Creating a New Matter Manual

This manual is designed to help users understand how
to create a new matter in OnePractice.
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Creating a New Matter

Create a new matter for a client that already exists or as part of the process when creating a new client

If the client already exists

+ Search in OneView for the Client name or search on the matter description to check if the

client/matter has been already created (see Figure 1 below)

+ Select the client so the middle screen shows the client’s details

‘Home Requisitons  Accounts  Documents

OneCollect Tasks AML/CFT Administration

T & £ & : L L IR A Y = 5 = o
s o) a Y S w0 v Wy & & &
Home Login | Add New Edit Email | New t f Live Record WIP | Record Trust Trust Third  New Single Bulk | Report MyKPI _ My Time Reporting
Time Value Transfer  Expense Receipt = Payment~ Party Cost Journal List 7 Sheet Statement
OneCommunity | Favourites Party Matter wIP Transactions Billing Reporting
OneView, “ % White, Betty Marion Ms (1337) - created 12/11/2024 CDD Status: Not reviewed
White, M. M X
ite, Betty Marion Ms Bl seatus Client Tier: Gold Team
HHB - PhilippaB
Active Clients (2) Type: Individual - NZ resident JTP - jtp*
& White, Betty Marion Ms Name: Ms Betty Marion White
fient Id: 1337
1 White Estate Berry Default Time Rate: None
— Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial | Deeds | Marketing | Red Flags | Notes | Tasks
Addresses (2 of 3)
All ® Open Closed |_| My Matters Only Matter List Report
L-<J Smith and Walker Limted
12 Sunrise Avenue, Whites Ba # Description Matter Author Trust (§) I1BD ($) TPC ($) AR ($) WIP (§)  Estimate ($) Status Latest Archive
L] Walker, Hyacinth
Sunrise Avenue, Whites Bay
Email (1 of 3)
i White, Betty Marion Ms
Betty@white.conz
Figure 1.

+ Then select the ‘New’ button under ‘Matter’ on the ribbon (see Figure 2 below)
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Home Llogin | Add New Edit Email | New Live Record WIP | Record Trust Trust Third  New Single Bulk | Report MyKPl My Time Reporting
Time Value Transfer | Expense Receipt = Payment ~ Party Cost Journal List T Sheet Statement
OneCommunity | Favourites Party Matter WP Transactions Billing Reporting

Figure 2.
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Type in the matter description (see Figure 3 below)

+ Select if the matter will have a physical file

+ The trust account will be automatically selected (unless there is more than one trust account, in
which case, select from the dropdown menu)

+ Fee Type — select from the dropdown menu

+ Sub Fee Type —select from the dropdown menu
Captured Activity — if the selected fee type is a captured activity, this will be ticked on. If the selected
fee type is not a captured activity, this will not be ticked on. Tick on if necessary

+ Some fee types are set to capture the Estimated AML/CFT Value for CDD reporting purposes i.e. the
sale/purchase price of a conveyancing transaction — insert this if available

+ Default time rate — select if required. NONE will default to the standard default

Q Create Matter
Details | InfoSheets
Matter details Matter team
Client: 1337 - White, Betty Marion Ms - 144 New... D l Edit Team l l Remove Team [ ] Confidential matter
Description: Purchase 149 Zemi Street Harry Hazza
— John Terry Potter
|| Physical File
Trust account: Clarke Cooper Law Trust -
Fee type: Conveyancing v
Sub fee type: Residential v
[ Captured activity
Estimated
AML/CFT value:
Default time rate: - None - v Matter author: John Terry Potter
Party details Billing details
Counter party: l ’ & lvl (%) Default GST rate on fees: | Standard v
Firm acting: \ ’ & lvl (%) Billing party: l J &|v W
Lawyer acting: \ I & lvl (%) A/R contact party: l | &|v |
Instructing party: \ l 8 Ivl | ) Billing classification: Manual B [ Ready to bill
Nature & purpose of business relationship Estimated Billing threshold
Current: | (No value) Fees:

Costs/disbursements:

New:
Print label on save
(] Front label -
(] Side label
Save & Close ] I Cancel
Figure 3.

