Transaction Requisitions Manual

This manual is designed to help users understand transaction
requisitions in OnePractice.
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Introduction

The transaction requisition functionality provides a new Requisitions tab allowing authorised users to create
draft trust transactions (e.g. trust receipts, trust payments and trust journals). The journal and payment

requisitions move through the workflow as outlined in Figure 1 below depending on your practice setting
preferences.

Creating a Requisition
START Dpenrlhe new
requisitions tab

Managing a Requisition

Open requisition

Send requisition for

authorisation
Requisition is ‘

authorised
Requisition is

L posted to the ]——

ledger

Create a receipt,
journal or payment
requisition

Requisition is
added to the ledger

How the statuses work

Readyto  Ready to

Draft Authorise Post Posted
- « All requisitions can be saved as draft, for further review,
or they can be immediately sent for approval, approved
Receipt o (%] (] (/] or posted, depending on your user permissions.
+ Authorisation for payments and journals are dependent
Payment
v ° o ° ° on your firms preference, see below:
e | @ ©® | © | ©
Journal Payment
Only journals moving .
Key between parties require  '\© PAYMents require
y authorisation
authorisation
. . Approval
€ This step is required Options

All journals require
authorisation

All payments require
authorisation

[ ]
i ]

This step is not required

This step is configurable and can be
managed in your firms settings

Note: Transaction requisitions do not appear in the bank reconciliation, batch update or firm float until they are “posted items”.

Figure 1.

Key points to note:

+ Users create requisitions that will appear as draft items in the client ledger and will be
identifiable by italic text and a yellow dot

+ Transaction requisitions will allow users to see what effect these potential postings will have on
a client’s ledger, including how the running balance will calculate

+ These can be created in anticipation of upcoming transactions such as property settlements

+ Permissions have been added to allow for the creation of requisitions, the authorisation of

requisitions, the return of ready to post requisitions to a draft state and the overall

administration of requisitions which allows a user to edit or delete requisitions created by other
users
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Role Permissions

+ Set users to Create Trust Requisitions in draft, Receipts, Payment and Journals (see Figure 2
below)

+ Give users the ability to return a Ready to Post Trust Requisition to a fully editable (draft) state
(see Figure 3 below).

+ Set users to Authorise Trust Requisitions (see Figure 4 below)

Set users to be Trust Requisition Administrators (see Figure 5 below)

+ Users with the existing Create Journal, Trust Receipt Recording and Trust Payment Recording
permissions will have the Post button enabled (see Figure 6 below)

+

Transaction Requisitions

Permissions
Create Trust Journal Requisitions - Allows user to create trust journal requisitions
Create Trust Payment Requisitions - Allows user to create trust payment requisitions
Create Trust Receipt Requisitions - Allows user to create trust receipt requisitions
Figure 2.
Permissions Transaction Requisitions

Return Ready To Post Trust Requisitions - Allows the user to return requisitions that are ready to post

Figure 3.
D, e Transaction Requisitions
Authorise Trust Requisitions - Allows user to authorise trust requisitions and return requisitions that are in a ready to authorise state
Figure 4.
Permissions Transaction Requisitions
Trust Requisition Administrator - Allows users to edit and delete any trust requisition and return any requisition in a ready to post state
Figure 5.
S Accounts
Permissions

Create lournal - Allows user to create journal entries
Trust Payment Recording - Allows user to create, edit and delete trust payments

Trust Receipt Recording - Allows user to create, edit, reverse and delete trust receipts

Figure 6.
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To add the required permissions, go to the Administration tab > Roles. Double-click to edit an existing role or
use the green plus to add a new role. Click ‘Choose Permissions’ and tick on the appropriate permissions (see
Figure 7 below).

wunts Documents OneCollect Tasks AML/CFT Administration
Y. & T S0 £\ =L - L e Y. & )
S < < N i - <
Ao Ao Aa ] D Aa =

‘eams Manage  Practice Manage Licensing OneConnect Template Document InfoSheets  File Enquiry Tools Testing

Codes Settings Ledgers Libraries Templates Sets
feams System Settings Templates Audit Tools Testing
Roles
Name Description
Q Role O
Name Trust Requisitions
Description | Allows users to Create / Return / Authorise / Edit Transaction Requisitions
@) Role Permissions O X

Tick the permissions to include in this role:
["] Document Management
| Disable Unmanaged Email Warning - Allows a OneDesktop user to send an unmanaged email without being warned to manage it
[] OneDesktop Delete Documents - Allows user to delete documents from within OneDesktop
[] OneDesktop Recover Document Revisions - Allows user to recover previous revisions of documents from within OneDesktop
[T] OneDesktop Undelete Documents - Allows user to recover deleted documents from within OneDesktop
[ Integrations and Add-ins
[] Information Broker Search Requestor - Allows users to make an electronic information search request to a third party information broker
[] Manage Chart of Accounts - Map Onelaw transactions to General Ledger Accounts

] Use OneAuthor Add-in - Allows user to author documents with the OneAuthor add-in in Microsoft Word

