Archiving Manual

This manual is designed to help you and your team
understand archiving in OnePractice.
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onelaw

To Archive or Close a Matter

balances of the Trust, WIP, IBD, AR and TPC are at $0.00

person in the firm with the Administration tab can set this up

1.

e I

Open the matter so it displays on the screen (see Figure 1 below)

A matter cannot be closed unless all transactions are reconciled and batched, and the

Users must have the appropriate permissions before they can perform this action. The

Requisitions  Accounts  Documents  OneCollect ~ Tasks  AML/CFT  Administration
L8 Ty LEIL LN Y ool
A v L ¥ S 5B W 0 v W & & &
Home Login | Add New Edit Email New Edit Info. = Live Record WIP | Record Trust Trust Third  New Single Bulk | Report MyKPI _ My Time Reporting
Search | Time Value Transfer | Expense Receipt = Payment~ Party Cost Journal List T Sheet Statement
OneCommunity | Favourites Party Matter wip Transactions Billing Reporting
Oneliew, ~ % Cast Away 2000 (1053.3) - created 21/06/2023
Hanks, Thomas J Mr R Client: Hanks, Thomas J Mr Team Financial Summary
Active Clients (1 Description: Cast Away 2000 oe- 08 1033
ctive Clients (1) scription: ast Away BK - bob@clarkecooperlaw.co.nz* | Trust 0.00
-
@ Hanks, Thomas J Mr Fee Type: Employment - Employment Contracts CS-CS wip 0.00
ent 53 18D 0.00
Trust Account: Clarke Cooper Law Trust AR 0.00
" . Estimate 0.00
Default Time Rate: TPC 0.00
Headroom 000
Financials | parties | Notes | Billing | Archives | Tasks | InfoSheets
Trust | WIP | Third Party Costs | Billing | IBD | A/lR
Date Type Reference Narration Billed Funds Out($) Funds In($) Balance($)
20/06/2024 Pmnt 191 To: George Timothy Clooney 2,555.10 0.00
Payment for Espresso machine
24/05/2024 Fee 001426 Our fee 001426 230.00 2,555.10
24/05/2024 Fee 001425 Our fee 001425 1,644.50 2,785.10
24/05/2024 Inl INL26 To: Hanks, Thomas J Mr, The Termin 570.40 4,429.60
For: Transfer funds to pay invoice
24/05/2024 Rct 00353 From: Thomas J Hanks 5,000.00 5,000.00

On account of costs

Figure 1.

2. Check all balances are zero, then select the Archives tab (see Figure 2 below)

Cast Away 2000 (1053.3) - created 21/06/2023

Client:
Description:
Fee Type:
Trust Account:

Default Time Rate:

Financials | Parties

Date Ref
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Hanks, Thomas ) Mr
Cast Away 2000
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User Note

Figure 2.
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3. Select the green plus to open the Matter Archive dialog box (see Figure 3 below)

Cast Away 2000 (1053.3) - created 21/06/2023

Client: Hanks, Thomas J Mr Team Financial Summary
Description: Cast Away 2000 DB - D8 10533

ription: ast Away BK - bob@clarkecooperlaw.co.nz* | Trust 0.00
Fee Type: Employment - Employment Contracts cS-CS wiP 0.00
1BD 0.00
Trust Account: Clarke Cooper Law Trust AR 0.00
N ) Estimate 0.00
Default Time Rate: TPC 0.00
Headroom 0.00

Financials | Parties | Notes | Billing Archives Tasks | InfoSheets

@) Matter Archive v @ -

Client 1053 - Hanks, Thomas J Mr

Date Ref User Note

Matter 3 - Cast Away 2000

pate  |7/11/2024 3|
Options Archive File
@ Archive File and Close Matter
Reference (leave blank to auto assign)
Note
[ Save & Close l [ Cancel
Figure 3.

4. Select either ‘Archive File’ (the physical copy of the file to date is to be closed, but the matter
remains open) or ‘Archive File and Close Matter’ (the matter is to be closed) (see Figure 4
below)

G) Matter Archive

Client 1053 - Hanks, Thomas J Mr

Matter 3 - Cast Away 2000

Date | 7/11/2024 ml
Options O Archive File
(@) Archive File and Close Matter
Reference (leave blank to auto assign)
Note

Save & Close ” Cancel

Figure 4.
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5. The Reference will be automatically created on ‘Save & Close,” or an archive number can be
manually typed. On ‘Save & Close’ in this example (Figure 5 below), the matter then shows
as “***Closed***’ and an Archive record is created with the Reference number

Cast Away 2000 (1053.3) - created 21/06/2023

Client: Hanks, Thomas J Mr Team Financial Summary
Description: Cast Away 2000 bB-08 1053.3
niption: et BK - bob@clarkecooperlaw.co.nz*  Tryust 0.00
CS . CS e 9%
1BD 0.00
Fee Type: Employment - Employment Contracts AR 0.00
Estimate 0.00
Trust Account: Clarke Cooper Law Trust TPC 0.00
Head: 0.00
Default Time Rate: eaEoom

Financials | Parties | Notes | Billing Archives Tasks | InfoSheets

Vi

Date Ref User Note
7/11/2024 000050 TEH

Figure 5.

