Tasks & To-Do Lists Manual

This manual is designed to help users understand Tasks and the
To-Do List in OnePractice.
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Tasks

Tasking has been designed to be easy to use and integrate with time recording.
Tasks can be created at client level, matter level or they can be personal (and not assigned to a client).

Tasks can be assigned to other team members. This can continue the advance of work on a matter and to

push a task from one person once they have done their part onto the next person to complete their portion
of the task.

The To-Do List screen will display all Assigned Tasks and Personal Tasks for the logged in user, and any tasks
on clients and/or matters where that user is in the team (NOTE: this is not the same as Teams for
Management Reporting, it is the team assigned to the client or matter).

Client and matter tasks can be viewed by all users in the Tasks dashboard. There is a Permission that can be

set under various roles to only allow certain users to “Administer all tasks” (edit tasks, delete, dismiss)
created by others.

Personal tasks are only viewable by the user who created them.

Creating a Task

To a client

To create a task directly to a client, access the client required, click onto the Tasks tab and use the green plus
to add (see Figure 1 below).

White, Betty Marion Ms (1337) - created 12/11/2024 CDD Status: Incomplete

Status: Client Customer Due Diligence Required ~ 1€2M
HHB - PhilippaB
Type: Individual - NZ resident Tier: Gold TP - jtp*
Name: Ms Betty Marion White
Default Time Rate: None
Matters | Affiliated Matters | Addresses | Affiliated Parties | Related Parties | AML/CFT CDD | Identity | Referral Details | Financial | Deeds | Marketing | Red Flags | Notes
Owner: All ¥ Task Status:  Incomplete v e -
Due Task Person Template Completed By Completed On
@ Edit Task m]
Description: Meet with Betty and obtain ID documents
Assigned To: Hadwin, Tracey Elizabeth ¥ | WIP Code: 3
Start: Select a date [13] Importance: O Low @ Normal O High
Due: 12/02/2025 [15)
Party: 1337 - White, Betty Marion Ms - 144 Newcombe Str... U
Matter: bt n
Progress & Notes ' Time Records | Managed Documents
Ve e
Date User Note
v save || save&Close || saveaNew || cClose

Figure 1.
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To a matter

To create a task directly to a matter, access the matter required, click the Tasks tab and use the green plus to
add (see Figure 2 below).

Purchase 149 Zemi Street (1337.1) - created 13/11/2024

Client: White, Betty Marion Ms Customer Due Diligence Required Team Financial Summary
HHB - Philippad 1337.1
Description: Purchase 149 Zemi Street .
JTP - jtp’ Trust 0.00
Fee Type: Conveyancing - Residential wip 0.00
18D 0.00
Trust Account: Clarke Cooper Law Trust AR 0.00
) . Estimate 2.900.00
Default Time Rate: TPC 0.00

Headroom 2.500.00
Financials | Parties | Notes | Billing | Archives InfoSheets | Precedents

Due Task

Person Template Completed By Completed On
@) Edit Task (m] X
Description: |
Assigned To: Hadwin, Tracey Elizabeth ¥ | WIP Code: v
Start: Select a date E Importance: Low ® Normal High
Due: 3/02/2025 [3s)
Party: CDD 1337 - White, Betty Marion Ms - 144 Newcombe Str... _]
Matter: 1 - Purchase 149 Zemi Street _]
Progress & Notes ' Time Records | Managed Documents
Ve e
Date User Note

Figure 2.

Personal Tasks

When creating a Personal Task, do not complete the Party or Matter fields. Create a personal task from the
top of the To Do list by adding the information, then pushing ‘Tab.’

Creating an Assigned Task from the To-Do List

Type in the task subject, press ‘Enter’ and the Edit Task screen will be displayed with the subject completed,

allowing the user to fill in the remainder of the details. Assign a task to yourself or any other user (See
Figures 3 & 4 below)

Assigned Tasks (5/8)
(%) Personal Tasks (0)
@ Team Tasks (1)

Figure 3.
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4 To-Do List ~ 4

(¥) Assigned Tasks (5/8)
(%) Personal Tasks (0)

maas svandes () Team Tasks (1)

@) Edit Task ] X
Description: hype a new task

Assigned To: Hadwin, Tracey Elizabeth ¥ | WIP Code: v
Start: Select a date B Importance: (U Low (® Normal () High

Due: 3/02/2025 [i3)

Party: | 8 v
Matter: n
Progress & Notes Time Records | Managed Documents ‘

Ve

Date User Note

v . ve & ’ ve & New Close |

Figure 4.

