Wills & Deeds Module User Guide Page 1

Using the Wills and Deeds module

The Wills and Deeds module allows you to store information related to Wills and
Deeds against a client.

Setting up Wills and Deeds types

Go to the Setup menu and select Will and Deeds types:
|@| will & Deed Types Setup O] x|

Beneficiary twpes | Beneficiany [elatiunl Deed Lupesl

|Ecu:|e De=zcription L=

PRO Property

@ view | [Padd | [ Edt | & Deets

This screen will allow you to setup:
¢ Beneficiary types
¢ Beneficiary relations

e Deed types
These will then be available for selection when you add wills and deeds to the client
record.

Adding a beneficiary type
To set up a beneficiary type, click on the Add button:

Add a Beneficiary Type record |
Code I

Description I

? Help | x Cancel | \/QK

Enter a code and description and click on the OK button.

© 2005 OPSIS Practice Management Solutions Ltd. Version 1.0 25/01/2005



Wills & Deeds Module User Guide Page 2

Adding a beneficiary relation
To add a beneficiary relation, go to the Beneficiary relation tab page:
|@| will & Deed Types Setup O] x|

Beneficiary types  Benefician relation | Deed Lupesl

|Ecu:|e De=zcription L=

Fisbd  Famnily
FR  Friends

Sy Edi | é’gelete| 7 Help | nglc.se|

To set up a beneficiary record, click on the Add button:

Add a Beneficiary Relation record |
Code I

Dezcription I

? Help | X Cancel | " 0K

Enter a code and description and click on the OK button.

Adding a deed type

To add a deed type, go to the Deed types tab page:
@ Will & Deed Types Setup _ O] x|

Benefician typesl Beneficiam elation  Deed bpes |

Code| Dezcription =

Change of name
CPA  Continuing power of attarmey
LA Lease agreement
P& Power of attorney
PRO  Froperty _|

S, Edt | & Dekete] 2 Help |_ng|ase|

O\Eiew | 4
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To set up a deed type, click on the Add button:

Add a Deed Type record

Code I

]|

Description I

? Help | X Cancel |

o 0K

Enter a code and description and click on the OK button.
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Adding a will to a client
To add a will to a client, go to the client record and select the Wills tab page:

|@| ¥iew Client SMAD01: Smiart, Ian Bruce =]
o= [E=] I
g B-=2% M« mr M

Main detailsl Mare detailsl User fieldsl Motes | Einanciall WP Wills | Deedsl Office |

“wills for this clhent
Code| Wil for @, view

_Oven |
[ Add |
_ & ool |

0007 | Srart, lan Bruce

é’ Delete

" of
[ Add | S, Edi | é’gelete| ¥ Client | ? ' Help

Click on the Add button to add a new will:
[@|New Will for client: SMADD1: Smart, Ian Bruce

D
Detail |E:-:ec:utur$| Eu:u:liu:ilsl Beneficiaries | Guardians | Mext of kinl Sent tu:uI Office |

Code IEIEIEI2

Will cwrer [Smart, lan Bruce < Details |

Held I "l Instructed I £oF @
File number | wildished |+ + | B
Storage |2 will signed I £of @

Financial review I 'I Date of death I i @
E ztate value I 0.00 Frobate grant I L @

Probate number I

(o e I & et | é"gelete| ? Help | x;ance||  Save I

The fields available on the Detail tab page are:

e Code is the will's unique code within the client. It is a 4 digit numeric code. If
you are adding a record, you should, in most cases, accept the default code
that appears. This represents the next available code for a new will.

e The Will owner is the individual to whom the will belongs. Use the Details
button to the right to assign or look at the linked individual.

e The Held field allows you to specify whether you hold an original or copy of
the will.

e The File number is an associated file number.
e Storage is the location where the will is physically stored.

¢ Financial review allows you to record whether the client requires a regular
financial review.
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The Estate value is the value of the estate.

