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These tips will help make the End of Financial Year easier for 
users and get the best from our software. 
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EOFY Reminders and Tips 
 
The end of the financial year for many is the 31st of March. For legal firms that have a March balance date, 
they often overlook their own practice needs and focus completely on their client’s business. It is important 
to dedicate time to your business and some financial housekeeping. 

 
Bad Debts 

 

To be deductible, bad debts must be written off during the income year. Written off means that the debts 
have been written out of the debtor’s ledger, but the firm need not have exhausted all actions to collect the 
debt. 

In OnePractice a bill or bad debt can be written off by double-clicking on the fee, and then selecting the 
write-off option (see Figure 1 below). A reason can be given for the write-off. 

 

Figure 1. 
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Write-off reasons are loaded in the Administration Tab > Manage Codes > Write-off Reason Codes (see 
Figure 2 below). 

 

Figure 2. 
 

We recommend that a separate list of all the debtors written off during the year is retained for further 
follow up, and a copy is given to your accountant.  
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Use the following reports if fees are written off (see Figure 3 below). 

 

 

Figure 3. 
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It may be beneficial to enter a warning note on the client with the date of the bill and the amount 
outstanding. The client can be put on ‘Stop Credit’ to disable future work from being carried out for this 
client (see Figure 4 below). 
 

 

Figure 4. 
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It can also be a good idea to put a note in the OnePractice deeds system (see Figure 5 below), as sometimes 
a client may return to retrieve documents. When the client contacts the firm again, there is a choice on 
whether to act for them, knowing they didn’t pay their last bill. 
 

 

Figure 5. 
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Unbilled Disbursements and Debit Balances 

We would also recommend a review of all unbilled disbursements and debit balances. Are there large 
disbursements that have not been billed, or are there some small debit balances remaining on old files that 
need to be written off?  Use the ‘Unbilled Trust Debit Balances’ report to assist with this (see Figure 6 
below). 
 

 

 
Figure 6. 
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Work in Progress 
 

If your business clients have also got 31st March balance dates, they will appreciate being billed up to date so 
they can claim it in this financial year. It is a good excuse to interim bill matters that have gone on for a 
while, but there may not have been an appropriate time to bill. Now would be an ideal time to bill any 
clients that have rung up for small pieces of advice if time has been recorded for these.  

Hopefully these days fewer firms have a build-up of WIP being saved “for a rainy day.”  To review WIP there 
are a variety of reports. Run an ‘Aged WIP’ report (see Figure 7 below) for each author and if necessary, 
organise a peer review. Discuss those “stuck files” and what to do with the build-up of WIP.  

NOTE: the Aged WIP report cannot be produced at a date in time, only live. We suggest printing at the end 
of the month before or after rolling month end. 

 

 

Figure 7. 
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What is the Value of the Remaining WIP? 
 

OnePractice has a useful management report called the Author WIP Activity Report (see Figure 8 below).  

 

Figure 8. 
 

The second last column of this report shows the Average 12-month Recovery rate for that author (see Figure 
9 below). The last column of the report shows an Expected Recovery which is the balance of WIP multiplied 
by the average 12-month recovery rate. The ‘Expected Recovery’ is only a guide to the value, applying the 
theory that if an average of 80% of recorded time is recovered, then the value of the current WIP will only be 
recovered by that percentage. Obviously, the age and mix of work type is important. At least, this report will 
highlight areas to investigate further. 

 
 

Figure 9. 
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Accounts rendered – the Amount Owing to the Firm 
 

At the end of the financial year, it is important that the firm’s accountant is given an accurate total balance 
owed to the firm. At any point in time, the amount owing to the firm is the total debit balances in trust plus 
the balance in the float account. This is the ‘Debtors’ or ‘Accounts Receivable’ balance.   

If the firm is integrated with Xero, there will be a message to say OnePractice agrees with Xero balance when 
the batch is updated and exported to the GL. Run a ‘Ledger Balance Report,’ requesting debit balances only, 
to confirm this balance. 

 

 

 
Figure 10. 
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If OnePractice is not integrated with a general ledger program like Xero, provide the firm’s accountant with 
an ‘AR Aged Trial Balance’ report (see Figure 11 below), which gives a list of outstanding bills. It is important 
to also advise the firm’s accountant of the balance of the float account, as at balance date, as this is also part 
of the firm’s debtors.   

 

 

 
Figure 11. 

 

We hope these suggestions help prepare your firm for EOFY. If any further support is needed, please feel 
free to contact our team. 

 
 

 
 
 
 
 

 


