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OneAuthor allows time savings and
consistency in branding — allowing you to
focus on what you do best. Let us help you
get the most from these templates
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Preparing OnePractice for optimal use with templates
For the templates to work optimally with OnePractice, enter all relevant information into OnePractice.

Adding users to OneAuthor
Fill in all relevant information for all users in your organisation.
1. From the Administration ribbon, click ‘users’
2. Select each user and fill in all the relevant information. Job title, addresses, phone numbers, office,
email address, etc will be used in the templates. It is important that you accurately enter this
information as you would like it to appear in documents

35 Ledaer

i G} Maintain Staff = | B ES
Full Name:  Jackie Ann Frampton Job Title:  Author
File as: Frampton, Jackie - Active:
ll Initials: JAF Office: Gore - Gore i
| User Account | Addresses | Time Rates | Budget ‘
Addresses w @ -
Physical 45 Washington Street, Invercargill, 1425
Phone Numbers w @ -
Business Direct 03 5551212
B e wie -
Email jaf@whitefox.co.nz
[ Change Password ][ Change Office ] [ Save & Close ][ Close ]

3.  When adding an email or phone number, select the “Main” tick box

Ibers Warning: b ﬁ

Address Properties

Address For Service
[ | Main Postal Address

Save & Close || Cancel

03 374 5896
Mote: Riccarton Road
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Offices
1. Select the Administration ribbon and click ‘Offices’
2. Fillin all relevant information

Parties
1. Fillin all information pertaining to contact/address details, related parties, financial information (GST
number) and any other relevant information

@) Edit Client - Partnership— -
Party Name Client Team
@ || Full Name: Body Corporate

ol
. File as: Body Corporate - James Leggat
i || Mailing Name:  Body Corporate -
e Salutation: Partners

Status: Client

Client Author: James Leggat

hip)

Addresses | Related Parties | Financial ‘
P
ssefl| | Addresses w8 - ||L
‘_ Physical c-\Williams McKenzie, PO Box 1353, CHRISTCHURCH, Attention: Jane Ada li_
Del|
sal||  Phone Numbers we -
il

Emai LB -
Email body@corporate.co.nz

= [ save&ciose || Save & New Matter || cClose |||

Contacts
Adding non-client contacts to your OnePractice database allows users to populate their documents with
names and address details of clients and non-clients. This allows faster, more accurate document creation.

Accounts Documents OneCollect Administration

J = r-ﬁx = == =Tk
€ & E“@ E‘u -

& _ &) @'t

Mew Edit N d

Party Party | Mi ﬁ} Create Mew Party X e
Party — Party type: w | B

n][ Is a client? [

5 | Create | | Cancel
mpaorting Limited |
 Hardware Limited |
my Group Limited

Pl ™ A —

| [ Firm name, agdress, refaticnships &

1. Add a non-client contact by selecting ‘New Party’ in the home ribbon and unticking ‘Is a new client?’
2. Contacts can include:
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Banks

Councils

Legal firms

Real estate companies
Courts

-0 Qa0 oow

Trustees, power of attorney, etc.
Documents tab

In OnePractice, the documents tab takes you to the management system.

Logging in
If using OneDesktop, log in. Open OneDesktop and use the login button on the OneDesktop ribbon.

1. Adialog box opens with a list of all users

2. Your OnePractice log in name should appear as the selected name on the list. If it doesn’t, click the
down arrow and select your name

(#] LogIn (=] O o]
User Name [JAF Jackie Ann Frampton '] |
JAF Jackie Ann Frampton

Password
JAR Judy Rees

o John Christopher Craw

JEL James Leggat

JHH Joanne Hammond

L Jacqui Lowe Tl
W Jacinda Ward
MG John Goodwin
VA Janice V Andrew
KHD Kiri Hill-Dunne

m

Kl Ken Jones
LEM Lee B Mdlroy
LF Lauraine Frampton

LMP Lynda Margaret Palmieri
S PS5 Lynda P Scott

LT Lesley Tillman

3. Use the same password that you use for OnePractice and click ‘OK.” Check the case of your entry if
you have a problem
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Using templates

