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How to produce the forms for the Legal Services Commission
(Civil)
Within Millennium you can produce the following form(s) for the Legal Services Commission.

Controlled Matter Start Form
Controlled Matter Report Form (commonly known as ‘CMRF”)

Both of these reports can be found by clicking on:-

View>Reports>Matter>Contracting>Civil (see below)
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To run the ‘Controlled Matter Start Form’
Follow the steps above and then click on ‘Controlled Matter Start Form’

This will open up the following screen:-
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The screen will always default to your previous month. Change the period number if you would like
to see the report for the month you are currently working on.

Now click on ‘Start’

This will open up the following screen:-
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Click on ‘NEXT’

This will open up the following screen:-
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Leave all the descriptions as they appear in the boxes
Click on ‘NEXT”

This will open up the following screen:-
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By leaving the setting on ‘Edit the documents produced’ when the form opens up in Word, you have
the opportunity to change any of the details

By changing the setting to ‘Automatically print the documents’ when the document is actually
produced, the form will print out straight away, then bring straight back into Millennium.

Click on ‘NEXT’

Assembling document

CITTT
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Microsoft Word will then open up, and whilst your system is producing the form, a message will pop
up similar to that above.

Your document will then appear in Word as below:-
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This can now be printed out, and send to the Legal Services Commission as required.
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To produce the ‘Consolidated Matter Report Form’.

Go to View>Reports>Matter>Contracting>Civil (see below)
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To run the ‘Controlled Matter Report Form’
Follow the steps above and then click on ‘Controlled Matter Report Form’

This will open up the following screen:-
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The screen will always default to your previous month. Change the period number if you would like
to see the report for the month you are currently working on.
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Now click on ‘Start’

This will open up the following screen:-

[ Millennium - Cashier’s Desktop - OPSIS
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Document Assembly Information
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Title & Author

Docurnent title I

Dacument fram name IMaria Walker
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Click on ‘NEXT’

This will open up the following screen:-
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Leave all the descriptions as they appear in the boxes
Click on ‘NEXT”’
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This will open up the following screen:-
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By leaving the setting on ‘Edit the documents produced’ when the form opens up in Word, you have
the opportunity to change any of the details

By changing the setting to ‘Automatically print the documents’ when the document is actually
produced, the form will print out straight away, then bring straight back into Millennium.

Click on ‘NEXT’

Assembling document

CITTT

Microsoft Word will then open up, and whilst your system is producing the form, a message will pop
up similar to that above.

Your document will then appear in Word as below:-
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3l ConsolidatedMatterReportFor4.doc - Microsoft Word
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This can now be printed out, and send to the Legal Services Commission as required.
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Within Millennium a report is produced at the end of each bill that has been entered which can be
kept on the inside of your file. This will show what figures were used when billing.

You access this you will need to go through the billing screens as follows:-

[@|Millennium - Cashiet's Desktop - DPSIS
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|E] Eill Posting - Post a new bill on 0000030003

bae 28

Civil client information

Gender IF_
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|&@| Millennium - Cashier's Desktop - DPSIS
File Setup Printing Wiew Links Backups Tools window Help
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Posting - Post a new bill on 00000;
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Civil claim information

Matter description |Mental hiealth

SPAN description |Mental Health

Open dats  |05/05/2004
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[@|Millennium - Cashiet's Desktop - DPSIS
File Setup Printing Miew Links Backups Tools Window Help

Civil fee calculation

Recorded Claim

Prafit costs 27868 278. 66

Disburzements| = 13.50 12. 50

Total claim

Dizbursements

Counsel
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? Help < Back | Nexst > I

|&@| Millennium - Cashier's Desktop - DPSIS
File Setup Printing ‘iew Links Backups Tools ‘window Help

W-2haw ke

Il on 000003 /0003

Fee earner fee allocation

Total fee Z72.66

The following fee earmers will have a share of the fee

+ Add
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== Hemove

Adjust
Prorata

Share
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|&@| Millennium - Cashier's Desktop - DPSIS
File Setup Printing ‘iew Links Backups Tools ‘window Help
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@ Bill Posting - Post a new bill on 0000030003

Bill number

 Uze reserved bil number (zelect fom below]

Bill no

? Help < Back | Hext > I jLQIose |

|@|Millennium - Cashier's Desktop - OPSIS
File Setup Printing Wiew Links Backups Tools window Help
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|E@]Bill Posting - Post a new bill on 000003 /0003
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Summary

Blill tatal 34329

—Batch tatal

Billz 243.29 Proformas 0.00 Credit notes 1175.00

[~ This is the end of the batch so clear these tatals after posting

? Help < Back

[V Praduce a bill docurnent 4

J Post T LClaoze
| it oo |

Before clicking on ‘Post’ the ‘Produce a bill document’ will need to ticked as shown above.

Now ‘Post’ and the following screen will appear:-
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|@| Millennium - Cashier's Desktop - DPSIS
File Setup Printing Wiew Links Backups Tools  Window Help
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Bill Posting - Post a new bill on 000003/0003

.

ﬁ Bill Document Production

hatter |l 3 E ﬂ Adams, Mrz Vicky Mental health
Eill type ¢ Draft bill * Existing bill [zelect from below)

v Use document template

Document template ICiviI claim details

Bill title  |FEE for professional services rendered:

Existing billz

Bill Mo. Drescription 1
AJGODA0T0 Bl 14| C Putting Case For The Clisnt

? Help | Start Ivl ﬁglose |

Generally the defaults can be left as they are, so ‘Start’ needs to be clicked

The following screen will now appear:-

|@| Millennium - Cashier's Desktop - DPSIS
File Setup Prinking Wiew Links Backups Tools  Window Help
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| Posting - Post a new bill on 000003 /0003
E Bill document Production

Document Assembly Information

Mame % address
Mame & address Mz, Adams

54 Back L.
# Cliert's name & addresz Ehief?gwn e

PE12 304

Doc | [ndividual at the client's addiess

" Individual at their own address

Select the individual fram below

Linked to [Mame

7 Help | xgancell < Back | MHext » I

Click on ‘NEXT’
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[@|Millennium - Cashiet's Desktop - OPSIS

File Setup Prinking Wiew Links Backups Tools  Window Help

-2 & EE-
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Document Assembly Information

Title % Author

Document title

Document from name IMaria Walker

Jaob il |Trainer

? Help | X Cancel | < Back

Leave all the descriptions as they appear in the boxes
Click on ‘NEXT”’

‘s Desktop - OPSIS

File Setup Printing Yiew Links Backups Tools ‘Window Help
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Document Assembly Information

Storage information

[+ Store it the document managernent system

D eszcription

Categorny I

Filename ICivilClaimDet ails

7 Help | xgancell < Back | MHext » I

Leave all the descriptions as they appear in the boxes
Click on ‘NEXT”’
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ﬁ Bill Document Production
Document Assembly Information

Aszsembly options
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= Automatically print the documents

Mo of copies I 1 ¥ | Collate documents

? Help | xgancell < Back | Mewt > I

By leaving the setting on ‘Edit the documents produced’ when the form opens up in Word, you have
the opportunity to change any of the details

By changing the setting to ‘Automatically print the documents’ when the document is actually
produced, the form will print out straight away, then bring straight back into Millennium.

Click on ‘NEXT’

Assembling document

CITT 1

Microsoft Word will then open up, and whilst your system is producing the form, a message will pop
up similar to that above.

Your document will then appear in Word as below:-
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