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Each month you must report all completed Civil, Crime and/or Mediation outcomes in 

a submission to the LAA. This submission will trigger your firm's standard monthly 

payment.  

  

If you have no work to report, you must still complete a monthly submission. This is 

referred to as a ‘nil submission’.  

  

There are 2 methods of reporting the outcomes to the LAA:  

1. Entering the outcomes directly into Contracted Work & Administration (CWA) 

line by line.  

2. Bulk uploading the outcomes into CWA.  

  

Please refer to the Bulk Load Submissions User Guide for instructions on how to Bulk 

Load. You can find this and quick guides for line by line entry and nil submissions at 

the following location:   

  

https://www.gov.uk/government/publications/cwa-detailed-user-guides  

 

Each month of your contract has corresponding submission period on CWA, during 

which you will enter your civil/criminal billing data for that month. The name of a 

submission period is composed of the month and year, e.g. DEC-2012.   

   

There are 5 rules when completing a submission:  

  

1. You cannot begin entering outcomes for submission online until the first day 

of the month named in the submission period. For example, you could begin 

entering data for the DEC-2012 submission on the 1st December 2012.   

2. Submissions are made one month in arrears; e.g. the submission for 

DEC2012 cannot be submitted until January 2013.   

https://www.gov.uk/government/publications/cwa-detailed-user-guides
https://www.gov.uk/government/publications/cwa-detailed-user-guides
https://www.gov.uk/government/publications/cwa-detailed-user-guides
https://www.gov.uk/government/publications/cwa-detailed-user-guides
https://www.gov.uk/government/publications/cwa-detailed-user-guides
https://www.gov.uk/government/publications/cwa-detailed-user-guides
https://www.gov.uk/government/publications/cwa-detailed-user-guides
https://www.gov.uk/government/publications/cwa-detailed-user-guides


CWA User Guide for Providers – Section 2 Submissions  

 Version 10.4                          Page 7 of 78  

3. The deadline is the 20th (for Civil and Crime) of every month, therefore you 

would have from the 1st - 20th of January 2013 to submit the DEC-2012 

submission. You cannot start entering data for a new submission period until 

the previous period has been completed, so DEC-2012 must be done before 

JAN-2013 can be started.   

4. Once a submission has been completed and submitted, no new outcomes can 

be added to it.   

  

We strongly recommend that you do not wait until the deadline date to complete your 

submission.   

 

Please refer to the Guidance for reporting controlled work (Civil) and Guidance for 

reporting Crime Lower work found on the Gov.uk website for policy guidance on 

making your submission.    
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In CWA, submissions are made in the Activity Management area of the system.  

There are 3 steps to the Submission Process:  

  

 Step 1 - Submission Details  

 Step 2 - Submission Review  

 Step 3 - Submission Summary  

  

Even if you have no outcomes or New Matter Starts (Legal Help or Mediation only) to 

report, you must still complete steps 1 to 3 to trigger your Standard Monthly Payment 

and to make sure subsequent submission periods are available for you to fill in.   

  

Additional Information Required at Step 3  

  

For Legal Help and Mediation Schedules the number of New Matter Starts for that period 

must be entered at Step 3.   

  

Immigration providers must report their CLR data at Step 3.   

  

What happens next?  

Once you have completed the submission process, your submission will be processed 

by the LAA. You will be notified on the status of the submission after processing; this 

will either be Successful or Rejected.   

  

Submission History   

You can view the previous submissions for your firm. This will also show any amendments 
that have been made, post submission by the LAA.   
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User Roles for Submissions  

CWA users must be logged in as an Activity Reporter (AR) or an Activity Reporter 

Manager (ARM) to be able to process a submission. If you do not have access to the 

relevant role, please contact the CWA Firm Sysadmin user for your firm.  

  

An AR can carry out the same tasks as the ARM, with one exception:  

 The ARM is the only user who can perform the final submission to the 

LAA (Step 3 of the Submission Process). Both roles can also access 

previous submissions.  

  

Note that due to the similarity of these user roles no user should be given both AR and 

ARM, as this can lead to confusion at the point of submitting.   

  

The Firm Manager and Office Manager roles can access Previous Submissions.   
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In this section we will look at navigating the Activity Management screens in CWA:   

 Bulk Load  

 Submission List  

 Previous Submissions  

  

Each screen will be covered in more detail later on in this User Guide.  