Create a document
1. Select the home ribbon
2. Click ‘Author Document’ to drop down a list of templates
3. Click on the name of the template that you want to use

r —
wWid o oa. ¥ Document2 - Microsoft Wort | (5

Home | OneDesktop  Insert  Pagelayout  References  Mailings  Review  View  Developer  Accordant alg

B sl q % dFind- aa
7j Z AaBbCcD AaBbCcDd AafhCcDa | AaBbCeDd | AaBbCeDd  AaBblcDd . 2, Replace N
=
e < Headingl Heading2 Heading3 | TNormal |TMNoSpaci. Heading4 |- g:yT:sgf I Select WNFEE;‘OK

opy
Author Paste B 7 U-~ahe x, X ,.ay;.A.
Styles | Editing oD

Tahoma ~10 - AN A Aav &

Document = - < Format Painter
) Refresh d ] Font D

o i o v [ [ (R A o o o [ [ [ 15 - B T - 4
Template2 £ F 2 C 3 i} B I 7 ] El 0 1 12 ] 4 i AN 17 18 | |§
Pl

()

Document Name
Test Document

Document Name

DavFax
DavMemo

Document Name

Davletter
OACDisbInvoice
OACDCCover
OACLetter
OACGSTTaxInvoice

iy o e oy e o e el iy e e e

OACECCover

=

4. Adialog box opens to gather information used to populate the template

. (W] New Document —— E@g‘

Operator: Jackie Ann Frampton

Document Type  OACGSTTaxInvoice

Document Name

Client |
Matter

Recipient | |
Authar [Jaclue Ann Frampton ']
Office [ Gore -

5. Fill in the document name

6. Use the Client and Matter pickers to select both

7. If correspondence is going to someone other than the client, use the Recipient picker to select a
contact from the OP database

8. Ifthe recipient is not in the database, clear the recipient box
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9. The current operator will be the default author. If this is incorrect, drop-down the list and select the
correct author

10. The office will default to the user’s office as recorded in OP but can be changed by choosing from the
drop-down list

11. Click ‘OK’

12. If more information is required, further dialog boxes will appear on the screen. Further dialog boxes
will be for information not stored in OP. Enter information and click ‘OK’

13. The template will appear on the screen

The letter
1. Select the letter from the list of templates

2. Fillin the OD dialog box

3. A word dialog box appears. Fill in the relevant details

4. Thisis followed by the letter dialog box. Use this to populate your letter

5. Any information that is in OnePractice will populate the dialog box. The rest however, is entered or
selected by you if relevant

6. Enter in relevant information and select the correct options. Click ‘OK’ and your letter is created

7. To make changes to the letter from options in this dialog box, click ‘Letter’ on your ribbon. This
ensures info and formatting go to the correct place in the document

= v = —
: Bkmatk. = Keep Off L&d == (54 UnProtect Form — . 4

. bl

= n| Delivery Options ﬁ .Iaac;
Directed to Options E

j f"IheTrushees " The Directors % None [~ without Prejudice E

i 1

T Other [ Private and Confidential l_

Redpient Name Gther

| Acme Hardware

Recipient Address
5 Main 5t

Select the Correct Delivery Optic

CowTown ¥ By Post
" Air Mail
™M " Fast Post
Postcode | 1526 " By Email Only

. ™ By Facsimile Only
cml| Attention to: (f required)
M | " By Courier

o " By Hand

sal)| Em=i | sdmngacreconz

Fax Mumber ,7%9&5
na 963 9538 [ Add Email Address to Posted Letter
Salutation Acme [lpeete [ Add Letterhead and Footer

2af| | Enter a subjectifit is not the matter description
SALE OF LAMD

Ok | Cancel ‘

nn

DE)

The settlement statement and calculator
Select the settlement statement from the template list. Fill in the OneDesktop dialog box. This is followed by
the settlement statement dialog box.

