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iLaw Case Management

Course Training Notes


iLaw Case Management Training

One day course

Anya Designs 24 Old Steine Brighton BN1 1EL 0845 259 1276
Schedule

10.00 am – Introduction by Course Leader/Delegate Introduction.

10.15 – 11.00 – iLaw Clients and Files

· Create a new file reference for a client

· Add a new client entry for the client

· How check the fee limits for the class of work

11.00 – 11.15 – Tea Break (refreshments will be provided)

11.15 – 12.00 – iLaw Time Records and Billing

· Enter Time Records

· How to produce online monthly submissions bills

12.00 – 1.00 – Assessment of mornings learning & answers:

Assessment One

· A case study will be given to the delegates and they will be asked to

· Create a new file reference for a client

· Add a new client entry for the client

· Check the fee limits for the class of work

· Enter Time Records

· Produce a bill

1.00 – 1.45 – Lunch (refreshments will be provided)

1.45 – 2.45 – iLaw Features. Delegates will be shown the following tools (Basic overview): 

· Document Processing

· Diary Feature

· Reporting Feature

2.45 – 3, 30 – Assessment of afternoon learning & answers.

Assessment two

Quiz – how to use the features of iLaw. 

Delegates will be divided into teams and asked questions of the iLaw features. 

3.30 – 4.00 – Q & A. 

Course Feedback Questionnaire. 

Certificate of completion of course given to each delegate.

Introduction to iLaw Case Management Software
iLaw is Anya’s legal case management software package for start-up and established legal aid firms. Its primary purpose is to ensure legal aid firms are compliant with the LSC contracting requirements whilst managing their client relationship with more efficiency. It is written in such a way as to impose a basic level of best practice on a firm’s commercial structure.

The course sets out how to use and get the best out of your iLaw software. The main topics to be covered are:
· Creating a new client file

· Time recording and submitting a monthly claim

· Billing procedures ensuring compliance to LSC guidelines and requirements.

· How to use iLaw features – Document Processing Feature, Diary Feature and Reporting Features

These are the key areas of the iLaw software which you will need to use every day. These areas are taught in detail while others may be touched upon but not in great detail.

The course content is very relevant and suitable for that of the work of a solicitor. The iLaw software is designed for solicitors/legal secretary/practice manager who use the iLaw system to file all client details, cases on file. 

The iLaw software is continually up to date with the LSC guidelines. The course content will be kept updated to meet these changes at all times.

Client Details and New Files

Setting up new files must be done correctly to avoid costly errors or inaccuracies at later stages in the case when time is recorded or when the file is billed. This section will tackle:

· Creating a new file reference. 

· Adding new clients to a file

· Adding new or existing clients to a new file

· Using the Advanced Client Search

· Entering details required by the Legal Services Commission

· Amending client records in the Central Client Details screen

We will start be clicking on Client Details in the main iLaw menu. When the screen opens you will either see the details for the last selected file or it will be inactive ready for a file to be selected.

Creating a New File

Step 1. Click on ‘Create a New File’. The Create New File window opens. 

Step 2. Enter a file reference in the box provided. This can be in any format you would like and depends really on the filing system you have or want to implement.

Step 3. Select a File type. Click on the ‘File Type’ dropdown and select “Crime”.

Step 4. If you have more than one office select one from the list. 

Step 5. Matter Description. The Matter Description box allows you to enter some notes relating to the case. You could enter the Offences the client has been arrested on or charged with. Any text entered in here can be used in documents and will also show in the diary screens.

Step 6. If you want to set permissions to restrict access to the file then you can do so by clicking on the ‘Permissions’ button. If you happy with the details you have entered click on ‘Ok’.

You have now created a file in iLaw. What is important at this stage is to attach either a new or existing client to this file reference. Please note that at this stage the fields on the client details screen are inactive.

Adding New Clients

Step 1. It is always advisable to check whether the client you are about to enter already exists in the database. Clients who have been involved with other matters can be attached to new files by using the ‘add an existing client’ process. If you are sure that the client hasn’t already been entered, click on ‘Add a new client’ in the Tasks menu. 

Step 2. The fields on screen will become active and in the Client dropdown <no name> appears. 

Enter the client’s full name in the Surname and Forename boxes.

Note. If you don’t enter a client surname and click away from the client details screen this client entry will remain <no name>.

Step 3. Select personal details for the client. These are requirements for claims made to the Legal Services Commission. This is looked at in details in another part of this session.

