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1. Go to matter

2. In sections select amendments

3. Click create create new amendment

4. Select disbursement

5. Select activity from the drop down menu

6. Select submit

7. Enter disbursement details, select type of disbursement 
from drop down menu

8. Enter the purpose of the disbursement

9. Enter the value

10. Select add to amendment

11. Repeat steps 7-10 for additional disbursements

12. Select next

13. Enter matter complexity criteria and click submit

14. Confirm data, we encourage you to edit paragraph 2. Once 
done, select submit.

15. Click download amendment

16. Open document and check details

17. In Aunoa select create draft email

18. Your preferred Email will open,. add attachment and 
signature. Press send and your disbursement amendment 
is complete.

AMENDI NG I N AUNOA
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1. Go to matter

2. In the sections menu select amendments
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3. Select create new amendment

4. Select ‘Disbursement’
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5. Select appropriate activity from the drop down menu

6. Click ‘submit’
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Luke Ameye
Would be good to show the whole 'card' so they can contextualise where this dropdown lives



This window will appear, the following steps will walk 
through filling it out.

7. Select type
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8. Enter details regarding the purpose

9. Enter the value of the disbursement

10. Select Add to amendment

11. Repeat steps 7-10 for any further disbursements
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Luke Ameye
disbursement, excluding GST.

Luke Ameye
8.  Enter details regarding the purpose of the disbursement you are requesting approval for. 

NB: This field will be included in the generated explanation to legal aid.



12. Select next in the bottom right hand corner

13. Select complexity criteria, click submit
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Luke Ameye
Confirm whether the matter has been disposed of



14. Confirm data, we encourage you to edit paragraph 2. 
Once done, select submit.

15. Click Download Amendment
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Luke Ameye
Review the explanation Aunoa has automatically generated part of.

Add relevant information.



16. Select downloaded document and check details

17. In Aunoa, select create draft email
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Luke Ameye
Open downloaded documents and check the details.



18. Your preferred Email will open, add attachment and 
signature. Press send and your disbursement 
amendment is complete.
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