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For more information

For more information please contact Legal Aid Ontario’s Lawyer Service Centre at:
Telephone: (416) 979-9934
Toll Free: 1-866-979-9934
Fax: (416) 979-7326
Email: pl-Isc@lao.on.ca
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Online billing limits and hard cap
notices

1. 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.

2. 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:

e Hard Cap Status Information

e 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.

3. Key Features

e The hard cap status information displays all necessary dollar-based hard cap information.
e Lawyers will no longer need to contact LAO to determine hard cap status.
e The hard cap status information is updated daily.

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

e 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.

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



e 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 their hard cap.

e 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.

4. 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 main solicitor portal page.

Submit a New Certificate
Account of Modify a
Certificate Account

Criminal Account
1galg an N
View | modify an account

Civil Account

Createan 0!
View/ Modify an accoynt

Duty Counsel/GDR Statements
nter nsel Stalemen

7t tale

OnLine Cert Acknowledgement
On-Line Certificate Acknowledgemend

Update Client Information
pdate Clignt Information

Check Account Status
Review my account status
Review Personal Information

Change your password

Revdew your address
To receive LAQ o-mail f SMS notification, salect this link

Lawyer Service and Payment
Electronic Docyment Afachments

Hardcap Status Information *
Har Inf fion

Communications
Mails and Comrespongence =;"_‘,

Approved Panel Info
Approved Panel Info

Certificate Information

Certificat (A th

Figure 1: Main solicitor portal page
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2. Review the hard cap report

Reported information based on
- the fiscal year/period displayed

Current fiscal year/

Exercice financier courant 20112012 From/De: 04/01/2011 TolA: 0373172012

Reported figures are
Hardcap Status Information/ Renseignements a I'égard de la limite annuelle P 9

based on this date

Last Update Date/Time:
Solicitor 1D / Numéro d'avocat: Solicitor number Date et heure de la derniére mise & jour:  05/01/2012 4:30:09PM
Hardcap Base / Fees Paid / Hardcap Percent/ **Fees Scheduled ** Fees Under
Limite annuelle de Honoraires payés Pourcentage de la for Payn Consid o
base limite annuelle Honoraires - Honoraires a
paiement prévu rétude
$276,947.500 $152,846.920 55 % $11,191.540 $0.000

**Fees not included in Hardcap Calculation/ Honoraires non inclus dans le calcul de la limite annuelle

Figure 2: Review the hard cap report

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

o Hardcap Base: The lawyer’s annual billing limit (2350 hours X Tier Level Rate)

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

e Hardcap Percent: Percentage of hard cap allotment based on fees paid to hard cap
base

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

e Fees Under Consideration: Fees in exceptions and not yet approved for payment
(**these fees are not included in the hardcap calculation)
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4, If arequest for exemption is submitted, the amount approved, if any, will be displayed in
the report. Two new fields will be displayed in the hard cap report.

Current fiscal year/

Exercice financier courant 201112012

FromDe: 04/0152011

Tok: 033152012

Hardcap Base /
Limite annuelle de
base

$211,006.500

Hardcap Status Infor

Hardcap Exemption’ Hardcap Total /

Exemption de la Limite annuelle
limite annuelle lotale
$5,000.00 $216,006.500

Fees Paid /

Honoraires payés ~ Pourcentage de la

§147.817.620

al'égard de la limite annuelle

Lawyers name

Last Update Date/Time:

Hardcap Percent/

limite annuelle

68%

" Fees not included in Hardcap Calculation/ Honoraires non inclus dans le calcul de la limite annuelle

**Fees Scheduled

for Payment/
Honoraires -
paiement prévu

$0.000

Solicitor ID / Numéro d'avocat: Date et heure de la derniére mise d jour:  04/16/2012 317.44PM

** Fees Under

Consideration/
Honoraires &
l'étude

$0.000

Figure 3: Two new fields will be displayed

e Hard Cap Exemption: The additional fees a lawyer is allowed to be paid in excess of the

hard cap base

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

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

Total

Important notice

The Hard Cap Status Information is available to view until 4:00 p.m. on the last
business working day of that fiscal year. On April 1% 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 before 4:00 p.m. on the last
business day of that fiscal year.
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5. Hard Cap Notices

1. At 50/75/90/100% of hard cap, there is a pop up message when logging into the Solicitor
Portal. Click the ‘OK’ button to continue to the next page.

LAO SOLICITOR HOME PAGE -]

\0 LEGAL AID ONTARIO
AIDE JURIDIQUE ONTARIO

Hardcap Notice/ Avis sur la limite de facturation annuelle

You have reached a Hardcap Milestone, Please review the new comespondence in the Mails and Correspondence
link of this page. Press OK to Procesd

Vous avez atteint une des marques de la limite de facturation annuelle. Veuillez lire la nouvelle correspondance
dans les liens « Mails and Comespondence » de la présente page. Appuyez sur OK pour continuer,

1 acknowledge by selecting “OK” that | have read and undesstand the content in the message(s) above.
En cliquant sur « OK », je reconnais avoir lu et compris le contenu du ou des messages ci-dessus.