Step 4. Addresses. Enter details of addresses for the client in the Address grid. If you are to correspond by letter, phone or email make sure that these details are entered in the rows provided. You can enter multiple addresses if more than one has been given by the client.

Important. There is no save button to click after you have entered client information. Once it has been typed into a box or field iLaw will remember it.

Now you will have a new client attached to the file reference created. Also, the client will have an entry in the database which can be used to attach to any further matters opened. You can attach as many clients as you want to the one file reference which is advisable when you have co-defendants that are being investigated for the same matter.  

Adding existing clients to a new file

Step 1. Click on ‘Add an Existing Client’ in the Tasks menu. A window shows – “Choose an Existing Client”.

Step 2. You can use the ‘Surname’ box at the top of the screen to type in the surname you are looking for and the results in the table below will narrow, as you type, to clients that match what is being entered. Alternatively, you can scroll down the table to find the client you are looking for.

Step 3. When the client is found, all you need to do is click on them once for that client to be attached to the file reference.  

Tip. What may help to determine if the client you want to enter is the same client in the database, think of the name John Smith for example, is to check if the date of birth corresponds.

With a client selected you will be returned to the client details screen. 

Note. If any of the personal or address details have changed for the client don’t make them in ‘Client Details’. They will need to be updated in the ‘Central Client Details’ screen.

Using the Advanced Client Search

The advanced client search is the best way to find clients and files if you are unsure of either the file reference or any part of the client name. You can search for a client or file on the UFN and the Crown Court ‘T’ Number as well as the client’s forename, surname and file reference.

Step 1. Click on ‘Search for client/ file’. The ‘Advanced Client search’ window will show.

Step 2. At the top of the screen is the ‘Search Criteria’. Select the search criteria and then type into the box on the left the text you want to find results for. You will see the ‘Search’ results narrow as you type into this box. 

Step 3. If the search has shown the details you are looking for you can double click on the entry to open the file. You may need to change the search criteria if you not found the matter or client you were looking for.  

Entering details required by the Legal Services Commission

Certain information is required by the LSC for claims to be verified and payment issued. iLaw will perform the necessary checks to see if the required claim elements have been entered but it is better for iLaw users to be aware of the requirements for each type of legal aid work so that claims can be made within the deadline days set to help with the smooth running of the firm’s finances.

Step 1. It is important that you select the Disability, Gender and Ethnic Origin as these will be part of the validation for the matter should this be part of the monthly submission for Crime matters.

Step 2. PS and Court ID. It is likely that crime matters will have an Investigations or Proceedings claim and it is essential that, before including the file as a monthly claim to the LSC, you select the Police Station and Court identifier.

Entering LSC data requirements is always good practice to do when cases and clients are created and so saving time at billing stages.

You can enter work limits in the ‘Legal Aid’ screen which is accessed in ‘Case Management’. If a Police Station id has been selected you will see the fixed fee for designated for that police station show as the Investigations limit.

Amending Client records in the Central Client Details screen

Now and again, you will need to change the details of client when their circumstance has changed or correct information has come to light. This is should not be done in ‘Client Details’. This will not amend the details held in the client database. The change needs to be done in ‘Central Client Details’ which is accessed from the main menu.

Step 1. Select a client from the dropdown.

Step 2. Make the change to either the personal or the address details. 

Step 3. Click on ‘Update all Client files’ in the ‘Client Tasks’ menu.

Step 4. You will be asked if you want to proceed with this so you can cancel the process if you want to. A message box will tell you that all files that that have the client attached will have been changed.

Time Recording

Entering time and costs is the core experience of most users of iLaw so it is essential that the process is understood and handled properly. Users will be shown how to:

· Enter time records

· Understand the role of the Unique file number

· Understand the units of work and where claiming fees or reported costs apply

· Amend and delete time-records

Enter the ‘Time Records’ screen from the link in the main menu or from the ‘Time’ link on the toolbar. When the screen opens, make sure that the file and client are selected you want to enter time records for.

Enter Time Records

Time Records entered on client files will form the basis of claims issued to the Legal Services Commission or made privately to clients funding their own matter. It is essential that time records are entered correctly without omissions so that billing procedures can be made accurately and within time limits set by the LSC. These limits are determined largely by the date a matter concludes. 

The ‘Time Records’ screen comprises three main sections. On the left of the screen you will select the parameters of the work being entered. On the right, in the area labelled ‘Rates etc..’ you enter the amount of time spent attending a client or the amount of telephone calls made for example. This section will remain inactive until a charge code is selected. At the bottom of the screen is where you can review and amend time records entered. 

