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OVERVIEW

The Tasmania Legal Aid (TLA) uses an electronic grants management system which:

. meets the requirements of the Federal Government and the Tasmanian State
Government, as well as that of TLA for capturing and reporting data;

' enables a totally automated electronic solution for granting legal aid, monitoring and
reporting details of the grants and paying service providers for actioning the grant;

. provides mechanisms to improve business processes with automation, workflow,
e-business, etc;

' enables access for authorised users from locations other than TLA offices;
facilitates integration and/or electronic interfacing with existing TLA systems;

operates within the current TLA environments.

With the implementation of this system, TLA has positioned itself to be able to take
advantage of any future advances in technology and to enable further cross-agency co-
operation in such areas as:

' sharing data between TLA and other organisations e.g. Centrelink or the Courts, to
enable once only capturing of common data;

' using alternative means of uniquely identifying clients;
' using alternative delivery mechanisms;

. downloading data into a portable format e.g. to assist with conflict checks at court.

Tasmania Legal Aid Automated Grants Processing System enables users to apply for
and be granted or refused aid for legal assistance.

The automated grants processing system enables solicitors in private practice as well as
those employed by TLA to access an online legal aid application form which is submitted
electronically and interfaces directly to TLA’s software.

The application form is linked to a database, enabling data lookups to be accessed via the e-
lodge application as required. This ensures that solicitors (and their clients) choose options
that are system compliant, thus reducing the possibilities of keying errors as well as reducing
the number of keystrokes necessary to complete the form.

For clients with a current active Centrelink number (CRN), asset and income details are
accessed electronically and in real time from Centrelink. In such cases the client will not be
required to physically obtain data from a financial institution and/or Centrelink, thus saving
the client time and fees.

Any asset and income data electronically supplied by Centrelink is stored in tables within the
software. This enables means and assets levels to be assessed by the system and the
contribution amount calculated automatically. The means and assets data stored within the
system is NOT accessible to system users.

A tax invoice for the solicitor to whom the aid is granted is produced electronically on
completion of the work. The solicitor opens, completes and submits the invoice
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electronically to TLA. The invoice is automatically processed overnight enabling payment to
be processed the following day. Provided the invoice meets specified system criteria and
passes automated audit checks, there may be no need for human intervention from the time
the invoice is completed by the solicitor until such time as the payment is deposited into the
solicitor's/service provider's bank account.

Any correspondence relating to a client file may be submitted via e-mail to the Commission

and linked directly to that file. This correspondence can then be accessed via the client file,
within the software.
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HINTS FOR COMPLETING APPLICATIONS

1. CENTRELINK NUMBER:

+ The applicant's Centrelink number must be recorded to enable the Assignments'
Officers to access the Centrelink database and confirm the applicant's means and
assets data as completed in their application.

However, the applicant's asset and income details (downloaded from Centrelink) are
NOT displayed on the application form. That data is stored within TLA's database
and is only accessible by authorised TLA officers.

The provision of the data from Centrelink assists with the determination of the
application for aid.

+ A copy of the applicant's Centrelink card must be photocopied and the copy attached
to the file in order to meet Legal Aid audit requirements.

+ Solicitors must print each application and have the client read and sign the "Client
Declaration" which also includes their authorisation for TLA to access their Centrelink
details. The solicitor must sign the "Solicitor’s Certificate". This is also attached to
the file in order to meet Legal Aid audit requirements.

2. DO NOT use the green BACK button located at the top left of your screen to go back a
page. The Previous Page and Next Page buttons are to be used to navigate backwards
and forwards through the e-lodge application.

<-- Previous Page Mext Page --=

3. During the application process the following message appears a number of times after
you click on NEXT PAGE button

PROCESSING APPLICATION - PLEASE WAIT...

The system will not allow users to click or make keystrokes until the next screen
appears.

4. INCOME AND ASSETS section - All fields in the section must be completed.

5. FINANCIALLY ASSOCIATED PERSON - The term financially associated person is used
in this form. This term includes any person:

+ from whom your client usually receives financial support;
+ to whom your client usually provides financial support;

+ who could reasonably be expected to financially assist your client in obtaining legal
services.

A financially associated person may include a relative, partner, spouse, trust,
corporation or group.
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6. TO PLACE AN APPLICATION ON HOLD - To prevent the user from having to re-enter
information for an incomplete application a HOLD facility is available at question 30 of
the application. If you are not at question 30 but want to put the application on Hold, do
the following:

Click on | Mewt Page --» button until you reach Question 30.

Click on | HeldAgpliestion = ) 110 Make a note of or print the Request ID number
that is displayed.

Applications on HOLD can be retrieved by selecting the -I button and
entering the Request ID number.

More detailed instructions for placing an application on Hold are detailed in the section
entitted HOLD AN APPLICATION on page 22 of this manual.

7. WORK ITEMS & DISBURSEMENT ALLOCATIONS SCALE - from the Home Page,

click on I button to access the document entitled Solicitor Information
Guide Legal Aid Applications for a detailed breakdown of the work items and
disbursement allocations scales.

8. TO PRINT AN APPLICATION - If you submit an application and inadvertently exit the

screen from which you can print off the application, simply click on the -I
button and from the Home page, click on the -I button, enter the Request

ID number and click on Print Application

9. LEGAL AID HELPDESK 6236 3860 - The E-lodge program will "time-out" after approx.
20 minutes if nothing is done within the application. Timing out can corrupt the
application process.

If you are encountering problems, discontinue what you are doing and ring the Legal Aid
Helpdesk on 6236 3860.

Do not attempt to re-enter an application for aid if it appears your first attempt didn't go
through, without first calling the Helpdesk.

10. ALWAYS use the -I button to exit the e-lodge program.
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LOGGING INTO & OUT OF E-LODGE

LOGGING IN

In order to request a grant of aid the user must access the Electronic Application Form
(elodge) available on the Tasmania Legal Aid website:

https://services.legalaid.tas.gov.au/lact elodge/login/login.asp

Type in the link and add it to "Favorites" on your computer.

The following screen will be displayed:
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To use e-lodge, you MUST allow Pop-ups from the site.
If the Pop-up blocked message is displayed on your screen, if you are using:

1. Internet Explorer - click on the bar and select “Always allow popups from this site”.
2. Firefox - select the Options button and then select “Allow popups from Legalaid”.
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https://services.legalaid.tas.gov.au/lact_elodge/login/login.asp

The following screen is displayed:

A https:/fwww.legalaid.tas.gov.au - Electronic Lodgement - Production - Microsoft Internet Explorer Q@@

Legal Aid Commission Tasmania

Electronic Lodgement

User Name ’ |

Firm Mumber

Password \:‘

[ Ok H Cancel ]

I@ Please enter the user name, &) @ Internet

Enter:
User name - can be any name, the system does not validate this field.
Firm number - has been allocated by TLA and notified to your firm.
Password - has been allocated by TLA and notified to your firm. TLA

allocates the password to give the user access to the e-lodge
program, however, it can be changed by the user anytime
thereafter by clicking on the PASSWORD button on the Home
Page of the e-lodge program.

If you forget the password, contact the TLA Helpdesk on 6236
3860.

Click the "OK" button.
The system validates the Firm number and password combination.

The following screen will be displayed.
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HOME PAGE

mm:nm

back at the efffcd

NS, select..

your option from the buttons of the left.

of the buttons

Home
electronic lodgerment
home (this page)
New
enter a new application
far Legal Aid
Extend/Claim
find an existing
grant of Legal Aid
to extend or claim
an invoice
Active Files
lists current active files

with electronic lodgement

a solicitor to keep
track of current files
Password
need to change ?
Help
using Electronic lodgement
includes blank forms

Use the buttons on the left of the screen to select the function required as detailed below:

HOME:
NEW:
EXTEND/CLAIM:

PASSWORD:
ACTIVE FILES:
HELP:

LOGGING OUT

Current screen
Apply for a new grant of aid (see NEW APPLICATIONS on page 9).

Apply for an extension of aid (see EXTENSIONS OF AID on page 25).
Claim for work completed (see CLAIM FOR PAYMENT on page 31).
Claim a disbursement payment (see CLAIM FOR DISBURSEMENT
on page 35).

Open an application on HOLD (see HOLD AN APPLICATION on page
22).

Change firm's password.

Lists the firm's active Legal Aid files.

Gives access to:

This User Manual;

Hours Allocated for Work Items & Disbursement Fee Guide - a
detailed breakdown of the work items and disbursement allocation
scales.

Blank applications for:

¢  Civil, General & Child Protection matters

¢+ Criminal matters

v Family matters

Always click on the Log Out button to exit the e-lodge program.
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NEW APPLICATIONS

On the Home Page click on the NEW button to start a new application. The screen below
will appear.