Creating a task from Time Recording

A task can be created when saving a time record. Click ‘Save + Task,’ the time record will be saved to the
matter and the Edit Task screen will be displayed (see Figure 5 below).

@) Time Recording

Work In Progress  Non Client Time

Client: 8 - Financial Summary

Matter: L YN
Date 3/02/2025 14:00:00 Select a matter
Units: 1
WIP Code: v |
Task:
File Note
Rate Type: Standard - Standard (D¢ Fee Type: R *
Calculated: $50.00 Sub Fee Type: . *
Judged: $ Author: TEH Tracey Elizabeth Hadwin s
[] Manage as file note File note name:
Save + New m Save + Task II[ Save Print Cancel
Figure 5.
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Information to Include on a Task

Along with setting the basic text for the task, the following can also be added:
+  Start date
+ Due date
+  The importance of the task
+  Who the task is assigned to

Over time, as work progresses on a task, notes can be loaded in. It is useful to give the supervising author an
accurate picture of where the task is at. Some progress notes are automatically added, such as a note for

when the task was created, assigned, marked as completed etc.

Time records can be attached to a task

When completing a time record, if there are any incomplete tasks on the matter the time record can be
assigned to the task. This helps others keep up to date on where the task is at.

Managed documents

Managed documents can be attached to a task, which is useful if the task is to draft a document. The drafted
document (once managed) can be attached to the task and the task can be assigned to the matter author to
be reviewed.

Assign the task to someone else

Tasks can be bumped to another staff member at any time. This is a useful workflow tool to keep a task
moving on to completion if other team members are required to complete various aspects of the task at
certain times.

Editing a Task

Depending on system permissions and who created the task, tasks can be Deleted, Dismissed or flagged as
Complete.

When flagging a task as Complete there are three options:
+ Flag the task as complete and take no further action
+ Flag the task as complete and create a time record. Using this option, the task description will
copy to the time record narration/file note and the client and matter will be populated. This
means all the user needs to do to complete the time record is to pick a WIP code and set the
appropriate number of time units
+ Flag the task as complete and create a new task to complete the next step in the matter

Once a Personal Task is created it cannot be changed to a client/matter task.

QnelaW Tasks & To-Do Lists Manual 4

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


mailto:support@onelaw.co.nz
https://www.onelaw.co.nz/

onelaw
My “To-Do List” Key

To-Do List > i

(~) Assigned Tasks (1/5)

] testing task on WIP added invoice |
[ ] @  Draft LOE

] Edit new clauses

O & Review agreement for sale and purchase

[] @  Email Client

@ Personal Tasks (3)

] Call Philippa re Christmas

O] Doctors 5.30pm

] Lunch Sally 1pm

@ Team Tasks (2/4)

] Review the agreement for sale and purchase

e & NZTitles: LINZ Address Search - 2 Taumata Road, Sandringham
J & Clients to sign Documents

O Order LIM report
Figure 6.
+  Paper clip — has attachment/s
+ Red type — overdue

a To-Do List

testing task on WIP added invoice

Cleminson, Jo Maree due 83 days ago
Client: Dutton, John Wayne (1016) testing task on WIP added invoice

Matter: ACC Claim (1016.2) Draft LOE
Edit new clauses

— & Review agreement for sale and purchase
@ Personal Tasks (3)
] Call Philippa re Christmas

] Doctors 5.30pm
U] Lunch Sally 1pm
@ Team Tasks (2/4)
]
UJ

Review the agreement for sale and purchase
@ ¢ NZTitles: LINZ Address Search - 2 Taumata Road, Sandringham

] ¢ Clients to sign Documents
] Order LIM report
Figure 7.
+ Bold type - unread
To-Do List
Edit new clauses - jned Tasks (1/5)
Cleminson, Jo Maree duein 1days | testing task on WIP added invoice

Client: Gould, Ellen Ms (1043) —

Matter: Sale of Atanga Ave (1043.1) m

Review agreement for sale and purchase

Time Code: D - Drafting Email Client

onal Tasks (3)

Figure 8.
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+ Green dot — low importance

- VTo-Do List

Draft LO
LOW IMPORTANCE jned Tasks (1/5)
Cleminson, Jo Maree due today | testing task on WIP added invoice
Client: Barrett, Scott Mr (1067) Draft LOE
Matter: World Cup 2023 France (1067.1) Edit new clauses
Time Code: D - Drafting I Review agreement for sale and purchase

Email Client

Figure 9.
+ Red dot — high importance
To-Do List

@ Assigned Tasks (1/5)

) testing task on WIP added invoice
Email Client Draft LOE

m Edit new clauses

Cleminson, Jo Maree duein 37 days P Review agreement for sale and purchase
Client: Barrett, Scott Mr (1067) Email Client

Matter: World Cup 2023 France (1067.1) ‘

Time Code: EM - Email

Figure 10.