If you have not read or understand the content of the above message(s) please select "Cancel”. Please be
advised by doing so you will be unable to proceed further within the Solicitor Portal and you will be taken
back to the log.in page. Please contact the Lawyer Service Centre at (416)979.9934 or toll free 1{66)979.9934
for assistance.

Notez que si vous cliquez sur « Annuler », vous ne pourrez pas continuer 3 avancer dans Aide juridique en
ligne etvous serez ramené & la page d'ouverture de session. Pour de plus amples renseignements, veuillez
communiquer avec le Centre d’aide aux avocats au 416 9799934 ou sans frais aul B66 979.9934

OK | | CANCELANNULER |

Figure 4: Pop up message

2. To access the hard cap notices, select the “Mail and Correspondence” link under
Communications on the main solicitor portal page.

Communications

Ml n i ndence -

Figure 5: Mail and correspondence link

3. The LAO Messaging System opens and a new Hard Cap Notice mail folder is available.
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4, If thereis a message indicating there is a Hard Cap Notice, click on the link.

LAD

System
LAO Messaging System/Systéme de messagerie d'AJO

May 18, 2012
Un-Read non lus.
‘ou have received a Deposit Advice Notice. Please go to the Electronic
EFY - Deposit Advice / TEF. Avis de dépit 2 Fund Transfer (EFT) - Deposit Advice Page to access this Notice. / Vous
avez recu un avis de dépét. Pour y accéder, veuillez consulter la page
intitulée Transfert électronique de fonds (TEF) - Avis de dépot.
Contificate Natica 0

[You have received a Hardcap Notice. Please click the link to view
correspondence. / Vous avez regu un avis d"AJO au sujet de la limite

annuelle. Veuillez cliquer sur le lien pour lire votre correspondance.

Documents Sent (o LAQ Documents 0
emvovis i 4.J0

Attached Documents | Documents joints 0

Remindar: You have 4 urresd Message(s)
Rappel © VOus 3vez & massIgHs ) non hu(s)

[ Retum/Rstour

Figure 6: Click the link for the hard cap notice

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%)

{ LAO Messages

May 02,2012

Vendor ID: Lawyer’s name and number

English / Francais

Back to Messaqing Svstem

Subject: LAO Hardcap Notice Update

Date Sent: May 01, 2012 - 04:30:34 PM

To Lawyer’s name and number

e

Date of most recent
correspondence

From: AO-46 - GTA District Office

Figure 7: Click on the highlighted hard cap notice update from the list of notices
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Atdum on Bay 0
40 Dundas Street West, Suite 200 740, rve Dundas Quest, bureau 200 LEGAL AID ONTARIO
Toronto Ontario M5G 2H1 AIDE JURIDIQUE ONTARIO

Tal: 416 979-0934 / 1 868 970-9034
Fac 416-979-8562 7 416-204-9739

THIS IS A SYSTEM GENERATED MESSAGE. PLEASE DO NOT RESPOND TO THIS
EMAIL.

Please be advised that you have reached the 50% Hardcap Milestone.

For details, please go to the Hardcap Status Information page on the Solicitor Portal

Figure 8: Sample message

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

* LAO Hardcap Notice Update/Avis d'AJO au sujet de la limite annuelle Friday, May 18, 2022 2125 PM

From: “LAGEmaidie.enca® LAOEmIBlsc. on.ca> ?.)

Yo:

\0( e

THIS IS A SYSTEM GENERATED MESSAGE. PLEASE DO NOT RESPOND TO THIS EBAIL.
LE PRESENT MESSAGE A ETE GENERE PAR LE PROGRAMME. PRIERE DE NE PAS REPONDRE,
Please be adased that you have reached the 50% Hardcap Milestone. For details, please go to the Hardcap Status Information page on the Solicitor

Portal

Veuillez noter que wous avez atteint la marque de 50% de la imite de facturation annuelle. Pour de plus amples renseignements, chquez sur la « Hard
Cap Status Information » 3 |a page daccusil & d'Alde juridique en ligne
Thank You

hawve rec
ved. Thanky

nu, a mains d

épondant par cournal 8 Neadi

Figure 9: Email sample
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------ SMS ------
From: +14162941217

Received: Apr 13, 2817 1&:21 AM

Subject: ¥ou hawve reached the 75% Hardcap...

You hawve reached the 75% Hardcap Milestone.
Please Mo Reply.
Wous awvez franchl la marque de 75X
MNe pas repondre.

Figure 10: Text message sample
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