 

To access the Activity Management screens, click on the Activity Management tab.  
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The first screen is Bulk Load. You can perform a bulk load of outcomes here by 

browsing for the relevant file. This is covered in detail in the Bulk Load Submissions 

User Guide.   

  

  

  

The other main screens can be accessed from the Activity Management Menu Bar.  
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Submission List displays all of the available submission periods for your firm that your 

user rights allow you to access.   

  

In CWA Civil submissions are shown as Legal Help, Crime submissions are shown as 

Crime Lower, Mediation submissions are shown as Mediation.  

  

  

  

You can choose to update a submission when you are ready to start entering outcomes 

for that specific submission period.   

  

If the submission period that you require is not displayed then you may need to 

complete a nil submission to roll your submission periods forward. Nil submissions are 

covered in a separate section of this guide.  
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There are 3 steps to the Submission Process.  

  

Step 1 is Submission Details - you will add and modify outcomes here.  

 

In the example above an outcome has already been entered.   

  

Click on the Next button to move to Step 2.  
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Step 2 is the Submission Review. Here you can view a summary of the outcomes that 

have been entered.  

  

If you need to modify an outcome you can return to Step 1 by clicking on the Back button, 

or to continue to Step 3 click the Next button again.   
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Step 3 is the Submission Summary.  

  

The submission details are displayed. A final check should be made before clicking on 

Submit.   

  

  

For Legal Help and Mediation schedules, the number of New Matter Starts will also be 

entered at Step 3.  

  

Immigration  providers  must  enter  their  CLR  data  at  step  3.  
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The submission history can be accessed in Previous Submissions. The Previous 

Submission option is available from the menu bar.  

  

You can perform a search for previous submissions by entering search criteria.   
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In this section we will look at entering Civil (Legal Help) outcome data into CWA.  

  

Outcome data must be entered against a specific submission. The submission list 

is located in the Activity Management section.  

  

Click on the Activity Management Tab.  

  

 
  

Select Submission List from the menu bar.  
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Submission List displays the current submissions for the offices and schedules 

that you are allowed to report against. You must locate the correct submission 

period and schedule to enter the data.   
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Once you have identified the correct submission from the list, click on the Update 

button for that submission.  

  

You will be taken to the Submission Details screen (Step 1 of the Submission 

process). Submission details displays information about the current 

submission. It shows a list of the outcomes included in the submission and gives 

you the ability to add a new outcome. Click on the Add Outcome button.  
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You will be taken to the Outcome Details form.   

  

Please refer to the Guidance for reporting controlled work (Civil), on the Gov.uk 

website when completing this online form. This guidance includes a description 

of the fields that you are required to complete for each Civil Fee Scheme and 

the codes that you should use.  

 

  

 

You must first locate the Matter Type code for the outcome.  

  

The Matter Type combines two codes. If you know the codes you can type them 

directly into the Matter Type field.   

  

Alternatively click on the           icon to search for the codes.   

  

If you enter the codes directly into the field, they must be separated by a colon 

e.g. FAMY: FMEC.   

  

 

 

 

6.     

7.     

8.     

9.     

10.     

11.     

12.     

13.     

14.     

15.     
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You can search for the Matter Type by Code, Description, Category of Law 

Code or Category of Law Description. Change the option using the drop down 

menu.   

  

The quickest way is to search by code. If you know the first code, type it into 

the search field and click Go. The search results will show all of the possible 

code combinations starting with this code.  

  

To view all of the codes (alphabetical order i.e. AASS: ACOM), just click Go.  

  

  

 
 

 

 

 

 

 

 

 

 

 

16.     

17.     

18.     

19.     

20.     

21.     
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The search results will be displayed. A description of the code and the associated 

Category of Law are displayed.  

  

Click on the Quick Select link for the code you require.  

  

   

22.     
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The Case Information screen is displayed. Some fields are generic and some are 

specific to the Matter Type that you have selected.  

  

Matter Types are linked to one of the Civil Fee Schemes: TFF Replacement, 

Family Help, Mental Health or Immigration. The non-generic fields are linked to 

these fee schemes. The Guidance for reporting controlled work (Civil) includes 

a description of each field.  

 

Enter the required data for the Matter Type you selected.   

  

Fields marked with an asterisk        are mandatory.   

Note:   

 All costs fields are excluding VAT. A VAT Indicator is available  to 

confirm if VAT should be applied to the Profit, Counsel and Travel and 

Waiting costs. For Disbursements, the VAT amount should be entered 

in the Disbursements VAT amount field if applicable.  

