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

Information you provide by addingnd updating a Case Profile helps us improve client services and volunteer
experiences2 S dzy RSNBR Gl YR GKIFG REFEGEF FyR &l (ldrdonddvant chest y 2
demographicssohelping us completéhis information ensurescontinued funding forour programs.

Please contact CVLS staff if you have trouble with LegalServer. We are here to help.
Login
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Enter your username and password. Then click Légmou have forgotten your username or password, contact Jessica

atjengle@cvls.org

CVLS

Welcome

*
Username jhendrix

*
Password™ | ecceeeeens

Login »


https://cvls.legalserver.org/
mailto:jengle@cvls.org

You will be prompted to change your password. Enter @wdirm your new @ssword and then click
Continue.

CVLS [E4 Messages 0 & MyTime 0 Hours ;. James Marshall Hendrix ﬂ Logout

Home » Users » James Marshall Hendrix | . Actions i Help

o Please Change your Password

Password
To change your password, enter the new password into the box below and into the second box to confirm it. The new password must be at least eight characters long and contain at least
one number and one lefter.

Don't set a password (User
will not be able to login until a Do Not Set Password
password is set by an
administrator)

Confirm Password™
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execute an action. T
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Home to go to your home page.

& James Marshall Hendrix B Logout

MyLS MySupelL.S

CVLS [E4 Messages 0 ) MyTime 0 Hours

U Actions . Help

PERMISSION DENIED

You are not allowed to view this page.

101049 Not allowed jeTTETNRs profile
Back
S




Home Page

The following isimilar to what you will see on your Home page. The three most important features. poeir Profile,
B.your Current Assignments ai@your Pro Bono Opportunities

CVLS

[£9 Messages 0

A

& James Marshall Hendrix

MyLS MySupelLS

& MyTime 0 Hoflgs

TASKS
Status = Incomplete List Date = 02/15/2017, 02/15/2018 +) % 7| @& &
Title Due Date v Relation Notes Task Type Status Action
No Resuits
CURRENT ASSIGNMENTS
Case / Matter D .. n, Pending I Search Name ,K &7‘}7 7 _@ im
Matter/Case Name End Legal Problem Special Legal Case / Matter A Assignment Primary = Days Since .
1D# v StartDate pate  Code Problem Code Disposition Case Status  \ymper Type Assignment  AClON | agtactivity  Action
17-0144180 Tester, 02/15/2018 N/A 30 Adoption 301 Adoption with Open Placed with N/A Pro Bono Ashmore, Peter - 176 Add
Test Consent Volunteer M. Task
No Other Pages
MY INCOMPLETE INTAKES
TK Y g | esv
Matter/Case ID# Name Intake Date a Legal Problem Code Special Legal Problem Code Intake User
No Resuits
CLINIC EVENTS
k i | osv
Date » Clinic Number of Appointments Assigned to Me Statuses
No Resuits

PRO BONO OPPORTUNITIES

C

RTUNITIES

the appropriate link below to learn more about these cases

both results

le Pro bono cases for volunteers to review. Depending on your level of access you will either be able to show "Interest”, assign the case to yourself, or do both. Please click

Case Disposition = Open, Pending ¥« L7 cav

® UV Efm

Matter/Case ID# Legal Problem Code v

Pro Bono Opportunity Description Note

Is Interested  Action

Case Opportunity Available Date Level of Expertise

11-0123447
11-0124253

32 Divorce/Sep./Annul.
82 Mental Health

No Other Pages

Test pbo descripticn note. N/A
Test N/A

Learn More About This Case  01/19/2018

Learn More About This Case  01/19/2018 Advanced
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Your Profile and Preferencesloverthe cursoroveryour nameand click a linko view your System Preferences and

Contact Information.

] Messages 0 &) MyTime 0 wHours & James Marshall Hendrix ﬂ Logout

b

vy Profile
System Preferences
Contact Information

xtra Information

a

L Help
Grant Goals

Status = Incomplete List Date = 02/02/2017, 02/02/2018 (+] E‘x Y (=) cﬂ
Relation Notes Task Type Status Action
Case / Matter D . n, Pending I Search Name E‘x L:; 7 1) cﬂ
Special Legal Problem Code Case / Matter Disposition Case Status A Number Assignment Type Primary Assignment Action  Days Since Last Activity Action

If you need to make changes to your Preferences or Comtamination, contact CVLS. We will change the information
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Current AssignmentdJnder this tab you can see any current and open cases you have with CVLS.