Step 1. Select the fee earner who recorded the work. 

Step 2. Enter the ‘Charge date’. This is the date when the work was performed. Use the calendar control to help you.

Step 3. Select the ‘Legal Aid Class’. This will define the list provided in the Unit of Work dropdown below.

Step 4. Select the Unit of Work. This will determine the Claim Code when the work is and included on a claim form. Only when the unit of work has been selected can you continue to select a charge code.

Tip. If you make a mistake entering time records they can easily be amended or deleted.

Step 5. Select a Charge Code. This will be attendance or travel etc… At this stage you will see the boxes on the right of your screen will become active. If you have ‘Batch Time Recording’ the ‘Rates etc..’ section will show a list of all the charge codes so that you can add more than one time record at a time.

Step 6. Enter the time or the amount. iLaw will calculate the Item Cost based of the ‘Rate’ shown.

If you want to add some notes to this time record type them into the ‘Reason’ box.

Step 7. When you are happy with the time record details showing click on ‘Add Record’. Notice that a row will appear the Review and Amend grid below.

Understand the role of the Unique file number

The unique file number will be created by iLaw when you add the first time record for crime work that is not associated with the Crown Court. The UFN is made up the date of the work first done followed by a three number sequence for each file that has the first time record entered on that day.

The UFN will be the reference that the Legal Services Commission retains for a matter. This doesn’t need to be the reference used by the firm.

Changing the UFN. If you need to change the unique file number created by iLaw you do this in ‘Client Details’ even though it is generated in ‘Time Records’.

Step 1. Overtype the UFN in ‘Client Details’.

Step 2. If, after you have made a change, the text is red then the UFN already belongs to another iLaw file. You will need to enter the next number up or down. When the text is not red then the UFN is allowable.

Step 3. Press the Enter key. A message box will ask if you are sure you want to do this. Click on ‘Yes’ if you want to proceed.

Understand the units of work and where claiming fees or reported costs apply

The Unit of work selected will determine the claim code iLaw will provide in the billing screens so it is important that the correct type of work is entered. 

Attention must be given to Proceedings claims for Magistrates Court work where a standard fee will be provided for the Category set and costs entered. The menu section ‘Proceedings Limits’ indicate to iLaw users the difference between the costs entered and the fee currently payable. This is an indication of profitability for the matter. It is important that the MC Legal Aid Order date is entered in ‘Client Details’. 

Amend and delete time-records

Time Records can be amended and deleted but this may not be an easy process if the claim totals have not been posted into iLaw Accounts. Time Records that have been billed need to be unbilled before they can be amended.
Amending Time Records

Step 1. Select the time record to be amended in the ‘Review and Amend’ grid. If the entry has been billed you will be asked if you want to unbill it.
Step 2. You will see that the details of the record will show in the two sections above. Make the changes required.

Step 3. The ‘Add Record’ button has changed to ‘Update Record’. Click on this to make the change.

Deleting Time Records
Select the time entry in the ‘Review and Amend’ grid and then click on ‘Delete Time Record.’
Costs Audit and Time Sheets

From time to time it will be necessary to review the costs related to a particular client or case. The Costs Audit screen will show all the time records entered for a file and client which can be filtered and checked against funding limits in the Legal Aid screen. The Times Sheets screen lets you view time entered for individual or all fee earners. Using these screens you will be shown how to: 

· Monitor case allowances and funding limits in Costs Audit

· Check fee earner timesheet entries

Costs Audit and Timesheets are accessed from the link in the main menu in the section labelled ‘Time and Costs’.
Monitor case allowances and funding limits in Costs Audit

This screen allows you to look at all the costs accrued for each file, including those which have been marked as billed. You cannot amend any costs from this screen  - you would need to go to the Time Records screen to correct any entries.

These are the important functions that this screen provides.

· If any costs have exceeded the funding limits input earlier, warnings will be displayed in red

· If you want to tell iLaw that disbursements have been paid to a third party, highlight the disbursement item in the grid, click on the field disb.paid? and respond to the prompt which will appear

· If you want a full report on the case, click on the button Print Cost Report and a report will be produced which can be amended to output different layouts and summary information 

· The checkbox Order by Work Type will sort the items into alphabetical order

· The checkbox Exclude disbursements will exclude any disbursements entered

· You can filter entries in the grid using the Legal Aid Class dropdown and the All Work Types dropdown.

