - HC

1011 1 w Will of L V Gilmore - signed 15 Sep 2024 Transferred

Moved to Gilmore, Lorelai Leigh Miss (1016) by Craig, Bex on 25/09/2024. Reason: Transferring from incorrect client

Figure 32.

Changing a Deed Status

Select deeds that require a status change and click manage multiple selected deeds b J

Click ‘Action’ and use the drop-down arrow to select the new deed status (see Figure 33 below).

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed
Status: Client

Team
DC - DC*
Type: Individual - NZ resident
Name: Mr Mark Adams

Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details Flnan(ialMarketmg Red Flags | Notes | Tasks

Deeds Report (¥] e bJ
ltem Date Review Date  Type @ se Jeeds (] X
U Packet: 10015 Client: Adams, Mark Mr (1000) @ Deed Status >
O 18/09/2023 Power of Atto
O 19/09/2023 Birth Certifical ~cte Deeds: Status: =
19/09/2023 Deed ltem Date Review Date  Type Status| pate: Archived
20/09/2023 Gifting Statem  Packet: 10015 — In Packet
—_— 3 19/00/2023 Deed In Pack o [Obsclete
I Packet: 10017 4___20/09/2023 Gifting Statement In Pack Note: Removed for Review
g 22/09/2023 Codicil | Action J[ PacketTranster |[ Terminate |[ Restore Revoked
O s 1/10/2001 Wills P ———— Scanned
e 3/06/2020 Wills In Packet Will 3 June 2020 Uplifted
Save & Close Cancel | |
Figure 33.
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Insert the date, name of recipient if applicable and any note (see Figure 34 below).

G, De

Status: Uplifted v
25/09/2023
IReciBient: I ’ First Rate Lawyers Ltd

Test note

Save & Close ” Cancel

Figure 34.

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

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed
Status: Client

Type:  Individual - NZ resident

Team
DC - DC*

Name: Mr Mark Adams

Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial | Deeds | Marketing | Red Flags | Notes | Tosks

Deeds Report (F) e bJ

ltem  Date Review Date  Type Status Terminated  Description

L€ Packet: 10015

i 18/09/2023 Power of Attorney In Packet Power of Attarney in Relation to Property

02 19/09/2023 Birth Certificate In Packet Birth Certificate

0 3 19/09/2023 Deed Deed

04 20/09/2023 Gifting Statement Gift Statement 12.4 2022
D€ Packet: 10017

[ 22/09/2023 Codicil In Packet Codicil

O s 1/10/2001 Wills In Packet Will dated 1 October 2001

O s 3/06/2020 Wills In Packet Will 3 June 2020

Figure 35.

To Terminate a Deed

Select deeds to be terminated and click manage multiple selected deeds b J

Click Terminate, put in the reason deeds are being terminated and click ‘OK’ (see Figure 36 below).

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed

Status: Client Team
DC - DC*
Type:  Individual - NZ resident
Name:  Mr Mark Adams
Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details FinanciaI-Marketing Red Flags | Notes | Tasks
Deeds Report (] Q
ltem  Date Review Date  Type () e o .
D) Packet: 10015
Client: Adams, Mark Mr (1000
1 18/09/2023 Power of Attorney | msMaricMA(eC0)
2 19/09/2023 Birth Certificate | Selected Deeds:
3 19/09/2023 Deed ltem Date Review Date  Type
4 20/09/2023 Gifting Statement | p,cyet: 10015 Fnterthe reason for terminating this deed(s) |
O QU Packet: 10017 2 19/09/2023 Birth Certificate InP | No longer current
3 19/09/2023 Deed inB
On 22/09/2023 Codicil 4 20/09/2023 Gifting Statement In B
O 1/10/2001 Wills Action || Packet Transfer || Terminate || Restore |
06 3/06/2020 Wills Current user: TEH

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).

Details | Notes (0) | Attachments (0) | Related Parties (0) | Reviews

Actions (0)

onelaw

Client: Adams, Mark Mr (1000)
Matter:
Deed Type: Birth Certificate
Packet: 10015
Q Deed 10015.2 (Birth Certificate)
ltem: 2
o . IEnter the reason for terminating this deed(s)
Description: Birth Cert
No longer current
Date: 19/09/20,
Asset Value:
Current Status: In Packet Currentuser: TEH OK | | Cancel |

T

Packet Transfer

Figure 37.

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

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed
Status: Client
Type: Individual - NZ resident

Name: MrMark Adams

Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial Deeds | Marketing | Red Flags | Notes | Tasks

Deeds Report

Item Date

Review Date  Type Status Terminated  Description

L€ Padet: 10015

0 n 18/09/202 Power of Attorney In Packet Power of Attorney in Relation to Property
0o 2 [ 15/09/2023 Birth Certificate InPacket  25/09/2023  Birth Certificate 1
O 3 19/09/2023 Deed In Packet Deed

4 20/09/2023 Gifting Statement In Packet Gift Statement 12.4 2022
L€ Packet: 10017

an 22/09/2023 Codicil In Packet Codicil

s 1/10/2001 Wills In Packet Will dated 1 October 2001
[ 3/06/2020 Wills In Packet Will 3 June 2020

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).