Status = Incomplete List Date = 02/15/2017,

Title Due Date v Relation Notes Task Type s

No Results

CURRENT ASSIGNMENTS

Viewing Only Result Case / Matter D ... n, Pending I Search b

Matter/Case Name End Legal Problem Special Legal Case / Matter A Assignment Prim

ID# v Start Date Date Code Problem Code Disposition CaseiSiatus Number Type Assi

17-0144180 YTester, 02/15/2018 N/A 30 Adoption 301 Adoption with Open Placed with N/A Pro Bono Ashr
Test Consent Volunteer M.

Other Pages

Click on the MatteiCase ID# to go to thg
CaseProfile. Seeinformation related to
Case Profildelow.




Pro Bono OpportunitiesAvailable cases in the areas you indicated an interest serving appeaRea@ the Pro
Bono Opportunity Description Note and, for thases you find interestingfcA O1 2y GKS a[ SFNYy a2
link. Follow the instructions to indicate to CVLS that you are interested in taking the matter.

PRO BONO OPPORTUNITIES PREVIOUS OPPORTUNITIES

0 bono cases for volunteers to review. Depending on your level of access you will either be able to show "Interest”, assign the case to yourself, or do both. Please click the appropriate link below to learn

\ Case Disposition = Open, Pending E T & | v
] & 1

Matter/Case Legal Problem . =) - Case Opportunity Level of
ID# Code v Pro Bono Opportunity Description Note I steg ACtion Available Date Expertise
17-0146849 (Simple)- DIVORCE-PETITIONER. Client seeking to petition for a divorce from her husband of 2 years. Parties have no N/ Learn More About 02p2/2018

D\vorce /Sep./Annul.  joint property or shared debt. This Case
11-0123447 32 Test pbo description note N/A Learn More About 01/19/2018

Divorce/Sep./Annul. This Case
11-0124253 82 Mental Health Test NA Leam More About 01/19/2018 Advanced

This Case

No Other Pages

After clickingon Learn More About This Cageu willsee basic contact informatidior Client and Adverse Parties.

Adverse Party Address State: IL

Checking this box confirms that a conflict check was performed and there is not a conflict with this client so additional case information can be displayed.
Confirmation S

Cancel and Return To Homepage

Note to Email

Continue »

When you have determined you have no conflict after performing a conflict check, click Confirmation, and more detaile
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Adverse Party Address State: IL

Checking this box confirms that a conflict check was performed and there is not a conflict with this client so additional case information can be displayed

Confirmation 4
Additional Information
Pro Bono Opening Memo Parties have been separated and living apart for one year They share one minor child age 1. Client seeks child support, medical coverage, and post-secondary education support for the minor
child. Client would like to also maintain sole ownership of the home she is living in. Client does not anticipate her husband will contest any of these issues. This is a great case for a CVLS

volunteer attorney looking for a straight-forward divorce case

Cancel and Return To Homepage

Interested/Assign Case f

N/A

/

Enter any notes or comments you want tarail to the attorney in charge of placinge case and click Continue. Your
interest will be emailed and the attorney or staff member in charge of placing the caseamitact you

If you discover a conflict with any party are not interested in the cassimply click Cancel and Return To Homepage to
exit the Pro Bono Opportunity.



Case Profile

CvVLs

[g Home » Cases » Test Tester (17-0144180) » M|

(1 Messages 0

2

@ MyTime 0

& James Marshall Hendrix

B Logout

. Actions "' Views .. Help

Test Tester
Case No: (17-0144180)

Case Email
Disposition: Open
repees
of Servica: Placed with
'Cato Status: Voluntoer
Date Opan e
Advocate: Peter M. Ashmore

Case Summary
Contact Summary
Assignment Summary

Pro Bono Summary

1

BILLING TRANSACTIONS

Test Tester (17-0144180)

Other Cases for this Client (Compact) [EDIT]

Other Cases for this Client

This Client hass no Other Gase Records

Expand

Master/Subordinate Cases (Co 1
Master/ Subordinate Case 2 Expand
Status [

CONTACT DEMOGRAPHICS ~ CITIZENSHIP

Name Test Tester [Eait]

Applicant Phone #s [EDIT)
Home Phone 630-555-1234
Preferred Phone Home Phone

Email

Address [EDIT]

Add 123 S Union St
855 Aurora, IL 60505

County of Residence Cook

County of Dispute ~ N/A

4

CASE NOTES

ASSIGNMENTS
Notes.

Show Filters.