Instructed is the date that the client instructed you to write the will.
Will drafted is the date that the will was drafted.

Will signed is the date that the will was signed.

Date of death is the date when the client died.

Probate grant is the date when probate was granted.

Probate number is the probate number.

The Executors tab page allows you to record information about the executors on the

will:

[E|Mew will for client: SMADDL: Smart, Ian Bruce
i

Detail  Executors |D:u:|ici|s| Beneficiariesl Guardiansl M et of kinl Sent tu:ul Office I

Mame

Type Diegcription q e |

= EfAC

Er=
E [efails |

(o Add | o et | é’gelete| ? Help | xgancel| o Save |

The View button allows you to view an individual.

The Attach button allows you to attach an individual to the list.

The Detach button allows you to remove an individual from the list

When an individual is attached you will be asked to give details about it. The
Details button will let you view or change these details later.
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The Codicils tab page allows you to add details of two codicils:

[E|Mew will for client: SMADDL: Smart, Ian Bruce
i

Codcildate | + + B

[retails I
2nd Codicil date I Lo
Details I

| s | é’gelete| ? Help | xgancel| o Save |

You can record codicil details against the will. The fields available on the Codicil
page are:

e Codicil date is when the will was modified.

e Details allows you to record details of the modification.

e There is also the option to add details of a second codicil.
The Beneficiaries tab page shows a list of individuals who are the will beneficiaries:

[E|Mew will for client: SMADDL: Smart, Ian Bruce
i

Mame Type Fielation Dezcription Yiew
Aftach

= EfAC

E [etarls

FLRE

| s | é’gelete| ? Help | xgancel| o Save |

e The View button allows you to view an individual.

e The Attach button allows you to attach an individual to the list.

e The Detach button allows you to remove an individual from the list.

e When an individual is attached you will be asked to give details about it. The
Details button will let you view or change these details later.
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The Guardians tab page shows a list of individuals who are the guardians:

[E|Mew will for client: SMADDL: Smart, Ian Bruce
i

Detail I E:-:ec:utursl D:u:licilsl Beneficiaies  Guardians |Ne:-:t af kinl Sent tu:ul Office I

| Mame ’ Dezcription q Wiew |

= EfAC

Er=
E [efails |

[T Thiz iz a bust

(o Add | o et | é’gelete| ? Help | xgancel| o Save |

e The View button allows you to view an individual.
e The Attach button allows you to attach an individual to the list.
e The Detach button allows you to remove an individual from the list.
e When an individual is attached you will be asked to give details about it. The
Details button will let you view or change these details later.
e This is a trust indicates a trust has been setup.
The Next of kin tab page allows you to record the individual who is the next of kin:

[@|New Will for client: SMADD1: Smart, Ian Bruce
4[]

Detail I E:-:ec:uturxl Eu:u:liu:ilsl Beneficianies | Guardians  Mest of kin ISent tu:uI Dffice |

Mext of kin I

(5 e | & et | & Delete | ? Help | X Cancel |  Save |
Use the Details button to the right to assign or look at the linked individual.
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The Sent to tab page can be used to record details of where the will has been sent:

[E|Mew will for client: SMADDL: Smart, Ian Bruce
i

Detail I E:-:ec:utursl D:u:licilsl Beneficiariesl Guardiansl Mext of kin -~ Sent ta |foice I

Copy name addressl

M ame I Sent out by I

I Drate sentu:uutl £of @
Streetl Datereturnedl i @

Town I

Coaunty I

Postocode I Country I
| s | é’gelete| ? Help | xgancel| o Save |

You can record:
e The name and address of where the will has been sent. Use the Copy name &
address button to copy the name and address from another individual record.
e Sent out by is the person who sent it out.
e Date sent out is the date it was sent out.
¢ Date returned is the date it was returned.
The Office tab page is used to record further details about the will:

[E|Mew will for client: SMADDL: Smart, Ian Bruce
i

Detail | Executors | Codicils | Bensficiaries | Guardians | Mest of kin | Sentto  Office I

Branch [T - |
Partrer I_ H
Fee eamers I_ ﬂ Last review I £of @
I_ ﬂ pdated by
I— ﬂ Lazt update
Motes | =
-

| s | é’gelete| ? Help | xgancel| o Save |

The fields available on the Office tab page are:

Branch is filled in if this will is specific to a branch.
Partner is an associated partner.