Check fee earner timesheet entries

The Timesheets screen enables you to keep track of all the chargeable work completed by different fee earners on a daily, weekly or monthly basis. It shows how much of it has been converted into bills and how much remains unbilled. The screen is accessed from the Timesheet link on the Main Menu. 

Step 1. In the Timesheet menu on the navigation bar you can select individual fee earners or the ALL option which will list time records for every fee earner

Step 2. Select the From and To date. iLaw will use this period as the basis of what Time records are shown.

Note. You can also use the Date Presets pane to select a period of time and the Filters pane to drill-down the information further.

Step 3. If you want to compare the fee earner’s chargeable work to an overall figure, enter a value into the Target field. iLaw will now total up all the chargeable work for the fee earner and calculate the percentage of the target figure that has been achieved.

Targets can also be entered in the ‘configure other options’ window for each fee earner. This is accessed from the right-click menu in ‘Staff Management.’
Step 4. The information for the parameters selected will appear in the main screen. It will also include unsociable hours worked if this information has been entered into the Time Records screen AND you have set the unsocial hours parameters for a fee earner in the Setup screen.

Step 5.You can print your timesheet using the Print command on the Timesheet pane.

Billing

This is the most complex area and will give users the knowledge to prepare and bill cases and monthly returns accurately. Users will be shown how to:

· Use iLaw to submit claims to the LSC for chargeable work

· “Unbill” recorded time items so they no longer will appear on claims

· Prepare Monthly Claims. This will involve billing time records at the end of a case or case stage to show on the monthly claim. 

· Prepare Legal Advice and Assistance work claims

· Non Standard Fee claims

· Bill Private cases

· View remuneration and reported costs reports

Use iLaw to submit claims to the LSC for chargeable work

When a matter has concluded, or reached a stage where work can be claimed from the Legal Services Commission it needs to be billed. In other words, the time records you have entered need to be checked and included as part of the monthly submission or non standard fee claim.

This sounds a big scary process but it is not. If you have recorded your time records accurately and the details of the client have been correctly entered you don’t need to worry.

Click on the ‘Billing’ link in the main menu. You will be presented with the billing options that outline all the various claims for the file type selected. Beside each claim type, iLaw will tell you how many billed and unbilled items there are. This part of the session will deal with billing investigations and proceedings work in general. There are variations to this process depending on the claim made and these will be outlined throughout.

Remember. Unless you are making a Litigators or Graduated Fee Claim the claim type must be showing unbilled items.

Click on the claim type to be made to enter the billing screen. Most billing screens are set out in a similar way. They will usually consist of the following:

· Bills Raised to Date. Each time a collection of time records are billed a row of costs will appear in this grid. If the row is “struck through” then it has been unbilled. On most occasions this grid will be blank when you enter the screen because the work, at that point, has not been billed.

· Details of Chargeable Time. These are all the time records that are relevant to the billing screen claim type. There are links in this section to go to the Time Records screen and to refresh what is shown.

· Confirm Dates. This is where you check the date concluded, which determines the submission month, and the date the work concluded which is a requirement of the LSC. The ‘Bill Now’ button is the key to telling iLaw that the time records are set to be included on the claim.

· Additional Information. Once work has been billed you will need to select additional information such as the outcome code and the offence code. You will see that iLaw 

Step 1. Check your time records. If any have been missed this is a good time to make sure they are entered.

Step 2. Check the date concluded and the date the work ended. These will default to today’s date. If your date concluded is in June for example then the claim will appear on the June monthly submission. 

Step 3. The step directory before work is billed depends on the type of claim. 

· For Police Station Claims. Select the Police Station if it hasn’t been already by clicking on the “dotted” button and selecting one from the set of Police Stations when selected in the dropdown.

· For Magistrates claims where there is a representation order. Make sure the date of the representation order date has been entered in ‘Client Details’ because iLaw must know if the revised fees are applicable. Select a standard fee from the table on the left. 

Step 4. Click on the ‘Bill Now’ button. iLaw will say how many time records were billed and a row of costs will appear in the ‘Bills raised to date’ section

Step 5. Enter any the additional information. Select the ‘Outcome Code’ and the ‘Offence Code’ by clicking on the dotted button and making a choice from the list.

Step 6. You can print the CDS11 for the paper file at this stage. Now the work has been classed as billed it will appear on the CDS6 screen.

When all your files for a submission month have been billed they can be uploaded to LSC online via making the required file.