[ ] Use OneDesktop Add-ins - Allows user to manage documents with the OneDesktop add-ins in Microsoft Office
[ ] OneCollect
[T] Use OneCollect - Allows user to access the OneCollect ribbon tab
|| Time Recording
[ ] Edit Time - Allows users to edit another author’s time records
[7] Record Time - Allows users to record time for any other author
[] Transfer WIP - Allows users to transfer WIP between matters
[] View Calendars - Allows users to view other author's calendars
[] Transaction Requisitions
[¥] Authorise Trust Requisitions - Allows user to authorise trust requisitions and return requisitions that are in a ready to authorise state
| [/] Create Trust Journal Requisitions - Allows user to create trust journal requisitions
[¥] Create Trust Payment Requisitions - Allows user to create trust payment requisitions
[¥| Create Trust Receipt Requisitions - Allows user to create trust receipt requisitions
[¥] Return Ready To Post Trust Requisitions - Allows the user to return requisitions that are ready to post

V] Trust Requisition Administrator - Allows users to edit and delete any trust requisition and return any requisition in a ready to post state

OK || Cancel

Figure 7.
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Users wanting to print out journal and payment requisitions authorisation will need the reports shown in
Figure 8 below. Click ‘Choose Reports’ and tick these on.

Roles
Description
o x|
Name Trust Requisitions
Description Allows users to Create / Return / Authorise / Edit Transaction Reguisitions
Permissions @) Fole Reports O > Choose Permissions...
uisitions and return requisitions 1

Tick the reports to include in this role: smal requisitions

[m] Daily Usage )ayment requisitions

[ ] Author Individual KPI ceipt requisitions

[] Bank Deposit Listing irn requisitions that are ready to
(] Customer Due Diligence Report - any trust requisition and return

[] Journal Authorisation

I [+ Journal Requisition Authorisation I

[ ] Payment & Receipt Compliance Repart
[] Red Flags Report

Reports [] Trust Payment Authorisation I Choose Reports... I

I [+] Trust Payment Requisition Authorisation I

[ Trust Receipt
["] Firm Custom Reports
[] LEDES 98BI export for IAG

[] Waitangi Tribunal Proceedings Invoice
| | Management Reports

[[] Aged wip

[] AR Aged Trial Balance

[] AR Credits

[ AR Listing Save I Cancel

[] AR Statement

[] Author Fee Share Listing

[] Author Fee Write-off Report
[] Author Financial Year by Month

OK ]l Cancel |

Figure 8.
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Draft Requisitions

If the matter has draft requisitions on it, an * will show on the financial summary beside the trust balance (see
Figures 9 & 10 below).

NOTE: The trust balance will only show the balance of posted trust transactions.

G’ Trust Receipt Requisition - Draft pd
Financial Summary
Client: 1209 - Smith, Andrew George & Joanne Maree | b %8 1
Matter: 1 - Sale of 131 Lindstock Ave, Rotorua % [ Trust 12234200
WIP 1.590.00
Date: 18/07/2024 [+/] Use Today's Date IBD 0.00
@ AR 0.00
Reference: (leave blank for auto receipt number) Estimate 0.00
TPC 0.00
Amount: * [] International R 0.00
Figure 9.

Financial Summary

1209.1
Trust * 122.342.00
Ll S0
IBD 0.00
AR 0.00
Estimate 0.00
TPC 0.00
Headroom 0.00
Figure 10.

Draft requisitions will show in the matter in italic text with a yellow dot (see Figure 11 below).

Sale of 131 Lindstock Ave, Rotorua (1209.1) - created 27/02/2024

Client: Smith, Andrew George & Joanne Maree Team Financial Summary
1AD - IAD* 12091
Description: Sale of 131 Lindstock Ave, Rotorua
Fee Type: Conveyancing - Residential .
1BD 0.00
Trust Account: Clarke Cooper Law Trust AR 000
. Estimate 0.00
Default Time Rate: TRC 0.00
Headroom 0.00

Financials | parties | Notes | Billing | Archives | Tasks

Trust  WIP | Third Party Costs | Billing | IBD | A/R

Date UE Reference Narration Billed Funds Out($) Funds In($] Balance($]
I 18/07/2024 Ret - Draft From: Five Star Law 1625,333.45 1,747,67545
Settlement sale
e
16/07/2024 LINZDM LINZ Registration Fee - Discharge v 001669 90.00 122,342.00
16/07/2024 Ret 00610 From: Over Rated Real Estate Limite 122,536.25 122,432.00
Deposit less agents commission
20/06/2024 LINZTS LINZ - Title Search Fee 001669 18.00 104.25 Dr
20/06/2024 OA Office Administration 001669 86.25 86.25 Dr
Figure 11.
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Creating a Receipt Requisition

To create a receipt requisition, go to the Requisitions tab and select the ‘Receipt’ button (see Figure 12 below).