New - Application

Mext Page --=

Solictor

Enter your firm's Solicitar for this application I

If Your Solictor is not in the list above
or the list contains a solictar no longer warking for you
Flease note this below

A

ie "Add Jane Doe" or "Rermove John Doe”

Firm Reference and Client

Enter your firm's reference number for the new application

If your client is currently in custody please select postal addres v
Has your client previously applied? @ Mo OYes
If your client has previously applied please search by
Clygnt Number:
OR:
Firstnarne:
Surname:

Mext Page --=

/

Select the firm's solicitor for this application from the drop down list by placing the cursor
on the down arrow and then highlighting the name.

~ The drop down list is populated with the names of those solicitors who are registered to
the firm.

~ If the name is not in the drop down list, specify it in the next blank field, as "Add Jill
Brown".

~ Ifanameisin the drop down list and that person no longer works for the firm, specify
"Remove Jill Brown"

It is important that firms notify Legal Aid of changes to staff within their firm, in order
to keep these lists accurate.

Enter the firm's reference number i.e. the reference your firm is using to relate to this
matter/file (do not use the firm number used to log onto the e-lodge system). The reference
can be up to 40 characters in length and alpha/numeric. It will be displayed on documents
relating to this application.

Is your client currently in custody? Select the correct postal address for the facility
holding your client.
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Has your client previously applied? This must be answered No or Yes. This determines
whether the system searches for client details, or whether the client is to be treated as a new
client for your firm.

. Mext Page --=
If NO Click on the NEXT PAGE button at the bottom of the

screen (go to CLIENT DETAILS on page 12 to continue).
If YES go to the next field on this screen.

If your client has applied for aid previously, through your firm it is possible to specify
the applicant's first name and surname, or just the applicant's surname and click on the
FIND button and a list of names will be displayed from which the correct client can be
selected.

Note: If the client has applied for legal aid previously, through a different legal firm, the
system will treat the client as a new client for your firm and therefore not return a
client name or listing.

The more specific the details, the less time the system will take to search for and
display the appropriate data for the user.

b ut

“ New - Application

\©

Solictor
I—
I— Hlogge. Petar =
I—
I—

Firm Reference and Client

FOF&EIS

Hobert Pescapion Prison [+

Lan
Cuch] Find

Aed Pags -»

Elesctronic Lodgameant
Leapal did Tersmania 2006

Once the applicant's name (surname and first name) has been specified, click on the FIND
button.
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#“" Matching Clients

1." Search Criteria

i

Click onthe Client Eelow to start an application for that client
ar click to |start with Blank Form| or to [Search again|

Client List

Hame - {Date of Birth}
Ouck, Leon - (1040911991 3

Click onthe Client above to start an application for that client.
If Mgt Found Click to |start with Blank Form|or to |Search again|

Elgctronic Lodgement
Legal Aid Tasmania 2006

If Client Matches

If there is more than ope client with the same name registered to your firm, a list of those
clients will be displaygd on the above screen. Use the applicant's date of birth to determine

the correct client.
Select the correct client by clicking on the name.

A new application form will appear populated with the applicant's personal information
already in the system. These details must be checked for accuracy and relevance to the aid

you are applying for in this application. If necessary, make changes.

If Client Does Not Match

The above screen will not produce any results if the applicant's name does not match any
names already registered to your firm.

To start an application for this applicant, click on start with Blank Form.

Alternatively, continue searching by clicking on Search again.
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E-LODGE SCREENS

SEE THE "GUIDE" STARTING ON PAGE 41 FOR ASSISTANCE
TO COMPLETE THE APPLICATION QUESTIONS

CLIENT DETAILS (Questions 1 to 10)

(Refer to "Guide" starting on page 41)

77, New - Client

Client Details

Refer to the

5 Yea which o i 2 "Guide" starting

Abcrigiral ar Tamees Sirait |slanghr on page 41 of this

B Ho G manual when

answering the
questions.
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INCOME AND ASSETS TEST DETAILS (Questions 11 to 20)

Tasmania Legal Aid applies an income and assets test to each application for aid.

To enable TLA to assess the application it is important that all the fields are completed.
Failure to do so will result in the application being Delayed or Refused.

Centrelink Details (Questions 11 & 12)

Centrelink Details

The Legal Aid Commission of Tasmania Means Test specifies that if your income is solely a Centrelink benefit you will pass the income test.
Even if you only partially receive a benefit it is still important that you provide your centrelink number.

Your application can not be approved until your centrelink status is known.
You must also read and sign the declaration on the last page.

11, Are youin receipt of a Centrelink Payment or a Government Benefit??
® Mo
O Yes..which one ?

| ]

12. Pleaze Enter Your Centrelink Number

Household Details (Questions 13 to 16)

These details must be completed in order to assess the income and assets of the applicant.

Household Details

The following section is used to determine the number of dependants you care for financially
and is used for the income test.

13. Which of the following describes your househald type?
@ Couple © Single

14, Work Status of the household members (those in workforce)?
@® Both O Single O MNone

How rany children do you have that are financially dependant on you (Whether they live with you or not)? I:I

16, What is the total weekly gross income including benefits that is earned by you and financially associated persons in the Household?
You Financially associated person(s)

5 5|

A

Refer to the
"Guide" starting
on page 42 of this
manual when
answering the
guestions.
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Housing Details (Questions 17 & 18)

The client is required to complete the housing details, as Centrelink does not retain
information pertaining to ownership of a principal place of residence.

Housing Details

17, I you or afinancially associated person own or are paying off the home that you live in

What is the value of your home ?

s ]
What is the mortgage (amount owing) on the home ? § I:I
What is the location area of this home { based on phone zones 62, 63 B4)7

18. If you aor a financially associated person own or are paying off any other real estate apart frorm the home you currently live in

What is the value of this other real estate ? $|:|

What is the mortgage (amount owing) on this other real estate 7 $|:|

Motor Vehicle Details (Question 19)

Motor Vehicle Details

19, If you or a financially associated person own or are paying off any mator vehicleds?
What is the value of the motor vehicleds, less any monies owing? §

Asset Details (Question 20)

Asset Details

200 If you or afinancially associated person own anything else of value, including the following assets:
loney in the bank, shares, bonds, other investrments, boats, caravan, jewellery etc

Do not include Household furniture, effects and tools of trade.

Please state the total armount of your assets § I:I

A\

Refer to the
"Guide" starting
on page 43 of this
manual when
answering the
questions.
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LAW TYPES (Questions 21 & 22)

Refer to the LAW TYPES GUIDE starting on page 50 to complete the phase options at q.21.

~ New - Law Type

21, Forwhat type of
problem do you
need Legal Aid ?

® Family
Family Categoary
Phase

| v

@
Civil/'General/Child
Protection
Civil Category
Fhase

| v

O Criminal
Crime Court
Type

| v

2¢. Araethere current court proceedings ?
O Mo
@® Yes. please provide date

Wiher is the next court date ? |18/08/2009 | ¢ad/mw vy

Go to page 16 to continue with Family Law matter screens. h
Go to page 18 to continue with Civil Law matter screens. .
Go to page 19 to continue with Criminal Law matter screens. Refer to the
"Guide" starting
on page 44 of this
manual to

complete the Law
Type and Phase
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FAMILY LAW (Questions 23 to 26)

Refer to the FAMILY LAW GUIDE on page 46 to complete the questions.

23, Provide details of the person you are in dispute with.

Given narme

Middle names

Surname

Date of hirth

L ssasmmrrm

Their postal address

Postal suburbdtown

| |F'|:|st|:c|de I:l

Their phane number

Their laweyer's name

Their lawyer's postal address

Fostal suburbdtown

| |F'|:|st|:ude I:I

24, What is your relationship with the person you are in dispute with ¢
® Other
O Married
O Defacto

Date of marriage / relationship started |:| { A T )
Date of separation I:I ¢ ded S )
Date of divarce I:I Cdd S mm

245, If vour application relates to disputed children matters are you a Grandparent of any of the children?

® Mo
O Yes

26. Have you been to counselling or mediation ?

@ Mo '
O Yes .

Refer to the
"Guide" starting
on page 46 of this
manual to
complete the Law
Type and Phase
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FAMILY LAW (Questions 27 to 30)

27,

23.

29,

30

Merit Information

The next Section is compulsory and must be completed to enable the Grants Officer to assess your application.
This Section includes:

o What type of Family matter you seek legalaid for.

o WWhat Legal woark item are you seeking legalaid for.,
o Any dishursements required with this grant of aid.

s What is your Legal problerm .

When you explain your legal problem you must detail concisely why you require the work items and the disbursement tems selected.