Unbill” time records so they no longer will appear on claims

If you need to make a change to a claim when the time has been billed the time records will need to be “Unbilled”. This is done in ‘Time Records’. Billed time records will show have a date in the ‘Billed?’

Step 1. The Review and Amend grid shows all the time entered for a file and client. Click onto one of the time record rows. You will be asked if you want to Unbill the time record you clicked on.

Step 2. If you have clicked ‘Yes’ and the time entry was entered as part of a set, you will be asked if you want all of them to be “Unbilled”. 

In the Billed? Column the date will be replaced by ‘No’. The billing screen should show the row of costs “struck through”.

Prepare Legal Advice and Assistance work claims

Claims made for legal advice and assistance work are prepared differently although they will still be part of the Monthly submissions. 

Step 1. Record Legal advice and assistance time in ‘Time Records’.

Step 2. Bill the work in the Pre Charge screen.

Step 2. In Billing, click on the link, CDS1, CDS2 and CDS3.

Step 3. In the Capital and Income details screens enter the eligibility details of the client. 

Step 4. Print off the CDS1 and 2 or CDS3.

Non Standard Fee Claims

Costs for magistrates’ court cases will often go “off-scale” surpassing the higher standard fee limit for one of the three case categories. This work is billed in a separate screen to standard fees.

Step 1. In ‘Billing’ click on “Non Standard Fee>CDS7”.

Step 2. The first screen shows “Bill & Time Details”. The Billing history section shows any costs billed to date. Time records show in section below. 

Step 3. Check the time showing in Page 4 and Page 5 Costs. Any relevant information can be entered in the space provided. 

Step 4. Staying with the Page 5 screen, select the Offence and Outcome codes from the dropdowns in the ‘Additional Information’ section.
Step 5. In the same section, check the date concluded and the date the work ended. These will default to today’s date. 

Step 6. When you are content that the time entered and the additional information has been set correctly click on ‘Bill Now.’ When the work is billed you can click on ‘Print CDS7 Form’  in the ‘View CDS7 Details’ menu. The claim is created in MS Word™ to check and print.
Bill Private cases

Billing work for private clients is a simpler process. Once all time records have been entered you enter the billing screen in the same way. The Private billing screen is made of two sections. 

· New and Existing Billing Stages.

Private work can be billed in stages if you the enhanced billing functionality. Each billing stage is shown as a row of costs in this section of the screen. You will also be able to determine a fixed fee for all costs or each stage bill.

· Items to Bill.

These are your private time records entered. If you the enhanced billing functionality then you can select which time records will appear on each billing stage.

Step 1. Click on the ‘Private Work’ link at the very bottom of the billing options
Step 2. In the Items to bill section check the time records you want to include in the bill. If you don’t have enhanced billing then you will have to select all of them.
Step 3. Enter the date billed and date work ended which will be the empty cells in the row of costs. At this stage you can click on the ‘FF’ cell to determine a fixed fee and then enter the figure in the Costs net cell.

Step 4. Click on ‘Bill now.’ You can now print the bill by using the link in the ‘Billing Activity’ menu.

If you are making staged bills you will need to click on ‘Add next stage’ in the ‘New and Existing Billing Stages’ section.

View remuneration and reported costs reports

The CDS6 no longer presents a true reflection of the money a firm can expect to receive for the work done. Much of the work performed on Criminal matters is claimed with a fee that is fixed or standard you will need to be able to use the iLaw ‘View Breakdown’ screen to obtain clear financial information on a monthly basis. 
The ‘View Breakdown’ screen shows two grids.
1. Monthly Totals

This is the months calculation of all entries on the CDS6 screen in three rows. 

· Reported Costs.
This is the costs that are being reported to the LSC. This includes Magistrates’ Court standard fees but not police station fixed fees which will have profit costs and travel and waiting reported.
· Remuneration.
This is the total money that will be remunerated to your firm and includes all fees and matters which are paid and submitted with reported costs.
· Difference.
The difference between the two figures which will be a plus or minus figure.
2. Breakdown of Monthly Totals

Each entry on the CDS6 is shown with Reported Costs and Remuneration costs as defined above. Actual Costs are the totals of the time records.
This data provides essential information about the firms financial position for each month. You can use it to show you on which matters money is gained and lost.

Document Processing

Preparing letters and documents is another key requirement for all legal staff. Users will be shown how to:

· Use the pre-installed templates to create letters and documents

· Create customised letters and documents. How to create standard client letters making sure they are personalized and customer friendly.

