aunoa

HOW

TO
GENERATE
DOCUMENTS

AVG TIME TO COMPLETE: 2 MINUTES



DOCUMENT
INSTRUCTIONS:

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. Ifapplicable, select hearing
7. Enter the appropriate time
8. Type out file note

9. Click create to save new file note



GENERATING
DOCUMENTS:

1. In Aunoa, search for and select client

LE N

2. Under Sections select ‘Documents’

DOE, John - Aggravated robbery

DOE, Jane - Assault with intent to injure

DOE, John - Corrupting juries and witnesses

DOE, John - Burglary

MATTER

B File Notes

John Doe
19011636

Name
LAN
Lead Charge Burglary

Emails

B Invoices 8 Documents

B Amendments

B Update Details 8 Change Schedule @ Edit Charges © B Add Hearing to H Manage Archival
(ETBJ) Calendar
3 1
3. Select ‘Create new document
DOCUMENTS
- lecl from your documents below

Show 10 % entries

Status +  Category Created At Created By Actions

No data available in table
Previous

Showing 0 to 0 of 0 entries

Next



GENERATING
DOCUMENTS:

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

DOCUMENT TYPE

Personalised templates can be uploaded in upload template section of your
account

You can also update your personal details and signature in account settings

Reporting Letter

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

Affidavit

Application - Bail Variation

Application - EM Bail Variation

Application - Notice of Application for Leave to Appeal
Application - Restorative Justice

CMM - For Cosigning

EM Bail Application

Memo - Administrative Adjournment Application
Memo - Generic (with charges)

Memo - Intention to enter Not Guilty pleas

Memo - Lockdown Adjournment Application

Memo - Notice of General Appeal (Court of Appeal)
Memo - Notice of General Appeal (High Court)
Memo - Second Trial Callover Memorandum

Memo - Trial Callover Memorandum

Notice of Application - Generic

Authorisation to Access Personal Information
Disclosure Request

Failure to Appear Letter

Final Reporting Letter

Instructions - Plea & Election

Introduction Letter - Legal Aid Client

Prison Visit Letter

Reporting Letter

Odyssey Referral Form (Adult)
PDLA Invoice
Tupu Referral Form

Disclosure for Client

index - Appellant Additional Materials

Index - Appellant Bundle of Authorities

Instructions to Give Evidence

Letter of Engagement - Ina

Memorandum - ORDER TO RELEASE EVI AND TRANSCRIPTS
Waiver of Legal Privilege


Luke Ameye
New step:

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


GENERATING
DOCUMENTS:

6. Once document template is selected click next
DOCUMENT TYPE

Personalised templates can be uploaded in upload template section of your
account

You can also update your personal details and signature in account settings

Document Template:

“

EM Bail Application

(-

7. Complete the document details

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

—

‘ a Download )

9. Click ‘Create Draft Email’ if applicable

‘ 9 Create Draft Email a Download



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


GENERATING
DOCUMENTS:

10. Aunoa will automatically open your preferred email

auckland.dc@justice.govt.nz, service@mc.co.nz, EMBailAdmin@corrections.govt.nz
John Doe - EM Bail Application
Kia ora Registry,
Aunoa is counsel for John Doe.
Please find attached an application for EM-Bail.
Could a hearing please be set down, allowing sufficient time for the EM Bail team to prepare a report?
| have CC'd EM Bail and the Prosecution into this email.

Nga mihi|
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11. Attach document and send

John Doe - EM Bail Application
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auckland.dc@justice.govt.nz, service@mc.co.nz, EMBailAdmin@corrections.govt.nz
John Doe - EM Bail Application
Kia ora Registry,
Aunoa is counsel for John Doe.
Please find attached an application for EM-Bail.
Could a hearing please be set down, allowing sufficient time for the EM Bail team to prepare a report?

I have CC'd EM Bail and the Prosecution into this email.

Nga mihi

DOE John - Application - EM Bail - 18-09-2020.d... (251K)
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