What is the Family Category?

b

What work item do you want aid for 2( If more than 1 add to legal problem area below)

| |

What Disbursements are required 2 { If more than 3 add to legal problem area below)

1 v
2| v
3| v

Briefly explain your legal problem

!

Refer to the
"Guide" starting
on page 46 of this
manual to
complete the Law
Type and Phase
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CIVIL LAW (Questions 23 to 26)

Refer to the CIVIL LAW GUIDE starting on page 48 to complete the questions.

23.

2.

24

2.

Merit Information

The next Section is compulsory and rmust be completed to enable the Grants Officer to assess your application.
This Section includes:

o What Legal work itern are you seeking legalaid for.
s Any disbursements required with this grant of aid.
« YWhat is your Legal prablern

When you explain your legal problem you most detail concisely why you require the work items and the dishurserment items seld

YWhat is the Civil Matter Category?

)

What wark item do you want aid far 2 If more than 1 add to legal problerm area below)

| - |

YWhat Disbursements are required 7 ( If more than 3 add to legal problem area below)

] 3
2| ]
3| ]

Briefly explain your legal problem ¥

!

Refer to the
"Guide" starting
on page 48 of this
manual to
complete the Law
Type and Phase
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CRIMINAL LAW (Questions 23 to 28)

Refer to the CRIMINAL LAW GUIDE on page 49 to complete the questions.
New - Criminal Law

Counts and Charges

o= L hpane amplain K

- [T T amplaint K

&

K AR ame Middle names S

Merit Infarmation

Refer to the
"Guide" starting
on page 49 of this
manual to
complete the Law
Type and Phase
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APPLICANT AND SOLICITOR DECLARATIONS

Complete the details of the applicant's name and address on the Applicant’s Declaration.

Applicant's Declaration

A1l apmcants mst wigw ohe decliadion

Solicitor's Certificate

LegalAid Commiseion of Tesmen
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SUBMIT APPLICATION
Click on the Submit Application button _

The following screen will appear and can be printed for reference:

Application Submitted

Tha raguast K is 108183
Flease rate this far your racords
Chick hare 1o wisw the completed spplicabon
Chick hars to print the complstad appication

Chicld fefe 1o rebm 1o i home page

Ekactranic Lodgemert
Legal Aid Tasmania 2006

&) e B rtmran

You can check the completed application by clicking on the first blue highlighted here.

Be sure to PRINT the completed application for both the applicant's and the solicitor’s
signatures by clicking on the second blue highlighted here.

NOTE: The copy of the application signed by both applicant and solicitor is to be kept on the
applicant's file for future audit purposes.

Click on the purple highlighted here to return to the Home Page to begin another application
or click on the LOG OUT button to exit the e-lodge program.
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HOLD AN APPLICATION

If an application is not ready for submission, click the HOLD APPLICATION button.

D tlectronic Ladpement - Testiag - Micresoft Iniernet Explatur previded by Legal Ald Commsission of Tasmenia
~

/7", New - Declaration

*

i @-
*
_m

X Cwalora

P e yoar paninar wotk you oyt provede bo yoor solekor, ncopy af o recon] payssp, lettar bom pour boxs of ather prood of your weably income such o the Intast grogp
of istemarts chowng the lwet these months trnssctions

ertifcate | you beyvs Bark accounty or wwsstments, yoo st prwde copee of records

1 p0u w00 00 o pati0n O bt pou st pioade & Copp o1 parrsian of barsdl Cand O & hedlh cam cud
n acondian ol the grntng of legel wd

Logal A ix ek free A conlrbiution fowands: your bgal coste wil hwe to be g by you If

Llagein Lrund A0ie
You st aikvee thie Legd A Offca mmadataly of iy changein your Snancal Croumsiances o anp changd of Crcunalantas it miy W your (356 nowdog o changd of sddacs

andioe phard b

nceofs

Non acean

IWyon

r gt of Legal A2 may be cancaled

ovico of the legel representatins spparted to act for yoy,

LEgad LOELS Yau dne rasponalie for diry casta Meuned Dbk Lol Ald wied ppantail 1 pou 1eCems mandy fom 0 cade by Settlemont o coon ovdwr, thie Legad Ald Ofca may tdba sana
AFthe manay 10 pay foe a8 o past of pour Kl o pen ks
Yy mray hawe by pay o graster contnbaton f your Snancisl exoumetances mpeom § vl loge your oaea, you wil proshly e (o pay Ihe tthee aide's costs Tak (o your soboror about

e

I progérty on sotain! of you i coses. AL the wid OF 119 mattir yiu ml s
M1 yon e oot e the coats akoady, we map Beover thitn whie you el jpout

Chalgican Fiogsty
o we tha
atktaiad of the eemburk 01 Coats 10 b chiangiad oo yaur laerd Y ou Wil rat e Mecad L sal yaur propiaty, &

Wt raenhr of & peagenty e Laged AY OMcw iy Ui o chans 1o e plic

housw daparelsn g Upan pour pcumetantas, o e plu de

Lhame of

musd v primezann of the Legal Aud Commengnn to chwnpe your selcror Fparms=san e granied, you may be responstiie o1 sy coste incured 35 3 reauli of changng your

el

Edius 10 Conply
Leged @il mip b thdramn if pou da ol cangly with the condiage of the mrart of legl Easistance

The following screen is displayed. Print this page for the Request ID.

Y Application on HOLD

The new request Id is 169702
The Legal Aid File Mumber is

Flease note this foryour records.
Click here to submit the on HOLD application.
Click here to view the completed application.
Click here to print the completed application.

Click here to return to the home page.
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OPEN AN APPLICATION ON HOLD

To retrieve an application on HOLD, click the EXTEND/CLAIM button.

Type the Request ID and ENTER or click FIND.

Find - Extend or/Claim Search Criteria

File to work o

Please\enter ONE and only ONE criteria below

Request |0 169702/

|
or Firm Reference | / |
or Client Surmame | / |
or Legal Aid File | ‘(I |

The following screen is displayed.

X ntips Ihvww . lugalaia las. pav.au - Electronic Ledpement

......

Fraining - Microsefl Internul Explores provided by Legal Al Comnissie

\ Find - Matching Requests

&

Search Criteria

Click cniha Req ID Balow 10 Sae tha dalals of he raguast 1o the Saarch cnt2na
¥ E6H5h

Hsis
e
T Matching Requests

flag @ et (Dase OF Bl Ex Stanes L

fiick on ths Req 1D abaws to sae the datasls of the reguast

actronic Lodgement
eqd Ald Tasmania 2006

&) Do

2 O rtarat
I

Click on the Request ID number to view the request.

Updated 5 November 2009



On the next screen, click on EDIT/SUBMIT APPLICATION.

X ntips-idwww, legalaid Las. pav.au

Electronic Ledgement

Fraining  Micrw jefl

24

stermul Explorer provided Ly Legal

~7 ™, Find - Request Details

3 - E
E b
"v; x
Request
gt i OS2 Lepal At Flie U7 GO0 1)
F 0 R Loge & 0
w Ehadge Tenining Flim
nasan 0
Clhart Sumans Ball
-‘ Her Fhama
[Wissw Applicaion | Create Exansion | EQW=abost Applcation | it Appicenion |

Extension History

Ron 10 €0 | Ladgesd
1003821 1

Click the Req ID to sae detaiks of the sotsnsion
Claim Work/Disbursement Completed

Youmey claim one or more work dems to be invescad by sekacting tham from tebks bakow
SELECT WORK ID DESCRFTION

Alg Comunissie

Select itams than Clck tha Submit Work botton to clasm the salacted waark ihans on the invmics

] hetpathmon dagetaid Lat. gov, st

Lpciate.

2D O rearat

The application is displayed for editing and review.
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EXTENSIONS OF AID

To apply for an extension to a grant of aid select the EXTEND/CLAIM button on the Home

Page.

of the buttons

Home
electronic lodgerment
haome (this page)
New
enter a new application
for Legal Aid
Extend/Claim
find an existing
grant of Legal Aid
to extend or claim
an invoice
Active Files
lists current active files
allows Solicitor to keep
track of current files
Password
need to change ?
Help
using Electronic lodgement
includes blank forms

your option from the buttons of the left.

with electronic lodgement

please ring -
Help Desk on
YWk 0362363860
After Hrs 0419322258
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The following screen will appear:

D Electronic Ledpemmnt - Testing - Nicrasolt Inturnet Explecur pravided by Legal Ald Commission of Tasmania

/7™, Find - Extend or Claim Search Criteria

Find File to work on

Raguen D

/

Enter the Request ID number from the applicant's original application.