@) Deed 10015.2 (Birth Certificate) O
Details | Notes (0) | Attachments (0) | Related Parties (0) | Reviews | Actions (1)
Client: Adams, Mark Mr (1000)
Matter:
Deed Type: Birth Certificate

Packet: 10015

ltem: 2 IEnter the reason for restoring this deed(s) I

Description: Birth Certificate

Date: 19/09/2023

Asset Value: Current user: TEH OK

Current Status: In Packet

IPacketTransfer ” Delete I Restore ' Close

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 terminating the deed (see Figure 40 below).

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed

Status: Client

Team
DC - DC*
Type: Individual - NZ resident
Name: Mr Mark Adams
Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial Deeds | Marketing | Red Flags | Notes | Tasks
Deeds Report G) Deed 10015.1 (Power of Attorney (m] U Q GJ
Item Date Review Date  Type
Details | Notes (0) Attachments (0) | Related Parties (0) | Reviews | Actions (0)
LI Packet: 10015 _
O~ 18/09/2023 Powe - 0
0 2 19/09/2023 Birth || Name File Name
a3 19/09/2023 Deeq
] 4 20/09/2023 Giftir
L€ Packet: 10017 @ Deed 10015 er of Attorney
22/09/2023 Codi
a ] : / ; Woll " IEnter the reason for terminating this deed(s)l
s /10/200 ' Deed is to be deleted
O e 3/06/2020 Wills

Current user: TEH

Packet Transfer II Terminate II Close I

Figure 40.

The deed will show greyed out in the list. Double-click to open, click ‘Delete’ and enter the reason for deleting
this deed and click ‘OK’ (see Figure 41 below).
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Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed

To-Do List
Status: Client

Type a new task

Team
oc-pcx | (%) Assigned Tasks (1/3)
Type: Individual - NZ resident

(%) Personal Tasks (0)

Name: Mr Mark Adams

Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial Deeds | Marketing | Red Flags | Notes

(%) Team Tasks (10/12)
Tasks
Deeds Report

@) Deed Power of Attorney) O
Item Date Review Date  Type Status Terminated | | petils | Notes (0) | Attachments (0) | Related Parties (0) | Reviews | Actions (1)
LI Packet: 10015 Client: Adams, Mark Mr (1000)
18 Power of Attorney t 7
0 ower 0 ne Matter:
O 2 19/09/2023 Birth Certificate In Packet B
e 19/09/2023 Deed Uplifted [ | Deed Type: Power of Attorney |
04 20/09/2023 Gifting Statement Deed 10015.1 (Power of Attorney
O -
QU Packet 110017 |Enter the reason for deleteing this deed(s).|
0On 22/09/2023 Codicil Tot B8 o Property
s 1/10/2001 Wills
e 3/06/2020 Wills

Current user: TEH

‘ Packet Transfer Il De[eteJI Restore Close

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.

| @) Deed 1008.3 (Wills) X

Deleting this deed will also delete the attachments from the document section at client level.

Do you wish to continue?

Yes No

Figure 42.

Deed Reports

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

Adams, Mark Mr (1000) - created 25/01/2023 CDD Status: Not reviewed
Status: Client

Type:  Individual - NZ resident

Team
oC - DC*
Name: Nir Mark Adams
Niaters | Affiated Matters | Addresses | Afited Partes | Related Parties | AMU/CFT CDD | Identity | Referral Detais | Financial | Deeds JMarketing | Red Fiags | Notes | Tasks
weil
ftem  Date Review Date  Type Status Terminated  Description
L@ Packet: 10015
m)
O3
0 2023
O Packet: 10017
o 22/09/2023 Codici In Packet Codicil
as 1/10/2001 Wills In Packet Will dated 1 Octaber 2001
Os 3/06/2020 Wills In Packet Will 3 June 2020

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).
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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 Time Sheet
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
(/rite-off Report

ee 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
18D Interest Activity Report
18D Ledger Balance Report
18D 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
Matter Trust Transactions
Matter WIP

Rattar WID b, WWID Cada

Format

@® PDF O Word (O Excel

Report Title:
Party picker

Party:

Deeds

Author

Author: <All> v

Deed Type
Deed Type: <All> - v
Deed Status

Deed Status: <All> 7

Deed Date Range Selection

Item Date from: [Setect a dat:

Review Date Range Selection

| to [setect a date i3] | (ieave empty for al)

Review Date from:

Notes and Related Parties Filter
[[] Include Notes [] Include Related Parties

Filter on

Deed Loaded Date Range Selection

'Select a date ‘ to ‘Select a date l (leave empty for all)

Loaded Date from:

Terminated/Deleted Deeds Selection

Only Live

O Only Live & Terminated (excluding deleted deeds)

() Only Terminated (excluding deleted deeds)

Terminated from: [

[

() Only Deleted
Deleted from:

Select a date [12] | to |Select a date [1

Date to:

Date to:

(leave empty for al
(leave empty for al

Show Report | |

Close

www.onelaw.co.nz

Figure 44.
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