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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’. 
  

 
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’.  
 

 

© OPSIS Practice Management Solutions                                                                                                    Page 1 of 9 



HMLR search fees 2

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) 
 

 
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 
 

 
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 
 

 
 
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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Generally, this would be an unbilled disbursement as most Land Charge searches are done at the 
beginning of the matter.  
 
Click on ‘NEXT’ 
 

 
 
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’ 
 

 
 
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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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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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  
 

 
 
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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Enter in some detail, and enter in the amount that needs to be paid to the HMLR.  
 
Click on ‘NEXT’ 
 

 
 
In the bank code box enter in the bank code for the HMLR. 
 
Click on ‘NEXT’ 
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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’ 
 

 
 
This screen is just entering the receipt onto the HMLR bank, therefore just 
 
Click on ‘NEXT’ 
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Confirm the posting is correct, then ‘POST’. 
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