Fee earners are associated fee earners.

Notes can be used for any miscellaneous notes.
Last review is when the will was last reviewed.
Updated by is who updated the will last.

Last update is when the will was last updated.
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Click on the Save button to save the will details.
The will details will be stored against the client record:

z I Deedsl Office I

b atters: 3
will: 1
Deeds: O
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Reporting on Wills

You can produce a list of wills on Millennium by selecting the Reports scroll and
clicking on Wills>>Will Listing:
Tools Window Help

Supplier

Cffice

Deeds

Swskem

=er Defined

This rep lists all the Wlls held against a client.

T <
From client code I ﬂ To client code I ﬂ

From client alpha I To client alpha I
For Executor I— ﬂ
Frarn date instructed IT @ To date instructed IT @
From date zigned IT @ Ta date zigned IT @
Branch I j

[ Surnmany anly

Report sequence IEIient Code j

? Help | & F'regiewl"l_l?LEluse |

The following sort fields are available:
¢ From client code - only wills for this client code or following codes will be
selected.
e To client code - only wills for this client code and preceding codes will be
selected.
¢ From client alpha - only wills with clients whose alpha code matches or
follows this will be selected.
e To client alpha - only wills with clients whose alpha code matches or
precedes this will be selected.
For executor - only wills for this executor are selected.
From date instructed - only wills instructed on or after this date are selected.
To date instructed - only wills instructed on or before this date are selected.
From date signed - only wills signed on or after this date are selected.
To date signed - only wills signed on or before this date are selected.
Branch - only wills for this branch are selected.
Summary - summarised listing excluding the details if ticked.
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¢ Report sequence - allows you to specify the report order.
Click on the Preview button to view the resulting Wills report:

[D|Report Preview: will Listing (MAST5548.re0)
Report  Magnification  Mavigation Search  Help

e se@ aa ¥ Pgol 1 M 4 » M

i“[illermlum iwE.53.0 ) OPSIZ Period:2003/04 User:MASTER Date:03/117/2004 15:55 Page 1
TH1l Listing

User Criteria: Report sequence Client Code
Client/WH11 no.SMROO1/0001 Smart, Tan Bruce Last updated by MASTER on 1170172002

WAll for 00000002 Smart, Ian Bruce , The 0ld House

Held Original Storage 01/54 File number Z001/1l5
Instructed 1/10/Z001 Fimancial rewview Tes
Will drafted E5/10/2001 Estate value 300000.00

Will sigmed 2571072001
Date of death
Probate grant Probate number
Codicil
2nd Codicil

Next of kin

Sent to
Sent by Sent on
Returned

Partner IED I. E. Duzme Branch

Fee sarners

Notes

Executors Type
Smart, Mr Leonard Original
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Adding a deed to a client
To add a deed to a client, go to the client and select the Deeds tab page:

@ ¥Yiew Client 000003: Adams, Mrs Yicky

Main details | Name details | User fcld: | Nates | Financial| wiP | wils  Deeds | Office |

4w M

Deeds far thiz client

Code| D ezcription File Req. Mumber - Q i |

& Delete |

ot of
[T Add | S, Edi | é’gelete| ¥ Client | ? Help | 1. Close |

Click on the Add button to add a new deed:

|@|New Deed for client: 000005: Walker, Miss Chris
b

Detaill |SentT0| IUndertakingz | Other F'artiesl Lendersl Office I

Code IUUU'I Deed reg. no. I Title number I

Drescription IDEECIS for 16 Moore Lane

Deed address Copy addressl Farm IDEEEI j
Street I Deed type IEhange of hame j
I b ap ref. I
T o I
I File I