Click on the FIND button

The following screen will appear:

_Find - Matching Requests

Search Criteria

Click ontha Req I Below to sae tha dotails of tha raquast for the soarch chtana

Matching Requests

Heg NI Nent jDase 48 Hies Exi Firms Hel File Sialus |0 DT

1E5701

':llzk on e Redq B abae 1o Sae e detals of e racuast

/

Click on the Request ID Number.
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The following screen is displayed:

Find - Request Details

Request

Reguest DV 169701 Legal Aid File 09G0O16744
Firrn Mo 515 Legal Aid Extension 0
Firrn Mame Legal Aid Commission of Tasmania
Extension 0
Client (Date of Birth) Bloggs, Joe( 07/09/1962 )
Lodged 19062009 16:40:00
User Lisa
Law Type - Criminal
Matter - Dishonesty Offences - Burglary

Wiew Application | Create Extension | Frint Application ]

Req ID | Ext| Lodged
165701 |0 | 19062003

t

Clickthe Req ID to see details of the extension.

CGlaim Work/Disbursement Completed

Ypu may claim one or more work items to be invoiced by selecting them from table below

ELECT WORK_ID |DESCRIPTION

ryou may claim a disbursement to be invoiced by selecting item below
SELECT WORK_ID |DESCRIPTION

Previous Invoices Claimed

IRIVIALSE RMDED (IRCATICCT IN AINNDLE 1IN RCECSADINTLAR  ARATIRIT

Click on the blue Request ID Number in the Extension History box.
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The following screen will appear:

28

Extend - Application

> I Mext Page --» I
Solictor
Enter your firm's Solicitor for this application | G) hd

If ¥our Solictor iz not in the list above
or the list contains a solictor no longer working for you
Please note this below

ie "&dd Jane Doe" or "Remove John Dog"

Firm Reference and Client

Enter your firm's reference nurmber for the new application |s |
If yaur client is currently in custody please select postal address | D V|
Has your client previously applied? O Mo @Yes®

Complete all relevant information, especially:

see | | above.

Enter the name of the solicitor making the application for the extension see G) above.

If the client is in custody, select the correct postal address for where they are in detention

Check that yes is selected at “Has your client previously applied?” see ® above.

—— Click on the NEXT PAGE button. The previous application will be displayed.
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Scroll through the application and check that the applicant's details, especially contact and
income are still current and make any necessary changes.

When the Extend Law Type screen is reached (question 21), enter any changes to court
type and new court date, if known. See example for Criminal Law below:

3 Electranic Ledpermmnt  Testing - Nicrasol? Inturnes Explecur pravided by Legal Ald Commission of Tasmania

21, Farwiad typa of pratiem do you nead Legad Ald 7

O Famby

O CmliGenersl

@ Crmmad

Crime Coun Typa

Sypremes Coor s Crminel Court »

A thera Curam cou! proceadings ?

O No

® Yeu  pleyes proads date

Wian iz the nedt cowt data 7 0LDRRI0T | ¢ s um iyyryy

[

Ekctronic Lodgement
Legal Aid Tasmanie 2006

When the questions relating to the Work Item and Disbursements for the extension are
reached, select the items required from the drop down lists.

D Electronic Ledpemmat - Testing, . Micrasolt Inturnes Explecor pravided by Legal Ald Co-miszan of Tasmasi

X What wark iem da you wanl wd foe ?

-

Complete the details of the legal problem.
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Declaration

—
3 Elecironic | sdpemend - Tesifeg - Micresolt Infernet Explever presdded By Legal Aid Cemmfssion of Tasmeala x
-

/=™, Extend - Declaration

v ©

-y

& Condikim

Proexf of P e res

Hether you or pour padnerwork pou must prossde b your solicibar, & copy of 3 woend paysip, Istber fom pour boss o afber proof of
pourweekty moome much as the bles group cadficate. ¥ you hawve bank accounbs or irvesimanbs, you musi proade copies of
rarims or siaamanks showng the [ thres monibs Iransactions:

ool oia of & pension of Ben e, o mush provede a oopy of 1ha pedreaion or bl cand ar o Wesa kb oo o ad

Legal Aid i= not free. A condnbubion Towands your kgal coste will hewe bo be pasd by you i s & condidion of the graning of legal ad
Charwye i Circ i sa e 6

Wiodd sk @i i D Lingd Add Offica imimadiodaly of sy changs in pour Tnancial cieumstand e of any chang of cicaine] e s
ik may efact your ousd ncluding a chonga of eddiasd anehar phon e e b

H i
Hyou da ral sccapt the advice af the legal epreseniatte sppaimied 1o act for you, your grand of Legal &id may be cancaled

Vil a e iasE o s b e fof Qi Cosks o meed bkine Ligel Ald we graniael Hgoa e e i iy (o yaur oo by
aitlemen of coai ohder, tie Lingal Ald Ofica tnay taka saie of This mioneg 1o e Bar ol or pai of yous logel oo i i

fru may have b pay 3 greatar cantribation if your francisl crcumetances mproe. F yau lose your cass, you wil probsbly bee 1o
Py 1he other side's cosbs. Tak {o your salcilor abaut this w

The Applicant’s Declaration and the Solicitor’s Certificate are to be completed (see page 20
of this manual for further details).

Click on the SUBMIT EXTENSION button and note the new Request ID for your records
(see page 21 of this manual for further details).

Print the completed application and retain on the client file for audit purposes.
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CLAIM FOR PAYMENT
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To make a claim for payment, click on the EXTEND/CLAIM button on the Home Page.

mefeame o oecmome

ELECTRONI

your option from the but

of the buttons

Home
electranic lodgement
horne (this page)
New
enter a new application
far Legal Ald
Extend/Claim
find an existing A
grant of Legal Aid
to extend or claim
an invoice
Active Files
lists current active files
allowes Solicitor to keep
track of current files
Passworid
need to change ¢
Help
using Electronic lodgement
includes blank forms

The following screen will appear:

D Electronic Ledpenmment - Tusting . Micrssolt Inturnes Explecor pravided by Legal Ald Commission f Tasmasla

/=, Find - Extend or Claim Search Criteria

] .
g @
~

Find File to work on

Raguesn D
Frm Rafarence
Chent Buiname

Legn Aud File

Efactronic Lodgement
Legal ad Tasmania 2006

Enter the Request ID Number or other reference to locate the file. Click on the FIND button.
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Go to Claim Work/Disbursement Completed (you may have to scroll down the page a little to
see the heading).

D Electronic Ledpermmnt - Testing - Nicrasol? Internes Explecur pravided by Legal Ald Commission of Teasmansla
" & Heq D Ladged

P .

4 \ 1001730 [15052007

1 3
Click the Ref
"~.v

1D to sae detaiks of the axtansicn

Oy you may dam a di
SELECT WORK_ID DESC

O M Pricess Seadxg

3] 02

Sefectitam then nt bunon o claim the seectad disburaement on the Iviica

CLAIM FOR COMPLETED WORK

To claim for completed work, select the Work ID by clicking on the square in the Select
column.

Click the SUBMIT WORK button.
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The following screen will appear:

I http:/ilactasweb - Electronic Lodgement - Development - Mozilla Firefox

7= ", Claim - Request Details

Please fill out following invoice items

The amount to be claimed for each fem is ex GST
The GST amount will be calculated for you

Teaguent Wiark 141 ancrips Grasted tex 51111 S T

33

1IMEM <

Nole GST will be awomaically aaded 2 1048 on he Srocess Mvokee sor@en

Completion of Legal Aid File

w clabim bho the Tast gresss clabin toy

v

» | Precesaimore || Cancad |

>

Dore

Check that the amount to be claimed is correct. If only part of the grant of aid is being

claimed, amend the total in the CLAIMED (EXC GST) field.

The amount claimed may not exceed the total of the grant of aid, and should NOT include

GST. That is, solicitors' claims for payment are to be submitted using the GST EXCLUSIVE

amount, which is the amount of the grant of aid (the e-lodge system will automatically
calculate the amount of GST). Claims MUST be made in whole dollars.

If this claim completes the Legal Aid file, complete the COMPLETION OF LEGAL AID FILE

section. Both the Reason and the Finalised Stage fields must be completed (choose
options from the drop down boxes). Files will not be finalised automatically, unless both
fields are completed.

Click the PROCESS INVOICE button.
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The following screen appears:
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Click on the button and the invoice is displayed (see below).

