Using Zero Fee to Write off WIP Manual

This manual is designed to help users understand the process of
writing off WIP using a zero fee.
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In OnePractice, WIP can be written off by using a ‘zero fee’.

Home ribbon>Single billing — insert client and matter number, click ‘New’

Requisitions Accounts Documents OneCollect Tasks AML/CFT Administration

/_L\ Bes, [ ﬁ J ) ’ a = B [P PR j > % (8
W W) = L 58 w @ W e & & &2
Home login = Add New Edit Email New Edit Info. Live Record WIP Record Trust Trust Third New Single j Bulk
Search Time Value Transfer Expense Receipt ¢ Paymer\l' Party Cost Journal
OneCommunity Favourites Party Matter wip Transactions Billing
g Employment Contract (1042.6) - created 13/06/2024
s
2 Client: Confereny Q Draft Billing
Description: Empioym§ - Client Matter Financial Summary
Fee Type: Employm{  Client: 1042 - Conference, Jeffery Charles Mr l;J 1042.6
.| Trust 0.00
Trust Account: Clarke Cq = Matter: 6 - Employment Contract ,"-‘_1 wIP 30.00
1BD 0.00
fault Time Rate: o
Daflsuis Thmia Rane The selected matter has no existing drafts AR 0.00
Estimate 0.00
Financials i | M o
Parties | Notes | Headroom 0.00
Trust | WIP | Third Party Cos
1 I New I Cancel

Figure 1.

onelaw

Using Zero Fee to Write off WIP 1

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


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

onelaw

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

@) Bill Maintenance O x

Invoice | Statement

Financial Summary

Client: 1042 - Conference, Jeffery Charles Mr - 19 Tapuae Road, R D 5, Otorohanga Bill Creator:  TEH Tracey Elizabeth Hadv ~
1042.6
Matter: & - Employment Contract Bill Date: 11/04/2025 @ Trust 0.00
WIP 30.00
Bill To: 1042 - Conference, leffery Charles Mr - 19 Tapuae Road, RD 5, Otorohanga l:‘ IBD 0.00
AR 0.00
" " ) ) Estimate 0.00
I Bill Reference: W/O I DUse auto incrementing reference e 0.00
Payment Terms: Default pe Headreom oo
Printed Invoice L
Bill Signatory: TEH Tracey Elizabeth Hadwin ~ | Invoice Template: | Clarke Cooper Invoice ¥ [] Include signatory block  [f] Include payment slip |
Invoice Narration: Use WIP File Notes
Select Narration... i
Fee
Fee Narration (for invoice & trust A/C) GST Rate Fee (§) GST (8) Total ($)
I WIP write off as per JMC I Standard (15%) - $30.00 $4.50 $245 e

Expenses & Disbursements Edit Fee

Select items to be billed

[] Date Type Ref Narration Qty GST (8) Total ($)
Bill Totals

NET ($) GST (8) Total ($)
Fees $30.00 $4.50 $34.50
Trust Expenses $0.00 $0.00
Disbursements $0.00 $0.00

Bill Total: §34.50
Save ” Save & Authorise || Save & Post || Close
Figure 2.
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Change the fee amount to $0.00, then click ‘Pro-Rate Fee’

Check all totals are back to $0.00, then click ‘OK’

G’ Fee Maintenance O >

Narration: WIP write off as per IMC CsllEE s
Value of WIP Billed: 51,620.00

Selected WIP:; $30.00 Select WIP Fees Generated:  $1,510.00
e Amount Premium: {$110.00)

Author Contributions

Author Premium  WIP Amount % of WIP Fee (%) % of Fee
TEH (£30.00) $30.00 100.0% $0.00 0.0% u
Total: $0.00
| Fee Total: £0.00
Out of Balance: $0.00

Figure 3.
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Make sure the Bill Total is $0.00 and click ‘Save & Post’

‘ Q Bill Maintenance ] >

|| Invoice | Statement

Financial Summary

Client: 1042 - Conference, Jeffery Charles Mr - 19 Tapuae Road, R D 5, Otorohanga Bill Creator: | TEH Tracey Elizabeth Hadv “~
1042.6
Matter: 6 - Employment Contract Bill Date: 11/04/2025 @l Trust 0.00
wIP 30.00
| Bill To: 1042 - Conference, Jeffery Charles Mr - 19 Tapuae Road, R D 5, Otorohanga El IBD 0.00
AR 0.00
Estimate 0.00
Il Refy :
Bill Reference: WSO [] Use auto incrementing reference ToC 0.00
Payment Terms: Default o Headroom oo
Printed Invoice
Bill Signatory: TEH Tracey Elizabeth Hadwin ~ Invoice Template: | Clarke Cooper Invoice ¥ | [ Include signatory block  [+f] Include payment slip
|
Invoice Marration: Use WIP File Notes
| Select Narration... "
|
| Fee
| Fee Narration (for invoice & trust A/C) GST Rate Fee ($) GST ($) Total ($)
I | [wip write off as per IMC Standard (15%)  ~ $0.00 $0.00 s0.00 ¥
|
Expenses & Disbursements
Select items to be billed U
[] Date Type Ref Narration Qty GST (§) Total (3)