0ne|aW Creating a New Matter Manual 2

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




onelaw

+ Party Details are not compulsory but can be added using the green plus or search database by typing
the name (client with number — non-client without number) (see Figure 4 below)

G) Create Matter
Details | InfoSheets
Matter details Matter team
Client: 1337 - White, Betty Marion Ms - 144 New... D l Edit Team ] [ Remove Team [] Confidential matter
Description: Purchase 149 Zemi Street Harry Hazza
[] Physical File John Terry Potter
Trust account: Clarke Cooper Law Trust pd
Fee type: Conveyancing -
Sub fee type: Residential a
[ Captured activity
AMUCETvave: 3950000
Default time rate: - None - v Matter author: John Terry Potter
Party details Billing details
Counter party: Rogers, Mickey Default GST rate on fees: | Standard v
Firm acting: TH Law Limited - P O Box 689, Ferndale, C... Billing party: W W
Lawyer acting: Jones, David Mr - 027 249 7583 A/R contact party: W v
Instructing party: \ [ 8]" | ) Billing classification: Manual e ["] Ready to bill
Nature & purpose of business relationship Estimated Billing threshold
Current: | (No value) Fees:

Costs/disbursements:

New:
Print label on save
[ ] Front label v
[] Side label
Save & Close I I Cancel
Figure 4.
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+ A new Nature & purpose can be set when creating a matter. This will be visible at client level under
the AML/CFT CDD tab (see Figure 5 below)

Q Create Matter
Details | InfoSheets
Matter details Matter team
Client: 1337 - White, Betty Marion Ms - 144 New... [ x| [ EditTeam || Remove Team [ Confidential matter
Description: Purchase 149 Zemi Street Harry Hazza
[ Physical File John Terry Potter
Trust account: Clarke Cooper Law Trust e
Fee type: Conveyancing v
Sub fee type: Residential v
[v] Captured activity
AML/CH T vave: 3950000
Default time rate: - None - v Matter author: John Terry Potter
Party details Billing details
Counter party: Rogers, Mickey E] Default GST rate on fees: | Standard v
Firm acting: TH Law Limited - P O Box 689, Ferndale, CE] Billing party: l | W (9]
Lawyer acting: Jones, David Mr - 027 249 7583 E A/R contact party: | | Em W
Instructing party: \ | [ 8 l vl | ) Billing classification: Manual - [] Ready to bill
Nature & purpose of business relationship Estimated Billing threshold
Current: | (No value) Fees:

Costs/disbursements:

New:
Print label on save
[_] Front label -
[] Side label
Save & Close ] I Cancel

Figure 5.
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+ The Matter team will default to the Client team and the Matter author to the Client author. Edit
these details as required (see Figure 6 below)

G) Create Matter

Details | InfoSheets

Matter details

Client:

Description:

Trust account:
Fee type:
Sub fee type:

Estimated
AML/CFT value:

Default time rate:

Party details

Counter party:
Firm acting:
Lawyer acting:

Instructing party:

1337 - White, Betty Marion Ms - 144 New... [ X |

Purchase 149 Zemi Street

[] Physical File

Clarke Cooper Law Trust a
Conveyancing v
Residential v

[ Captured activity
$950,000

- None - v

Rogers, Mickey lZ]
TH Law Limited - P O Box 689, Ferndale, CE]

Jones, David Mr - 027 249 7583 (%]

| (8]

Nature & purpose of business relationship

Current: | (No value)
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Matter team

I Edit Team H Remove Team

Harry Hazza
John Terry Potter

Matter author: John Terry Potter

[] Confidential matter

(&]v]

Billing details

Default GST rate on fees: | Standard
Billing party:

A/R contact party:

Billing classification: Manual

Estimated

Fees:
Costs/disbursements:

Print label on save
(] Front label

(] Side label

Figure 6.
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[

v | [[] Ready to bill

Save & Close I [ Cancel
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The default GST rate for invoices can be left at Standard or set to Zero Rated (see Figure 7 below)
+ Set the billing details here if the bills are to be sent to a different party/address
+ Add an A/R contact — search the database first by typing in the name. If not already created, then

select the green plus to add these. They will be created as non-clients

+ Billing Classification — select from the drop-down menu. Options are Manual, Progress Bill or
Monthly Bill
+ Add an estimate for fees and/or costs/disbursements - the billing threshold will change when time is
recorded against the matter and costs/disbursements are posted. The estimate shows on the matter
as below (see Figure 8 below)

Q Create Matter

Details | InfoSheets

Matter details

Client:

Description:

Trust account:
Fee type:

Sub fee type:

Estimated

1337 - White, Betty Marion Ms - 144 New..