The vendor is your client (based on the client number you choose in the OD box). You can change this
The address is the matter description for the matter you have selected. You can change this wording
Select a settlement date, add the purchase price and deposit, then click ‘OK’

In the next box that appears, add the purchaser’s name

PwnNe
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» et
(W] Settlement Statement - ewrt = =3 0%

Vendar

Address

Statement for Acme Hardware Limited (0011.1)

Settlement Date | Select a date l15] | r
Purchase Price F

Deposit Paid

Acme Hardware Limited

Sale of land

Ok | Cancel|

The calculator

To use the calculator for rates and other apportionments, click ‘Calculator’ on the ribbon. All district councils
are loaded into the calculator along with their rating instalment start and end dates. There are several
different formulas that can be used and you can use the calculator as many times as you need in a settlement
statement.

By instalment

1. Change ‘Type of Payment’ to ‘By Instalment’

2. Select the council, if different from the default

3. Enter all the instalment payments in each Instalment box at the right. This information can be
obtained from the rating council. Leave zeros in the other boxes

4. Everything else will be calculated or pulled in from your settlement statement

5. Click ‘Calculate.” The rest of the dialog boxes will be populated

6. Select ‘Purchaser’ or ‘Vendor’

7. If different than calculated, select the number of instalments that have been paid by clicking on the
number next to the tick box, for example: Click on the 3™ to change the amount paid to only include 3
instalments

8. Click ‘OK’

9. The document is populated

Daily rate

This calculates a daily rate by dividing the annual rate amount by 365 (or 366 in a leap year), resulting in the
exact amount owed to the council.

1.

e wnN

Rent

v

Change ‘Type of Payment’ to ‘Daily Rate’
Select the council if different from the default
Enter the annual payment

Click ‘Calculate’

Select ‘Vendor’ or ‘Purchaser’

Change ‘Type of Payment’ to ‘Rent’

Click ‘Calculate’

A dialog box appears. Select the rent frequency, enter the amount of last payment and date of last
payment

Click ‘Enter.” The calculator is populated

The Purchaser’s share is the only option

Click ‘Enter’ and the document is populated
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Body corporate, regional council and other payments
1. Change Type of Payment to ‘Body Corporate,” ‘Regional Council’ or ‘Other’
Select the council if in the list or type in the name of the body collecting the rates
Enter the number of instalments
Enter all the instalment payments in each Instalment box at the right. Leave zeros in the other boxes
Everything else will be calculated or pulled in from your settlement statement
Click ‘Calculate.” The rest of the dialog boxes will be populated
Select ‘Purchaser’ or ‘Vendor’
If different than calculated, select the number of instalments that have been paid by clicking on the
number next to the tick box ie: click on the 3™ to change the amount paid to only include 3
instalments
9. Click ‘OK’
10. The document is populated

Nk wN

v -— ey S s wrr step unmeies  cuweer ey v s

= Calculator N
= -
4 -
— \Whangarei District Coundil| = Number of Body Corporate, Regional
Council or Other Payments per Annum
Type of Payment | Daily Rate j | ’7
rrom R © [mawens O
Settiement Date EE - [o
Annual Payment. ’7 ’7
Calculate ’7
— ﬁ :
— | | :
r r r I= IS r
oK | Cancel ‘
1 27 May 2015 -

Add a debit or credit row
Use the buttons on your ribbon to add debit and credit rows.
1. Place your cursor where you want the row to be entered
2. Click ‘Credit’ or ‘Debit’ on the ribbon
3. Add your description and tab to the correct column and add your $ amount
4. Click the Recalculate button on the ribbon (very important)

To delete a row, high light the row and click delete.

Recalculate
Use the ‘Recalculate’ button to recalculate your settlement statement if you have made any changes.
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Create templates

The tools used to create templates are on the OneAuthor ribbon. To create a new template from scratch...