Documents is accessed from the link in the main menu. The screen will open show previously created letters, bills and forms. 

Use the pre-installed templates to create letters and documents

Step 1. To create a letter, attendance note or form, click on the ‘Create document’ button in the ‘Document Tasks’ menu. The ‘Create a New Document’ screen opens.

Step 2. Select a Template : Select a template shown in the cascading list. The folders can be browsed in the same way as an explorer window in MS Windows™. You need to just click once on the template to select it.

Step 3. Part Two : Enter Letter / Document name : The default name of the template will show here. You can enter your own name.

Step 4. Part Three : Select the Addressee : Contact address details entered for this client will be shown for selection here. You can select an address from the following folders:

· Known Addresses for this client.

These are the addresses that have been entered in the client details screen.
· Personnel assigned to this case.

Select non-clients that have been entered into the Case Personnel screen in Client Details. 
· Your Non-Client Address book.

All addresses that have been entered into the Non-Client Address book can be selected here.

Step 5. Part Four : Select the salutation. Click on Title and surname to have the document show, for example,  Dear Mr A Smith. Select First name to show Dear Alan.

Step 6. Click on Create to generate the letter or document in MS Word™. Make any amendments when the document opens. When you’ve finished, exit the document by using the small ‘x’. iLaw will ask you if you want to save any changes. You can either click “Yes” or “No”. iLaw will then ask you if you want to record the time spent on the document – if you do click “Yes” and you will be taken to ‘Time Records’ where the time will be filled in automatically.

Note. Use the ‘Cancel’ button to leave the create view and return to the document archive.

To view a document already produced for a client, double click on the relevant form within the document archive for that client. Delete unwanted documents by selecting it, and clicking on the Delete Document link in the Document Tasks menu.

Create customised letters and documents
If you want to use the blank custom client letters or documents to create your own templates, first locate the Templates directory from within Windows Explorer (Click with your right mouse button on Start and choose Explore. The Templates directory will be found within C:\Program Files\iLaw CK if you are using a standalone computer or within Program Files on your network drive if you are networked).

Step 1. Select any of the Blank Custom Documents (they are not password protected)

Step 2. Type in the required text making sure you do not delete the bookmarks

Step 3. If you cannot see the bookmarks, click Tools, Options and the View tab and ensure that the Bookmarks checkbox is ticked.

Step 4. Save as : Save the template within the Templates directory and give it a name. You can create new folders for documents within the Templates folder.

You should now be able to select your new template from within the Create Document screen for any client.

Main Diary and Event Diary

Keeping a check on case progress and key dates will be play a large part of being focused on client satisfaction with the service provided. The diary can enable firms be aware of the availability of staff members and allocate future attendances. Users will learn:

· How to add an event to the event diary in the Client Details screen

· The interaction of the event diary and main diary

How to add an event to the event diary in the Client Details screen

The Diary provides either an office wide view of your fee-earners activities. You can also filter the diary view for dates assigned to individual fee-earners. You can enter events either directly in the diary or through the event diary of a file. Use the ‘Diaries’ link from the main menu.

Step 1. There are two ways in which you can add a diary event.

· Add Diary Event link in the ‘Details’ menu

· Use the ‘Create Diary Event’ in the right-click pop-up menu. Just right click on the main part of the screen for this to show.

Step 2. The Add New diary event window opens with the date and time which you can change. 

Step. 3. If you are making a diary entry for a matter created in iLaw select the file reference from the dropdown. The Client Name, Office and Matter will automatically populate.
Note. You don’t have to select a file reference for an event if you select Personal : Non work related item

Step 4. Add a reason. This can be some information on the type of appointment or attendance. 

Step 5. Venue. This is a text field for you to enter a venue name such as the court being attended. You should employ some uniformity to the format in which venues are entered in order to produce diary reports.

Step 6. Event Type. Selecting the event type will help with reporting on diary events and filtering the diary so you can see which appointments you have for that day in the Crown Court for example.
Step 7. From the dropdown, choose a fee earner who will be attending or whose case it is.

Any items entered directly into the diary will populate the Event Diary screen if they have a file reference attached

The interaction of the event diary and main diary

The ‘Event diary’ can be accessed in ‘Client Details’ and is where you can view diary events for the client selected. You can add diary appointments for the client by moving along the row and entering the details of the event in a similar way to adding events in the main diary screen.

