HMLR search fees

How to enter HMLR search fees.

Firstly we need to set up a new bank.

To do this go to Set Up > Banks. Then click on ‘Add’.
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Enter a code i.e HM

Now click on ‘Chart of Accounts’ click on the tab ‘Current Assets’ then hi-light the section that says
‘Office Bank Accounts’.
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Now click on ‘OK”’ (The next available code will now drop into the nominal code box)

Fill in a description and change the account type (this must be an office account)

=que farmats | Receipt formats | Currency I

|- o ) [ O] e P PO =

Add a Bank record X
Main details | Banking dElaﬂSI
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Next cheque no 1 ﬂ Paying in ho 1 j

Mites
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Now click on ‘OK’. The bank account is now ready to use.

Posting the search fees (using the ‘single screen’ posting)

Posting the search fees to the individual matters is quite simple. When you know how much needs to be
debited to a matter go into the ‘Office Account’ posting screen

View > Accounts Posting > Office Account

[E] Office Account Posting o ] B |
ﬁ {h ‘ @ % % ‘ a [~ Save inta batch
Post into financial year mj Period IT:II Date Im
Posting lype IUse office bank j
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Transaction type % Pagment ¢ Receipt Our reference Ii Detail code l_ ﬂ
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Amourt (inc. WAT) .00 [F] YAT code [Mon VAT able o| Ml SERr=EE
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Trarzaction method | Transter hd Ref / chgno IDUUDDJ.

—Chegue detail

Nams---)l Payee I ﬂ Amuunt‘

¥ | Fiint cheque [ | The next posting will add o this chegue
—Batch total

Payments - 0o Receipts 0.00 < Clear _tolalsl
;}%Noles | 7T Help | é’C_Iear | /Eost I jLQIose |

Instead of using your normal office account bank code number, change this to the ‘HM Land Registry’
bank code. Select Payment and enter some detail. Change the ‘Transaction Method’ to ‘Transfer’. See
above screen shot.
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Posting the search fees (using the ‘wizard screens’ posting)

Posting the search fees to the individual matters is quite simple. When you know how much needs to be
debited to a matter go into the ‘Office Account’ posting screen

View > Accounts Posting > Office Account
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Main details
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Bank [555 | HMLR - Contial
I atter IUDDDDS!DDD_L ﬂ Phoenix Property Developmetts: Sale of Plot 1 The Shambles

Tramzaction type % Payment Heceipt

7 Help | #E_Iear | i jLEIose |

Instead of using your normal office account bank code number, change this to the ‘HM Land Registry’
bank code. Select ‘Payment’. Enter the matter number as required.

Click on ‘NEXT”
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Papment transaction type

Disbursement I Cash comection I

* Urbilled disbursement = Billed disbursement [please select a bill]

Future disbursernents

? Help < Back | Mest » I jLQIose |
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Generally, this would be an unbilled disbursement as most Land Charge searches are done at the
beginning of the matter.

Click on ‘NEXT”?
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@ Office Account Posting - Post an unbilled disbursement on 000006000 - | Dlil
I~ | Save into batch

Payment detail & amount

Our reference I

Detail code I_ ﬂ

Detail IBankruptcy search j
[

Amaunt (inc. VAT) | 4.00

I~ Thiz is a zervice disbursement and will become VAT able when billed

VAT code  [Non VAT -able |

AT amount I 0.00 I~ This disbursement is counzel fees

? Help | < Back |

Fill in some detail about what the search is for i.e. Bankruptcy Search, and fill in the amount to be
debited to the matter.

Click on ‘NEXT”?
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@ Office Account Posting - Post an unbilled disbursement on 000006000 ;IEIEI
ﬂ Eh | % % % | a [~ Save into batch
Bank payment method

Bank.  HMLR - Control

Tranzaction method ITlansfer Yl
Reference # chegue no IDDUUUl

Cheque detail

Payee I j Lo Namel

Amaont 4._00

£+ with this posting
= Do not produce it yet - the next posting will add ta the cheque amount

) Computer will print it

"H ow to produce cheque———— "W'hen will the cheque be produced

f* Hand write it yourself

Change the ‘Transaction Method’ to ‘Transfer’ as a cheque is not going to be drawn at the point.

