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1. Open Outlook.

2. Click on the search bar.

3. Type the surname of the client you would like to upload. *

4. Open the email

5. Place your mouse over the Grant Schedule PDF attachment.

6. Right click and select 'Save All Attachments’.

7. A window will open to ask where you would like to save the 

documents to, if you have dedicated client folders save the 

documents there. If not save them to downloads per the 

instructions below.

1. Navigate your mouse to the left-hand side of the panel. 

There is a 'scrollable' interface here, containing the names 

of many folders.

2. Select the 'Downloads' folder. the Downloads folder 

should now be highlighted.

3. Ensure that your files are sorted by ‘Date modified’

8. Press 'Confirm' in the bottom right of this window.

PREPARI NG DOCUMENTS FROM OUTLOOK
P A R T  1 A :  

*Quick Tip: 
Often the first email in your inbox will be correspondence from Legal Aid 
assigning the client to you. The subject line will contain the 8-digit Legal Aid 
number, starting with either 18, 19, or 20.

Luke Ameye
Open the most recent email containing both a Grant Schedule and Approval Letter



1. Open Gmail

2. Click on the search bar.

3. Type the surname of the client you would like to upload*

4. Open the email.

5. Scroll down to the bottom of the email where it says ‘2 

Attachments’ and Click the ‘Download all files’ button in right 

corner

6. A window will open to ask where you would like to save the 

documents to, if you have dedicated client folders save the 

documents there. If not save them to the ‘Downloads’ folder 

per the instructions below.

1. Navigate your mouse to the left-hand side of the panel. There is a 

'scrollable' interface here, containing the names of many folders.

2. Select the 'Downloads' folder. the Downloads folder should now be 

highlighted.

3. Ensure that your files are sorted by ‘Date modified’

7. Press 'Confirm' or ‘Select’ in the bottom right of this window.

PREPARI NG DOCUMENTS FROM GMAI L
P A R T  1 B :  

*Quick Tip: 
Often the first email in your inbox will be correspondence from Legal Aid 
assigning the client to you. The subject line will contain the 8-digit Legal Aid 
number, starting with either 18, 19, or 20.
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see 4 in 1A



1. In Aunoa, click ‘New Upload’ from the menu panel

2. Click the big green ‘Upload’ button. A window will appear.

3. Click the word 'Browse’.

4. A window will appear for you to locate your client 

documents they may be found in ‘Downloads’ or in this 

case a client folder you may have created as we have

5. Select documents Grant schedule and Approval letter –

Select confirm in the bottom right of the window

6. Press the green ‘Upload’ button. 

7. Review data – it is not necessary that data is correct here, 

especially if you don't know it. All data can be edited after 

the fact.

8. Scroll through information and click confirm

9. The second document will automatically appear, review 

data and confirm as per steps 7 & 8

10. Success! Your matter is now uploaded to Aunoa – Select

‘Matter Overview’

11. Take any actions further actions needed for this matter 

from the matter overview page

UPLOADI NG DOCUMENTS TO AUNOA
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Luke Ameye
Scroll to the bottom of the page and click confirm.

Luke Ameye
It is not necessary that all fields are filled out here.

All data can be edited after the fact.

Luke Ameye
Select both the Grant Schedule and Approval Letter from this window. 

You can do this by highlighting both of them, or by doing the following:

Select either document. 

Place your mouse over the other.

Click while holding the ctrl-button (Windows) or the command-button (Mac). 

Both should be highlighted.

Luke Ameye
on the left hand side of the screen



1. In the menu panel, on the left ‘New Upload’

2. Click the big green button. A window will appear.

3. This upload window will appear, click browse

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



4. A window will appear for you to locate your client 
documents they may be found in ‘Downloads’ or in this 
case a client folder you may have created as we have

5. Once files are located select both Approval Letter and 
Grant Schedule and click ‘Confirm’ or ‘Select’ 

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



6. Click ‘Upload’ button

7. Review data – it is not necessary that data is correct 
here, especially if you don't know it. All data can be 
edited after the fact.
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Luke Ameye
See change above



8. Scroll through information and click confirm

9. The second document will automatically appear, review 
data and confirm as per steps 7 & 8

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

Luke Ameye
See change above.



10. Success! Your matter is now uploaded to Aunoa, these 
options will appear on your screen. Select ‘Matter 
Overview’

11. Take any actions further actions needed for this matter 
from the matter overview page

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