 If there are no costs to report, enter 0 in the field.  

 When you select the Stage Reached code for the outcome, the screen 

will be refreshed and you will be taken back to the top of the form. The 

refresh occurs so that the system can generate the relevant Outcome for 

client codes. These are determined by the Stage Reached code that you 

just selected.   
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Click Save once you have completed the form. At this point the system will perform 

a check on the data that you have entered.   

  

  

If there is any invalid data, an error message will appear at the top of the screen 

to explain the changes that you need to make. Rectify the errors and click Save 

again.  

  

If any of the reported costs are over £3000, a warning message will appear at the 

top of the screen. If the figures are correct, click Save again to continue.  

  

If there are no errors you will be directed back to the Submission Details screen. 
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The Submission Details screen displays a summary of the outcome you have 

entered, including the value that has been calculated.   

  

You have the option to edit/delete the outcome if you have made an error.  

 
  

To view a breakdown of the value, click on the Outcome Pricing Details button. 

Refer to the Outcome Pricing Details section of this guide for more information.  

  

If the case meets the criteria to be treated as an Escape Fee case then a flag 

will be displayed in the Esc column. The LAA will complete a separate 

assessment of Escape Fee cases.   

  

To enter more outcomes for this period, click on Add Outcome. Once all of the 

outcomes have been entered, move to Step 2 of the process.   

  

 

 

 

 

 

  

23.     

24.     

25.     

26.     

27.     

28.     

29.     

30.     

31.     

32.     
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In this section we will look at entering Criminal (Crime Lower) outcome data into 

CWA.  

  

Outcome data must be entered against a specific submission. The submission list 

is located in the Activity Management section.  

  

Click - on the Activity Management tab.  

 

Select Submission List from the menu bar.  
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Submission List displays the current submissions for the offices and schedules 

that you are allowed to report against. You must locate the correct submission 

period to enter the data.   

 

Once you have identified the correct submission from the list, click on the Update 

button for that submission.  

  

You will be taken to the Submission Details screen (Step 1 of the Submission 

process).   

  

Submission details displays information about the current submission. It shows 

a list of the outcomes included in the submission and gives you the ability to 

add a new outcome. Click on the Add Outcome button.  
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You will be taken to the Outcome Details Monthly Crime Lower Submissions  

  

Please refer to the Guidance for reporting Crime Lower work on the Gov.uk 

website when entering Criminal Claim Data. This guidance includes a 

description of each field that you are required to complete and the codes that 

you should use.  

  

Please note that the information in this section is correct for all work reported after 

1st August 2008.  

 

You must first locate the Stage Reached code for the outcome. If you know the 

code, you can type it directly into the Stage Reached field.   

Alternatively click on the icon to search for the code.  
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You can search for the Stage Reached Code by its Code or Description. 

Change the option using the drop down menu. The quickest way is to search 

by code - if you type in part of the code, all codes matching will be displayed as 

below. 

 

Enter the search criteria and click on Go. The search results will be displayed.   

  

Click on the purple Quick Select link for the code you require.   

Alternatively click Go to view all of the codes - (i.e. PROU, INVA, INVB, PROT 

etc).  

 

  

33.     

34.     

35.     

36.     

37.     

38.     

39.     

40.     

41.     

42.     

43.     

44.     
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The Case Information screen is displayed. Some fields are generic and some are 

specific to the Stage Reached code that you selected.   

  

The Guidance for reporting Crime Lower work includes a description of each field.  

 

Enter the required data for the stage reached code you selected. Fields marked 

with an asterisk are mandatory.  

  

Note:   

  

 The cost fields are excluding VAT. A VAT Indicator is available to 

confirm if VAT should be applied to the Profit, Travel and Waiting 

Costs. For Disbursements the VAT amount should be entered in the 

Disbursements VAT Amount field if applicable.  

  

 If there are no costs to report, enter 0 in the field.  

  

When you select the Matter Type code for the outcome, the screen will be 

refreshed and you will be taken back to the top of the form. The refresh 

occurs so that the system can generate the relevant Outcome codes. 

These are determined by the Matter Type code that you just selected.  
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Click Save once you have completed the form. At this point the system will perform 

a check on the data that you have entered.   

 

If there is any invalid data, an error message will appear at the top of the 

screen to explain the changes that you need to make. Rectify the errors and 

click Save again.  

  

If any of the reported costs are over £3000, a warning message will appear 

at the top of the screen. If the figures are correct, click Save again to 

continue.  