Wil by logal Ml Lwwmbid H losun
TASMANA,
ABM 70223103568
Solcitor Fae PROFORMA INVOICE

D Cran | oipmamn  Toaling St | Radi el Lasbiin

IXVOOCE (AR By FEIIGTALS
Lgd ol e Rown v
o HURART

DIVONT PAID TO
RTI

Ly ok o it fvm
1

Fide Hawde

Fonr At N il Haw

Dode Chmandd

Accouy Tapdde
bt Tannta

CLAIM

LELS /G)

Figwio I Wed @ Devirgtos o
| > ME Comirre-e ]
GHT AMOUNT CLADEED (ST —

COOVTRTESE YO0 ANMNIUEST LARFN U0y pSE IS ———(Ei)
TOTAL ASSORNT CLARIED B9 LERIA OST 1S \@)

. — ™ "t ‘s e P pre s O .

o —— petis ¢ yeme w0y ottty 11099 wvmm—r 0 avt 10 BT Yo § o TTTYITIE . Y ISY | 1pPe

s S b 11 b - Mt o . - ——._ ¥ romant Pt 8 iy i Ay Aafes g Ov By §¢ SAa8s8 S

————P [ e |

Tedmie Nambey ‘o
e

Jiledia Falvnas 5

Request ID amount is the amount of the grant of aid being claimed less GST G).

GST AMOUNT CLAIMED is automatically calculated by the system [ 1.
CONTRIBUTION AMOUNT TAKEN OUT is completed by the system @.
TOTAL AMOUNT CLAIMED INCLUDING GST is the amount being paid @).

Therefore, the TOTAL PAID comprises:

the total of the grant of aid
PLUS the amount of GST
LESS the amount of the applicant's contribution.

— Click the PRINT INVOICE button to print the invoice for signature and your records.
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CLAIM FOR DISBURSEMENT
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To claim for completed disbursements, click on the EXTEND/CLAIM button on the Home

Page.

The following screen will appear:

2 Electronic Le dpeimnt

- » Find - Extend or Claim Search Criteria

A?" .
i 4
X,

LODHE ENk=A

your option from the but

of the buttons

Home
electranic lodgement
home (this page)
New
enter a new application
for Legal Aid
Extend/Claim
find an existing
grant of Legal Aid
to extend ar claim
an invoice
Active Files
lists current active files
allows Solicitor to keep
track of current files
Password
need to change ¢
Help

using Electronic lodgement

includes blank forms

Find File to work on

Roguea D

Esactrdnic Lodkfemnent
Legey fad Tasmania 2006

Fusting - Micrasolt Inturnes Explecur pravided by Legal Ald Commission of Tasmasla

/

Enter the Requ

Click on the FIND button.
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D Electronic Ledpermment  Testing . Micresol? Infurnes Explecer pravided by Legal Ald Commission of Tasmansia

\. Claim Work/Disbursement Completed
You may chaim one or more work items to be irvoiced by sakacting tham from teblks bakrw

SELECT WORK_ID DESCREPTION
Select itams than Clck ths Submit Work button to clam the sebacted wark itames on the irvica

O you may clam & disbursement ta be Invaiced by seleching ilem bakow
SELECT WORNK_IP DESCRWTION

£ Process Seevees’ Fras

@] a2 Espects Rapon

Sefectitam than Clddths Submit Disbursement bullon 1o ciaim e seectad disbursemert an the invines

Previouyg Invoices Claimed

INVOICE_RER REOUEST_ 80 WORK_ID DESCRETION  AROAUNT

0L 00173 0 PDA Conferance 345 00 >

To claim for completed disbursement/s, go to the CLAIM WORK/DISBURSEMENT
COMPLETED sectign (you may need to scroll down the screen to see the heading) and
select the Work ID by clicking on the relevant button in the SELECT column.

Click the SUBMIT DISBURSEMENT button.

The following screen will appear:

2 Electronic Lodgement - Testing - Microsoft Internet Explorer provided by Legal Aid Commission of Tasmania EI@@

°"°"'\ Claim - Request Details

Please fill out following invoice items

The disbursment can be paid directly to the service provider or to you.
Please select who to pay: | LEGAL AID IN-HOUSE PRAC |

Enter the invoice number from the original service providers' invoice to You. Ve cannot
pay the the service provider without this.

Service provider invoice: l |

Please fill the total amount as invoiced by the service
provider inclusive of GST.

wRequest \Work Id/ Descnptlon Amount Gmnted Clmmed(mc hST)
109212 471 [Process Servers' Fees ‘ 200.00 IZUU 0o ]

[ Processlnvoigé 7]7[ar;ce|]

36
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A Electronic Lodgement - Testing - Microsoft Internet Explorer provided by Legal Aid Commission of Tasmania Q@@

<" Claim - Request Details

©

Please fill out following invoice items

The disbursment can be paid directly to the service provider or to you.
Please select who to pay: |LEGAL AID IN-HOUSE PRAC bl

37

pay the the service provider without this.

Service provider invoi

|

o Please fill the total amount as invoic

provider inclusive of GST.

;109212 1471 iProcess Servers' Fees 200.00

Process Invoice ][ Cancel ]

wRéquesi Work Id 'Descriprtion ;AmountrGrmn'tve(I'jCIaimetIV(inc ST

|200.00

Enter the invoice number from the original service provider§' invoice to You. Ve cannot

by the service

\

The disbursement can be paid directly to the service provider or to youk legal firm to remit to
the service provider. Select who is to be paid from the drop down list.

Enter the invoice number from the service provider’s invoice, if the service provider is to be
|_paid directly by the Tasmania Legal Aid, even if it is not possible to select the service

provider from the drop down list.

GST

The amount shown in the CLAIMED (INC GST) column must be the total amount of the

invoice inclusive of GST.

The system will calculate the GST exclusive amount and the amount of GST for the

remittance advice.

Click the PROCESS INVOICE button to submit the disbursement for payment.
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The following screen will appear:

w o wig IEERBE aewysd | e e ey b rged 1D ey o Dy

¥ I::-Q.P.r:u T T e e BT Dol @ i B Dot 5 B b [t 30 O 18 iRand el

(] i Rt oD e s AL o |

A

Click the button and the invoice is displayed.

3 Llectronic Ladpement - Testiog - Micresalt [nternet Explecer previded by Ligal Ald Comesission of Tasment

' ""-\ RECIPIENT CREATED TAX INVOICE

3 H
3., o

LEGAL AID COMMISSION

Sl
v z TASMANIA

B Y- ABN 70223103968

[ A Disbursement PROFORMA INVOICE
INVOICE CLAIMED BY INVOICE PAID T( FILE DETAILS
Leaal fud In-House Prac Legal fud In-House Prac Luvoice Nusshor 5000203
DXI123HOBART DX123HOBART File Munber G o]
Frm ABN Munber Promder ABN Nuuber Clieee Naoe George Gallagh

Presncder Imroxce Rumber Sclictee Refereree 513
Date Clagned 205 05 2007

To

Arcounn Payable
Legal Aid Tarmona

CLAIM
Fequest ID Wk ID Tescrpaion Amesst
109173 351 Process Servers' Fees 20000
GST AMOUNT CLAIMED $18.18
CONTRIBUTION AMOUNT TAKEN OUY _$oo0
TOYAL AMOUNT CLAIMED INCLUDING GSY £200 00
Frasie nute Il Cortmadinmit l-f;l.-‘lllslh A Nl i et oyt
tEaTmcanns
[l BaiNg A patR eV Do puiEEana ol Logal A e bunin Pase cotity 1 bais dain U cadeit 3 Jucatulely ol aitt Hhe ool oot SR ARTANE | 4uborienbbdpt 1 ice JLCe 303 § TS 081 o) ol et by
0 LURaT B Camentnm o of Tarmmnt s ous §0) morstante 8 sy n et 0 Be Lugal 84 Comrmimt on of Tammd 43 gk b iy o 184 ared 300 mma diste 18 en b Bermust & wmrpamoasd i cderdsied | arnn b o ek s o0 e
il (0§ WIRE by iy 1 TR Tl G M Tk B AU O D)0 L A ) S (14 Ly OF MR 04 T BN OR1 N1EIVAS B ) Wb Ty i) 41w 0N S U001 PORA AL S0 Fuly B 4fsnied by Tk ¥ &

The first amount displayed is the total amount of the invoice.

GST AMOUNT CLAIMED is calculated automatically by the system and displayed on the
screen.

CONTRIBUTION AMOUNT TAKEN OUT will always be nil for disbursements.

TOTAL AMOUNT CLAIMED INCLUDING GST should be the same amount as shown in the
first amount field.

Click the PRINT INVOICE button to print the disbursement invoice for signature and your
records.
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VIEWING INVOICES ALREADY CLAIMED

To check invoices have been paid, click on the EXTEND/CLAIM button on the Home Page.

