
HOW
TO 
GENERATE
DOCUMENTS

A V G  T I M E  T O  C O M P L E T E :  2  M I N U T E S



1. Navigate to Aunoa

2. Select client/matter

3. Click green button, ‘Create new file note’

4. Select preparation, hearing, or other/not 

applicable

5. Select activity

6. If applicable, select hearing

7. Enter the appropriate time

8. Type out file note

9. Click create to save new file note

D O C U M E N T  
I N S T R U C T I O N S :  



1. In Aunoa, search for and select client

2. Under Sections select ‘Documents’

3. Select ‘Create new document’

G E N E R A T I N G
D O C U M E N T S :



4. This window will appear, click on the drop down list to 
select document template

5. Select template from the wide range of templates 
Aunoa uses – these are also fully customisable to you.

G E N E R A T I N G
D O C U M E N T S :

Luke Ameye
New step:

Display the selector for multiple matters - I think this will happen automatically for John Doe, if not let me know.



6. Once document template is selected click next

7. Complete the document details

8. At the bottom of the page, click download and save to 
folder

9. Click ‘Create Draft Email’ if applicable 

G E N E R A T I N G
D O C U M E N T S :

Luke Ameye
Add an image demonstrating the sort of details we're describing.



10. Aunoa will automatically open your preferred email

11. Attach document and send

G E N E R A T I N G
D O C U M E N T S :