Task Dashboard

The Task Dashboard is a powerful tool for managing and reviewing tasks (see Figure 11 below). Tasks can be
filtered by:

+ Person —who is responsible for the task, or who is the client author (show tasks for clients managed
by a specific author), or who is the matter author (show tasks for matters managed by a specific
author)

+ Task status

Client, or client and matter

+ Task description — the ability to search for words in the task description can be useful for finding
tasks of a certain type, e.g. all overdue tasks that include the text ‘engagement letter’

+

l ‘ Home Requisitions Accounts Documents OneCollect Tasks AML/CFT Administration
& G
List New
Tasks
N
Figure 11.
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Reassign & Transfer Tasks (singly or in bulk)

Users with administrative privileges can use the task tab to administer tasks in bulk. This is useful when a
staff member is going on leave for an extended period. All incomplete tasks assigned to the person going on
leave that are due within the leave period could be selected and reassigned to others (See Figure 14 below).

' ‘ Home Requisitions Accounts Documents OneCollect Tasks

e Gl & Dula']

List New Complete t Transfer Delete
Tasks
[}
Q Reassign Multiple Tasks
Reassign to: X

Enter a reason for reassigning these tasks:

Cancel ‘

Figure 14.

A matter level task can be transferred to a client and matter, either singly or in bulk (see Figure 15 below).

‘ Home Requisitions Accounts Documents OneCollect Tasks AML/CFT Adminis

G o & E G S S

List New Complete Complete Complete Reassig Delete Dismiss
+ Time + Task

Tasks
o -
Z  Showing 18 tasks
2 Select and fi Q TTere s [ TRl
Party: fta
Transfer 1 tasks to the following matter:
Matter: fta
Client: &|v ‘

Task Status: 38
Matter: v M

Task includes .
Enter a reason for transferring these tasks:

Status

Incompl¢

Incompl¢

ncomplé! ransfer Cancel

Figure 15.
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“Owner” & “Task Status” Options

When viewing tasks, be aware of the terminology used and the filter options available.

“Owner” options (see Figure 16 below)

+ Me —this is the default - to view just the tasks that | have as Task Owner. This can be further filtered
to just tasks | have as Client Author or Matter Author

+ All—to show all tasks for all users as either Task Owner, Client Author or Matter Author

+ Person — choose one or more other users as either Task Owner, Client Author or Matter Author

Showing 18 tasks
Select and filter tasks
Party: JI 8 l " Completed on: |Select a date E ‘ to |Select a date E
Matter: [Q l v Due on: Select a date E ‘ to |Select a date E
Task Status: Incomplete v Person: <All> v | Role: Task Owner v
Task includes text: <All> m
E <Me>

Status Task Due Accol (] ALF Aimee Ford
* Incomplete Draft changes 13/08/2024 1315 [V] BC Bex Craig the
* Incomplete Review paperwork with Dwight 19/08/2024 1315 v] BF Bex Falconer the k&

ncomplete Testing appearance of delayed task start date 9/09/2024 1176 [v] Bk Bob Knight P 16

vl cD Caleb Davies
* Incomplete Draft document in line with bank conversz 12/09/2024 1312 [z cs Caio S e 12,
aio Souza
* Incomplete Red flag 20/11/2024 105§ [¥] DAB Daniel Boyle up 2
* Incomplete Red flag 21/11/2024 103§ (V] DM Danie Meissel meni
*  Incomplete Check docs 13/12/2024 1312 ¥ DOC David Cooper e 12,
*  Incomplete Authorise bill and write off $50 1311272024 1301 ¥ EG B Gray 9Ri
[v] EM Emily McDonnell
* Incomplete ¢ Email settiement info 16/12/2024 1312 5 .~ o i e 12,
Figure 16.
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“Task Status” options (see Figures 17 & 18 below)

+ Incomplete — this is the default

+ Overdue

+ All (regardless of due date, completed etc)
+ Completed

+ Dismissed

Buying the beet farm (1315.1) - created 12/08/2024

Client: Schrute, Dwight Kurt Mr
Description: Buying the beet farm

Fee Type: Commercial - Business Purchase
Trust Account: Clarke Cooper Law Trust
Default Time Rate:

Financials | Parties | Notes | Billing | Archives = Tasks ' InfoSheets | Precedents

Owner:| All ¥ [Task Status: | Incomplete ¥

Due Task Person Template C
13/08/2024 Draft changes Hadwin, Tracey
19/08/2024 Review paperwork with Dwight Smillie, Robyn
16/12/2024 Create agreement Banfield, Nadin
Figure 17.

