Time Rates

This manual is designed to help users understand how to add
and edit author’s Time Rates in Onelaw
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Time Rate Types

Time Rate Types are set up in the Administration Tab>Manage Codes

@) OnePractice V4.2.2.4219

l'ﬂ-—‘iL ‘-*‘ Home Requisitions Accounts Documents OneCollect Tasks AML/CFT
. 3 n @[] X \ & & P 37
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Figure 1.

The default rate is set to ‘Standard’ — PLEASE DO NOT CHANGE THIS.

Add a Time Rate Type using the green plus (NOTE there is no red minus in this section, Time Rate Types
cannot be deleted, but can be made inactive — more on Page 9)

Insert the relevant ‘Code’ and ‘Description’

Tick the box to make the Time Rate ‘Active’
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Time Rate Types gb >

Default Code Description Active
$ Standard Standard (Default) Yes
Expert Expert Premium Rate  Yes
Pro Bono Pro Bono Yes
Rate 2 Mates Rates Yes
‘ Q Edit Time Rate Type
Rate 3 Johanna's Special Rate Yes ’
Rate 4 Rate Four No Time Rate Type
Special Special rate for Dutton Yes
Test Higgins Yes I Code: I
I Description: I
Practice default:
Active: [ ]
1 »
l Save II Cancel
Figure 2.

Time Rates for Users

Each author/user must have an hourly rate set against a Time Rate to record WIP to that rate. This hourly
rate can be loaded separately to a user e.g. when they start at your firm, or in bulk e.g. when Time Rates are
updated annually.

Single User
1. On the Administration Ribbon, click ‘Users’ — use the green plus to create a new user or double click
to open or use the grey cog to edit an existing user
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Home Requisitions Accounts Documents OneCollect Tasks AML/CFT

BElE&[s R X HKXTY & - B

Parties Export Users JRoles Offices Teams Manage  Practice Manage Licensing OneConnect Manage Document InfoSheets File Enquiry Tools

Codes _ Settings Ledgers Libraries Templates Sets
Parties Users Jl Roles | Offices | Teams System Settings Templates Audit Tools
o
- [GG)- -
| Initials  Full Name Office Job Title Main Email Address Main Phone Number Default Time Rate Budget
ALF Aimee Ford Main Office Manager aimee@clarkecooperlaw.co.nz $300.00 $25,000.00
O $450.00 $10,000.00
$400.00
BK| Full Name: |Harry Hazza Job Title:  Solicitor
co 10.00
File as: Harry v Active: V! y
cs i72 $400.00  $10,000.00
DAl Initials: HHB Office: Main - Office $400.00
DM
ool User Account  Addresses | Time Rates | Budget | Signature
A
EG || User Name: | PhilippaB m $400.00 $25,000.00
e Rol $250.00
oles:
‘ HC CJ amL - AML $350.00 $25,000.00
| HH| ] Archiver - Archiver
1AQ L Archiving - Archiving $360.00 $5,000.00
IM( ‘ $220.00 $15,000.00
TP Authorisation Pin - Authorisation Pin ‘ $100.00
\s! [] Bank Reconciliations & Batches - Bank Reconciliations & Batches | $500.00
o |
KM ] Basic User - Basic User $250.00
LD 300.00
[] Billing - Billing $
MM =
[] Client & Matter Maintenance - Provides users with the ability to create & edit client!
NB $800.00
PB [] Confidential Matters - Confidential Matter 39 $350.00
PO O Creating Invoices - Creating Invoice $1,000.00
RB $200.00
RAq L_! Deeds - Deeds
RS [_] Disable Unmanaged Email Warning - Allows a OneDesktop user to send an unmana $300.00
SCh [(Jeo - 8D
SMI —
[¥] OneCommunity Access - Allows users to use OneCommunity
SR 2 $200.00
[ b Tty s
TEH ° = )2 $500.00  $37,000.00
T™H [ Change Password ” Change Office I [ Save & Close ” Close iS5 $300.00
TR Tim Recorder Main TimeKeeper ~ Tim@clarkecooperlaw.conz $430.00
WIP W, WIP Write Off Author Main WIP W/O wip@clarkecooperiaw.co.nz

Figure 3.