3!
30

W .
2oy,

\

ELECTRONI

Long stz

of the buttons

your option from the but

Home
electranic lodgement
horne (this page)
New
enter a new application
for Legal Aid
Extend/Claim
find an existing A
grant of Legal Aid
to extend or claim
an invoice
Active Files
lists current active files
allowes Solicitor to keep
track of current files
Passworid
need to change ¢
Help
using Electronic lodgement
includes hlank forms

The following screen will appear:

D Electronic Ledpemment - Testing . Micrssolt Inturnes Explecur pravided by Legal Ald Commission o Tasmasia

\

1 i
b

Find File to work on

Rauen D

Eactrgnic Lodkfement
Legeftd T

o "\ Find - Extend or Claim Search Criteria

/

Enter the Requ%st ID Number or the Legal Aid reference no. (e.g. 09G01

Click on the FIND button.
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Go to the PREVIOUS INVOICES CLAIMED section (you may have to scroll down the page).

Clicking on an invoice number will display the invoice.

2 Electranic | edpeiment  Testing - Nicresolt Internes Explecur pravided by Legal Ald Commission of Tesmanda

\ SELECT WORN_ID DESCR®PTION

Setect itams than Click the Submit Work tottan to claim the sskacted vwark itams on the inoics

Oryou mdy claim a disbursement to b2 imvolced by selecting item bakow
SELECT WORK_ID DESCR®TION
O ! rd Eapects Raport

Sefectitam hen Clod ths Submat Disbursement bullon to ckaim 0 selectad disbursement on the invice

Previous Invoices Claimed

WOICE_ B REOUEST 80 WORK_ID DESCRETION AROUNT
000 100173 0 PDA Corferarce 34500
LIRS 100173 n Process Servees' Feas 20000

Click the Invoice_nbre to display prevously ciaimad Inisca

Elctronic Ladgemernt
Legal A1d Tasmania 2006 -

Invoice is displayed.

Testing - Micresalt Internet Explater previded by Legal Ald Commission of Tasmenia

TASMANIA
ABN 70223103968
Solicttor Fee PROFORIMA INVOICE

D Lhectronic Ledpeme

INVOICE CLAIMED BY INVOICE PAID TO FILE DETAILS

Legnl 14 In-Hoore Prac Lagal Avd In-Houss Prac Tuvoice Nusher 5000102
DX123 HOBART DX123 HOBART Fie Nunber 7 GO
Frm AEN Nunber Provider ABN Numkar Chert Narre Georgs Gallaghee

Selicgee Befareme 515

Prowder Invewce Munber: 500002
Diate Clumed 21703 2007

To
Arcomis Payable
Legd fud Taznann
CLAIM
Heques: I Week ID Descagaion Aot
109173 1390 FDR Corkarence $34500
GST AMOUNT CLAIMED. 350
CONTRIEUTION AMOUNT TAKEN OUT $200 00
) TOTAL AMOUNT CLADMED INCLUDING GST $177 56
Pl by be s Conbation b te avbon s el decduched bnm ooy e pemvent
CERTRICANON

' Bt ag At anile et hanen o Lugal 48 nHene Fas cudify Sk e oawe iy cernd e aocentaly rbart e e e endetsan. | oosiudgn scepimce md e ent of By scnork by
Toh Lol Sl Cumanumun oF TALR S S0M A01 G0ORUIe 3 md el 01T Logal Mg Camanins i 6 oF T a0 s (GhE 18 (oot Wy THe 20ed Do sk 000 o diMe 18 W0 D U34S 01T 00 W) 00 o 01 M S0 | Agrwe ta Pty Ouch B M T
TR TR b g o e e or am e e drimined on appeal mhin Soebean (1T dony of A and 10 B emTar] ¥ eme Raing madse v ting s1en e 2k Pttt pen ety am mey by afmacd by e e¥ee

Tigrwd Ok

Prrt invorcs

L 0 R Teten b Mo borra v aoe
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GUIDE TO ANSWERING E-LODGE QUESTIONS

Always check that the information automatically inserted from Legal Aid's
database is correct as at the date of the application.

Question Question Mandatory/Optional Guidelines to completion
No.

1. First Name: Mandatory If the client has a Centrelink card, the only
name or spelling of the name that the
system is able to recognise is that which is
on the Centrelink card. Therefore, check
your spelling against the Centrelink card.

Middle Names: Optional

Surname: Mandatory As above.

2. Title Mandatory Must be selected from the drop down list.

3. Sex Mandatory Must be selected from the drop down list.

4, Date of Birth: Mandatory Must be specified in the format
DD/MM/YYYY.

5. Marital status: Mandatory Must be selected from the drop down list.

6. Are you in Mandatory Must be No or Yes.

custody or .

detentignf, If Yes, you are required to select where the

' client is in detention, from the drop down list.
This is to ensure that any correspondence
which is generated for the client is correctly
addressed and forwarded.

Home Address: Mandatory If the client is in custody at the time; the
address at which the client normally
resides should be entered here.

Home Mandatory

Suburb/town:

Postcode: Mandatory

Postal Address: Required if If same as Home Address, leave blank. DO

different from NOT put "as above".
Home Address

Postal Required if Postal Address completed.

suburb/town:

Postcode: As above.

7. Home phone This is the landline number to the applicant's residence. This is not

number: required if client has a Mobile contact number. The telephone

number must be entered using the 2 character area code followed
by the 8 character phone number e.g. 03 6255 5555.
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Always check that the information automatically inserted from Legal Aid's

database is correct as at the date of the application.
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Question Question Mandatory/Optional Guidelines to completion
No.
Work phone Optional This is the landline number of applicant's
number: workplace. The telephone number must be
entered using the 2 character area code
followed by the 8 character phone number,
e.g. 03 6255 5555.
Mobile contact This is the applicant’'s mobile phone number. If supplied, it is not
number: necessary to specify the Home phone number or Work phone
number.
8. Were you born Mandatory Answer No or Yes
overseas?
What country? Mandatory, if born A country must be selected from the drop
overseas down list.
9. Do you require an | Mandatory, if born Answer No or Yes
interpreter? overseas
Yes...Which If yes, a language must be selected from the drop down list.
language?
10. Are you an Mandatory Answer No or Yes
Australian
Aborigine or
Torres Strait
Islander?
11. Are you in receipt | Mandatory Answer No or Yes
of a Centrelink - .
Payment? The LACT Means Test specifies that if an
applicant's income consists solely of a
Centrelink benefit they will pass the income
test.
Even if the applicant only receives a partial
benefit, it is still important that they provide
their Centrelink number.
The application cannot be approved until
the Centrelink status is known.
They must also read and sign the
declaration on the last page.
12. Centrelink If YES: A copy of the applicant's Centrelink Card must be retained
Number on the file. Check the card is still valid. Enter Centrelink

Number (9 numbers followed by a letter) e.g. 123456789H
and select benefit type from the drop down list. DO NOT
INCLUDE SPACES OR DASHES which may appear on
the applicant's Centrelink card.

Legal Aid will cross-check the applicant's name, date of
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Always check that the information automatically inserted from Legal Aid's
database is correct as at the date of the application.
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Question Question Mandatory/Optional Guidelines to completion
No.

birth and Centrelink number against Centrelink's database.
Income and assets data is downloaded from Centrelink
into the Legal Aid Grants System after the application form
is completed and submitted (this eliminates the need for
the client to provide written proof of income and/or assets).
NOTE: Income and Assets details still need to be
completed on the application form.

If NO: Applicant's need to provide written proof of income, i.e.
their last 3 payslips and the last 3 months' bank statements
and assets. The Income, Housing, Motor vehicle and
Assets sections are compulsory and must be completed,
otherwise the application may be delayed until such
information is supplied.

13. Which of the Mandatory Answer Couple or Single
following
describes your
household type?

14. Work Status of Mandatory This field must be answered as Both, Single
the household or None, depending upon how many
members (those members of the household are currently
in workforce)? working.

If question 13 is Single, this question must
be answered as Single or None.

15. How many child Mandatory The number of child dependents i.e. any
dependents? dependents of the client, under the age of

18, including any who are not currently living
at the applicant's residence, must be
specified.

If zero, insert O.

16. Total Weekly Mandatory NOTE: This is to be a WEEKLY figure.
Income .

If zero, insert 0.
17. What is the value Do not answer this question if the client is renting the property

of your home?

in which he or she is living.

Specify the current market value of the home in which the client is
currently living, providing that the client owns it or is in the process

of buying it.

What is the
mortgage
(amount owing)
on the home?

If the client is in the process of purchasing the home in which they
are currently living, the value of the amount still owing to a bank or
financial institution must be specified.