  

If there are no errors you will be directed back to the Submissions Details 

screen.  
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The Submission Details screen displays a summary of the outcome you have 

entered, including the value that has been calculated.  

  

You have the option to edit/delete the outcome if you have made an error.  

  

  

To view a breakdown of the value, click on the Outcome Pricing Details button. 

Refer to the Outcome Pricing Details section of this guide for more information.  

  

If the case meets the criteria to be treated as an Escape Fee cases then a flag 

will be displayed in the Esc column. The LAA will complete a separate 

assessment of the Escape Fee cases.  

  

To enter more outcomes for this period, click on Add Outcome. Once all of the 

outcomes have been entered, move to Step 2 of the process by clicking the 

Next button.   
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In this section we will look at entering Mediation outcome data into CWA.  

  

Outcome data must be entered against a specific submission. The submission list 

is located in the Activity Management section.  

  

Click on the Activity Management Tab.  

  

 
  

Select Submission List from the menu bar.  
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Submission List displays the current submissions for the offices and schedules that you 

are allowed to report against. You must locate the correct submission period and 

schedule to enter the data.   
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Once you have identified the correct submission from the list, click on the Update 

button for that submission.  

  

You will be taken to the Submission Details screen (Step 1 of the Submission 

process). Submission details displays information about the current 

submission. It shows a list of the outcomes included in the submission and gives 

you the ability to add a new outcome. Click on the Add Outcome button.  
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You will be taken to the Outcome Details form.   

  

Please refer to the Guidance for reporting controlled work (Mediation), on the 

Gov.uk website when completing this online form. This guidance includes a 

description of the fields that you are required to complete for each Mediation 

work type and the codes that you should use.  

  

  

  

  

  

  

  

  

  

  

  

 

You must first locate the Work Type code for the outcome.  

  

The Work Type combines two codes. If you know the codes you can type them 

directly into the Work Type field.   

  

Alternatively click on the           icon to search for the codes.   
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If you enter the codes directly into the field, they must be separated by a colon 

e.g. MEDI: MDPC.   
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You can search for the Work Type by Code, Description, Category of Law Code 

or Category of Law Description. Change the option using the drop down menu.   

  

The quickest way is to search by code. If you know the first code, type it into 

the search field and click Go. The search results will show all of the possible 

code combinations starting with this code.  

  

To view all of the codes (alphabetical order i.e. AASS: ACOM), just click Go.  

  

  

 
 

 

 

 

 

 

 

 

 

 

 

45.     

46.     

47.     

48.     

49.     

50.     



CWA User Guide for Providers – Section 2 Submissions  

Version 10.4                          Page 39 of 78  

The search results will be displayed. A description of the code and the associated 

Category of Law are displayed.  

  

Click on the Quick Select link for the code you require.  
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The Case Information screen is displayed. Some fields are generic and some are 

specific to the Work Type that you have selected.  

 

  

Enter the required data for the Work Type you selected.   

  

Fields marked with an asterisk  are mandatory.   

Note:   

 The costs fields are excluding VAT. A VAT Indicator is available for  

           disbursements. The VAT amount should be entered in the  

Disbursements VAT amount field if applicable.  

 If there are no costs to report, enter 0 in the field.  

 The outreach code is validated against Mediation Schedule.  

  

Saving the Outcome  

Click Save once you have completed the form. At this point the system will perform 

a check on the data that you have entered.   
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If there is any invalid data, an error message will appear at the top of the screen 

to explain the changes that you need to make. Rectify the errors and click Save 

again.  

  

If there are no errors you will be directed back to the Submission Details screen.  

  

NOTE: Where mediation has taken place at the main office an outreach code of 

‘000’ should be entered.   
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The Submission Details screen displays a summary of the outcome you have 

entered, including the value that has been calculated.   

  

You have the option to edit/delete the outcome if you have made an error.  

  

  

To view a breakdown of the value, click on the Outcome Pricing Details button. 

Refer to the Outcome Pricing Details section of this guide for more information.  

  

To enter more outcomes for this period, click on Add Outcome. Once all of the 

outcomes have been entered, move to Step 2 of the process.   
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Once an outcome has been entered you can view, modify and/or delete it before 

submitting it to the LAA. You should ensure that the outcomes are correct 

before proceeding to Step 2 of the Submission Process.  

  

Outcomes are entered against a specific submission. The submission list is 

located in the Activity Management section of CWA.  
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The Submission List shows the current submissions for each office in your firm. 