Possible Error Messages

The message below (Figure 6) will display if there are unbatched entries on the matter. Wait until
the trust accountant has completed the Batch Update, then archive the matter.

@) Matter Archive X
@ Error(s) occurred:
< Trust/IBD: Unbatched Entries
OK

Figure 6.

The message below (Figure 7) will display if there is an unbilled WIP on the matter. Either bill the
WIP or write off, then wait until the trust accountant has completed the Batch Update before
archiving.

Error(s) occurred:
WIP: Non-Zero Balance

[ ok ]

Figure 7.
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The message below (Figure 8) will display if an expense is posted on the matter. Either reverse or
write off, then wait until the trust accountant has completed the Batch Update before archiving.

Error(s) occurred:
Clarke Cooper Law Trust: Non-Zero Balance

Warning(s):
Expenses: Unbilled Entries

Figure 8.

The message below (Figure 9) will display if the matter has a non-zero balance, check the trust

ledger.

@) Matter Archive X

Q Error(s) occurred:
' Clarke Cooper Law Trust: Non-Zero Balance

Figure 9.

The message below (Figure 10) will display if an expense is present that has not been attached to an
invoice. Check that the matter balances are all at 0.00, this will not stop the file from being archived.

Click ‘OK” and the archive will continue.

Q Matter Archive

Warning(s):
Expenses: Unbilled Entries

o]

Figure 10.

Qnelaw Archiving Manual 4

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




Reopen an Archived/Closed Matter
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1. Tore-open an archived/closed matter, open the matter so it displays on the screen and
select ‘Edit’ in the Matter section of the ribbon (see Figure 11 below).

‘ ‘ Home  Requisitons  Accounts  Documents  OneCollect  Tasks  AML/CFT  Administration
B . b dAMEBD LS £ B
A ¥} W / o} W @ v e & 4§ o
Home Login | Add New Edit Email New| Edit |info. Lve Record WP | Record Trust Trust Third  New Single Bulk | Report MyKPI My Time Reporting
[Search | Time Value Transfer | Expense Receipt ~ Payment~ Party Cost Journal List T Sheet Statement
OneCommunity|  Favourites Party Matter wip Transactions Billing Reporting
One\iew, “ % Cast Away 2000 (1053.3) - created 21/06/2023
Hanks, Thomas J Mr P11 Client: Hanks, Thomas J Mr Team Financial Summary
Active Clients (1) Description: Cast Away 2000 o8- 08 .
icuve ens ption: ast Away BK - bob@clarkecooperlaw.co.nz*  Trust 0.00
& Hanks, Thomas J Mr - cs-Cs wip 0.00
fient id: 1053 18D 000
Fee Type: Employment - Employment Contracts AR 0.00
Estimate 000
Trust Account: Clarke Cooper Law Trust TPC 0.00
Headroom 000
Default Time Rate: !
Financials | Parties | Notes | Billing Archives Tasks | InfoSheets
vee

Date
7/11/2024

Ref
000050

User
TEH

Note

Figure

11.

2. Click the ‘Reopen’ button in the bottom left corner (see Figure 12 below).
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Details

InfoSheets

Matter details
Client: 1053 - Hanks, Thomas J Mr - Oakland, Califor...
Description: Cast Away 2000
[7] Physical File
Trust account: Clarke Cooper Law Trust
Fee type: Employment v
i Sub fee type: Employment Contracts -

[ Captured activity

Matter team

Edit Team H Remove Team |

Dale Burton
Bob Knight
Caio Souza

[] Confidential matter

Default time rate: - None - Q) edit ght

Party details

Counter party: Are you sure you want to reopen this matter? Standard .
Firm acting: A Yes [T] | ‘[rm v
Lawyer acting: [il:] [¥] ! A/R contact party: |

Instructing party: | u Billing classification: Manual e [7] Ready to bill
Nature & purpose of business relationship Estimated Billing threshol

Current:  Tom is a very successful actor and we are acting for him

in relation to his movie contracts

[|_Reopen ||

Fees

Costs/disbursements:

Figure 12.
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