1. Click on New Template. A clean new template document appears, unsaved on the screen. Use this
as the base for your template

2. Using standard Word commands, set the default font and paragraph settings, including line spacing
and paragraph spacing. Make sure you tick ‘All documents based on the (template name).dotm
template?’

Microsoft Word __1 . l 2 ﬂh_]

Do you want to set the default font to (Default) Arial, 11 pt for:
() This document only?

(@) :All documents based on the Engagement Letter.dotm template?:

3. Set the default margins

4. Add the text to the template. This can be information typed in or copied in from another document

The editor

To add content controls to your template, click ‘Editor’ on the OneAuthor ribbon. The default appears as
Core File Properties. Click the down arrow and select ‘OneAuthor Base Document Schema.’

a XML Mapping -

4 | XML Part:

[Core File Properties -

Core File Properties
Extended File Properties
Cover Page Properties

http: //schemas.openxmiformats.org/o
Accordant Base Document Schema
(Add Mew Part...)

Ty

= title

= category

=l contentStatus
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The folders show the different catagories of fields (ie:Author). All fields in that folder pertain to the folder

name.
‘emplate Properties Rates  Rates  Line | Log Files
Properties Settlement Statement Help
fodrAvHEg-HRBR=ER-9 -
\‘1-1-1-1‘5‘w-l“wz-wl-z-l‘la‘w-s-l-s- 718" -9-1-1:\“1‘11-:‘12‘wl-1z-|-1‘4‘|‘15;w-Awq?\l-la-\ xMLMappmg v X
& | XML Part:

[

30 September 2014

TClick here to enter text

[Click here to enter text] Click here to enter text.

TEmail: Click here to enter textlFax:

[Dear Click here to enter text ]

[CLICK HERE TO ENTER TEXT. ]

I

Click here to enter text. (Paga]l]

-]

[Accordant Base Document Schema_~

= [ DocumentMetaData
5] Fimid
= Documentld
(= CreationDate Time
& LastUpdatedDate Time
= DocumentDate
(=] Documenthame
= DocumentType

=] WellKnownDocument Ty

= Templateld

\ [25 Operator

=) [ Author
=] Userld
| Pary
= UserName
E Initials
& OfficePartyld
= OfficeName
= AuthorRole
[ Office
e T—

Property Walue

Namespace
Node Type

~

urn:decumentMete L
msoCustomXMLNo| =

XPath fns2:DocumentMe!
Prefix Mappi... xmins:nsO="http:/;

v st e =,
v

4 [

There are subfolders for the address codes. Multiline codes will enter an address on multiple lines. As many
single line address codes can be entered and those not used will automatically be deleted. Use these codes if
you want to bold the last line of the address.

Click on the label you need (ie:Client FullName) and drag this to the point in the document where it should
appear. A content control appears in your document. Change the label by simply typing in the content

control.
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A content control is managed by using the ‘Developer’ ribbon. ‘Design Mode’ displays the content control and
its tag name. Properties lets you set defaults for the content control. For the most part, these are
automatically set when the content control is added.

(M - Ol AT O T R amplats = Microscft Word — [E=SEEn

“_ Home  OneDesktop  Inset  Pagelayout  References  Mailings  Review  View | Developer | Accordant a@
q = [ Record Macro ’::: == \a Az | |k Design Mode @ &9 schema ¢ Ii @j 6‘-\
==l 2222 10 pause Recording = | FHEE | & properties [ Transformation L]
Visual Macros Add-Ins  COM - . Structure g, Blocl Restrict Document Document
Basic £ Macro Security Add-ns | B M LE B croup 4 Expansion Packs | 4 thors - Editing | Template  Panel
Code Add-Ins Controls XML Protect Templates

|
| "3 0 4 & 1 131 341 -5 61 +3F 1 B 1 -8 0 1 i1 34 431 141 451 -k 1 47 1B = x
I g (0 . . TR SN S - - RIS L . = TR TR DRI, S i ] - XML Mapping =

