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CVLS Legal Server Tutorial 
 

¢Ƙŀƴƪ ȅƻǳ ŦƻǊ ǘŀƪƛƴƎ ǘƘŜ ǘƛƳŜ ǘƻ ƭŜŀǊƴ ŀōƻǳǘ /±[{Ω ŎŀǎŜ ƳŀƴŀƎŜƳŜƴǘ ǎȅǎǘŜƳΣ [ŜƎŀƭ{ŜǊǾŜǊΦ ¢Ƙƛǎ ƛǎ ŀ ōŀǎƛŎ ǘǳǘƻǊƛŀƭΦ ¢ƘŜǊŜ 

is more help within the system, and CVLS staff can assist you as well.  

Information you provide by adding and updating a Case Profile helps us improve client services and volunteer 

experiences. ²Ŝ ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ Řŀǘŀ ŀƴŘ ǎǘŀǘƛǎǘƛŎǎ ŀǊŜ ƴƻǘ ŀǘǘƻǊƴŜȅǎΩ ǎǘǊƻƴƎ ǎǳƛǘΦ IƻǿŜǾŜǊΣ our donors want client 

demographics, so helping us complete this information ensures continued funding for our programs. 

Please contact CVLS staff if you have trouble with LegalServer. We are here to help. 

Login 

¢ƻ ƭƻƎƛƴ ǘƻ /±[{Ωǎ ŎŀǎŜ ƳŀƴŀƎŜƳŜƴǘ ǎȅǎǘŜƳ [ŜƎŀƭ {ŜǊǾŜǊ ό[{ύ ƻǇŜƴ ȅƻǳǊ ƛƴǘŜǊƴŜǘ ōǊƻǿǎŜǊ ŀƴŘ ƴŀǾƛƎŀǘŜ ǘƻ 

https://cvls.legalserver.org. 

 

 
 Enter your username and password. Then click Login. If you have forgotten your username or password, contact Jessica 

at jengle@cvls.org.  

 

  

https://cvls.legalserver.org/
mailto:jengle@cvls.org
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You will be prompted to change your password. Enter and confirm your new password and then click  
Continue. 

 

 

 

 

!ŦǘŜǊ ŎƘŀƴƎƛƴƎ ȅƻǳǊ ǇŀǎǎǿƻǊŘ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘƛǎ ǎŎǊŜŜƴΦ 5ƻƴΩǘ ǿƻǊǊȅ ŀōƻǳǘ ǘƘŜ άtŜǊƳƛǎǎƛƻƴ 5ŜƴƛŜŘέ ƳŜǎǎŀƎŜΦ /ƭƛŎƪ ƻƴ 

Home to go to your home page.  

 

  

!ƭǿŀȅǎ ŎƭƛŎƪ ά/ƻƴǘƛƴǳŜέ ǘƻ ǎŀǾŜ ƻǊ 

execute an action. 
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Home Page 

The following is similar to what you will see on your Home page. The three most important features are A. your Profile, 

B. your Current Assignments and C. your Pro Bono Opportunities. 

 

  

A 

B 

C 
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A.  Your Profile and Preferences. Hover the cursor over your name and click a link to view your System Preferences and 

Contact Information.  

 

 

If you need to make changes to your Preferences or Contact information, contact CVLS. We will change the information 

ŦƻǊ ȅƻǳ ǳƴǘƛƭ ǿŜ ŜƴŀōƭŜ [ŜƎŀƭ{ŜǊǾŜǊΩǎ ŜŘƛǘ ŦŜŀǘǳǊŜ ŦƻǊ ƻǳǊ ǾƻƭǳƴǘŜŜǊǎΦ 

 

 
B.  Current Assignments. Under this tab you can see any current and open cases you have with CVLS.  

 

 

 
 

Click on the Matter/Case ID# to go to the 

Case Profile. See information related to 

Case Profile below. 
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C.  Pro Bono Opportunities. Available cases in the areas you indicated an interest serving appear here. Read the Pro 

Bono Opportunity Description Note and, for the cases you find interesting, cƭƛŎƪ ƻƴ ǘƘŜ ά[ŜŀǊƴ aƻǊŜ !ōƻǳǘ ¢Ƙƛǎ /ŀǎŜέ 

link. Follow the instructions to indicate to CVLS that you are interested in taking the matter.  

 
 
After clicking on Learn More About This Case you will see basic contact information for Client and Adverse Parties.  

 

When you have determined you have no conflict after performing a conflict check, click Confirmation, and more detailed 

ŎŀǎŜ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ ǊŜǾŜŀƭŜŘΦ LŦ ȅƻǳΩǊŜ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǘƘŜ ŎŀǎŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƳŜƴǳ ŀƴŘ select Interested.  

 

Enter any notes or comments you want to e-mail to the attorney in charge of placing the case and click Continue. Your 

interest will be e-mailed and the attorney or staff member in charge of placing the case will contact you. 

If you discover a conflict with any party or are not interested in the case, simply click Cancel and Return To Homepage to 

exit the Pro Bono Opportunity. 
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1. The ^ tab will always 
return you to the basic 
case info.  
 
2. These tabs provides 
additional information.  
 
3. Click here to see 
Adverse Parties 
information.  
 
пΦ IŜǊŜ ȅƻǳΩƭƭ ǎŜŜ ŀƴȅ 
Case Notes or Emails that 
have been added/sent to 
the Case Profile.  
 
5. This is the Documents 
section. You can upload 
documents here. Click 
and drag a document or 
PDF from your computer 
desktop, and release the 
mouse over ǘƘŜ ŎƭƛŜƴǘΩǎ 
name. The folder will be 
highlighted and then the 
document will be 
attached to the LS 
record. Attachments to 
Emails sent to the case 
profile will appear here 
as well. 
 
6. This is where you will 

find documents that LS 

can generate. CVLS uses 

this for form letters and 

some court documents. 

Depending on the case 

type, you might use a 

document in this tab. 

7. Here you will find 

helpful training materials 

ǘŀƪŜƴ ŦǊƻƳ L[!hΩǎ 

content. 

Case Profile 
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Case Notes are found by scrolling down in the Case Profile. They are easy to recognize by their yellow background. The 
initial Intake notes will be found here as well as Case correspondence by CVLS Staff and Volunteers.   
 

 
 
 
The Documents tab is directly below the Case Notes. Open or download a document by clicking the download icon  1   . 
 

 
 
Upload a document to the Case Profile by clicking on and dragging a document from your desktop. 
 

  

1 
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Adding a Case Note.  

 

 

 

 

 

 

 

 

 

 

You may add a Case Note or Document via email. This is handy if you want to forward an email you receive from a client, 
opposing counsel or send a document attached to an email. You can do that by addressing the email to 
[LegalServerID#]@cvls.legalserver.org. 
 

Always cc: the LegalServer case in order to include a copy of an email in the Case Profile. The LegalServer case ID 
can be found at the top of the Case Profile; however, the most efficient way to send an email to the Case Profile is to 
copy the email address by clicking Case Email   1    ŀƴŘ ŎƘƻƻǎƛƴƎ ά/ƻǇȅ ǘƻ /ƭƛǇōƻŀǊŘέΦ ¸ƻǳ Ŏŀƴ ǘƘŜƴ ǇŀǎǘŜ ǘƘŜ ŀŘŘǊŜǎǎ ƛƴ 
the recipient address section of an email and be confident that the address is correct. 
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