To view the outcomes that have been entered for a particular  

 

You will be taken to the Submission Details screen. A summary of the outcomes 

that have been entered are displayed. You may need to scroll down the screen 

to view all the outcomes.  

  

  

The final column in the Outcome list is Edit. To view the full outcomes details, click 

on the Edit icon:    

  

  

  

submission, click on the Update icon for that submission period.    
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The Outcome Details screen will be displayed. You will need to scroll down the 

screen to view all of the fields.  

  

  

You can modify any of the fields as required. If you do not wish to modify the 

outcome, click Cancel to return to the Submission Detail screen.  

  

Please note that if you change the Matter Type code for Civil outcomes or the 

Stage Reached code for Crime outcomes or the Work Type code for Mediation 

outcomes, then you may need to complete some new fields on the form that 

are specific to that code.  

  

Make the required changes to the outcome and click on the Save button.  
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You will be returned to the Submission Details screen. The outcome you have just 

edited will have moved to the top of the list.  

  

If the change impacts on the Value, a new Value will have been calculated.  
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If you realise you have entered an invalid outcome you can delete it.  

  

Click on the Select box next to the outcome(s) that you wish to delete.  

 

Click on the Delete button.  

  

Note: If you are deleting all of the outcomes, you can select all of them in one go 

by clicking on Select All at the top of the Select column.  

  

You will be asked to confirm the deletion. Click on the Delete Selected Outcomes 

button to confirm the deletion or click on No to cancel the deletion.  
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You are returned to the Submission Details screen. The outcome has been 

removed from the submission.  
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Step 2 – Submission Review 

Once you have completed Step 1 of the Submissions process, you should move 

to Step 2. Click on the Next button on the Submission Details screen.  

  

Step 2 is the Submission Review. This screen enables you to preview the 

submission before submitting it to the LAA.  

  

A summary table of the submission is displayed. The summary table displays the 

Total Reported Costs and the total Submission Value.  

 

You may need to scroll down the screen to review all the outcomes in the 

submission.  

A list of the outcomes is displayed. Click on the View Outcome icon  to view 

the outcome in full.   

  

If you find an error you will need to go back to Step 1 to edit the outcome.  

  

Please note: the only field relevant to Mediation in this screenshot is 

Disbursements.  
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If you wish to proceed with the submission, click on the Next button to move to 

Step 3.  
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Step 3 is the Submission Summary. The summary table will be repeated from 

Step 2. For Crime Lower Submissions, you will also see a table showing the 

amount of controlled work (e.g. outcomes) that have been reported for the 

month for each stage reached and their total value.   

 

For Legal Help submissions, you will see the New Matter Starts Table.  
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For Mediation submissions, you will see the New Matter Starts table  
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Civil  

CWA will automatically provide the combinations of Category of Law, 

Procurement Area, Access Point and schedule references that are listed in your 

Legal Help Office schedule. You must enter the number of new matter starts for 

each category of law.   

  

Enter the number of new matter starts for each category.  

  

  

You can now calculate the overall total 

number of New Matter Starts. Click the 

Recalculate button.  

  

The screen shows that the total has been 

recalculated.   
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Crime   

This is not applicable for Crime Lower submissions.  

  

Mediation  

You must enter the number of new matter starts for each category.   

  

  

  

  

You can now calculate the overall total number of New Matter Starts. Click the 

Recalculate button.  

 

The screen shows that the total has been recalculated.   
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Immigration Providers must report CLR funding decisions as part of their 

submission. The CLR data must be entered at Step 3 of the submissions 

process even if there is no data to report.  

  

Click on the ‘CLR Information’ button. This is located at the top and bottom of 

the Submission Summary screen.  

   
  

A new screen will be displayed. Enter your data into each field. Enter 0 if you 

have no data to report.   

  

 
  

Click Save & Close to save the data and return to the Submission Summary 

screen. 

 

 

 

 

 

 

 

 

 

51.     

52.     

53.     

54.     

55.     
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You now have 2 choices:  

  

 Save and exit the submission. -This option will enable you to return 

to the submission later to make further changes (i.e. add more 

claims).  

or  

 Complete the submission and submit the data to the LAA. - If you 

choose this option you will not be able to make any further changes.  

 

  

The final step is to actually make the submission. You should not submit until 

you have entered all of the required data for this period.   

  

Click on the Submit button. The button can be found at the top and bottom of 

the Submission Summary Screen.  