Bill Totals
NET ($) GST (§) Total ($)
Fees $0.00 $0.00 $0.00
Trust Expenses $0.00 $0.00
Disbursements £0.00 $0.00
[ save || save& Authorise || Save & Post I Close
@) Bl Maintenan [} *

Invoice | Statement

Financial Summary

Client: 1042 - Conference, Jeffery Charles Mr - 19 Tapuae Road, R D 5, Otorohanga Bill Creator: | TEM Tracey Elizabeth Hadv >~
1042.6
Matter: 6 - Employment Contract Bill Date: 11/04/2025 E | Trust 0.00
WIP 30.00
Bill To: 1042 - Conference, Jeffery Charles Mr - 19 Tapuae Road, R D 5, Otorohanga El IED 0.00
AR 0.00
Estimate 0.00
Il Refe 3 ill Maintenance
Bill Reference W/0 CId @) Bill Maintenance = TRC 000
Payment Terms: Default pe Headroom o0
Are you sure you want to post this bill?
Printed Invoice
Bill Signatory: TEH Tracey Elizabeth Hadwin | Invg After saving ¥ [/] Include signatory block  [f] Include payment slip
® Invoice
Invoice Marration: _ . Use WIP File Notes
() Invoice and Statement
Select Narration... ~
[] Print?
Fee [v] Manage to matter?
Fee Narration (for invoice & trust A/C) Fee (§) GST (%) Total ($)
Set as default
WIP write off as per JMC - - $0.00 $0.00 s0.00 G
Expenses & Disbursements Post ﬂl
Select items to be billed U
[] Date Type Ref Narration Qty GST ($) Total ($)
Bill Totals
NET ($) GST ($) Total ($)
Fees $0.00 $0.00 $0.00
Trust Expenses $0.00 $0.00
Disbursements $0.00 $0.00
Bill Total: $0.00
save || save&Authorise || Save & Post || close
Figure 4.
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The matter trust ledger will be as below

Employment Contract (1042.6) - created 13/06/2024

Client: Conference, Jeffery Charles Mr Team Financial Summary
TEH - TEH* 1042.6
Description: Employment Contract
SR-SR
Fee Type: Employment - Employment Contracts
Trust Account: Clarke Cooper Law Trust Y
. Estimate 0.00
Default Time Rate: TP 0.00
Headroom 0.00
Financials | parties | Notes | Billing | Archives | Tasks | InfoSheets | Precedents
Trust | WIP | Third Party Costs | Billing | IBD | A/R
== = = STIERS Do e Funds In($) Balance($)
11/04/2025 Fee Ww/0 WIP write off as per JMC W/0 0.00 I 0.00
10/04/2025 Ret L 0078 From: Jeffery Charles Conference 48875 0.00
Payment of Account
24/03/2025 Fee 001879 Our fee 001879 402.50 488.75 Dr
22/11/2024 Ret 00709 From: Jeffery Charles Conference 1,422.55 86.25 Dr
Payment of Account
5/08/2024 OA Office Administration 001879 86.25 1,508.80 Or
13/06/2024 Fee 001578 Our fee 001578 1,334.00 142255 Dr
13/06/2024 0A Office Administration 001578 86.25 88.55 Dr
12/06/2024 PPSR PPSR Fee - 001578 230 230 Dr
Figure 5.
The matter WIP tab will be as below
Employment Contract (1042.6) - created 13/06/2024
Client: Conference, Jeffery Charles Mr Team Financial Summary
Descri Empl c TEH - TEH* 1042.6
ription: mployment Contract
ptio play SR-SR Trust 0.00
Fee Type: Employment - Employment Contracts WP 0.00
1BD 0.00
Trust Account: Clarke Cooper Law Trust AR 0.00
. . Estimate 0.00
Default Time Rate: TPC 0.00
Headroom 0.00
Financials | parties | Notes | Billing | Archives | Tasks | InfoSheets | Precedents
Trust - Third Party Costs | Billing | IBD | A/R
Type Date Author Code Chg Narration Units Value ($) Judged Billed (§) Status
® /0472025 TEH P $ Perusal 3 30.00 000 W/O
6/11/2024 TEH EM + Email 2 80.00 60.87 001879
® 611/2024 TEH TEL $ Telephone 4 160.00 121.74 001879
® 25/07/2024 MC D $ Drafting 10 22000 167.39 001879
® 13/06/2024 TEH TEL $ Telephone 5 200.00 200.00 001578
®  13/06/2024 TEH EM $ Email 3 120.00 120,00 001578
® 13/06/2024 TEH co $ Correspondence 2 80.00 80.00 001578
® 13/06/2024 TEH D $ Orafting 5 200.00 200.00 001578
® 13/06/2024 TEH P $ Perusal 4 160.00 160.00 001578
®  13/06/2024 TEH AT $ Attendance with Jeff 10 400.00 400.00 001578

Figure 6.
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