2. Click on the Time Rates tab
3. Double click on the rate or use the grey cog to add/edit the current time rates
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@) Maintain Staff O X
: Full Mame: |Harry Hazza Job Title: | Solicitor
File as: Harry v Active: ]
| Initials: HHE Office: Main - Office

User Account | Addresses] Time Rates JBudget | Signature

| Current rates, effective from: 12/06/2023

[ Rate Type Edit current time rates
' Standard
Expert

[ Fro Bono
[ Rate 2
Rate 3
Special
Test

| Change Password || Change Office | Save & Close H Close

Figure 4.

4. Choose the date the time rates are to be effective. Type in the Hourly Rate. The Unit Rate will be
automatically calculated from this — each user should have a Standard Rate; all other rates are
optional (NOTE: Firms customise their own rates) — click ‘OK’

G} Edit current rates O x
Current rates, effective from: | 19/03/2025
Type Hourly Rate Unit Rate
Standard | $300.00 $30.00
Expert

Pro Bono | |

Rate 2 |

Rate 3 [ |

Special |

Test | |

[ ok | [ cance
Figure 5.
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5. A warning message will appear as below, even if this is a new user and you have chosen today’s date
—click “Yes’
ﬁ, Edit current rates X

You have selected a date in the past, saving this change will re-evaluate any unbilled WIP in
I the current month to the new rate.

Do you wish to continue?

Figure 6.

NOTE: If setting up a user that will start (say) next month, use the calendar icon to schedule Time Rates

instead.
@ Maintain Staff o X
Full Name: |Harry Hazza lob Title:  Solicitor
File as: Harry v Active: [
Initials: HHE Office: Main - Office

I User Account | Addresses || Time Rates Fudget Signature
Current rates, effective from: 12/06/2023 -
Rate Type Hourly Rate § Schedule time rate changes

Standard
Expert

Pro Bono
Rate 2
Rate 3
Special
Test

! | Change Password || Change Office | Save & Close H Close
Figure 7.
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+ Select the date, add hourly rates a

s above and click ‘OK’

G} Edit planned rate changes O *

Planned rate changes:

Type
Standard
| Expert
Pro Bono
Rate 2
Rate 3
Special

Test

[1/04/2025 '

Hourly Rate Unit Rate
| $250.00) £35.00
| J
|
| J
|
| J

[ ok | | cancel |
Figure 8.

onelaw

+ The planned changes display as below (Use the red minus to delete and start over if needed)

@) Maintain Staff O *
Full Name: |Harry Hazza Job Title:  Solicitor
File as: Harry v Active: i
Initials: HHBE Office: Main - Office
User Account | Addresses Time Rates  Budget | Signature
Current rates, effective from: 12/06/2023 e‘- = Planned rate changes: 1/04/2025 e - T
Rate Type Hourly Rate Unit Rate Rate Type Hourly Rate Unit Rate
Standard Standard $350.00 $35.00
Expert Expert
Pro Bono Pro Bono
Rate 2 Rate 2
Rate 3 Rate 3
Special Special
Test Test
. Change Password || Change Office . Save & Close || Close

+ Click ‘Save & Close’

www.onelaw.co.nz

Figure 9.
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Bulk Upload of Time Rate Changes

