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What is LAOiFax?

1. Introduction

LAQiFax is an electronic cover sheet for your fax that is populated using information such as
the type of document and certificate number. Based on these fields, iFax generates a reference
number which will appear at the top of the cover sheet. LAO’s fax system uses this number to
route your document to the appropriate department.

2. Getting started

1.

2.

To access LAQiFax, log in

to Legal Aid Online and
select “LAOiFax".

Fill in the requested fields.

The “From” section will
automatically populate
from LAO's records.

LAO SOLICITOR HOME PAGE

LAO LAW website
LAQ Website Welcome

FAQ

Submit a New Certificate
Account or Modify a
Certificate Account

Criminal Account
Create 3 new account
View / modify an account
Civil Account

Create a new account

View ! Modify an account

2 =

Check Account Status
Review my account status
Review Personal Information

Change your passward

Review your address
To receive LAQ e-mail / SMS notification, selectthis link

Lawyer Services & Payments (LSP)

Submit documents electronically to LSP

Figure 1: Screen shot showing the Legal Aid Online home page with the LAOiFax

button highlighted

From/De:
VendorfAvocat(e):

Fax/Télécopieur:

Telephone/Téléphone: 416!

46 -L ]

416/

Figure 2: Screen shot showing the "From section"
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https://www.legalaidonline.on.ca/

3. To view the documents
available for selection, click
the magnifying glass to the
right of the “Document
Type” field.

4. Enter the associated
certificate. You can click
the magnifying glass to the
right of the field to use the
look-up feature, or you can
enter the certificate
number manually.

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

Date: January 18, 2013

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

*Document Type/Type de document

| Qe

Figure 3: Screen shot highlighting the magnifying glass icon next to the "Documen
type" field

t

Look Up Document Type/Type de document

Search by Long Description seging with

LookUp | Cancel | sgvanced|ookyp

Search Results

Document i

- " n . —

Comrezpondances wan Reaped ta Account El'ﬂ'\‘ or munl r‘a:menttlror&'tlreur =alale ou palem, (Ereur 02 3alshe ou de palement du comple) 3

Digbursernent Regueat far AuhorizalionDem, Uaulu - gbpurs Demands Savtorisalion de dibours)

Gunegal

Dockets and Privale Dock
8QUeslto Expocite Pavme

q
L]
7

Caze Management - FaméyGestion des cauges en droit de ka famille 1z
Case Management - CiminaliGestion des causes en grof crimingl 13
Big Case My e fivailualion pour [ l.nlu. il grsSon des Guses majeuris 14
ion Foer - Bisiss of ClaimFonmulaine de fi b durnsinde dasile 2

Frmn - nanateF ormulains oo -Exposd g 23

Figure 4: Screen shot showing the list of available documents

*Document Type/Type de document
General Correspondence/Correspondance générale C

*Certificate/Certificat:
Add to Worklist flag for iFax

Figure 5: Screen shot showing the field where you enter the associated certificate
number
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5.

Once you havefilled in all
the fields, the iFax
reference number will
appear at the top of the
page. This number will
ensure LAO's system
routes your fax to the
appropriate department.

After all fields have been
entered, click the Print
icon.

IMPORTANT: always use
the printicon to print the
iFax cover page. Using the
browser print function will
not enable the special
encoding required for
LAOifax.

EFAIREFNUHBER#CELSSEUlDS_BJ

LAQIFAX

FromiDe:
VendoriAvocat(e): 45 -L .-

Telephone/Téléphone: 416/

Fax/Télécopieur: 416/

Tolh:
Legal Aid Ontario/Aide juridique Ontario

FaxfTéIéc:aneur:@1 6) 9?9-8568-::::

Figure 6: Screen shot showing the LAOiFax reference number and the LAO fax
number

» 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.

Figure 7: Screen shot showing the print icon
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