Any entries or changes made will be reflected in the Diary screen.

File Management and housekeeping

This session will explain how to change file references and the date cases are opened. This is shown with reference to the situations when these tasks may need to be performed. The session also covers transferring work to another client, closing, re-opening and deleting cases. The user will learn how to:

· Change file references

· Amend the date opened

· Transfer clients and time to other files

· Close and delete a case

Change File References
Click into the box in the section ‘Change File Reference’ and type the new one. Then press enter. You will asked if you are sure you want to do this. Click on Ok or Cancel.
Amend Date opened
Change the date opened and then press enter on your keyboard. Click on ‘Yes’ if you want to commit the change. 

Transfer clients and time to other files

This option is used for two main reasons: 

· If you have entered time records for the wrong person on a file, you can transfer ALL of the work to a different person ON THE SAME FILE.

· There may be times when you need to bill work for co-defendants together, in which case you will need to transfer the work from one client to the ‘lead’ client. However, both clients first need to be on the same file

Step 1. Select the File reference and client that will “give up the work” in the ‘Active Case’ menu. 

Step 2. In the section, Transfer work to another client on the same file, select the destination client from the dropdown. When this has been done you will be asked if you are sure you want to do this. You can either click on ‘Yes’ or ‘Cancel.’

Transfer selected client to a new file

The selected client will be transferred to the file reference selected from the dropdown. This will let you separate cases where co-defendants are to have their matters dealt with separately.

Step 1. Create a new file reference in ‘Client Details’. Do not add any new or existing clients. Access the ‘File Management’ screen.

Step 2. Select the file reference and the client who is to be transferred to the new reference in the ‘Active Case’ menu.

Step 3. In ‘Transfer selected client to new file’ select the new file reference from the dropdown.

Step 4. The box appears asking if you want to proceed with this. Click ‘OK’ or ‘Cancel’.
Close and delete files
When matters have ended and there is going to be no more work added they can be closed in the ‘File Management’. Closed files cannot be selected in iLaw screens except for File Management so that they can be re-opened. You can only delete closed matters and this should only be done if a file has been opened in error perhaps as a duplicate of as matter that already exists.
Closing a File

Step 1. In ‘File Management’ select the file reference in the ‘Active Case’ menu. 
Step 2. Enter a date in the ‘Close file with effect from’ box. Press the Enter key. 

Step 3. You will be asked if you want to do this. Click on ‘Yes’ or ‘No’.

When the file is closed follow a similar procedure to delete it.

Reports

Reporting has become an important set of tasks for legal businesses to obtain financial and compliance information. This session looks at how to use the reports to gather information on client and financial performance. The user will be shown how to generate:

· Creating Reports – general guide
· Selecting Report Parameters
· Key Performance Indicator reports with the understanding of pass and fail percentages.

Creating Reports – general guide

Access the Reports screen from the ‘Reports’ link in the main menu. The reports screens let you set a number of parameters to define your search criteria. When these parameters have been set, use the ‘Show Report’ button to create a report that can be printed.

The following reports can be produced in iLaw.

· File Reports. Closed and open cases 
· Diary Reports

· Client Costs Reports

· Inactivity Reports

· Files in need of billing

· Office Costs Reports - Mileage Report

· Disbursements Report

· Mileage 

· Disbursements

· Work in Progress Report

· Average Case Costs

· UFN Reports

· Archive Reports

Selecting Report Parameters
Dates. Include report information based on ‘Today’, A date range with from and to dates or ‘Any’ date.
Case Status. Create reports based on ‘All Cases’ ‘Open Cases’ or ‘Closed Cases Only’.

File Types. Reports can be filtered by file type. Once a module is selected, you can filter the report further by selecting individual classes of work.
Fee Earners. Show reports based on All Fee Earners or a selection made in the table that shows when selected.

Sort by. Sort report results on Date Opened, File Ref and Client name.

Assessment One
You will now be given a case study and you will be asked to

· Create a new file reference for a client

· Add a new client entry for the client

· Check the fee limits for the class of work

· Enter Time Records

· Produce a bill

Task 1. Setting up a new matter with a new client to the firm which will have time recorded and billed.
Step 1. Create a new file reference for a client who is new to the firm but with a common surname. The user should show they are clear at this stage with the type of matter being entered.

Step 2. Add a new client entry for the client making sure that the relevant details are selected for the type of case. Users will particularly have to identify that the information required for different claim procedures will need to be entered.