  

  

  

Note: You must be logged in as an Activity Reporter Manager to complete the 

actual submission. If you are not logged in as this role, you will not be able to 

see the Submit button.  
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Once you have clicked on the Submit button, you will be presented with the 

Submission Confirmation screen. Click Yes to confirm that you want to submit 

the submission to the LAA for processing (clicking the No button would return 

you to the submission list).  

  

 

  

Note: Once you have submitted you will not be able to make any further 

changes to the submission period in CWA.  

  

If you have selected Yes you will be taken to the Submission Results screen to 

confirm that the submission has been submitted for processing.  
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You will not be able to view the submission while it is being processed. Once it 

has been processed you will receive an email notification to advise you that the 

submission has either been successful or rejected.   

  

If it has been rejected it will appear back in the Submission list with the status 

'REJECTED'. A submission will be rejected if it contains a duplicate of an 

outcome that has been submitted in a previous period.   

  

Your notification will include details of the duplicate outcome(s). You will be able 

to view and edit the outcomes as necessary to resolve the error. You will need 

to re-submit the submission before the submission deadline.  

  

If the submission has been successful, it will be moved into the Previous 

Submissions area of CWA and the next submission period will be made 

available in the Submission List.   
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If you have no work to report in a submission period, you must still complete a 

monthly submission. This is referred to as a ‘nil submission’.  

  

For example the Submission List displays the JUL-2012 submission period. You 

have no work to report for July 2012 but need to start reporting work for August 

2012. You must therefore complete a nil submission for JUL-2012 submission 

before you can start the AUG-2012 submission.   

 

 Go to Submission List.  

 Choose to update the relevant submission.  

 The Submission Details screen will be displayed. As you have no 

outcomes to report, click Next to move to Step 2.  

 You will be directed to the Submission Review screen. Click Next 

to move to Step 3.  

 The Submission Summary screen will be displayed. Enter any 

New Matter Starts (Legal Help and Mediation) and CLR data 

(Immigration Only).  

 Click Submit to complete the nil submission.  

 Click Yes to confirm that you want to submit the submission to the 

LAA for processing.  

 The Submission Results are shown to confirm your nil 

submission. Click on the link to return to Submission List.  
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CWA keeps a record of all of the previous submissions that you have made.   

  

You can view the submission in its original or current format. The original 

submission will display the submission information as you submitted it. The 

current submission will include any changes made to the submission by the 

LAA.  

  

Your submission history will be limited to April 2007 onwards.  

 

The Previous Submission screen is available from the Activity Management tab. 

Select Previous Submissions from the menu bar.  
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To locate all of the previous submissions for your firm, click the Go button.  

  

Alternatively enter some search criteria to reduce your search results. You can 

search by Account Number, Office Name and/or Schedule Number.   

  

Enter the search criteria and click the Go button.  

  

  

  

The Search results are displayed in the Submission List at the bottom of the 

Search screen. For each submission you can view the Original or Current 

version by clicking on the relevant icon.  
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The Original Submission will display the outcome data that was submitted to 

the LAA by your Firm for that submission period. It will not show any post 

submission changes that have been made to the outcomes by the LAA.  

  

A summary table of the Total Reported Outcomes and Costs is displayed.  

  

The Total Submission Value is displayed underneath the table.   

  

  

Scroll down the screen to view the Matter Starts table.  
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The Matter Starts Table summarises the number of New Matter Starts for each 

category of law (Civil and Mediation). For matters opened on or after the 15th 

November 2010, the table will also show the relevant Procurement Area and 

Access Point. For matter starts on or after 1st February 2012, the table will also 

show the Schedule Reference column.   

  

  

Scroll down the screen to view the Outcomes.  

  

In this example there are 3 outcomes for the selected submission. A summary 

of each outcome is displayed. Click on the View Outcome icon to view an 

outcome in detail, or click on the Return to Post Submission link at the top of 

the page to go back to the previous screen.   

  

 

  

Note. that you also have the option to Print and Export the submission data. 

You can also view the Outcome Pricing Details for the submission. This 

feature is covered in another section of this guide.  

 

The Current Submission will display the outcome data for that submission 

period. The information included is much the same as for the Original 
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Submission. But it will include a flag to show if the outcome has been amended 

by the LAA post submission.  

Scroll to the bottom of the screen to view the outcomes.  

  

The Outcome table now contains a Revision History column.   

