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kg%ﬂc@ld Submitting an eForm (Generic)

)

1. Starting a New Form

|@ Legal Aid Agency eForms

P ey

Click the New Forms tab on the main Gase anagement Form Upload
menu. e

Upload XL pack:

Crime Forms
Click Start New Form as required.
Civil Forms

2. Saving a Partially Completed Form

You can save your progress at any stage.

| ;egm Legal Aid Agency

Send to Next Stage save | Exit |

Form Close

Would you like to save the changes to your form?

Save Changes Discard Changes | Cancel |

If you click Exit without saving, you will
also be prompted to save your work.

3. Opening a Saved Form

| ©Forms you created O Other forms you are werkingan |

Refresh

Records 1-50f5

Click on Saved Forms

Fage 1 Previous Mext
Started Last Viewed Detafls
14Febiz013 1§48 14/Feb/2013 1551 Las $ase Ref = Provider Case Ref =
Clierf Sumame = LAA Decision =
14Febi2013 1§47 Lés fase Ref= Pro
Clierf Suname =
29/Jan/2013 1§44 11/Feh/2013 15:10 Las fase Ref = Provider Case Ref = Provider Account
ierf Sumamea = | A4 Nerisinn = | 44 Necision N7

Open the form by clicking its ID number on the left.
Or use the option buttons to narrow your search.

oy Y teceages | sovecrorms Y vackrorms ) _vewrorms J Use the Previous and Next links to move between
pages.




4. Attaching Electronic Documents

|;\§;§ Legal Aid Agency
If you need to send supporting documents Browse to the
and invoices, your forms will be processes  file you want Add Atachment
much quicker if you send them to attach. prsse et -

electronically.

Once you’ve

Files must not be larger than 10 118

You will receive a notification showing the
form’s Unique Submission Number which you
can use to search for the eForm.

The system will notify you when decisions are
made on your submission.

Click Attach. attached a file e
you can view
it by clicking

Order Attachment Retrieve.

Flease indicale whether you will altach a cop

submitting it by post/ DX

®) Electronically O Post/ DX fi Retrieve Remove
Clear
Attach
5. Sending Documents Through the Post/DX
If you don’t have a scanner you can send
documents through the post, or by DX. Supplementary ltems
You must attach an eForms cover sheet so * Please indicate if you wish to
already specified. If 5o, pleas
our staff can allocate the paper document to submitiing them by post/ DX
the right eForm. and the reason for inclusion.
_ _ O Electronically
Choose the Post/DX option button and print @ Post/ DX
the pdf document that appears. () Mo supplementary iterms
6. Submitting the eForm
’/,J send to Next Stage :

When you're ready to submit,

click Send to Next Stage.

eForms will ask you to electronically certify the 24/0012012 Dear ceee

form - Thaelcndoslasiti mbbcabocs which was received by us on

o Unique Submission Number is 2787, You will now be able to track the
Please do not send in any paperwerk relating to this claim unless we spet
claim has been processed.

If you have any queries, do not hesitate to contact us

Regards

Birmingham Finance Department

For more information please visit http://www.justice.gov.uk/legal-aid/submit-claim/eforms




