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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) 
 

 
 
 
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:- 
 

 
 
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:- 
 

 
 
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’ 
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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:- 
 

 
 
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) 
 

 
 
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:- 
 

 
 
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:- 
 

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

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

 
 
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’ 
 

 
 
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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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:- 
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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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Generally the defaults can be left as they are, so ‘Start’ needs to be clicked 
 
The following screen will now appear:- 
 

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

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

 
 
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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