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Purpose
The purpose of the job aid is to provide information and instructions on how to review 
the on-line billing limits and hard cap status information and to manage electronic hard 
cap notices sent from Lawyer Services & Payments (LSP) through the Solicitor Portal.

----------------------------------------------------------------------------------------------------------------------------------------------------------------------

Introduction
Effective May 27, 2012 lawyers will have access to current hard cap status information 
and will receive hard cap reminder notices electronically through the Solicitor Portal. 
There are two main components of the on-line hard cap notices:

 y Hard Cap Status Information

 y Hard Cap Notices

This enhancement to the Solicitor Portal will provide lawyers with immediate access to 
hard cap status and will eliminate the need for mailing and faxing of hard cap notices. 

----------------------------------------------------------------------------------------------------------------------------------------------------------------------

Key features
 y The hard cap status information displays all necessary display dollar-based hard cap 

information.

 y Lawyers will no longer need to contact LAO to determine hard cap status.

 y The hard cap status information is updated daily.

 y Tier level increases will be reflected in the hard cap status information the day after 
the increase is processed.

 y The hard cap status information also displays total fees scheduled for payment and 
total fees under consideration. This additional information will help lawyers better 
manage accounts submissions within hard cap limits.
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 y Hard cap notices will be sent through the Solicitor Portal when a lawyer reaches 50% 
of hard cap. Notices will also be sent at 75%, 90% and 100% of hard cap.

 y Lawyers who have signed up for email and/or text messaging from LAO will receive 
an email and/or text messages indicating a hard cap notice has been sent.

----------------------------------------------------------------------------------------------------------------------------------------------------------------------

Hard cap status information
To access and review the Hard Cap Status Information, follow this simple process.

1. Access the Hard Cap Status Information link on the “Report” tab.
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2. Review the hard cap report

3. Identify the percentage of hard cap reached and any pending fees to be paid or 
processed:

 y Hard cap Base: The lawyer’s annual billing limit (256,479 hours X Tier Level Rate)

 y Fees Paid: Fees matched and paid (funds have been transferred to the lawyer’s 
bank account)

 y Hard cap Percent: Percentage of hard cap allotment based on fees paid to hard 
cap base

 y Fees Scheduled for Payment: Fees matched and not yet paid (**these fees are 
not included in the hard cap calculation)

 y Fees Under Consideration: Fees in exceptions and not yet approved for payment 
(**these fees are not included in the hard cap calculation)
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4. If a request for exemption is submitted, the amount approved, if any, will be dis-
played in the report. 

Two new fields will be displayed in the hard cap report. 

 y Hard Cap Exemption: The additional fees a lawyer is allowed to be paid in excess 
of the hard cap base

 y Hard Cap Total: The revised annual billing limit (Based + Exemptions)

 y Hard Cap Percentage: The revised hard cap percentage based on the new Hard 
Cap Total

Important notice

You should take all necessary steps to ensure that you do not exceed the 
annual billing limit. If you reach 100 per cent of your annual limit, LAO will 
pay agents’ fees or other disbursements, but the balance of the accounts, 
consisting of fees paid to the lawyer, cannot be paid. The unpaid fees can-
not be resubmitted for reconsideration or payment later. If you are at risk 
of reaching your billing limit, you can wait until the new fiscal year (April 1) 
to submit accounts. All accounts (whether held back or not) must be sub-
mitted within the billing deadlines.

The Hard Cap Status Information is available to view until 4 PM on the last 
business day of that fiscal year. On April 1st, the information is cleared for 
the new fiscal year. If a permanent record for the previous fiscal year is 
required, lawyers should print the screen or save a screen shot before 4 PM 
on the last business day of that fiscal year. 
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Hard cap notices
1. At 50/75/90/100% of hard cap, there is a pop up message when logging into the So-

licitor Portal. Click the ‘OK’ button to continue to the next page.
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2. To access the hard cap notices, select the “Communication” tab and then the “Mail 
and Correspondence” link.

3. The LAO Messaging System opens and a new Hard Cap Notice mail folder is 
available.

4. If there is a message indicating there is a Hard Cap Notice, click on the link.



Online billing limits and hard cap notices
Legal Aid Ontario | Job aid

 7

5. Click on the highlighted LAO Hard Cap Notice Update from the list of notices. This 
opens the notice advising of the hard cap milestone/status (50% of hard cap, 75%, 
90%, 100%)
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6. The functionality is similar to other LAO portal notices and the notice can be left in 
the list of notices, printed, or deleted.

7. Emails and text messages are also sent to those who have signed up for these 
e-messages

a. Here is an example of an email notification:  
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b. Text message:
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