County | Old File

Postcode I Country I Storage I
[ Al I 8 Edi | é‘ge|ete| 7 Help | xgance||  Save I

You can add relevant details for this deed to the Detail tab page:
e Code is the deed's unique code within the client. It is a 4 digit numeric code.
If you are adding a record, you should, in most cases, accept the default code
that appears. This represents the next available code for a new deed.
The Deed reg. no. is the deed registration number.
The Title number is the deed title number.
Description is the deed description.
Form is the deed type of form.
Deed type is the deed type.
Map ref. is the property map reference.
Deed address is the deed address.

© 2005 OPSIS Practice Management Solutions Ltd. Version 1.0 25/01/2005



Wills & Deeds Module User Guide Page 13

e File is an associated file reference.

e OlId file is the old file reference.

e Storage is where it is stored. If you enter a number into this field it will be
remembered and next time you add a new record the next number will be used
as a default.
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The Sent to tab page can be used to record information about where the deeds have
been sent:

|@|New Deed for client: 000005: Walker, Miss Chris
b

Detal  Sent To |L|nc|ertakings| Other F'artiesl Lendersl Office I

Copy name & addressl

Mame I Sent out by I

I Datesentuutl i @
Stleetl [rate returmned I P

T o I

Coourty I

Postcode I Country I
(il Al | E Edif | ¥ Delete |

You can record:

e The name and address of where the deed has been sent. Use the Copy name &

address button to copy the name and address from an individual record.

e Sent out by is the person who sent it out.

e Date sent out is the date it was sent out.

¢ Date returned is the date it was returned.
The Undertakings tab page can be used to record information about undertakings
included in the deed. If a solicitor makes a formal agreement to do something or to
carry out a particular course of action as part of the service to a client, then this can be
described as an undertaking:

x LCancel | J Save |

ﬂ Yiew Deed 000003,/0001: Adams, Mrs Yicky
|

Date Undertaking to Drezcription = Qyiew |
[ Add |
8 Edi |
7 Delete |

o of
[ Add I S, Edt | é‘ge|ete| 2 Help | jLEIDSE"l

Please note that the Undertakings tab page is only viewable AFTER the deed
record has been saved.

e The View button allows you to view an undertaking.

e The Add button allows you to attach an undertaking to the deed.
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e The Edit button allows you to edit an undertaking.
e The Delete button allows you to delete an undertaking from the deed.
To add an undertaking, click on the Add button:

Add an Undertaking record |
Diate M
Lndertaking to I
Dezcrption I
Amaount I 0.o0
Statusz IDutstanding j
MNates
=
-
% Help X Cancel " OK

You can record the details of an undertaking in the deeds:

e Date is the date of the undertaking.

¢ Undertaking to is the client, individual, company or other entity for whom
the undertaking is to be carried out.

e Description is a description of the undertaking.

e Amount is the amount of the undertaking.

e Status is outstanding if the undertaking has not been carried out or cleared if it
has.
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The Related Parties tab page allows you to attach other parties who are related to the
deed:

@ Mew Deed for client: 000003: Adams, Mrs Yicky
|

Cietail | SentTDI |rndertakings  Other Parties |Lenders| Office I

| Mare ’ Dezcription q e |

— Detau:hl
E [etars |

(3 el | 8 Edi | é‘ge|ete| 7 Help | xgance||  Save |

The View button allows you to view an individual.

The Attach button allows you to attach an individual to the list.

The Detach button allows you to remove an individual from the list.

When an individual is attached you will be asked to give details about it. The
Details button will let you view or change these details later.