Purchase 149 Zemi Street
[] Physical File

Clarke Cooper Law Trust
Conveyancing
Residential

[ Captured activity

Matter team

I Edit Team H Remove Team

Harry Hazza
John Terry Potter

[] Confidential matter

AML/CFT value: $950,000
Default time rate: - None - v Matter author: John Terry Potter
Party details Billing details
Counter party: Rogers, Mickey Default GST rate on fees: | Standard >
Firm acting: TH Law Limited - P O Box 689, Ferndale, C,. Billing party: \ J 8 v
Lawyer acting: Jones, David Mr - 027 249 7583 A/R contact party: J &7\
Instructing party: [8"‘ [ Billing classification: Manual -2 [] Ready to bill
Nature & purpose of business relationship Estimated Billing threshold
Current: | (No value) Fees:
Costs/disbursements:
New.
T IeDeT O save
[ ] Front label v
[] Side label
Save & Close | I Cancel
Figure 7.
Purchase 149 Zemi Street (1337.1) - created 13/11/2024
Client: White, Betty Marion Ms Ct Due Dili e Required Team Financial Summary
HHB - PhilippaB 1337.1
Description: Purchase 149 Zemi Street R
JTP - jtp* Trust 0.00
Fee Type: Conveyancing - Residential wip 0.00
1BD 0.00
Trust Account: Clarke Cooper Law Trust AR 0.00
Estimate 2.900.00
Default Time Rate: °C 0.00
Headroom 2,500.00
Financials | parties | Notes | Billing | Archives | Tasks | InfoSheets
Trust | WIP | Third Party Costs | Billing | IBD | A/R
Date Type Reference Narration Billed Funds Out($) Funds In($) Balance($)
Figure 8.
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+ If the firm has a label printer set up, tick the box/es for the required labels and use the dropdown
menu to select the label printer (once selected, this printer will auto-populate the next time a
matter is created) (see Figure 9 below)

Q Create Matter
Details | InfoSheets
Matter details Matter team
Client: 1337 - White, Betty Marion Ms - 144 New... E] | Edit Team ‘ l Remove Team [] Confidential matter
Description: Purchase 149 Zemi Street Harry Hazza
[] Physical File John Terry Potter
Trust account: Clarke Cooper Law Trust x
Fee type: Conveyancing v
Sub fee type: Residential v

[V Captured activity

Estimated

AML/CFT value: $950,000

Default time rate: - None - v Matter author: John Terry Potter

Party details Billing details

Counter party: Rogers, Mickey E] Default GST rate on fees: | Standard v
Firm acting: TH Law Limited - P O Box 689, Ferndale, CE] Billing party: 8 v| &
Lawyer acting: Jones, David Mr - 027 249 7583 [X] | AR contact party: &7
Instructing party: \ [ 8]4 ) Billing classification: Manual e ["] Ready to bill
Nature & purpose of business relationship Estimated Billing threshold
Current: | (No value) Fees:

Costs/disbursements:

New:
Print label on save
[ ] Front label -
[] Side label
Save & Close ] [ Cancel
Figure 9.
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+ Click ‘Save & Close’ (see Figure 10 below)

G’ Create Matter

Details | InfoSheets

Matter details Matter team
Client: 1337 - White, Betty Marion Ms - 144 New... E] | Edit Team ‘ | Remove Team [] Confidential matter
Description: Purchase 149 Zemi Street Harry Hazza

[] Physical File John Terry Potter
Trust account: Clarke Cooper Law Trust a
Fee type: Conveyancing 2
Sub fee type: Residential v

[ Captured activity
Default time rate: - None - v Matter author: John Terry Potter
Party details Billing details
Counter party: Rogers, Mickey E] Default GST rate on fees: | Standard Y
Firm acting: TH Law Limited - P O Box 689, Ferndale, CE] Billing party: ‘ W |
Lawyer acting: Jones, David Mr - 027 249 7583 E] A/R contact party: | | | v
Instructing party: \ { 8 lv‘ | Billing classification: Manual M [] Ready to bill
Nature & purpose of business relationship Estimated Billing threshold
Current: | (No value) Fees:

Costs/disbursements:

Print label on save
[ ] Front label v

(] Side label

Save & Close ] [ Cancel

Figure 10.
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