1. Navigate to the Administration Tab and under the Tools menu, select ‘Export Users Details’

Home Requisitions Accounts Documents OneCollect Tasks AML/CFT

BEEBUBES ALY & F A& X

Parties Export % Users  Roles Offices Teams Manage _ Practice Manage Licensing OneConnect | Manage Document InfoSheets File Enquiry jjTools 3
Codes Settings Ledgers Libraries Templates Sets
Parties Users | Roles = Offices | Teams System Settings Templates Audit | @
o / ‘Archwe Matters & Deactivate Clients
H 3
g “Export Users Details
g’lmpcn Users Details
Figure 10.
This will produce an Excel workbook with the following tabs — see Figure 11 below.
< > Onelaw Users Current Time Rates I Planned Time Rates I Planned Budgets Historic Budgets Historic Time Rates +
Figure 11.
2. The Planned Time Rates can be edited and the details imported back into OnePractice.
3. Insert the ‘Planned Rate Change From’ date as per Figure 12 below
4. Copy existing time rates from the ‘Current Time Rates’ tab, then make changes as required (Note:
any that are blank will not be uploaded and these users will not have time rates set)
A B = =
1 |Initials FullName Planned Rate Change From I:t:ndard Expert Pro Bono Rate 2 Rate 3
2 |ALF Aimee Ford 104, 2005  —5I50.00
3 |BC Bex Craig
4 |BF Bex Falconer 1,/04/2025 5450.00 $525.00 $375.00 $425.00
5 |BK Bob Knight
6 |CD Caleb Davies 1,/04/2025 525.00
7 |cs Caio Souza 1/04/2025 $475.00  $430.00 4375.00 3425.00
2 |DAB Daniel Boyle 1,/04/2025 $425.00
3 |DM Danie Meissel
10 |DOC David Cooper
11 [EG EJ Gray 1/04/2025 $425.00
12 |[EM Emily McDonnell 1/04/2025 $275.00
13 |HC Hannah Christie 1/04/2025 $375.00  $475.00 $325.00 $525.00
14 HHB Harry Hazza 1/04/2025" $300.00
15 [IAD Isabel Aimee Duncan
Figure 12.

Once the data is entered, save the Excel workbook to your local drive, and close.

5. Navigate to the Administration Tab and under the Tools menu, select ‘Import Users Details’

- ‘?~<‘ Home Requisitions Accounts Documents OneCollect Tasks AML/CFT

BEES TR AAAYT & =N IF 174

Parties Export Users | Roles Offices Teams Manage Practice Manage Licensing OneConnect A Manage Document InfoSheets  File Enquiry JTools

Codes % Settings Ledgers Libraries Templates Sets
Parties Users | Roles | Offices | Teams System Settings Templates Audit | O
Archive Matters & Deactivate Clients

g ~
5 2l
g ‘ Export Users Details

| 'r Import Users Details

Figure 13.
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6. Browse to the saved Excel file. Select the file and click ‘Import’.

Q Import user time rates and budgets O

File Name: C:\Users\t.hadwin\OneDrive - OnelLaw Ltd\Desktop\Put stuff here\OnelLaw Users 2
Import Progress
Stage

——
I Import l Cancel ]

7. Once the progress bar is complete, close the ‘Import user time rates and budgets’ dialog box. Any
data that had been included in the Planned Time Rates will now have been imported into each user’s
record.

G) Import user time rates and budgets

Figure 14.

File Name: C\Users\t.hadwin\OneDrive - OnelLaw Ltd\Desktop\Put stuff here\Onelaw Users z|| Browse

Import Progress
Stage

Validation
File format verified successfully

Planned Time Rates

ALF, adding new planned time rates,
BF, adding new planned time rates,
CD, adding new planned time rates,
CS, adding new planned time rates,
DAR. addinn new nlanned time rates

Figure 15.
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Managing Time Rate Types

A Time Rate cannot be deleted, but can be made inactive, if it is not assigned as a default to a client or
matter.

