eForms 
System Administrator Application

	Firm Name
	

	Firm Account Number
	

	Firm’s Case Management System  (if applicable)
	


To register your firm for eForms and set up a new eForms system administrator, please complete the details below and return to online marketing – online-marketing@legalaid.gsi.gov.uk  

Your eForms system administrator will then have authority to manage all eForms system access for your firm. Please complete one of the two options below:
Option 1) 
Add eForms role to an existing LAA Online user
	
	Proposed eForms Administrators Details

	Current Username for LAA Online
(used for monthly submission)
	

	Name
	

	Contact Telephone no.
	

	Email address
	


Option 2) 
Create a new LAA Online & eForms user 
	
	Proposed eForms Administrators Details

	Name
	

	Contact Telephone no.
	

	Email address
	


For assistance & user guides please visit the eForms page on our website –
http://www.justice.gov.uk/legal-aid/submit-claim/eforms
For technical assistance, please contact LAA Online Support on 020 3334 6664
How does your firm currently create paper forms? 
Tick only one for each relevant form, if submissions are different across several offices; please tick the one that applies to the majority or main office.
	
	Civil POA
	Crime CRM4
	Crime CRM5
	Crime

CRM7
	Crime CRM14

	We handwrite applications


	
	
	
	
	

	We type into a PDF/WORD document, and print

	
	
	
	
	

	We generate forms from our Case Management System
 (CMS)
	
	
	
	
	

	We type into a Forms Package
 that is NOT a Case Management System (CMS)
	
	
	
	
	

	We outsource this activity to a book keeping company


	
	
	
	
	

	Other (please state)

	
	
	
	
	


Which statements are most important to you? (Tick up to 3 that apply)

	The ability to submit Criminal Legal Aid applications online
	

	Quicker payments
	

	The ability to trace an application to completion through our system
	

	The ability to instantly resubmit additional information to a specific caseworker
	

	Saving money on postage
	

	Submitting via a secure electronic site
	

	Staying with the existing paper process for the near future
	


Please reply via one of the following methods and clearly mark ‘eForms access request’
	
	Email:
	online-marketing@legalaid.gsi.gov.uk

	
	Post:
	Online Marketing, 7.51 7th Floor 102 Petty France, London, SW1H 9AJ

	
	DX:
	DX 161440 Westminster 8


� If you are currently handwriting forms, especially POAs & CRM4s, it will be beneficial for your firm to start using eForms. Benefits include much quicker POA payments, and fewer rejections.


� If you are currently typing forms into a PDF or WORD file, eforms will be instantly beneficial to your firm, as it will take no additional processing time. For example POAs will be processed & paid much quicker via eForms and the system also provides storage and full tracking throughout the process. 


� If you submit substantial volumes of forms each week that are automatically generated by your CMS, you may wish to await CMS compatibility. However please note the benefit of much quicker POA payments has already been a key driver for many civil firms to switch to eForms without CMS file generation. �Please give LAA Online a call to discuss your options in full.


� Depending upon your circumstances, you may wish to consider using eForms directly, see footnote 2.


� Depending upon your circumstances, you may wish to consider your book keepers using eForms directly, see footnote 2.
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