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Submitting and receiving documents
electronically, and iFax modification

1. Purpose

The purpose of the job aid is to provide instructions on how to submit and/or receive
electronic documents to/from Legal Aid Online, and the sending of documents to LAO using
iFAX.

2. Updates

Effective December 3, 2012, Legal Aid Online users will be able to send the following
documents via Legal Aid Online and ifax. The documents will be automatically sent to the
appropriate department based on document type selected. To avoid delays in processing,
please ensure the correct document type is selected.

ACU Response

Case Management - Family

Case Management - Criminal

Big Case Management Form
Effective April 1, 2012, using the new functionality in Legal Aid Online, users will be able to
generate and send the following notices to LSP.

e |nvoices

e Request for Review of Discretion Decision

e Correspondence with Respect to Account Entry or Account Payment Errors

e Disbursement Request for Authorization

e General Correspondence

e Dockets and Private Dockets
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e Request to Expedite Payment

e Review of Settled Accounts

This enhancement to the Solicitor Portal will eliminate the need for mailing and faxing of
these documents. Using this new functionality, will provide historical records that can be

easily accessed and printed.

Important notice
Dockets must be submitted as attachments to an account. Only forward

dockets through the “Submit documents electronically to LSP” section if
they cannot be forwarded as attachments to an account.

3. Submitting documents to LAO

To submit electronic documents to LAO, please follow this simple process:

1. Select the “Communication” tab and then select the “Submit documents electronically to
LSP” link (highlighted in Figure 1)..

Favorites | Main Menu

Legal Aid Ontario | o - |
News Account Cerificate Client Bersonal Info Report

Mail and Correspondence

View mail and correspondence {g

Electronic document submission
Submit documents electronically to LAO <:|

LAQIFax

DENTIAL -- for INTERNAL USE ONLY,

Figure 1: The “Submit documents electronically” link under the “Communication” tab in Legal Aid Online
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2. After selecting ‘Submit documents electronically to LSP" a new page will appear.

Enter Certificate number and select “Search” (highlighted in Figure 2 below). You will be
taken directly to “Certificate Information Page” (highlighted in Figure 5 below).

LSP Document Attachments
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value ‘|

Certificate Number:  begins with ~ | @
Hame Display: pegins with -

Certificate Issue Date: = - Eﬂ

[“lcase Sensitive

Search | Clear |Elasi|:Sear|:h B save Search Criteria

Figure 2: The LSP document attachment certificate number search area

3. After selecting “Search” the “Search Results” page will display (highlighted in Figure 4
below). Select the appropriate Certificate.

Search Results

1-T7ef 77

Certificate Number Name Display Certificate Issue Date
0173002002
060212003
Q70212003
12/05/2002
07182005
011112008
0212212008
03/04/2008
03052008
10/01/2008
06/M19/2008

AonAMANO
Figure 3: Search results page and selecting appropriate Certificate
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4. Once the appropriate Certificate is selected from the ‘Search Results’ the “Certificate
Information Page” will be displayed (highlighted in Figure 5 below). Select the magnifying
glass icon next to the “Document Code” field (indicated by the arrow in Figure 5 below).

Doc Attachment
\ LEGAL AID ONTARIO : : July 20, 2015
e Certificate Information Page
Cert Info
Client Number: CLT Client Name: Lastname, Firstname
Cerfificate Number: CE Intake ID:
Issue Date: 03/03/2001 Effective Date: 03/03/2001
Acknowledge Date: 08/20/2001 Certificate Status: Terminated
Young Offender Flag: N CA Flag: N
Documents Altached / Pigces jointes
Attached File Description g:;:’“g"‘ Document Type :::mmem
1 oo <= 7 Bdden  Delete
Submit
Historical AftachmentHistorique Personalize | Find | View All | (3 |
des pigces jointes B Aret@ 1011 @ past
Attached File Description Document Type Date submitted ::“: A

LSP_BA_FEscalation_Pro Teet Document Request to Expedite
cesss.pdf Payment

Return/Retour Click here to print/Clic 3 imprimer |

07/20M5 2:55:29PAM B

Figure 4: Certificate Information Page - selecting Document Code
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5. Once the Document Code look up has been selected. A new page will appear titled “Look
Up Doc Code (highlighted in Figure 6 below). Select the appropriate document type that
you are sending to LAO.