Home Accounts Documents OneCollect

\ &
j > RL'-!' ! st
S e, @_ N (__N
Receiptfl Payment Journal Search Cha i t Post Delete Print
List
Transactions Manage

Figure 12.
Select the Client & Matter and fill out the following (see Figure 13 below):

+ Date —this is the date of the transaction, the date the money will be credited to the trust
account. This date can be the current month + 1 month

+ Reference — leave blank for receipt number

Amount — type in the amount of the receipt

+ International — tick this box if the receipt is an international receipt, this is used for AML
reporting

+ Funds Type — select an option. Credits made directly to the trust account are Electronic

+

©) Trust Receipt Requisition - Draft X
Financial Summary
Client: 1209 - Smith, Andrew George & Joanne Maree | » l
1209.1
Matter: 1 - Sale of 131 Lindstock Ave, Rotorua i . | Trust 122.342.00
WIP 1,590.00
Date: { 26/07/2024 @ [] Use Today's Date 18D 0.00
AR 0.00
Reference: (leave blank for auto receipt number) Estimate 0.00
TPC 0.00
Amount: $1,625,333.45 [ International Headroom 0.00
Funds Type: Electronic v
St E Electronic m’l 1 Affiliate with Cli
3 : v
eipt From! EETPOS w U iate with Client
Narration: Credit Card
Cash *

Figure 13.

+ Receipt from - type in the client number or the name of the client, select from the drop-down
list (see Figure 14 below)
+ If not a client then type in the name and check if already in the system.
NOTE: Non-clients do not have a client number (see Figure 15 below)
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@) Trust Receipt Requisition - Draft X
Financial Summary
Client: 1209 - Smith, Andrew George & Joanne Maree | x |
1209.1
Matter: 1- Sale of 131 Lindstock Ave, Rotorua [x] | Trust 12234200
WP 1,590.00
Date: 26/07/2024 [] Use Today's Date IBD 0.00
@ AR 0.00
Reference: (leave blank for auto receipt number) Estimate 0.00
TPC 0.00
Amount: $1,625,333.45 [] International Headroom 0.00
Funds Type: Electronic L
Smith an &t [siete witn crent

1193 - Smith and Sons Limited - Level 2, 14 Merivale Roz
1205 - Smith and Walker Limted - 12 Sunrise Avenue, WH
1209 - Smith, Andrew George & Joanne Maree - 147 llan|
1129 - Smith, Andrew Stephen John Mr - 23 Slater Street|

Narration:

Figure 14.

Q Trust Receipt Requisition - Draft

Client: 1209 - Smith, Andrew George & Joan
Matter: 1 - Sale of 131 Lindstock Ave, Rotoru:
Date: 26/07/2024  [is]| [ Use Toda
Reference: (leave blank |
Amount: $1,625,333.45 [] Internatic
Funds Type: Electronic N

Christchurd

Christchurch City Council

Narration: X i
High Court Christchurch

Figure 15.

+ If typing in the Receipt From field has no returns from the database, then use the green plus to
add the non-client for the Receipt From field. Select the Party Type making sure ‘Is a client?’ is
not ticked on (see Figure 16 below).

- Draft
Financial Summary
Client: 1209 - Smith, Andrew George & Joanne Maree [ . }
1209.1

Matter: 1 - Sale of 131 Lindstock Ave, Rotorua l A | Trust 122.342.00

wip 1.590.00
Date: 26/07/2024 [] Use Today's Date IBD 0.00

E AR 0.00

Reference: (leave blank for auto receipt number) Estimate 0.00

TPC 0.00
Amount: $1,625,333.45 [ International Headroom 0.00
Funds Type: Electronic v

b N
Receipt From: [Three Star Law Limited | & M: | Affiliate with Client
Narration: @) Create New Party X
a Party type: | Law Firms - Non Clients v] 8

Requisition Note; Is 3 client?

j_

| =
[] Put on 1BD? ‘ Cancel “:

(] Authority o use tor oI

Figure 16.
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+ Affiliate with Client - Tick this on for AML if the receipt payee is to be affiliated with the client and
CDD to be completed

+ Narration — the reason the funds are being received, F4 will list the stored narrations if these are
set up

+ Requisition Note — any notes to convey to the Accounts Department/person who will ultimately
be posting the requisition

+ Puton IBD? —tick the box if funds are required to be put on IBD

+ Authority to use for costs — tick the box if the client has given their authority to use the receipt

funds for costs

Managed Docs — use the green plus to search for documents associated with this receipt e.g. SDCP

email, authority from client to use for costs, confirmation of payment from a bank

Save & New —to record another trust receipt requisition

Save & Copy — to retain fields for the same client/matter

Save & Close - to finish

Send —to save & close the transaction and change the status to Ready to Post

Cancel —to close and delete

+

+ + + + 4+

@) Trust Receipt Requisition - Draft X
Financial Summary
Client: 1209 - Smith, Andrew George & Joanne Maree - 147 llam Road, IL.. | * | 1200 1
Matter: 1 - Salle of 131 Lindstock Ave, Rotorua [#] st 122342.00
wiP 159000
Date: 26/07/2024 [] Use Today's Date IBD 0.00
@ AR 0.00
Reference: (leave blank for auto receipt number) Estimate 0.00
TPC 0.00
] Amount: $1,625,333.45 ] International Headroom 0.00
| Funds Type: Electronic .
: IF{eceipt From: Five Star Law I m (] Affiliate with Client
INa”a[iQn: Settlement salel |
Requisition Note:
|| Put on IBD?
I Authoriz to use for cnstsl
IManaged Docs: ‘ £ MNew Document -l |
-
| T
Save & New || Save & Copy ” Save & Close Send || Cancel | |

Figure 17.
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Creating a Payment Requisition

To create a payment requisition, go to the Requisitions tab and select the ‘Payment’ button (see Figure 18
below).