What is the

Select a location from the drop down list e.g. if the house is located
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Always check that the information automatically inserted from Legal Aid's

database is correct as at the date of the application.
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Question Question Mandatory/Optional Guidelines to completion
No.
location area of in the area where telephone numbers begin with 62, select Hobart.
this home?

18. What is the value If the client owns or is in the process of purchasing real estate in
of other real which they are not currently living, specify the market value of that
estate? real estate.

What is the If the client is in the process of purchasing the home in which they
mortgage are not currently living, the value of the amount still owing to a bank
(amount owing) or financial institution must be specified.

on this other real

estate?

19. What is the value If the client owns or is purchasing a motor vehicle or motor vehicles,
of the motor the value of that vehicle/s should be specified, but less any amount
vehicle/s, less of money that is still owed on that vehicle or those vehicles e.g. a
any monies vehicle has a market value of $9,500 but $6,500 is still owing to a
owing? hire purchase company, then the amount specified should be

$3,000.

20. Please state the If you or a financially associated person owns or is purchasing
total amount of anything else of value such as money in the bank, shares, bonds,
your assets. boats, caravans, jewellery, insurance etc., the value of those items

must be specified.

21. For what type of Mandatory Choose one of the options:
problem do you *  Family
need Legal Aid +  CivillGeneral

*  Criminal
Refer to the Law Types Guide starting on
page 50 of this manual. To ascertain the
relevant Law Type (column 1), choose the
correct phase from column 2.
Phase Mandatory. Refer to the Law Types Guide starting on
page 50 of this manual. Choose the correct
phase from column 2.
Crime Court Mandatory, if Choose one of the options:
Type? CRIMINAL matter. *  High Court
Also answer g. 22. *  Magistrates Court
*  Supreme/Criminal Court
22. Are there current Mandatory Answer No or Yes

court
proceedings?

If No, go to next page.

When is the next
court date?

Mandatory, if YES
answered at q.22.

The date must be in the format
DD/MM/YYYY
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The remaining questions change according to the Law type.
Go to page 46 to continue with a Family Law matter.

Go to page 48 to continue with a Civil Law matter.

Go to page 49 to continue with a Criminal Law matter.

45
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GUIDE TO ANSWERING E-LODGE QUESTIONS

database is correct as at the date of the application.
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Always check that the information automatically inserted from Legal Aid's

Question | Question Mandatory/Optional Guidelines to completion
No.
23. Given name of Mandatory
the person you
are in dispute
with
Middle Name: Optional Complete if known.
Surname: Mandatory
Date of Birth: Optional Must be specified in the format
DD/MM/YYYY
Postal Address: Optional
Postal Optional
Suburb/Town:
Postcode Optional
24. | What is your Mandatory Choose one of the options:
relationship with *  Other
the person you *  Married
are in dispute + Defacto
with?
Date of Mandatory, if either | Must be specified in the format
marriage/start of Married or Defacto DD/MM/YYYY
relationship: is selected in
previous question.
Date of Mandatory, if Must be specified in the format
separation: partners are DD/MM/YYYY
separated.
Date of Divorce: Mandatory, if Must be specified in the format
partners are DD/MM/YYYY
divorced.
25. | Are you the Mandatory Answer No or Yes
Grandparent of
any of the
children?
26. Have you been to Mandatory Answer No or Yes

counselling or
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GUIDE TO ANSWERING E-LODGE QUESTIONS

Always check that the information automatically inserted from Legal Aid's
database is correct as at the date of the application.

Question | Question Mandatory/Optional Guidelines to completion
No.
mediation?
27. | What is the Mandatory Select from the drop down list.

Family Category?

28. | What work item Mandatory Select from the drop down list. Refer to the
do you want aid Law Types Guide on page 50 of this manual.
for?

29. | What Optional Select from the drop down list. If more than
Disbursements 3 Disbursements are required, please specify
are required? the additional items in the briefly explain your

legal problem text box.

30. Briefly explain Mandatory Has a capacity of 200 characters or less.
your legal Detail concisely why the work items and
problem. disbursements are required.

31. | Applicant's Mandatory The Applicant’s Declaration must be
Declaration explained to the client, so that the client is

aware of, and understands, the conditions
under which grants of aid are made, as well
as giving the Commission approval to access
Centrelink records to check the applicant's
means and assets, and his or her
responsibilities to advise any changes in
circumstances that materially affect the grant
of aid.

Print application and have client read and
sign

32. Solicitor's Mandatory Solicitor to sign
Certificate

Go to Submit Application on page 21 of this manual to continue.
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GUIDE TO ANSWERING E-LODGE QUESTIONS

Always check that the information automatically inserted from Legal Aid's

database is correct as at the date of the application.
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Question Question Mandatory/Optional Guidelines to completion
No.

23. What is the Civil | Mandatory Select from the drop down list.
Matter
Category?

24, What work item | Mandatory Select from the drop down list. Refer to the
do you want aid Law Types Guide on page 54 of this manual.
for?

h ional Select from the drop down list. If more than

25. W at Optiona 3 Disbursements are required, please
Dlsbursementj specify the additional items in the briefly
are required? explain your legal problem text box.

26. Briefly explain Mandatory Has a capacity of 200 characters or less.
your legal Detail concisely why the work items and
problem disbursements are required.

31 Applicant's Mandatory The Applicant’s Declaration must be
Declaration explained to the client, so that the client is

aware of, and understands, the conditions
under which grants of aid are made, as well
as giving the Commission approval to access
Centrelink records to check the applicant's
means and assets, and his or her
responsibilities to advise any changes in
circumstances that materially affect the grant
of aid.

Print application and have client read and
sign

32. Solicitor's Mandatory Solicitor to sign
Certificate

Go to Submit Application on page 21 of this manual to continue.
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GUIDE TO ANSWERING E-LODGE QUESTIONS

Always check that the information automatically inserted from Legal Aid's

database is correct as at the date of the application.
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Question Question Mandatory/Optional Guidelines to completion
No.

23. What are the Mandatory List the most serious charge (primary
counts and matter) first. If possible, the charge
charges? information should be taken from the

applicant's charge sheet. Select from the
drop down list and complete complaint
number/s, if known.

Enter the number of counts as per the
applicant's charge sheet.

24. Was anyone else Mandatory Answer No or Yes
charged with you . .
for these If YES, give their name/s.
offences?

25. What are your Optional Maximum of 200 characters. All prior
prior convictions convictions for similar offences must be
for similar specified.
offences?

26. What work item Mandatory Select from the drop down list. Refer to the
do you want aid Law Types Guide on page 57 of this manual.
for?

27. What Optional Complete only if disbursement payments are
Disbursements required. If more than 3 required, specify
are required? the additional items at questions 28.

28. Briefly explain Mandatory Has a capacity of 200 characters or less.
your legal Detail concisely why the work items and
problem. disbursements are required.

31. Applicant's Mandatory The Applicant’s Declaration must be
Declaration explained to the client, so that the client is

aware of, and understands, the conditions
under which grants of aid are made, as well
as giving the Commission approval to
access Centrelink records to check the
applicant's means and assets, and his or her
responsibilities to advise any changes in
circumstances that materially affect the grant
of aid.

Print application and have client read and sign.

32. Solicitor's Mandatory Solicitor to sign
Certificate

Go to Submit Application on page 21 of this manual to continue.
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LAW TYPES GUIDE (Questions 21, 22 & 28)

The Law Type (column 1) and Phase (column 2) selected at question 21 will determine what
options will be available at question 28 "What work item do you want aid for?" (column 3).

That is, under Family law type, the phases available to select from are listed in column 2.
Whatever phase is selected in column 2 will determine what is available for selection in
column 3 (question 28).