Step 3. Users will check the fee limits for the class of work. They will need to demonstrate the understanding that selections made in the Client Details and Time Records screen will determine:

· Any potential funding limit and 

· The likely fee provided for certain areas of work and matter type criteria

Step 4. Enter Time Records. Users will select the relevant legal aid class and unit of work for the matter type. They must demonstrate awareness of:

· Any funding limit and likely fee

· work that is not relevant to the claim being prepared

· the ability to correct any mistakes for any of the selections made

Assessment Two : iLaw Quiz

ROUND ONE. Client Details

1. What is created first in iLaw?
a) Unique File Reference 

b) iLaw File Reference

c) Client’s Surname

2. How many clients can be added to an iLaw file reference?
a) As many as you like

b) one

C) three

3. Which Client Details are brought through to a new file when you add an existing client?

a) Surname and Forename

b) Personal Details

c) Personal and Contact Details

4. You can delete clients in the client details screen. When?

a) When there are no unbilled items or outstanding iLaw Accounts balances

b) When there are unbilled items existing

c) After the file is closed

5. Search Results for clients are shown by?
a) Date of Birth and UFN

b) File Reference and Client

c) Client and Ethnic Origin

6. Where can you delete client contact details?
a) Client Details and Central Client Details

b) Central Client Details

c) Client Details
7. How do you access Case Management Details?
a) From the iLaw main menu
b) From the toolbar 
c) From the Views menu in Client Details
8. For iLaw to bill Magistrates’ Court work effectively you should a enter a date into which box?
a) Date CCLA granted

b) Date of Birth

c) Date MCLA granted

ROUND TWO. Time Records

1. When will a UFN be generated for the file?
a) When you select the Legal Aid Class

b) When you add the first chargeable item

c) When you add the last chargeable item

2. From which dropdown box will you be able to select Proceedings as a type of work?
a) Legal Aid Class
b) Unit of Work
c) Charge Code
3. Where can you enter more descriptive text regarding a time record?

a) Rate box

b) Start Time box

c) Reason box

4. For file references that have more than one client added, how should you enter time records?

a) Select the file reference and the client to have work added

b) Select the file reference and any client 

c) You cannot enter time records for more than one client

5. What does it mean when a date shows in the “Billed?” Column in the review and amend grid?
a) The time record has just been created
b) The time record has not been billed or claimed

c) The time record has been billed and can be included on a costs claim

6. What colour does the rate box change to when the rate shown has been changed?
a) Yellow

b) Red

c) Green

7. The Charge date refers to what?

a) The date the client was charged
b) The date the time record was entered on
c) The date the work was actually done
8. In the review and Amend grid, what does the PC column show?
a) Whether the work was personally claimed by the fee earner

b) Whether the work was Post Charge Investigations

c) Whether the work is Proceedings or Crown Court

ROUND THREE. Billing
1. Time Records have to be ‘billed’ for them to appear on a claim. What button do you use for this?
a) I want to bill

b) Bill Now

c) Bill these please

2. Each billing screen shows the time records entered. Where can you edit them?
a) In Billing and Time Records

b) In Billing, Costs Audit and Time Records

c) Only in Time Records

3. What does the Date Billed determine?

a) The CDS6 month

b) The CDS6 total

c) The CDS6 vat rate
4. In the “Bills raised to date section” there are two rows with the first struck-through. What does this mean?
a) Time has been billed

b) Time has been unbilled

c) Time has been unbilled and re-billed

5. On the CDS6 screen the Number of Defendants cell has turned orange. What does this mean?
a) Time Records have been billed on different clients
b) The number of defendants corresponds correctly to the amount of clients attached to the file
c) iLaw thinks the field should have a different value – you need to check this
6. Where can you see the remuneration total for the work submitted on the CDS6?
a) Costs Audit
b) Billing options
c) View Breakdown
7. Police Station duty solicitors work has been recorded. Which investigations billing option should you choose?
a) Pre-charge
b) WFD/ ABWOR
c) Post Charge
8. In the CDS6 screen, how do you print the CDS11?
a) Double click on one the rows
b) Use the right-click menu on a CDS6 row
c) You can’t, this needs to be done in the billing screen for each matter
Answers

Client Details

1 b 2 a 3 c 4 b 5 b 6 b 7 c 8 c

Time Records

1 b 2 a 3 c 4 a 5 c 6 a 7 c 8 b 

Billing

1 b 2 c 3 a 4 c 5 c 6 c 7 a 8 b
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