Favorites Main Menu > EzDoc - L5P

All Certificate related correspondence for Lawyer Services & Payments (including BCM
and PCU)

LSP Personalize | Find | 2 | E First '@ 1-8 of 8 ‘&' Last
Document I Document Name

Invoices

Request for Review of Discretion Decision

Correspondence with Respect to Account Entry or Account Payment Errars
Disbursement Request for Authorization

General Correspondence

Dockets and Private Dockets

Request to Expedite Payment

=T I TR T T Y

[ I T I SR RN T
OoOE@EE OO0

Review of Settled Accounts
Responses to the Audits & Compliance Unit

ACU Personalize | Find | 2 | First 4’ 1 of 1 ® Last
Document I Document Name

1 E 1 ACU Response

Mid-level Case Management Assessment Forms Only

Use this form when you are requesting a budget for Mid-Level Case Managed matters
{anticipated total cost of fees and disbursements to exceed $8,000)

MCM Personalize | Find | (2 | First ‘&' 1-2 of 2 '&/ Last
Document I Document Name

1 [ 18 Case Management - Family

2 @ 19 Case Management - Criminal
Big Case Management form

Use this form when you are reguesting a budget for Big Case Managed matters
{anticipated total cost of fees and disbursements to exceed $20,000 or $30,000 for murder)

BCM Personalize | Find | 2 | First ‘4 10f1 "% Last

Document I Document Name

1 [ 20 Big Case Management Farm

Figure 5: the “Look Up Doc Code” page

Important notice

Be sure to select the correct document type. Document types #1 to #9 will
be automatically directed to Lawyer Services and Payments. New document
types #11 to #14 will be directed to the appropriate department as indicated
by the Document Name.
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6. Once the document type is selected, enter any information pertaining to this document
into the “Description” field (highlighted in Figure 7 below).

Documents Attached / Piéces jointes

" Document Add
Attached rie Cod Document Type ttachme
Attached File Description = Document Tt A hment
P Request to Expedite
1 $ enter description| 7 Q e & Add Mew Delete

Figure 6: Description field - allow further comments about the document being sent to LSP

7. After the ‘Description’ information has been provided, select the paper clip icon under the
“Add Attachment” heading (highlighted in Figure 8 below).

Documents Attached / Piéces jointes

_— Document Add
Allached rile Cod Document Type ttachme
Attached File Description m Document T A e

1 enter description| 7 Q F'R:].?rizittm Expedite & <_| Add New Delete

Figure 7: Selecting ‘Add Attachment’ icon

8. Once the ‘Add Attachment’ icon is selected, new page displays with “Browse”, “Upload”,
and “Cancel” (highlighted in Figure 9 below). Select “Browse”.

(Browse ] e ==

Figure 8: Selecting ‘Browse’ button

Upload | Cancel |
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9. After selecting “Browse”, a new page will display allowing you to select the document you
want to send to LSP from your computer system (highlighted in Figure 10 below).

& Choose File to Upload
m'| 1 Ch\Program Files (xB86) = |y | | Search Program Files (x86) e |
n C:M\Program Files (x86)
Organize | /8 Computer I = 0 @
4 Downloads ~ *  [ame : Date modified Type Sif*
{r Favorit :
= L_a'":” = | Legal Aid Ontario 27/01/201211:58 ... File folder
# Links | Microsoft Office 16/12/2011 3:24 PM  File folder
5| My D e
£l My Documen ki Microsoft Visual Studio 16/12/2011 3:24 PM  File folder
My Musi
& My Music ki Microsoft Visual Studio 8 16/12/2011 3:22PM  File folder
2] My Pict
= M’" Vfd Hre || Microsoft Works 16/12/2011 3:26 PM  File folder =
E O’" l' Eos | Microsoft.NET 16/12/2011 3:24 PM  File folder
e _ | Mozilla Firefox 15/12/201111:42 .. File folder -
| PsiDat E
W Feitala | MSBuild 16/12/2011 3:24 PM  File folder
Saved G
 Saved Games | MSXML 4.0 15/12/2011 433 PM  File folder
Search
ﬁi Farcnes K Oracle 15/12/2011 206 PM  File folder
I} t
— ‘imp“lj ;’k . || PDFCreator 15/12/201111:41 ... File folder
'i: pealtls (_ ] Ji QuickTime Alternative 15/12/201111:17 ... File folder i
== DVD RW Drive | _ N o | C
File name: ~ | Al Files () -|
[ Open ] ’ Cancel l

Figure 9: Browsing for files through Windows explorer to select a document

10. Once the document is selected, the file name will display in the section before the
“Browse” button. The next step is to select the “Upload” button (highlighted in Figure 11
below).