Column 1

Column 2

Column 3

Law Type
(9.22)

Phase (g.21)

Work Item Choices Available (q.28)

Alternative Dispute
Resolution

01 FDR Early Intervention

02 FDR at other stage including second conference

05 Preparation of Consent Orders

Other/Extension of Aid

Appeals

48 Appeal to Full Court Family Court

49 Appeal to a Single Judge of Family Court

50 Appeal to Full Court of Single Judge

51 Appeal to Full Court of Single Judge

52 Appeal to Full Court of Single Judge

Other/Extension of Aid

Child Rep/ICL

39 Child Rep-ICL - initial grant

40 Child Rep - read subpoena material

41 Chair ICL Conference

42 Child Rep/ICL - first court event

43 Child Rep/ICL - interview children subsequent -
discrete item

44 Child Rep/ICL - interim or summary hearing as
discrete event

45 Child Rep/ICL - preparation for trial

46 Child Rep/ICL - contested hearing as solicitor
advocate/counsel

47 Child Rep/ICL - contested hearing as solicitor
advocate

Other/Extension of Aid
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LAW TYPES GUIDE (Questions 21, 22 & 28)

Column 1 Column 2 Column 3
Law Type Phase (g.21) Work Item Choices Available (q.28)
(9.21)

Child Support

53 Child Support - Paternity Test declaration s.106, 107

54 Child Support Departure application

55 Child Support Departure application

Family Court

06 Form 1 & 1A - Application Initial Grant

07 Form 1 & 1A - Case Asst Conf/first return date to Joint
Case Conference

08 Form 1 & 2 OR 1A & 2A - with Interim Application

09 Form 1 - LAT stream - First return date / CAC to First
LAT hearing date

10 Form 1 - LAT stream - first hearing date

11 Form 1 - First return date / First LAT hearing to pre-
hearing conference / Div 12A directions hearing

11A - Attend ICL Conference

12 Form 1 - from pre-hearing conference/1st Div12A
hearing to release of family report

13 Form 1 - Documents for trial - after Family Report
before first day contested trial (estimate 1-2 days)

14 Form 1 - Documents for trial - after Family Report
before first day contested trial (estimate 3 days plus)

15 Trial Preparation

16 Trial Costs - as Solicitor Advocate

17 Trial Costs - instructing solicitor - complex where
approved

18 Take Judgment

19 Cost Application - Contested - Discrete item

Other/Extension of Aid

Federal Magistrates Court

20 FMC - without interim application

21 FMC - with interim application

22 FMC - mention/directions hearing as discrete event

23 FORM 1 -Documents for trial - after Family Report
before first day contested trial
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Column 1 Column 2 Column 3
Law Type Phase (g.21) Work Item Choices Available (q.28)
(9.21)

Federal Magistrates Court

24 Trial Preparation

25 FMC - Trial costs as Solicitor Advocate or Counsel

26 FMC - Trial costs as Solicitor Advocate or Counsel
subsequent day

27 Contravention Proceedings - Applicant

28 Contravention Proceedings - Respondent

Other/Extension of Aid

Initial

Aid for Negotiations Only

Aid to Investigate and Negotiate

Aid to Investigate and Report

Other/Extension of Aid

Miscellaneous Short Items

29 Form 1 pre-2006 matter into Div 12A

30 Child Responsive Program additional item following
first court date

31 Interim Hearing on adjourned date

32 Judicial Interim or summary hearing - discrete event

33 Subpoena List - discrete event

34 Single Expert Appointment - discrete item

35 Other Contested Short List

36 Briefing Counsel Where Approved

37 Reading Time - discrete item

38 Case Review - complex where approved

Other/Extension of Aid

Relationships Act -
Supreme Court

48 Appeal to Full Court Family Court

49 Appeal to a Single Judge of Family Court

50 Appeal to Full Court or Single Judge
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Column 1 Column 2 Column 3
Law Type Phase (g.21) Work Item Choices Available (q.28)
(9.21)

Relationships Act -
Supreme Court

51 Appeal to Full Court or Single Judge

52 Appeal to Full Court or Single Judge

61 Initial grant

62 Initiating proceedings

63 Respond to originating application

64 Cross-application

65 Directions hearing before master

66 Discovery

67 Interrogatories

68 Mediation

69 Draw separation agreement/consent orders

70 Trial prep - documents for trial

71 Trial Preparation

72 Briefing Counsel Where Approved

73 Contested Trial As Solicitor

Other/Extension of Aid
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LAW TYPES GUIDE (Questions 21, 22 & 24)

The Law Type (column 1) and Phase (column 2) selected at question 21 will determine what
options will be available at question 24 "What work item do you want aid for?" (column 3).

That is, under Family law type, the phases available to select from are listed in column 2.
Whatever phase is selected in column 2 will determine what is available for selection in
column 3 (question 24).

Column 1 Column 2 Column 3
Law Type Phase (g.21) Work Item Choices Available (g.24)
(9.22)

AAT/SSAT

Appeal to AAT

Investigate and Report on Appeal to AAT

Other/Extension of Aid

Care and Protection

56 Acting for participating party - initial grant

57 Acting for party - subsequent file management item

58 Acting for party - from s.52 conference

58a Second or subsequent s.52 conference

59 Acting for interested party - appear trial as solicitor
advocate/counsel

60 Acting for interested party - appear trial as solicitor
advocate/counsel

60a Child Rep/ICL - initial grant

60b - Child Rep - read DHHS material

60c Child Rep/ICL - conference chair

60d Child Rep/ICL - first court event

60e Child Rep/ICL - interview children subsequent -
discrete item

60f - Child Rep/ICL - s.52 conference

60g Child Rep/ICL - Preparation for trial

60h Child Rep/ICL - contested hearing

60i Child Rep/ICL - contested hearing

Aid for Negotiations Only

Aid to Investigate and Negotiate

Aid to Investigate and Report

Other/Extension of Aid
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LAW TYPES GUIDE (Questions 21, 22 & 24)

Column 1 Column 2 Column 3
Law Type Phase (g.21) Work Item Choices Available (g.24)
(9.22)

Federal Court

Appeal Veteran's Appeal to Federal Court

Investigate Veteran's Appeal to Federal Court

Other/Extension of Aid

Magistrates Court

Aid for Negotiations Only

Aid to Defend Proceedings in Magistrates Court

Aid to Institute Proceedings in Magistrates Court

Aid to Investigate and Negotiate

Aid to Investigate and Report

Family Violence Order

Other/Extension of Aid

Restraint Order Application

Revoke Restraint Order

Vary Restraint Order

Mental Health

Aid for Negotiations Only

Aid for Proceedings in Magistrates Court

Aid for Proceedings in Supreme Court

Investigate and Report

Other/Extension of Aid

Migration

Aid for Negotiations Only

Aid to Investigate and Negotiate

Aid to Investigate and Report

Other/Extension of Aid

Supreme Court

48 Appeal to Full Court of the Supreme Court

49 Appeal to a single Judge of the Supreme Court

50 Appeal to Full Court or Single Judge of the Supreme
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LAW TYPES GUIDE (Questions 21, 22 & 24)

Court

Supreme Court

51 Appeal to Full Court or Single Judge of the Supreme
Court

52 Appeal to Full Court or Single Judge of the Supreme
Court

61 Initial grant

62 Initiating Proceedings

63 Enter a Defence

64 Draw file and serve a Counter Claim

65 Directions Hearing Before Master

66 Discovery

67 Interrogatories

68 Mediation

69 Draw Separation Agreement/Consent Orders

70 Trial Prep - documents for trial

71 Trial Preparation

72 Briefing Counsel where Approved

73 Contested trial as Solicitor Advocate/Counsel

Aid for Negotiations Only

Aid to Investigate and Negotiate

Aid to Investigate and Report

Other/Extension of Aid
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LAW TYPES GUIDE (Questions 21, 22 & 26)

CRIMINAL LAW

The Law Type (column 1) and Phase (column 2) selected at question 21 will determine what
options will be available at question 26 "What work item do you want aid for?"(column 3).

That is, under Family law type, the phases available to select from are listed in column 2.
Whatever phase is selected in column 2 will determine what is available for selection in
column 3 (question 26).

Column 1 Column 2 Column 3
Law Type Phase (g.21) Work Item Choices Available (q.26)
(9.22)
CRIMINAL High Court Application for Special Leave to High Court

High Court Appeal

Other/Extension

Magistrates Court

Aid for Negotiations Only

Aid to Investigate and Negotiate

Aid to Investigate and Report

Bail Application

Contest Mention

Disputed Facts Hearing

Disputed Facts Hearing - Youth Justice Court

Drug Diversion Programme

Hearing (days or part thereof)

Other/Extension of Aid

Supreme Court/Criminal

Court

Aid for Negotiations Only

Aid to Investigate and Negotiate

Aid to Investigate and Report

Apply to Supreme Court to fix Sentence

Bail Application

CCA Appeal - conviction

CCA Appeal - respond crown filed

CCA Appeal - sentence

CCA Appeal Investigate & Report - conviction
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LAW TYPES GUIDE (Questions 21, 22 & 26)

CRIMINAL LAW

Column 1 Column 2 Column 3
Law Type Phase (g.21) Work Item Choices Available (g.26)
(9.21)
CRIMINAL Supreme Court/Criminal CCA Appeal Investigate & Report - sentence
Court

Disputed Facts Hearing

LCA - file and argue

LCA - respond crown filed

LCA Investigate & Report - conviction

LCA Investigate & Report - sentence

Other/Extension of Aid

Please in Mitigation

Plea in Mitigation - recent familiarity

Preliminary Proceedings

Remand/Mention

Trial Each Subsequent Day

Trial First Day + Fee on Brief
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