Home IRequlsmons I Accounts Documents OneCollect

1 '
X | & | ‘ ,
; j & |& “N -
Receipt jPayment Qlournal  Search nge i th Post Delet Print
List
Transactions Manage
Figure 18.

Select the Client & Matter and fill out the following (see Figure 19 below):

+ Date — this is the date of the transaction, the date the money will be debited from the trust
account. This date can be the current month + 1 month

Amount — type in the amount of the payment

International — tick this box if the payment is an international payment — used for AML reporting
Funds Type - will always be Electronic

Same Day Cleared Payment - Tick the box if the payment is required to be by SDCP

Reference — leave blank for payment reference number to be automatically inserted or this can
be manually entered if that is the firm’s preference. Note this is not a compulsory field
Disbursement — ‘No’ for a normal trust payment, ‘Yes’ to make the payment billable

+ 4+ + + 4+

+

m Trust Payment Requisition - Draft X
Chont: m Financial Summary
Matter: EB
Date: 26/07/2024 [75)| [] Use Today's Date fEEE
Amount: * [] International

| Funds Type: v mSame Day Cleared
| Reference: (leave blank for auto payment number)
Disbursement: No <

(select disbursement to make this payment billable)

Figure 19.

+ Payment To —type in the client number or the name of the client, select from the drop-down list

+ If not a client then type in the name and check if already in the system
NOTE: Non-clients do not have a client number

+ If typing in the Payment To field has no returns from the database, then use the green plus to
add the non-client for the payment to field. Select the Party Type making sure ‘Is a client’ is not
ticked on

+ Bank account number — this will come up if a bank account number has been saved to this
client/non-client

Qnelaw Transaction Requisitions Manual 9
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Narration — the reason the funds are being paid, F4 will list the stored narrations if these are set
up

Requisition Note — text field for instructions e.g. email address for SDCP confirmation
Withdrawal from IBD — tick box to instruct the withdrawal of funds from IBD

Underlying Authority — text field for completion when necessary

Manage Docs — use the green plus to attach documents to the payment

Requisition is urgent — tick box to mark the payment as urgent

Save & New — to record another trust payment requisition

Save & Copy — to retain fields for the same client/matter

Save & Close —to finish

Send — to save & close the transaction and change the status to Ready to Post or Ready to
Authorise depending on firm settings

Cancel —to close and delete

+ 4+ 4+ + ++++ o+

+

Q Trust Payment Requisition - Draft
— - Financial Summary
Client: 1209 - Smith, Andrew George & Joanne Maree , . ]
1209.1
Matter: 1 - Sale of 131 Lindstock Ave, Rotorua [ X ] Trust ¥ 122.342.00
wIP 1,590.00
Date: 26/07/2024  [35]| [] Use Today's Date 18D 0.00
AR 0.00
Amount: $565.23 [ International Estimate 0.00
Funds Type: Electronic v [ ] Same Day Cleared
| Reference: (leave blank for auto payment number)
Disbursement: No

(select disbursement to make this payment billable)

Payment To: Christchurch City Council | : ]

02-0800-0044765-001 V4

Narration| Payment of rates

Requisition Note: See attached rates notice for bank account number

[ ] Withdraw from 1BD?

Underlying Authority:

¢ Rates notice -~ T
-~
ID Requisitionisurgentl Save & New ” Save & Copy ][ Save & Close ” Send H Cancel
Figure 20.
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After clicking ‘Save & New,” ‘Save & Copy, ‘Save & Close’ or ‘Send,’ if the payment requisition is reliant on
funds being receipted before the payment is finally posted and/or is future dated, the following warning
messages will present (see Figures 21 and 22 below).

Click ‘Yes’ to both messages if it is certain that funds will be in hand on the date of the requisition and that
the requisition is dated correctly. Click ‘No’ to continue editing the requisition.

@) Trust Payment Requisition - Draft *

There are insufficient funds in the matter to cover this payment. Do you wish to continue with
this payment?

Figure 21.

§ @) Trust Payment Requisition - Draft x

“ Warning: the date is in the future, do you wish to proceed?

|

Yes | | Mo |

Figure 22.
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Creating a Journal Requisition

To create a journal requisition, go to the Requisitions tab and select the ‘Journal’ button (see Figure 23
below).

Accounts Documents OneCollect
(N
Print
List
Transactions Manage
Figure 23.