Click on ‘NEXT?
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|@| Millennium - Cashier's Desktop - OPSIS
File Setup Printing Wiew Links Backups Tools ‘Window Help
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Account Posting - Post an unbilled disbursement on 000006 /D001 ]

@ % | % % % | g I~ | Saveinte batch

Summary

Tranzaction amaunt 4_00

r—Batch total
Payments 4_00 Receipts .oo

[~ This iz the end of the batch =0 clear these tatals after posting

? Help < Back | " Post I jLQIose |

Now “Confirm this posting is correct’ and click on ‘POST’

Posting the payment to the HMLR (using the ‘single screen’ posting)

Go to View > Accounts Posting > Nominal
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File Setup Printing Wiew Links Backups Tools Window Help
|E|Nominal Posting o ] |

% % | a [~ Save into batch
Post inta financial year I zuoaj‘ Period lzj‘ Date IZB;‘DS;‘ZDM

Source account % Bank " Nominal Account code ISDD ﬂ Office Bank Account

Transaction type (¢ Papment  { Beceipt Olur reference

Detail IUctober Statement j I j

Amount I z40.00

Destination account ¢ Bank ¢ Nominal Fultiple: acoauntsAfaT] I” This iz a posting cangction

Account code |555 ﬂ HHMLR - Cantral

Transaction method ICheque j Ref / chg no IDDDSl’?

—Cheque detail

Payes i ﬂ Arnourt |

I~ | Fririt cheque I~ The nest posting will add ta this cheque

—Batch total

Payments . Receipts 0.00 - Clear tatals |
7 Help | d’C_Iear | ¢Eost I fLQIose |
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The source account will be the bank you are making the payment from i.e. general office account
Enter in some ‘detail’ about what the payment is for

The destination account will be the bank code for the HMLR

Make sure that ‘cheque’ is in the transaction method and that the correct cheque number is entered
Enter in the ‘cheque details’, and not post the transaction.

Posting the payment to the HMLR (using the ‘wizard screens’ posting)

Go to View > Accounts Posting > Nominal
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|@|Mominal Posting - =l0lx]
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Main details

Pozt into financial year 2003 :ll Period I 1z ill

Drate Iza,-'osfzom @

Source account ' Bark = Mominal

IEDD ﬂ Office Bank Account

Tranzaction type = Pavment [credit) i Beceipt [debit)

I This is a posting comection

7 Help | ft_lear | Mest > I jLQIose |

The bank code will generally be your general office bank account, and ‘payment’ will need to be
selected.

Click on ‘NEXT?
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|E& Mominal Posting - Post a payment from bank 500 =] =]

% % | g ™ Save into batch

Detail & amount

Our reference I

Detail |D ctober statement

|
Amount I z40.00

? Help < Back

Enter in some detail, and enter in the amount that needs to be paid to the HMLR.

Click on ‘NEXT”
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[@|Mominal Posting - Post a payment from bank 500 o ] 4
% % | a [ | Save into batch

Destination account(s)

Bank | Mominal I

Bank code Ii ﬂ

? Help < Back | Hest s I fLQIose |

In the bank code box enter in the bank code for the HMLR.

Click on ‘NEXT”?
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[@]Millennium - Cashier’s Desktop - OPSIS
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Nominal Posting - Post a payment from bank 500 to bank 555 - |E||5|

[~ | Saveinto batch

Bank payment method

Bank  Office Bank Account

Trangaction method (R
Reference / cheque no IDDUSl'?

FPayee I

Amount z40.00

—Chegue detail

* With this posting
= Do not produce it yet - the nest posting will add to the cheque amaunt

= Computer will print it

"How to produce cheque—— "When will the cheque be produced

* Hand write it yourself

? Help < Back | Hext » I jLQIose |

Make sure that ‘cheque’ is in the transaction method and that the correct cheque number is entered
Enter in the ‘cheque details’.

Click on ‘NEXT?
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[@]Nominal Posting - Post a payment from bank 500 to bank 555 o ] |
% % | a ™| Save inta batch

Bank receipt method

Bank  HMLR - Contral

Transaction method

Reference # paying in slip no IDDDS.L'?

Dirawer I

Clearance days I I3 :II [adjusted for weekends)

? Help < Back | Hext » I jLQIose |

This screen is just entering the receipt onto the HMLR bank, therefore just

Click on ‘NEXT?
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[@]Millennium - Cashier’s Desktop - OPSIS
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[~ | Saveinto batch

Summary

Transaction amount z40.00

—Batch total

Payments 240.00 Receipts a.ao

[~ Thiz is the end of the batch so clear thess totals after posting

[ Confirm this posting is coreck

? Help < Back | ¢Eost I jLQIose |

Confirm the posting is correct, then ‘POST’.
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