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This manual is designed to help users understand the process of 
writing off WIP using a zero fee.  
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Using Zero Fee to Write off WIP 

In OnePractice, WIP can be written off by using a ‘zero fee’. 
 
Home ribbon>Single billing – insert client and matter number, click ‘New’ 
 
 

 
 

Figure 1. 
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Using Zero Fee to Write off WIP 

Use W/O as the bill reference for all WIP write offs (untick ‘Use auto incrementing reference’ if this is ticked) 
 
Change the fee narration to “WIP write off” – (add “as per **Authors initials**” here if required). 
 
Use the grey cog to edit the fee 
 

 
Figure 2. 
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Using Zero Fee to Write off WIP 

Change the fee amount to $0.00, then click ‘Pro-Rate Fee’ 
 
Check all totals are back to $0.00, then click ‘OK’ 
 

 
Figure 3. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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


 

 

4 
03 339 5032 | support@onelaw.co.nz | www.onelaw.co.nz 

Using Zero Fee to Write off WIP 

Make sure the Bill Total is $0.00 and click ‘Save & Post’ 
 

 

 
Figure 4. 
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Using Zero Fee to Write off WIP 

The matter trust ledger will be as below 
 

 
Figure 5. 

 
 
 
 
The matter WIP tab will be as below 
 

 
Figure 6. 
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