XML Part:
Double-click to hide white space Accordant Base Document Schema v

(& DocumertName o
(=] DocumentType
(5] WellKnownDocument Ti
(] Templateld
[ Operator -
| Author
: [ Office
x:Client.FullName ] ient-FuII-NameI x:Client.FullName *] B ﬂe?aw\d
= - . = - . (=] FullName
7 x:Client.PhysicalAddress.MultiLine C|iem.phy5ica|.Address.ng x:Client.PhysicalAddress.MultiLine 1 j Maiinghame
- =] Salutation
- =] Occupation
o (=] Clientld =
] ClientNumber
&1 [ PhysicalAddress
by (=] MutiLine
= Linel
= Line2
| = lne3
- = Lned
= Lnes
= Lnet
=] Lne?
- = Lne8
=] Lned
=] SingleLine
=] SingleLineCsv
=] PostCods 8

“« oA

1of1 | words:7 | <3 | 3 |

@] e | 'I : i 2 N : - " 15/05/2013

NOTE: If you are using a Multiline Address content control, you must click the content control property to
‘Allow carriage returns (multiple paragraphs)’.

ol p
T Content Control Properties R =)
= -
General

Tite:

Tag:

[] Use a style to format contents
= Style: | Default Paragraph Font
1) === l

Locking
[] Content control cannot be deleted
[] Contents cannot be edited

| Flain Texteronerties
Allow carrisge returns (multiple paragraphs)
A8l [7] Remove content control when contents are edited ]

Use the title box to give the content control a title that appears in the document when you select the content
control.

Save a template
When finished, click ‘Save Template’ and give the template a name. Type in the category name. It will
automatically be stored in the correct place and will immediately appear on the Author Document list.

Create subcategories

To create a subcategory, type in the category name i.e. conveyancing followed by a “/” and the subcategory
name (ie: Conveyancing/Purchase).
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Edit template

To make changes to a template, select ‘Edit Template’ on the OneAuthor ribbon. Select the correct template
and it will open. Make changes and click ‘Save Template’ when you are finished. The saved template will
update the list automatically.

Delete template
To delete a template, open it and click ‘Delete Template.’ It will be removed from the list.

Create a template using base templates
Base templates are accessed using the ‘Base Templates and Precedents’ button on the OneAuthor ribbon.

Base Templates and Precedents

The base templates and precedents are created from your templates. They have all your formatting and
layout and include any macros that run when a document is created from a template.

When working with templates, click ‘Bookmarks’ on the OneAuthor ribbon. Bookmarks look like grey
uppercase I's or square brackets (see image below). These cannot be deleted because they are used by the
macros to identify places in the documents. When turned on, they only show on the screen; they don’t print.
To help with formatting, click the Word paragraph formatting button. This helps to identify the formatting of

the document.

Find the bookmark between the subject line and
closing (red circle). Copy the body of the text into here.

. Save the template using ‘Save’ command on the
1

jreen OneAuthor ribbon.

I[ch% her; ;g ;:\:;r (ext}‘cl ck -here-to-enter
toxtls

1

Email: — Click here:to-enter-textFax: + Click-here-to-enter text -(Pages: i
In
1

Q‘. sre toenter tent
f HERET O-ENTER TEXT. ] tian Sresk (Cortnuous)
1

il
1

When you use the template, the macros will run.

1
Yaurs-Faithfully]
QUEEN-CITY-LAW]
q

In

1

QcL-Adming
Office Assistanty]
In
DI

aials

Create a precedent using base precedents

Onelaw products won’t manage a template. Therefore, in the base templates and precedents, the precedent
folder holds doc.m (document with macros) files. The template mechanism in the OneAuthor button always
creates a document copy of the template; with the precedents, users make a copy by managing their
precedent. To use a precedent, open it and copy in or create your intellectual property. Save the precedent to
a precedent folder.