Fill out the following (see Figure 24 below):
+ Date —type in the date or tick on the calendar box to select the date
+ Reference —type in if the firm has its own reference, leave blank to auto assign

+ Reason — the reason the funds are being journaled, F4 will list the stored narrations if these are
set up

+ Amount — type in the amount to be journaled

Journal Summary
! 26/072024 [33]| [ Use Today's Date
| Transfer balance of sale proceeds to purchase matter
{
|
Journal From (Debit) Joumnal To (Credit)
Ledger: Client / Matter Financlal Summary Ledger: Client / Matter Financial Summary
1209.1 - 1209.2
Client: 1209 - Smith, Andrew George & Joanne Maree ‘ ] Teust *122.342.00 Client: 1209 - Smith, Andrew George & Joanne Maree | J Trust (290.25)
wip 1.590.00 r wip 1,278.00
Matter: 1- Sale of 131 Lindstock Ave, Rotorua (<] ®o 000 | Matter: 2 - Purchase 12 Victoria Street East | o 000
AR 0.00 AR 0.00
s Estimate 0.00 [~ Put on IBD: Estimate 0.00
|| Withdraw 1BD: TPC 0.00 TPC 0.00
Headroom 0.00 Headroom 0.00
Underlying Authority:
Requisition Note:
-
Managed Docs: | | %)
|
Save & New ] [ Save & Copy || Save & Close i Send ‘ [ Close
Figure 24.

Journal From (Debit)

NOTE: Always check the Financial Summary for matter trust balance.

+ Pick a client and matter

+ Withdrawal from IBD — tick box to instruct the withdrawal of funds from IBD (see Figure 25
below)

+ Underlying Authority — text field for completion when necessary
+ Requisition Note - text field for instructions

onelaw
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+ Manage Docs — use the green plus to attach documents to the journal

Journal Summary

Date: 26/07/2024  [3s] [[] Use Today's Date

Reference:

oD Transfer balance of sale proceeds to purchase matter

| o
Amount: $1,285,256.33
Journal From (Debit) Journal To (Credit)
F
Ledger: Client / Matter Rasnciel Semenany Ledger: Client / Matter Financial Summaty
1209.1 1209.2

Client: 1209 - Smith, Andrew George & Joanne Maree [ Tt + 12234200 Client: 1209 - Smith, Andrew George & Joanne Maree 3 (29025)
wiP 1,590.00 wip 1.278.00

Matter: 1 - Sale of 131 Lindstock Ave, Rotorua [<} ©o 000 Matter: 2 - Purchase 12 Victoria Street East [<] o 000
AR 0.00 AR 0.00

— Estimate 0.00 ] Put on 1BD: Estimate 0.00

[ ] Withdraw IBD: TPC 000 g TPC 0.00
Headroom 0.00 Headroom 0.00

Underlying Authority]

Requisition Note:

Managed Docs:|

€E

[ saveaNew || saveacopy || save&cCiose || send || ciose

Figure 25.

Journal To (Credit)

+ Pick a client and matter
+ Put on IBD —tick box to instruct the deposit of funds to IBD (see Figure 26 below)

| @) Financial Journal Requisition - Draft
Journal Summary
Date: 26/07/2024  [i5] [[] Use Today's Date
Reference:
Reason: Transfer balance of sale proceeds to purchase matter
| Amount: $1,285,256.33
Journal From (Debit) I Journal To (Credit) I
Ledger: Client / Matter Financial y Ledger: Client / Matter Financial Summary
1209.1 ; 1209.2
Client: 1209 - Smith, Andrew George & Joanne Maree | = | 1 »12230200| | | Client: 1209 - Smith, Andrew George & Joanne Maree | = | 1 290.25)
wip 1.590.00 2 wip 1.278.00
Matter: 1 - Sale of 131 Lindstock Ave, Rotorua [ ] 18D 0.00 Matter: 2 - Purchase 12 Victoria Street East [ ‘ 18D 0.00
AR 0.00 AR 0.00
Voo 0 S s
Headroom 0.00 Headroom 0.00
Underlying Authority:
Requisition Note:
(v
Managed Docs: -
-
| Save&l;iew H Save & Copy | Save&;CIose ] Send ' Close
Figure 26.
+ Save & New —to record another trust journal requisition
+ Save & Copy — to retain fields for the same client/matter
+ Save & Close —to finish
+ Send —to save & close the transaction and change the status to Ready to Post or Ready to

Authorise depending on firm settings
Cancel —to close and delete

+
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After clicking ‘Save & New,” ‘Save & Copy, ‘Save & Close’ or ‘Send,’ if the journal requisition is reliant on funds
being receipted before the journal is finally posted and/or is future dated, the following warning messages
will present (see Figures 27 and 28 below)

Click ‘Yes’ to both messages if it is certain that funds will be in hand on the date of the requisition and that
the requisition is dated correctly. Click ‘No’ to continue editing the requisition.

Fimancial Journal Requisition - Draft =
@ ,

There are insufficient funds in the matter to cover this payment. Do you wish to continue with
this payment?

Figure 27.

| G’ Fimancial Journal Requisition - Draft >
| |

Warning: the date is in the future, do you wish to proceed?

Yes | | No

Figure 28.
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Requisitions Dashboard

| Home I Requisitions I Accounts Documents OneCollect

| T o h N
| S o o~ N -
Receipt Payment Journal j§ SearchjChange Send t t Delete Print
Date List
Transactions
Figure 29.