The Lenders tab page allows you to attach lenders to the deed:

@ Mew Deed for client: 000003: Adams, Mrs Yicky =l
|

Dretail | SentTDI Llnclertakingsl Other Parties  Lenders |E|ffice I

M ame Fioll Humber Walue Dezcription QEiEW |
<= Attach |
— Detau:hl
E [t |

[ Al I 8 Edi | é‘ge|ete| 7 Help | xgance||  Save I

The View button allows you to view an individual.

The Attach button allows you to attach an individual to the list.

The Detach button allows you to remove an individual from the list.

When an individual is attached you will be asked to give details about it. The
Details button will let you view or change these details later.
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The Office tab page allows you to record office related information for this deed:

@ Mew Deed for client: 000003: Adams, Mrs Yicky

b[-

Detail | SentTu:uI Llndertakingsl Other F'artiesl Lenders  Office |

Brarch [N -

Partrer I_ ﬂ
Fee earhers I_ ﬂ
5

[ ]

Updated by
Last update

Maotes

B

I

e || Se e e

? Help | X Cancel | o Gave I

The fields available on the Office tab page are:
Branch is filled in if this deed is specific to a branch.

Partner is an associated partner.

iz | Dffice |
% b atters: 2
wills: (]
Deeds: 1

Reporting on Deeds

Fee earners are associated fee earners.
Notes can be used for any miscellaneous notes.
Updated by is who updated the deed last.

e Last update is when the deed was last updated.
Click on the Save button to save the deed details.
The deed details will be stored against the client record:

You can produce a list of wills on Millennium by selecting the Reports scroll and

clicking on Deeds>>Deed Listing:

Tools  Window  Help
= Y

Matker L4

Supplier L4

Office L4

Wiill=

Swskerm

=er Defined  *
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This report lists all the deeds held against a client.

ilstng |
From client code I ﬂ To clent code I ﬂ

Fram client alpha I Ta client alpha I
For Executor I— ﬂ
From date instructed IT @ T date instructed IT @
From date zigned IT @ To date zigned IT @
Branch I j

[~ Summary only

Report sequence IEIient Code j

? Help | & Prewiew I\_/‘l j-_L Cloze |
The following sort fields are available:

e From client code - only wills for this client code or following codes will be
selected.

e To client code - only wills for this client code and preceding codes will be
selected.

¢ From client alpha - only wills with clients whose alpha code matches or
follows this will be selected.

e To client alpha - only wills with clients whose alpha code matches or

precedes this will be selected.

For executor - only wills for this executor are selected.

From date instructed - only wills instructed on or after this date are selected.

To date instructed - only wills instructed on or before this date are selected.

From date signed - only wills signed on or after this date are selected.

To date signed - only wills signed on or before this date are selected.

Branch - only wills for this branch are selected.

Summary - summarised listing excluding the details if ticked.

Report sequence - allows you to specify the report order.
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Click on the Preview button to view the resulting deeds report:
@ Report Preview: Deeds Listing (MAST3152.re0)

Feport  Magnification  Mavigation Search  Help

L||@na‘e\‘% F'agenol Zj I4 4 b |

'r‘lillermiun [(w5.5%¢.1 ) Gbrabbit £ Thmme 3olicitors Feriod: 20011 Mrer:MAITER Date: 2001175004 16:21 Fage z

Deeds Listing
Client Deed oo 000003 /0002 Adame, Hrs Wicky Last updated by HASTER on  30,/11/2004

Dezoription Mortgage Deed
Deed address 1¢ Moreley Gate Swenue

tamford
Lincs
FE3 48T
Form Deed Feg. Warber 182 45 1i2
Type Property Title Wmmber &% 21F i1
File 7i Hap ref.
01d file 6760 Storage 1

Sent to Mrs ¥, Adams
5¢ Back Lann
Chim oo
Sent by oo
Returmed

Partmer

Fae camers ATG &. T, Grabbit

Hotes

Lendezs
Lendex Foll roarber Talue
Horwich £ Peterborough Fuilding Seciety SETASTEETE 150000, 00
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