Administration Tab>Manage Codes>Time Rate Types — double click on the time rate or highlight and use the
grey cog to edit — untick “Active” then click ‘Save’

| Home Requisitions Accounts Documents OneCollect Tasks AML/CFT
- ¥ ] % ¥ e % y
r 'If - - w ? Y = : g
% & & @ - W] A | A A V) L) ) s

Parties Export Users | Roles Offices | Teams §Manage [Practice Manage Licensing OneConnect Manage Document InfoSheets  File Enquiry  Tools

Codes [pettings Ledgers Libraries Templates Sets
Parties Users | Roles | Offices | Teams System Settings Templates Audit Tools
(o]
§‘ Time Rate Types i Q -
2
Default Code Description Active
‘ Standard Standard (Default) Yes
Expert Expert Premium Rate  Yes
Pro Bono Pro Bono Yes G} Edit Time Rate Type x
Rate 2 Mates Rates Yes Time Rate Type
Rate 3 Johanna's Special Rate  Yes
Rate 4 Rate Four No Code: Test
Special Special rate for Dutton  Yes Description: Higgins
Test Higgins Yes
Practice default: O
Active: []
H Save |I Cancel
Figure 16.

If the Time Rate is in use — either at client level or at matter level, the following message will appear

Q Inactive Time Rate Typ

Deactivating the selected time rate will affect the following:

3]

« 1 active client with open matters
* 3 open matters
* 13 users

|_ Export full list to Excel

Select a replacement Time Rate Type for the affected
Clients and Matters.

.

This change will not affect any users or any unbiiled
WIP with this Time Rate Type

[ Continue ” Cancel

Figure 17.
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Click ‘Export full list to Excel’ to review the list of clients, matters and users that the deactivation of this Time
Rate would affect. The Excel workbook will have multiple tabs as per Figure 18 below.

1 | Client Name Client Number
2 leffery Charles Conference "1042

< > I Affected Clients " Affected Matters || Affected Users

Figure 18.

If the Time Rate is still to be deactivated, choose a replacement Time Rate from the dropdown list and click
‘Continue’. The rates will be replaced, and the dialog box will close.

@) Inactive Time Rate Type X

Deactivating the selected time rate will affect the following:

« 1 active client with open matters
* 3 open matters
* 13 users

| Export full list to Excel

Select a replacement Time Rate Type for the affected
Clients and Matters.

[ J

This change will not affect any users or any unbilled

WIP with this Time Rate Type

Figure 19.
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Client Default Time Rate

A default Time Rate can be set at client level, any matters created after this time rate is set, will default to
this time rate.

Open the client and select ‘Edit Party’ — click the ‘Financial’ tab — use the drop-down menu to select a
different Time Rate — click ‘Save & Close’

_— -—| Requisitions Accounts Documents OneCollect Tasks AML/CFT Administration

~A @ cle : w B B =5 & 2 &
. s e W7 v W 0 W W & g |
Home Legin Add Remowve | New Email MNew Edit nf Live Record WIP Record Trust Trust T
rct Time Value Transfer Expense Receipt - P.=1y-|'mantv Parl
OneCommunity Favourites Matter WIP Transactio
F.
| @) Edit Client - Individual - NZ resident O x|
L
1 - Person Name Client Team
Full Name... | Mr Jeffery Charles Conference (Jeff) Remove Team
File As: Conference, Jeffery Charles Mr - Tracey Elizabeth Hadwin
Mailing Name: | Mr ) C Conference - Sally Rossiter
Ai Ford
Salutation: | Jeff v e |
Status: Client Client Author: Tracey Elizabeth Hadwin

Addresses | Related Parties | Referral Details | Financial  Tax & Residency | AML/CFT Requirement | Personal Info | Categories |
IBD Commission Rate

® Use practice default, currently 5 %

Edit
Use override rate
l Default Time Rate: ] Rate 3 - Johanna's Special Rate § ~
Default G5T rate on fees: - None -
Standard - Standard (Default)
Bank Account Number: Expert - Expert Premium Rate

Pro Bono - Pro Bono
Rate 2 - Mates Rates
Credit Rating: Rate 3 - Johanna's Special Rate
Special - S5pecial rate for Dutton

=

Bank Account Mame:

Exclude from A/R Statements:

Exclude from A/R Text Messages: |
Exclude from A/R Emails: O

Invoice Payment Terms: Default “

Default A/R Contact Party: |

Deactivate ” Stop Credit || Change Type Save & Close || Save & New Matter || Close

Figure 20
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A default Time Rate can be set at matter level, any WIP records created after this time rate is set, will default

to this time rate.

