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

 

Archiving Manual 



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

 

 
 

1 

To Archive or Close a Matter 
 

RULES:  

+ A matter cannot be closed unless all transactions are reconciled and batched, and the 
balances of the Trust, WIP, IBD, AR and TPC are at $0.00 

+ Users must have the appropriate permissions before they can perform this action. The 
person in the firm with the Administration tab can set this up 

 

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

 

Figure 1. 
 

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

 

Figure 2. 
 

 



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

 

 
 

2 

 

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

 

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) 
 

 

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  
 

 

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. 
 

 

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. 
 

 

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.  
 

 

Figure 8. 
 

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

 

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.  
 

 

Figure 10. 
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Reopen an Archived/Closed Matter 
 

1. To re-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). 
 

 

Figure 11. 
 

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

 

Figure 12. 