C\Users\t _NDesktop\Test document for LSP EZ D

Upload Cancel

Figure 3: Selecting ‘Upload’
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11. If a second document is required for the same certificate; select “Add New” (highlighted in
Figure 12 below) and follow Steps 4 through 10.

Documents Attached | Piéces jointes

Attached File Description w Document Type
1 Test_document_for_L enter description 7 Q Request to Expedite Add New  Delete

SP_EZ Docs.docx
ﬁ*

Figure 41: adding multiple documents

Payment

12. After all documents for the particular certificate are ‘Uploaded’, select the “Submit” button
(highlighted in Figure 13 below).

Documents Attached | Pidces jointes

Attached File Description w Document Type

Test_document_for_L
SP_EZ_ Docs.docx

[ suomit ]

Request to Expedite

1 Payment

enter description 7T Q Add New  Delete

Figure 5: submitting documents to LSP

13. Once the “Submit” button is selected a confirmation message will be displayed
(highlighted in Figure 14 below).

-

Messzage from webpage @

L 1 Document Submitted successfully @March 23, 2012 - 10:01:47 AM
can (0.0)

Figure 6: Confirmation message - document successfully sent to LSP
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14. Also the ‘Historical Attachments’ section will display all successfully submitted documents
for the particular certificate (highlighted in Figure 15 below). If you wish to view the
document simply select “View Attachment” icon.

Historical Attachments | Les piéces

jointes historiques D (4] 4 o514 [ Last
Attached File Description Document T Date submitted L
Arachet T Hocument Type =ate SUDMATeC Attachment
Test_document_for_L - Request to Expedite -
O e s enter description e 03123112 10:01:48AM [} gmmd

Return/Retour Click here to print/Clic & imprimer |

Figure 7: Historical Attachments section and viewing submitted documents
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4. Mails and Correspondence

To view all documents you have sent to Lawyer Service & Payments or have received from LSP
please follow these simple steps.

4.1 Documents submitted to LSP

1. Navigate back to “Communication” tab and access the “View mail and correspondence”
link.(highlighted in Figure 1 below).

Favorites | Main Menu
v oo -

Legal Aid Ontario | & v |

News Account Certificate Client Personal Info Report

Mail and Correspondence <:|
View mail and correspondence =

5

Electronic document submission

Submit documents electronically to LAD

LAQ{Fax

Figure 8: The “view mail and correspondence” link in the “Communication” tab in Legal Aid Online
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2. After selecting 'View mail and Correspondence’, the “LAO Messaging System” page will
display. Select a new link named “Documents Sent to LAO” (highlighted in Figure 2

below).

Main Menu > Mail and correspondence
-

LAO Messaging System

LAO Messaging System/Systeme de messagerie d'AJO

April 14, 2015

Un-Read Messages Summary/Sommaire des messages non lus

You have received a Deposit Advice Notice. Please go to the Electronic

EFT - Deposit Advice | TEF- Avis de dépit 4 Fund Transfer [E.FT} - [{epiosit Advice Pe?ge to access this Notice. / Vous
avez regu un avis de dépét. Pour y accéder, veuillez consulter la page

intitulée Transfert électronique de fonds (TEF) - Avis de dépét.

You have received a Certificate Notice. Please go to the Certificate

16 [Amend/Authorization Page to access this Notice. / Vous avez regu un
avis au sujet d’un certificat. Veuillez vous rendre a la page d'accueil
du site et cliquez sur Certificate Amend/Authorization pour lire 'avis.

Certificate Notice

Hardcap Hotice/ Avis sur la limite de 0
facturation annuelle

| |Urgent action required for certificates and/or cases."

Action Required 4

Documents Sent to LAO/Documents 0 <:|

envoyés a AJO

You have received a document from Lawyer Service Payments. Please

Attached Documents ! Documents joints 3 click the link to view correspondence. / Vous avez regu un document
des Services aux avocats et paiements. Veuillez cliquer sur le lien pour|

lire votre correspondance.

Reminder: You hawve 27 unread Message(s).
Rappel : Vous avez 27 message(s) non lus).

Return/Retour

Figure 9: The “Documents Sent to LAO” link in the LAO messaging system
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3. Anew page displays, which provides further confirmation that document(s) were
successfully sent to LSP (highlighted in Figure 3 below).

