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3 eForms Quick Guides

Legal Aid

eForms Reviewer Role
Agency

1. The Different eForms Roles

Use the eForms Reviewer role if you track or
review eForms, but don’t need to enter forms

[ eForms Author or submit them.
[ eForms Reviewer

The role allows you to:
. review and print eForms created by an
eForms Author

Use the eForms Author role if you enter . track, view and print previous eForms
forms data, submit or track eForms. for your firm or office
. view eForms messages sent to
colleagues
2. Sending an eForm from an Author to a Reviewer | 488 Legal ic Agercy

Click Send To Next Stage as usual - Once the form is
complete you will have the option to send to a colleague
for review.

| & Legal Aid Agency
Select Send for Internal Review.
Se|eCt the name Of the ReViewer yOU Please Choo: hich Action To Take
want to send the eForm to. Please ensure e
the person is aware a form has been sent
to them. sttt ronn g
You can also delete erroneous forms at
this stage.
3. Picking Up an eForm as Reviewer
qurms r.eferr(.ed to you for
review will be in your
® Al O Forms Sentto me In Tray.
Refresh
Records 1-30f 2 F 1 ==Previous Next == .
= = o Click the USN/Type/Stage
USH [ Type | SlageE Originator Mow With [ Since Details ||nk tO VieW the form_
2920 : CRM4 Autharanly2 Revieweranly LAA Case Ref=210112/00
Pre-submit Review L-Jndcnfirn: Lendanfirm CIieHSurname z hl-:g;s A" Of these form are at the
18/ ei2012 09:09 Pre-Submit Review stage.
3012 POA Authoranly2 Revieweronly LA4 Case Ref=
Pre-submit Review | Londanfirm Landanfirm JOBIQGEITUSS/AZIZ1
18/Feb/2013 12:20 Client Burname = smith P H
013 POA Autharanly2 Revieweranly LAA Case Ref= The Orlglnator 1S the person
Pre-submit Review | Londenfirm Lendonfirm JOBIQGEITUSEAZIZ that created the form,
19/Fehi2013 12:38 Client Surname = jones




4. Making Your Review Decision

. M2 Legal Aid Agency
From the eForm, click | 468

Take Action

Send to Next Stage

Please Choose Whichpheti
Actions

You now have 2 options:
1. Submit the eForm to the LAA, or
2. Return To Originator
You can also write a message for the next
person in the process.

0| _cancel

5. Viewing Colleagues’ Messages as Reviewer okl L He
) Administration ICIoseI

From the main eForms screen click Administration. Records per pags | 20 =
zarch Details For: 6ol

Choose whose messages you want to review and
click View Messages.

|& Legal Aid Agency
Selecting Close will return you to the administration
options and selecting Close once more will allow you
to view your own messages again.

dministration Options

Accessibility Help

6. Tracking eForms as Reviewer

USH ! Type | Stage Originated / By Now With | Since
1640 : POA 11 dunf2010 1524 ||| Jan Eayner
FPre-submit Review| [[Elena Oklon 11 Jun2010 1528

If an eForm’s status shows as Pre-submit Review it means that the
eForm is with a colleague and hasn’t yet been submitted to the LAA

The Originated By and Now With column tells you who started the form
and who it is awaiting action from.

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