  

A flag will appear in this column next to an outcome that has been amended by 

the LAA post submission. In the example below, the first outcome has been 

modified.  

 

  

The Outcome Pricing Details will be updated to include the amendments made 

to the outcome. You also have the options to Print and Export the submission 

data on this screen.  

  

Click on the View Previous Submissions link to return to the Search screen.  

  

 
 

 

 

 

  

  

  

  

  

  

  

Select Revision History to view the changes made to the outcome.   

  

Select View Outcome  to view the amended outcome in full.   
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This is not applicable to Mediation.  

  

  

It is possible to view submissions from Apr07 to Sep07 by clicking on the View 

Apr07 to Sep07 button.  

 
  

This will be a static view of the data that the Firm submitted, including any 

amendments that have been made.  
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Each screen in Activity Management includes a Printable Page and an Export 

button.   

  

If you wish to print the content of the screen use the Printable Page option.  

This will ensure that all of the information appears in your print out.  

  

 
  

A new window opens containing the information in a printable format. You could 

now print the page (the print function is available in the File menu).   

 
  

Close the window to return to CWA   
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The Export option will transfer the content of the screen into an Excel 

spreadsheet.  

  

  

  

You can either open the file directly, or save the file on your computer. Click 

Open to open the csv file in Excel.  
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An Excel file is created containing the submission details. You should save the 

file as an Excel Workbook.  

  

Close the window to return to CWA.  
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CWA enables you to view a breakdown of costs for outcome claims that you 

have submitted.  

  

This allows you to identify the VAT amount included in any costs that have been 

input. It also displays the fixed fee (if relevant) for the outcome. The breakdown 

is displayed in a screen called Outcome Pricing Details.  

  

The Outcome Pricing Details screen differs depending on whether the 

submission is for Legal Help (Civil), Crime Lower (Criminal) or Mediation 

(Mediation).  

  

The Outcome Pricing Details can be viewed during and post submission.  

  

If you are logged into CWA as an Activity Reporter or an Activity Reporter 

Manager, you will be able to view Outcome Pricing Details at Step 1 and 2 of 

the submission process. You will also be able to view the Outcome Pricing  

Details of a previous month’s submission.  

  

If you are logged into CWA as a Firm/Office Manager, you will be able to view 

the Outcome Pricing Details of previous submissions.  
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The Outcome Pricing Details button is available at Step 1, 2 and 3 of the 

Submission Process. It is also shown in the Previous Submissions area.  

  

 
  

  

Click the Outcome Pricing Details button.  

  

  

 

  

  

The Outcome Price Details screen displays a summary of each outcome, 

including a breakdown of costs.  

  

To view all of the columns in the table, you will need to scroll to the right 

of the page.  

In this example the screen shows Step 1 of a Legal Help (Civil) submission.   

56.     

57.     

58.     
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You can now view the additional columns.  
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The pricing details are displayed in a table. Each row of the table represents an 

individual outcome. The table will display the following columns of information:  

  

Column Name  Column Description  

Value  The overall total claim gross value at the point the claim was 

accepted by the LAA (prior to any assessment). It includes 

disbursements and VAT.  

If a fixed fee applies, the value is the sum of Fixed Fee/s 

excluding VAT + VAT on Fixed Fee/s + Disbursements 

excluding VAT + Disbursements VAT amount.  

If a fixed fee does not apply, the value is the sum of All Profit 

Costs excluding VAT + VAT on Profit Costs + Counsel Costs 

excluding VAT, VAT on Counsel Costs, Disbursements 

excluding VAT, Disbursements VAT amount.  

Fixed  Fee/s  

excluding VAT  

The sum of the Profit/Counsel costs Fixed Fee elements 

excluding VAT.   

For Immigration and Asylum this also includes any reported 

JR/Form filling excluding VAT, Detention Travel Costs excl  

VAT  

VAT on Fixed Fee  The VAT amount applied on the above Fixed Fee/s amount. It 

will only be shown if the VAT Indicator for that outcome is Yes.  

Profit Costs  

excluding VAT  

The sum of Profit Costs excluding VAT.  

For Immigration and Asylum this also includes any JR/Form 

filling excluding VAT, Detention Travel Costs excl VAT.  

VAT on Profit Costs  The VAT on the Profit Costs is displayed if the VAT Indicator for 

that outcome is Yes.  