LAO Messages

Supplier 1D: Demonstration July 20, 2015

Aftachments sent fo LAD

Personalize | Find | View A1EY 1B Frst' 4 1.50f 45 © Last

Delete/Effacer From/DE SubjectiObjet Received/Regu Read/Lu
= @ & %&mmw@% 07/20/2015 25530M <&
2 r & 0-; ?9:14:56».!\;1.1 Document sent to LSP on May 27, 2015 - 05072015 9:14:55AM 2
3 E &5 & %14:22».&1 1hoeEacaoL PO T lsmrpnsanaam W
4 — 5 5? EI:S«D:E.-{AM_1 Document sent to LSP on March 10, 2015 - 0302015 11:50:33AM  +%
5 r =1 C/o %15_12:20:1-:33cumrnsenttn LSPon January 29, 01/29/2045 12-20:-11EM L
§ — & & % - “:;]; g:c umend sentio L3Pon Ockber 10,y vio014 3a403m | v6
English / Franc ais Back to Messaging System

Subject: CE - 1 Document sent to LSP on July 20, 2015 - 02:55:29 PM

Date Sent July 20, 2015 - 02:55:30 PM

To: Lawyers Senice & Payments (LSFP) From: DEMO

\o LEGAL AID ONTARIO
AIDE JURIDIQUE ONTARIO

LSP_BA_Escalation_Processs pdf (Request to Expedite Payment) submitted @ July 20, 2015 - 02:55:29 PM

Click here to print/Clic & imprimer
English / Francais Back to Messaging System

Figure 10: Confirmation document sent successfully
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4.2 Documents received from LSP

1. Access 'View mail and Correspondence’ link as illustrated in Figure 1. Select a new link
named “Attached Documents”; you will see the parallel text box will provide a message
stating you have received document(s) from LSP (highlighted in Figure 4 below).

Favorites | Main Menu > Mail and correspondence
- ; -

LAQ Messaging System

LAO Messaging System/Systéme de messagerie d'AJO

April 14, 2015

Un-Read Messages Summary/Sommaire des messages non lus

You have received a Deposit Advice Notice. Please go to the Electronic
Fund Transfer (EFT) — Deposit Advice Page to access this Notice. / Vous
avez regu un avis de dépét. Pour y accéder, veuillez consulter la page
intitulée Transfert électronique de fonds (TEF) - Avis de dépét.

EFT - Deposit Advice | TEF- Avis de dépit 4

You have received a Certificate Notice. Please go to the Certificate

16 (Amend/Authorization Page to access this Notice. / Vous avez regu un
avis au sujet d’un certificat. Veuillez vous rendre & la page d'accueil
du site et cliquez sur Certificate Amend/Authorization pour lire I'avis.

Certificate Notice

Hardcap Notice/ Avis sur la limite de 0
facturation annuelle

| |Urgent action required for certificates and/or cases."

Action Required 4
Documents Sent to LAO/Documents 0

envoyés a AJO

) o You have received a document from Lawyer Service Payments. Please
Attached Documents | Documents joints 3 click the link to view correspondence. / Vous avez regu un document
des Services aux avocats et paiements. Veuillez cliquer sur le lien pour|
lire votre correspondance.

Reminder: You have 27 unread Message(s).
Rappel : Vous avez 27 message(s) non lu{s).

Return/Retour

Figure 11: The “attached documents” link in the LAO messaging system
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2. After the ‘Attached Documents'’ link is selected, the “LAO Message” page appears.
Documents sent from LSP are listed in the InBox Messages. The highlighted document will
provide the link to access the document sent from LSP (highlighted in Figure 5 below).

LAD Messages

Personakize | Find | View Al | [

Supplier 1D: Demonstration
InBox Messages
Delete/Effacer From/DE Subject/Objet
~ @ £ 1sp AdUBesponse
2 o & # Lsp ACU Response
3 C & # Lsp General Correspondence
4 L &S é? LSP General Correspondence
5 O & # 1sp Invoices
5 L » & Lsp Disbursement Request for Authorization

Subject: ACU Response

Date Sent March 17, 2015 - 08:09:51 AM

To: -DEMO

July 20, 2015

ReceivediRegu
0317/2015 &09:51AM

03/09/2015 3:57:13PM
10001/2014 4:56:44PM
rv05/2014 3:06:47PM
03/25/2014 2:02:09PM
11/03/2013 1:36:07PM

Back to Messaging System

From: LSP -

First'*' 1-60f 16" ' Last

Read/Lu

v
A
v
A
v
A

For Cert#CE

Comment'Commentaire: ACU - Reassessment response

Link: ACU Response — Réponse au SVC c

Back to Messaging System

Figure 12: InBox Message page with links to documents received from LSP
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5. iFAX modifications

This section will illustrate the slight modifications iFAX has undergone.