Buying the beet farm (1315.1) - created 12/08/2024

Client: Schrute, Dwight Kurt Mr
Description: Buying the beet farm

Fee Type: Commercial - Business Purchase
Trust Account: Clarke Cooper Law Trust
Default Time Rate:

Financials | Parties | Notes | Billing | Archives nfoSheets ' Precedents

Me “ | Task Status: | Incomplete v
Due Incomplete Person Template
13/08/2024 Draft changq Overdue Hadwin, Tracey
All
Completed
Dismissed
Figure 18.
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Resizing and Moving the To-Do List

Users can set up their To-Do List (and Time Recording or OneView) screens to suit themselves.

The To-Do List can be dragged longer, made wider or relocated on the screen. It can be relocated (via a Drag
& Pin) to sit on the left or right of the time recording screen or over on the left by the OneView screen (see
Figures 19 & 20 below).

M rome  Recustons  Acoms  Domens  OneColea | Taks | AMUGT  Admintaton

E &

Ust | New

Tasks

e = 8 ToDolist % Buying the beet farm (1315.1) - created 12/08/2024 5] ’—‘T;'a";i(;“'"ﬂ@ =4
/02/2025 N TEH Tr: Elizabe
(Buying the beetorm () x |2 Client: Schrute, Dwight Kurt Mr Team Financial Summary ov] oy e

(©) Assigned Tasks (5/9) EG-EIG* 1315.1 € (3 February 28, 2025
Description: Buying the beet farm
© Personal Tesks @ Trust 250000 28 Friday
Fee Type: Commercil - Business Purchase we 159600 515000 -
() Team Tasks (1) 150 000
Trust Account: Clarke Cooper Law Trust AR 0.00 Client: PDF Production Co Ltd
Estmate 400000 Matter: PSR
e 2.500.00 $0.00
Headroom 140400

Open Matters (1)
Buying the beet farm (1)
fent id: 131

Defauit Time Rate:

Financials | Parties | Notes | Billing | Archives Tasks  InfoSheets | Precedents
Owner: |Me © TaskStatus: | ncomplete - o [cen:schvte, Dwignt xur
e A e - Matter: Buying the beet farm
Due Task Person Template Completed By Completed On $550.00
13/08/2024  Draft changes Hadwin, Tracey |oating

Non WIP Time
Staff Meeting

Time Sheet Summary

Chargeable Value: $195000

Client Chargeable Units: 39

Client Non-Chargeable Units: 3

Non-Client Units: 19
| Total Units: 6

Time Recording | Active Time

OnePractice | No uploads in progress. Currentuser: TEH _ Office: Main _Firm: Clarke Cooper Law Trust Account

Figure 19.

BT vome  reqssons  Acounts Dooments _Oneolect | Taks | AMUCFT _ Adrinsition
E &
st | New
Tasks

Onetiew % Buying the beet farm (1315.1) - created 12/08/2024 To-Dolit S Time Reconiog -
Buying the beet farm (1) =[] e FancilSummary 26/02/2025 i3] |[Now] | TEH Tracey Eiizabe ¥
G- EIG* 13151 (© Assigned Tasks (5/9) € (2 February 28, 2025

Trust 250000 (%) Personal Tasks (0) 28 Friday

Buying the beet farm (1) Fee Type: Commercial - Business Purchase wip 15900
18D 000 (%) Team Tasks (1)
000

Client:

Open Matters (1) Description: Buying the beet farm

Trust Account:  Clarke Cooper Law Trust AR

Estimate 400000
Default Time Rate: e o000
Headroom 140400

Financials | Parties | Notes | Billng | Archives | Tasks |infosheets | Precedents

- M
: LT e
= = e =

13/08/2024  Draft changes Hadwin, Tracey Drafting

Non WIP Time.
Staff Meeting

Time Sheet Summary

Chargeable Value: $1.95000
Client Chargeable Units: 39
Client Non-Chargeable Units: 3
Non-Client Units: 19
Total Units: 61
Time Recording _[Active Time

OnePractice | No uploads in oroaress. Current user: TEH  Office: Main  Firm: Clarke Cooper Law Trust Account

Figure 20.
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Task Permissions

All users can use Tasks and the To-Do List.

There is one permission that can be given to users to allow them to administer all tasks (see Figure 21
below).

Q Role Administration O

Name Tasks
Description Tasks Permission

Permissions Administration Choose Permissions...
Task Administration - Allows a user to administer all tasks

Reports Choose Reports...

Save H Cancel

Figure 21.
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