Open the matter and select ‘Edit Matter ‘— use the drop-down menu to select a different Time Rate — click

‘Save & Close’

]..—_..‘ Home
T &
A o

Home Login Add

OneCommunity Favourites

MIAUD

| @) Edit Matter

Details | InfoSheets

Matter details

Client:

Description:

Trust account:
Fee type:
Sub fee type:

Estimated
AML/CFT value:

Default time rate:

Requisitions

Accounts Documents OneCollect Tasks AML/CFT
] A ) = e—
L & -y 6 %NS &
. - o S W
New Edit Email New] Edit Jinfo. Live Record WIP Record
earch | Time \Value Transfer
Party Matter wiP

1042 - Conference, Jeffery Charles Mr - 19 Ta...

Purchase 67 United Road, Honikiwi
[] Physical File
Clarke Cooper Law Trust
Conveyancing
Rural

[ Captured activity
$2,000,000

- None -

Purchase 67 United Road, Honikiwi (1042.2) - created 6/06/2023

Matter team

Administration

£ 2
-_— 49V

Trust

e

Trust Third Ne:

Expense Receipt Payment' Party Cost Journal Ded

Transactions

Edit Team H Remove Team

[] Confidential matter

Tracey Elizabeth Hadwin
Sally Rossiter

Print label on save
|_] Front label

[ ] Side label

Matter author: Tracey Elizabeth Hadwin

- None -
Party details R Billing details
Standard - Standard (Default)
Counter party: Expert - Expert Premium Rate W Default GST rate on fees: | Standard
Firm acting: Pro Bono - Pro Bono (W) Billing party: 1 & v &
Rate 2 - Mates Rates
Lawyer acting: Rate 3 - Johanna's Special Rate (W7} A/R contact party: l &v
Instructing party: i Special - Special rate for Dutton (W) Billing classification: Manual v | [T] Ready to bill
Nature & purpose of business relationship Estimated Billing threshold
Current: | asdfiasoirelknmsodjuflaksdnfi’sf putting lots of Fees:
information in here alkjsdf oasd fijasosoijfik aodifu
—_— Dot it s Costs/disbursements;
New:

[ Save & Close ” Cancel J

Figure 21.

Note: When a matter has a default Time Rate set, all authors that record WIP to that matter, need to have

an hourly rate set for that Time Rate or they will get the error message as per Figure 22 below
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| @) Time Recording >
|

Work In Progress = Non Client Time

F |
Client: 1042 - Conference, Jeffery Charles Mr - 19 Tapuae Road, R D 5, Otorohanga E inancial Summary
1042.2
Matter. 2 - Purchase &7 United Road, Honikiwi E Trust 0.00
wip 0.00
Date: 28/03/2025 08:06:00 IBD 0.00
AR 0.00
Units: 3 Estimate 0.00
TPC 0.00
WIP Code: AT Attendance with e Headroom 0.00
Task:
File Note
Attendance
@) Time Recording *
@ Author does not have an hourly rate set for this time rate type
[ oK
Rate Type: Rate 2 - Mates Rates ~ | Fee Type: Conveyancing -
Calculated: Sub Fee Type: | Rural w
Judged: Author: WMC John Clarke -
[ | ReadytoBill [ ] Manage asfilenote  File note name:
Save + New | | Save + Task | | Save | | Print Cancel
Figure 22.

The Rate Type shows, but the Calculated amount is blank, as the Author does not have an hourly rate set for
this time rate type.
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