1. Access LAOIFAX from the “Communication” tab(highlighted in Figure 1 below).

k LEGaL
AITH JURTTHQL Y

Favorites | Main Menu
Eatal -

Legal Aid Ontari | o v |
Mews Account Certificate Client Personal Info Report

Mail and Correspondence

Wiew mail and correspondence =

Electronic document submissiaon

Submit documents electronically to LAG

Figure 13: The “LAO iFax” link in the “Communication” tab
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2. After selecting the ‘LAOiFax’ link, the iFAX cover page will display with your phone and fax
information already entered (highlighted in Figure 2 below).

LAOIFAX

From/De:
Vendor/Avocat(e): 46

Telephone/Téléphone: U16/598  eomi comm
Fax/Télécopieur: 416/924 e —)

TolA:
Legal Aid Ontario/Aide juridique Ontario
Fax/Telécopieur: (416) 979-8562

Date: March 23, 2012

Number of Pages/Nombre de pages:
2 (including this page)

*Document Type/Type de document
Q

*Certificate/Certificat:
a, Add to Worklist flag for iFax

Figure 14:iFAX cover page

3. Select “Document Type” look-up (highlighted in Figure 3 below).

*Document Type/Type de document

Qe

“Certificate/Certificat: [ Look up Decument Type/Type de document (Alt+5) }
Q Add to Worklist flag for iFax

Figure 15: Document Type look-up
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4, After Document Type look-up is selected, a new page displays with all document types
available for selection (highlighted in Figure 4 below).

| Look Up Document Type/Type de document
Search by: Long Description begins with
LookUp || Cancel |Advanced Lookup
Search Results
View 100 First (4, 1-150f 15 () Last
Long Description ]E‘I:Iocunent
1
iew of Discretion Decision/Dem. de révision ' aug. disc. (Demande de révision d'une décision relative a une 2z
Correspondence with Respect to Account Entry or Account Payment Errors/Erreur - saisie ou paiem (Erreur de saisie ou de paiement du compte) 3
Disbursement Request for Authorization/Dem. d'autor. - débours (Demande d"autorisation de débours) 4
General Correspondence/Corres pondance générale 5
Dockets and Private Dockets/Border. et border. prives {Bordereaux et bordereawx privés ) 1]
Request to Expedite Payment/Dem de paiem. acceléré (Demande de paiement accelére) 7
Review of Settled Accounts/Exam du régl. de comptes (Examen du réglement des comptes) 9
ACU Response/Réponse au SVC 11
Case Management - Family/Gestion des causes en droit de la famille 18
Case Management - Criminal'Gestion des causes en droit criminel 19
Big Case Management Form/Formulaire d'évaluation pour l'entrée a la gestfion des causes majeures 20
ECM Appeal Opinion Letter Template/Guide sur les opinions destinées au comité régional Article 28 21
Personal Information Form - Basis of Claim'Formulaire de renseignements personnels/Fondement de la demande d'asile 22
Personal Information Form - narrative/Formulaire de renseignements personnels - Exposé circonstancié 23

Figure 16: Shows the “Look Up Document screen” that appears after the Document Type look-up is selected

5. After the document type is selected, the certificate number is required. You can enter the
certificate number directly into the field or select certificate look-up and pick appropriate
certificate from list (highlighted in Figure 5 below).

*Document Type/Type de document
Request to Expedite Payment/Dem. de paiem. accélere C

*Certificate/Certificat:

Q <=dd to Worklist flag for iFax

Figure 17: Entering Certificate information
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6. After all fields have been entered, select Print icon (highlighted in Figure 6 below).

Figure 18: Printicon

Important notice

Always use the above print icon to print the iFax cover page. Using the
browser print functionality will not enable the special encoding required for
Ifax.

7. Send iFAX cover page along with associated document(s) to Legal Aid Ontario’s iFAX
number (highlighted in Figure 7).

TolA:

Legal Aid Ontario/Aide juridique Ontario
Fax/Télécopieur: (416) 979-8562-<—_ ——1

Figure 19: Legal Aid Ontario iFAX number: 416 979-8562

Important notice

Lawyer Services & Payments electronic documents are submitted in the
following formats: .pdf, .doc, .docx.

Any iFAX coversheets printed prior to April 1%, 2012 will not reach LSP.
Please print a replacement coversheet and sent to LSP to ensure no issues
arise.
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