To search for requisitions that have been set up:

+ Click ‘Search’
Select the party and matter or leave blank for all
+ Status — can select a single status or multiple statuses, Draft, Ready to Authorise, Ready to Post,

Posted (see Figure 30 below)

+

Home  Requisitions | Accounts  Documents
~
& 7 &g
— k- - N
Receipt Payment Journal Search Char

Traneactions Manage

Showing & transact
-'5 A

MAABUQ

Select and filter transaction requisitions

I Client: I | |
&F
IS[B'.\IS: I <No Selection> hd

Type [ ] <Al
[ Draft
[] Ready to Authorise
[] Ready to Post
(] Posted

Urgent 1BD

Figure 30.

+ Select a single type or multiple types - Receipt, Journal, Payment (see Figure 31 below)

Home Requisitions Accounts Documents
~
&£ # &
- o - N
Receipt Payment Journal Search Cr
Transactions Manage
Chowd - ti
-'5 et

MAAIO

Select and filter transaction requisitions

Client: | | v
Matter: ¥

Status: <No Selection>
I Type: I <No Selection> -
[] <All>
Urgent 1BDJ (] Receipt
[] Journal
[] Payment
Figure 31.
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Transaction date — select a date or date range transaction is due to be posted (leave blank to
view all)

Created on - select a date or date range transaction was created (leave blank to view all)
Created by — select user/s or tick for all

Team —select team

Authorised by — select user/s or tick for all

Posted by — select user/s or tick for all

Apply filter — click after making selections

+

+ + + + + +

(See Figure 32 below)

When users navigate away and then return to the Requisition dashboard, the settings that have been chosen
will remain until such time users make a new selection and click ‘Apply filter”

Home Requisitions Accounts Documents OneCollect Tasks AML/CFT Administration
4 32 O
leceipt Payment Journal Search Cha end rise t Delet Print
List
Transactions Manage
9 |
. . . . P
g g5 ction requisitions
z Select and filter transaction requisitions
Client: | | 8 v Date: ® Transaction date ® Created by: = <All> e
Matter: v Created on Team: <No Selection>
Status: <Multiple> v From: Select a date @ Authorised by: = <No Selection> ¥
Type: <All> v | T Felectadate [[i5] | | frosted by: <No Selection> v I Apply filter I

Figure 32.

NOTE: users can manage requisitions by double-clicking to open from matter level, without the need to search
through the dashboard.

Managing Requisitions / Requisition Dashboard

Transaction requisitions can be managed singly or in bulk within the dashboard without having to open the
requisition/s. This can be useful if requisitions have already been scrutinised individually and just require the
final Send, Authorisation or Post. Users can also change the date or delete multiple requisitions at a time.

NOTE:

The buttons on the dashboard will remain greyed out until a requisition is highlighted
Individual buttons will remain greyed out if a user does not have the relevant permissions
The Send button will become live when working with Draft requisitions

The Authorise button will become live when working with Ready to Authorise requisitions
The Post button will become live when working with Ready to Post requisitions

The Change Date & Delete buttons will become live when any requisition is highlighted

+ o+ 4+ o+ o+

The dashboard will automatically update as new requisitions are added by users, if a user is currently in a
search encompassing Created by All or Created by a selection of users. New requisitions will be highlighted in
yellow with bold type.
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PIN Code for Authorisation

To set a PIN go to File > Account > Change PIN code. The PIN can be up to 6 numbers long (see Figures 33 and
34 below).

Home Requisitions Accounts Documents OneCollect Tasks AML/CFT Administration

2 Change the password that you use to login to OnePractice.

Y]
TR Change

Password
Options

About Set a PIN code for quick transaction approval

(2] <

Change
Back PIN code

E" Sign out of your OnePractice account across all apps and close OnePractice.

Sign out
and close

Figure 33.

) Change User Pin Code -

New PIN code |

Confirm PIN code

Figure 34.

If a user forgets their PIN code, this can be reset under Administration > Users. Right-click on the user’s name
and select ‘Reset pin code’ (see Figure 35 below). Then follow the steps above to create a new PIN code.

Heme Requisitions Accounts Documents OneCaollect Tasks AML/CFT Administration

SolEls e XXX - T & B & X

‘arties Export Users § Roles Offices | Teams | Manage Practice Manage Document Licensing OneConnect  File Enquiry | Tools

Codes  Settings Ledgers Templates Sets
Parties Users | Roles | Offices | Teams System Settings Audit Tools
g
& Active Users
i I Initials ~ Full Name Office Jab Title Main Email Address Mai
BF Bex Falconer | Orffica Baccrun of Intaract 1 bex@clarkecooperiaw.co.nz
Edit User
Change Office

Change Password

Re-register for OneCommunity

Figure 35.
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Authorising a Requisition