12|OneAuthor manual



Create dropdown lists in templates
A dropdown list is an easy way to allow users to select an option in a document. Word provides two types of
controls to manage lists. The building block control allows you to save blocks of text. The ComboBox content

control lets you create a list to choose from.

als INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER
Aa fa [= B8 ' B¢ Design Mode @ D m [E\
ER B E _ : '
N AML Mapping Restrict  Document Document
l—_|ﬂ = Pane Editing  Template  Panel
Controls Mapping Protect Templates
Lo}

Create options using a building block control

1. |recommend creating your text options in the template you’ll be using them in. This way you
guarantee the formatting is correct
2. Type out your list entries adding any required styles and formatting
3. Select the entry and use insert quick parts auto text, save selection to auto text entry
a. Give the entry a name
b. Create a new category. The category is what stores all like entries used by a building block
control
c. Save the entries in the template
Create New Building Block ? %
e oaten ! Create New Category l P
Gallery: AutoText E
Cateqgory: | Create Mew Cateqgory... E Name: | Saleq
Description:
Save in: Mumbering, dotm E
Options: Insert content only |z|
oK ] [ Cancel ]
4. Continue as above until all your options are saved as auto text under the category
5. On the developer ribbon controls group select the building block gallery
= Cantent Cantral Prope:;:-m | l‘émliif-
content control "and click in your template where you want the options —
to be entered. Tite: ||
6. On the developer ribbon, click properties and type in a title to identify the Tag:
content control. In the gallery, select auto text. Under the category, select the - isel: srﬂi:j;::;;:ﬁ:“
name you used to define the category for this group of autotext New Style
7. Click OK and your drop-down list is ready to use £E57g
8. To add more options to the drop-down list, follow the instructions above and E E::Z:;c::::ulf:?:;:;ddem
assign the auto text to this category and the option appears immediately | coamentautang ek ropertes
9. To edit your options, in the same template (for consistency with formatting), i:t;:m ;“”i?a:z”es) EIEl
use ‘Insert Quick Parts Building Blocks.” Find your auto text entry and insert it
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10. Save the template when you are finished. To use the building block control, users click on the down
arrow and make their selection

|EFEE Optiens [g] -

Qur seches will be provided in accordance with our Standard Terms of Engagement and Statutory
Client Obligations, available for viewing on our website (click here if viewing by email). If you do not
have internet access and require a hard copy, or further explanation, please contact us.

11. NOTE: if you don’t have a developer ribbon, right click on your ribbon and select ‘Customize the
Ribbon.” On the right, click the developer ribbon

12. HINT: When selecting your building block text, be consistent about including or excluding the
paragraph marker at the end of the selection. If you select it for one entry, select it for all and vice

versa
Create a ComboBox control = R
Aa fa = B B Design Mode
Use a ComboBox when a list is required. To add a ComboBox: EE Sl
. . all

1. Place your cursor in the document where you want it to appear

2. Click on the ComboBox control on the developer ribbon L_'u 1

3. Click on the control, then on the developer ribbon to add your list Controls

L - -
| Content Control Properties ? X |
General le R .
Title: Kolicitor Acting Add Choice ? x
- Tag: Solicitor Acting . Display Name: [ \william Coff\r1| pear
g showas |Bounding Box|y I Value: William Coffin
tf  Color: Q < Cancel
|:| Use a style to format text typed into the empty control
l‘c: Style: |Default Paragraph Font rop-Down List Properties
I p Display Mame Value Ll Add...
: |:| Bemove content control when contents are edited ;c\rb.lgioes:;:rreml Abbie Emery
Locking Callie DeGroat Callie DeGroat

|:| Content control cannot be deleted
|:| Contents cannot be edited

Drop-Drown List Properties

Display Name Value ~ Add..,
Choose an item.
Abbie Emery Abbie Emery

Callie DeGroat Callie DeGroat
Chip Williams Chip Williams
Michalas Merrick  Micholas Merrick
Tristram Perkins  Tristram Perkins
Sarah Scott Sarah Scott w7

Cancel

Users click on the down arrow to see the list and select their option.

HINT: Once a selection has been made, users may want to remove the content control and its options. To do
this, right click on any control and click ‘Remove Content Control.’
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