(Pro Bono Opening Memo)

Posted on 08/23/2017 by Peter M. Ashmore - Edit

PRO BONO REFERRAL ATTEMFTS

« ) woweirenen e ocumcarrosenrd oM ANANAL) REFERRALS  TSKS  CASETME  ACTWTYLOS

3

Next Court Date

Next Court Time

Next Court Room

Next Mediation Date

Next Mediation Time

Court Case [eDiT]
Docket Number
Judge

Legal Problem Code

Special Legal Problem
Code

Client Conflict Status

Adverse Party Conflict
status

MILITARY / IL-AFLAN CASE INFO ‘ADVEFSE PARTIES >FRD BONO OPPORTUNITY STATUS
Offsite Box Number

Please Select

30 Adoption

301 Adoption with Consent

No Gonfiict

No Confiict

Client wishes to adopt wife's daughter. Client has been maried for 5 years to wife who has 13 vear old daughter. Biological father is deceased. There have

(Reopened Case)
2017 by System User

This case was reopened by Peter M. Ashmere on 08/23/2017

Previously it had been closed on 03/10/2017 by Pater M. Ashmare

Close Reason: Court Decision
Closing Number: 17-14729

DOCUMENTS

5 MPLATES

v B Tester, Test (17-0144180)

23 2018 02 02 Court Order pdf
B8] Petition for Adoptian dos

B Tester, Test Intake Memo doc

s Mt

» 2 Transforred

ILAO RESOURCES

on = GV

Document Title [+ Type  Description

Mo Results

Problem Code Match

Language Match

Download Download Options

1. The ~ tab will always
return you to the basic
case info.

2. These tabs provide
additional infornation.

3. Click here to see
Adverse Parties
information.
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CaseNotesor Emailghat
have been addedent to
the Case Profile

5. This is the Documents
section. You can upload
documents here. Click
and drag a document or
PDHrom your computer
desktop,and release the
mouse oveii KS Of
name The foldemwill 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 usef
this for form lettersand
some court documents
Depending on the case
type, you might use a
document in thigab.

7. Here you will find
helpful training materials
GFr1Sy FTNRY
content.
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Case Notesre found by scrolling down in the Case Profile. They are easy to recognize by their yellow bacKdreund.
initial Intake notes will be found here as well as Case correspondence by CVLS Staff and Volunteers.

ASSIGNMENTS PRO BONO REFERRAL ATTEMPTS

Notes,

Show Filters

(Pro Bono Opening Memo)
Posted on 08/23/2017 by Peter M. Ashmore - Edit

ﬁ Client wishes to adopt wife's daughter. Client has been married for 5 years to wife who has 13 year old daughter. Biclogical father is deceased. There have

Reopened Case (Reopened Case)
Posted on 08/23/2017 by System User

This case was reopened by Peter M. Ashmore on 08/23/2017.
Previously it had been closed on 03/10/2017 by Peter M. Ashmore
Close Reason: Court Decision

Closing Number: 17-14729

TheDocumentstab is directly below the Case Not&penor downloada document by clicking the download ic@.

This case was reopened by Peter M. Ashmare on 08/23/2017 .
Previously it had been closed on 03/10/2017 by Peter M. Ashmore
Close Reason: Court Decision

Closing Number: 17-14729

HOTDOCS TEMPLATES
w . Tester, Test (17-0144180) / l

[»i'l 2018 02 02 Court Order.pdf 2018 02 02 Court Order.pdf @ b 4
@ Tester, Test Intake Memo doc Tester, Test Intake Memo.doc P X

» 2 Transferred

Uploada document to the Case Profile by clicking on and dragging a document from your desktop.
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DOCUMENTS HOTDOCS TEMPLATES
—J Tester, Test (17-0144180 &
% ( ) =5i5( 5 Move | L
[} 2018 02 02 Court Order.pdf 2018 02 02 Court Order pdf P X
Tester, Test Intake Memo.doc Tester, Test Intake Memo.doc i X

p - Transferred




Adding a Case Note.

\A
_— —

You may add a Case Note or Document via email. This is handy if you want to forward an email you receive from a clie
opposing counsel or send a document attached to an email. You can do that by addressing the email to
[LegalServerli@@cvls.legalserverrg.

Always cc: the LegalServer caserder toinclude a copy of an email in the Case Profile LegalServer case ID
can be found at the top of the Case Profile,_hjowevee, most efficient way to send an email to the Case Profile is to
copy the email address by clicking Case II- YR OK22aAy3d a/ 2Lk (2 [/ fAL02F NRE
the recipient address section of an email and be confident that thdrexs is correct.