Double-click to open the requisition that requires authorisation and click Authorise. The dialog box appears
as below in Figure 36, type in the PIN code and click ‘OK.” The requisition will move to the Ready to Post

status.
@) Financial Journ:
Journal Summary = Created & sent by Tracey Elizabeth Hadwin on 18 Jul.
Date: Use Today's Date
Reference:
Reason: Transfer balance of sale proceeds to purchase matter
Amount: $1,285,256.32 Journal Number: -68
Narration: From: Smith, Andrew George & Joanne Maree, Sale of 131 Lindstock Ave,
Rotorua (1209.1)
| For: Transfer balance of sale proceeds to purchase matter
1 Batch Number: Not yet batched
Journal From (Debit) Q- Required
F Financial Summary
Ledger: Client / Matter Client / Matter
9 L Enter your PIN code to authorise the transaction et 1209.2
Client: 1209 - Smith, Andrew George & Joanne Maree - 147... 1, 1209 - Smith, Andrew George & Joanne Maree - 147... Trust *(290.25)
wiP 1,278.00
Matter: 1 - Sale of 131 Lindstock Ave, Rotorua 18l z 7. 2 - Purchase 12 Victoria Street East 18D 0.00
oK |[ Ccancel AR 000
E: - = Estimate 0.00
Withdraw 1BD: TPC 000 TPC 0.00
Headroom 0.00 Headroom 0.00
Underlying Authority

Requisition Note:

Managed Docs:

History ” Print 1' Authonsel Edit Delete H Close

Figure 36.
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Authorisation Levels

To set the levels of authorisation for journal and payment requisitions click on the Administration Tab >
Practice Settings (see Figure 37 below).

B Home Requisitions Accounts Documents OneCollect Tasks AML/CFT

Lo BMA[XK - T @ BB X

Parties Export Users | Roles Offices Teams | Manage _[JPractice Manage Document Licensing OneConnect  File Enquiry Tools

Codes _ [Fettings fedgers Templates Sets
Parties Users | Roles | Offices | Teams System Settings Audit Tools
o . -
= Practice Settings
<
2 Firm Settings Matters & Transactions
Firm name, address, relationships & tax details a Matter number creation: Next Highest g
Matter archive number generation: 000037
Financial year begins: April a g ﬁ
Current month: July, 2024 IBD interest commission rate: 0.00% ﬁ
Firm collects RWT on IBD interest eamned: No
Currency format:  Positive: $1,234.56 a a
Negative: ($1,234.56)
Deed packet number generation: 10038 a
Client mask: HHER .
Store deed attachments in OneDesktop: Yes e
Print trust transactions by default: Mo e
Transaction Requisitions
Journal authorisation level: All Journals a
Set all payments to require authorisation? No a
Figure 37.

The journal requisition authorisation level can be set to either all Journals or only journals moving between
parties (see Figure 38 below).

Transaction Requisitions

Journal authorisation level: All Journals

Set all pa

G} Journal Authorisation Level >

(®) All journals require authorisation

) Only journals moving between parties require authorisation

Save & Close | | Close

Figure 38.

Payment requisitions are either set to all payments that require authorisation or no payments that require
authorisation (see Figure 39 below).

Transaction Requisitions
Journal authorisation level: All Journals Q

Set all payments to require authorisation? MNo e

ﬁ} Transaction Requisitions - Paym... X

[] All payments require authorisation

| Save & Close ‘ I Close

Figure 39.
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Requisition statuses include:

Draft

Ready to Authorise
Ready to Post
Posted

+ 4+ + 4+

Requisitions Statuses

onelaw

Home Requisitions Accounts Documents OneCollect Tasks AML/CFT Administration
E & | C
g ¥ =
teceipt Payment Journal Search Print
List
Transactions. Manage
g 4
z Select and filter transaction requisitions
Client: ‘\Q]v Date Transaction date ® Created by: | <All> v
Matter ® Created on Team: <No Selection>
Status: <All> v|  Fom: [1807/2024 [§5)| = Authorised by: | <No Selection> ¥
Type: <All> v| | To 18/07/2024 [53]| | Posted by <No Selection> v Apply filter
Urgent 1BD  Created By Client Matter Account  Date Type  [status
& TeH Smith, Andrew George & Joanne Maree Sale of 131 Lindstock Ave, 1209.1 26/07/2024  Payment | Ready to Post
TEH Smith, Andrew George & Joanne Maree Sale of 131 Lindstock Ave, 1209.1 26/07/2024  Payment | Draft
TEH Smith, Andrew George & Joanne Maree Purchase 12 Victoria Stree  1209.2 26/07/2024  Journal | Ready to Authorise
& TEH Smith, Andrew George & Joanne Maree Sale of 131 Lindstock Ave, 1209.1 26/07/2024  Receipt [ Posted

Narration
Payment of rates
Repayment of mortgage

From: Smith, Andrew George & Joanne Maree, Sale of 131 Lindstock A
For: Transfer balance of sale proceeds to purchase matter

Settlement sale

Figure 40.

If a user only has the Create Requisitions permissions, that user can edit or delete any requisition they have
created until it is posted by double-clicking on the transaction. The Trust Receipt/Payment/Journal
Requisition — Draft window will open (see Figure 41 below). Click ‘Edit’ to make changes.

@ Trust?