Disbursements 

excluding VAT  

Disbursements excluding VAT amount.  
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Column Name  Column Description  

Disbursements VAT 

amount  

Disbursements VAT amount (if applicable)  

Counsel Costs  

excluding VAT  

Counsel costs excluding VAT amount  

VAT on Counsel  

Costs  

The VAT on the Counsel Costs is displayed if the VAT  

Indicator for that outcome is yes.  

Assessed Value*  When a claim is assessed, the assessed value becomes the 

actual value of the claim overriding the initial value.  

Fee Scheme  The fee scheme that valued the case. This will help you to 

identify if the value has been derived from a fixed fee.  

  

* This field will always display 0.00 pre-submission as assessments are 

only made post submission.  
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The pricing details are displayed in a table. Each row of the table represents an 

individual outcome. The table will display the following columns of information:  

  

Column Name  Column Description  

Value   The overall total claim gross value at the point the claim was 

accepted by the LAA (prior to any assessment). It includes 

disbursements and VAT.  

Where a fixed fee applies, the value is the sum of the Fixed Fee 

excluding VAT + VAT on the Fixed Fee + Disbursements 

excluding VAT + Disbursements VAT.  

Where a fixed fee does not apply, the value is the sum of Profit 

Costs Excluding VAT + Travel Costs Excluding VAT + Waiting 

Costs Excluding VAT + VAT on these costs + Disbursements 

excluding VAT + the Disbursements VAT amount.  

The exception to this is where the Stage Reached codes PROK 

and PROL are used. In this exception, the value is the sum of 

the Profit Costs Excluding VAT + VAT on the Profit Costs + 

Disbursements excluding VAT + the Disbursements VAT 

amount.  

Fixed fee/s  

excluding VAT  

The sum of all fixed fee elements excluding VAT. Currently this 

will capture only the Police station fixed fee from 14th January 

2008 and Early Cover, Pre-Order Cover and Form Completion 

from April 2011.  

VAT on Fixed Fee  

Elements  

Where the VAT indicator is Yes, the VAT amount applied on the 

Fixed Fee/s amount.  

Profit Costs  

excluding VAT  

Profit Costs exclusive of VAT  

VAT on Profit Costs  Where the VAT Indicator is Yes, the VAT amount applied on the 

profit costs amount.  
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Column Name  Column Description  

Disbursements 

excluding VAT  

Disbursements exclusive of VAT  

VAT on  

Disbursements  

Disbursements VAT amount  

Travel excluding  

VAT  

Travel exclusive of VAT  

VAT on Travel  Where the VAT Indicator amount is Yes, the VAT amount 

applied on the Travel costs amount.  

Waiting excluding  

VAT  

Waiting excluding VAT  

VAT on Waiting  Where the VAT Indicator amount is Yes, the VAT amount 

applied on the Waiting costs amount.  

Assessed Value*  When a claim is assessed, the assessed value becomes the 

actual value of the claim overriding the Value.  

Fee Scheme  The fee scheme that valued the case. This will enable you to 

determine whether or not the value has been derived from a 

fixed fee.  

  

* This field will always display 0.00 pre-submission as assessments are 

only made post submission.  
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The pricing details are displayed in a table. Each row of the table represents an 

individual outcome. The table will display the following columns of information:  

  

Column Name  Column Description  

Value  The overall total claim gross value at the point the claim was 

accepted by the LAA). It includes:  

 Assessment meeting or mediation fee  

 Agreed proposal fee (where applicable)  

 Disbursements  

 VAT on each of the above .  

  

Mediation/Assessment 

fee excluding VAT  

The Assessment meeting fee or Mediation fee which is 

applicable to the claim.  

VAT  on  

Mediation/Assessment  

fee  

The VAT on the Assessment meeting or mediation fee  

Profit costs excluding  

VAT  

Not relevant  

VAT on Profit Costs  Not relevant  

Disbursements 

excluding VAT  

Disbursements excluding VAT amount.  

Disbursements 

 VAT amount  

Disbursements VAT amount (if applicable)  

Counsel  Costs  

excluding VAT  

Not relevant  

VAT  on  Counsel  

Costs  

Not relevant  

Assessed Value*  Not relevant  

Fee Scheme  Will be set to ‘MEDIATION’  
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Note that the Agreed Proposal Fee and associated VAT is not shown separately 

but is included in the overall total in the Value field.  
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You can Print and Export the data from this screen using the given buttons.  

  

  

  

If you wish to print the content of the screen use the Printable Page option.  

  

Use the Export option to export the data into an Excel Workbook.  

  

Click on the Close Window link to return to the submission details.  
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