Financial Summary

Client 1209 - Smith, Andrew George & Joanne Maree - 147 llam Road, llam, C... o
4 Matter 1 - Sale of 131 Lindstock Ave, Rotorua Trust * 1.747,67545
wip 159000
i Date: | [ Use Today's Date 18D 000
AR 0.00

« Amount: $455,211.20 International Estimate 000
J  Funds Type Electronic Same Day Cleared

Reference: DRAFT
. Disbursement: No

(select disbursement to make this payment billable)

€ Payment To ANZ Bank New Zealand Limited f
% Bank Account Number: (7]

Narration: Repayment of mortgage

Requisition Note:

Withdraw from IBD?

Underlying Authority:

Batch Number: Not yet batched

Reconciled: Not yet reconciled

Managed Docs:

Created by Tracey Elizabeth Hadwin on 18 Jul.

isugent | History || print || send I Edit | Delete |[ ciose

onelaw
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The history of the transaction can be seen here (see Figure 42 below).

o
Client

Matter

Date:
Amount
Funds Type:

L]

Date & Time
16/07/2024 1107 am

16/07/2024 11:05 am

16/07/2024 09:14 am

1176 - Jackson, Casey Ms - 22 Taumata Road, Sandringham

2 - Sale of 238 Sandringham Road

$50,396.50

Electronic

User
*Philippa Brotherss p

*Philippa Brothersy B

xPhilippa Brothersx »

| Use Today’s Date
Red Flag international

Same Day Cleared

Activity
Payment was posted
Payment was sent for posting

Payment was created

Created & sent by xPhilippa Brothersx on 16 Jul, posted by xPhilippa Brothersx the same day,

mmﬁ

print

Figure 42.

[I[_eon

Financial Summary

11762
Trust (5.00)
ww 745.00
180 000
AR 0.00
Estimate 2.000.00

Reverse || Close |

onelaw

The requisition can be printed. When printed, the managed documents attached will also print (See Figure 43

below).

onelaw

03 339 5032 | support@onelaw.co.nz

@ Trust

Client:
Matter:
Date:
Amount:
Funds Type:
Reference:

Disbursement:

Payment To

1176 - Jackson, Casey Ms - 22 Taumata Road, Sandringham

Bank Account Number:

Narration:

Requisition Note:

Withdraw from IBD?

Underlying Authority:
Batch Number:

Reconciled:

Managed Docs:

Financial Summary

1176.2
2 - Sale of 238 Sandringham Road Trust (5.00)
S —— wip 749.00
[ Use Today's Date 1BD 0.00
AR 0.00
$50,396.50 Red Flag International Estimate 2000.00
Electronic Same Day Cleared
232
No
(select disbursement to make this payment billable)
1176 - Jackson, Casey Ms - 22 Taumata Road, Sandringham
w
Balance deposit paid
231
15/07/2024
@2 Casey Jackson bank account
&
client authorising payment of deposit
: Created & sent by xPhilippa Brothersx on 16 Jul, posted by xPhilippa Brothersx the same day.
is urgent [ History l Print I' 1 [ Reverse | l Close

www.onelaw.co.nz

Figure 43.
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Select ‘Advanced’ in the drop-down box to select documents or to re-order the attached documents,
highlight the document to move and use the green arrows to place it in the correct order (see Figures 44 and
45 below).

@ Trust Payment X
Financial Summary

Client 1176 - Jackson, Casey Ms - 22 Taumata Road, Sandringham 12

Matter 2 - Sale of 238 Sandringham Road Trust (5.00)

: S wie 745.00

Date | Use Today's Date 180 0.00
AR 0.00

Amount $50,396.50 Red Flag International Estimate 2.000.00

|

Funds Type: Electronic Same Day Cleared

Reference: 232

Disbursement: No

(select disbursement to make this payment billable)
Payment T¢ 1176 - Jackson, Casey Ms - 22 Taumata Road, Sandringham
Bank Account Number: (7]

Narration: Balance deposit paid

Requisition Note:

Withdraw from 1BD?

Underlying Authority:
Batch Number: 231
Reconciled 15/07/2024
&
| Managed Docs: s

| Created & sent by xPhilippa Brothersx on 16 Jul, posted by xPhilippa Brothersx the same day.
Requisitonisument | History || Prmt o) €dt || Reverse || Close |
=l | =<

Advanced.

Figure 44.
@) Trust Payment X
Financial Summary
Client: 1176 - Jackson, Casey Ms - 22 Taumata Road, Sandringham T
Matter: 2 - Sale of 238 Sandringham Road Trust (5.00)
WIP T49.00
Date [ Use Today's Date 18D 0.00
AR 0.00
| Amount: $50,396.50 Red Flag International Estimate 2.000.00
Funds Typa- Elactranic | Sama Nau Clascad
Attached Documents [m} X
Refereng
Disbursd  Select the documents and the order to be printed

Casey Jackson bank account

Paymentg

[] &9
I [] B89 Harcourts commission statement

[J B2 EF dient authorising payment of deposit
Bank Ac(

Narratio|

Requisiti

With

c e

Underlyil
Batch Ni

Reconcil|

Manage(

: Creatl Print Cancel J—

Requisitionisurgent | History || Print |*|| Edit || Revese || Close |

Figure 45.
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