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How to produce the forms for the Legal Services
Commission (Criminal)

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

Criminal CDS1
Criminal CDS6
Criminal CDS11

CDS1

To generate the CDS1 (Clients Details Form)

On the clients & matters screen (F6), there is a document icon

|EI|M|IIenn|um Cashier's Desktop - OPSIS - [Clients, Matters, & Individuals] =& ﬂ
FI|E Sebup  Prinking  VWiew Links Backups Tools  Window Help - ﬁ'ﬂ

W%%ﬂa-%l' - &2

Clients, Matters, & Individuals
E 223220128 2 B

Clients | Individuals I Client groups I L
Dacuments

Mame IA Client code I Goto code

Code  |Type[Mame 0ld reference Address D=
] 54 Back Lane, Chisftown

0004 P Criminal Court Du
000M3 P Criminal File Review
oooot P Hardman, Mi Chailes 23 Lower Vale, Egglington, Sussex
000007 P Hardman, MrJoe

Click on the ‘little arrow’ beside the document

|@|Millennium - Cashier's Desktop - OPSIS - [Clients, Matters, 8 Individuals] : =1
f3| FI|E Setup  Printing  Wiew Links Backups Tools  Window Help 18 x|

- 2ho BED -9

Clients, Matters, & Individuals

E 223222 2 B

Clents | Individuals | Client groups | Documents

Mame IA Clier Hew Client Document — +

tter Document ¥ Ctime - Opening Formm

Sample Matter Letter

UUUU‘M P Crirninal Court Duty
0003 P Criminal File Review

Sample Matter Document

000011 P Hardman, Mr Charles e b5 Details Farm . Sussex
000007 P Hardman, MrJoe
000004 P Jones, Rita Lane, Ufford, Lincalrshire
ooooog P Krap, Mr Harry The State House, Prison Lane, Stansfield

000000 D bdcesoh bie?® ki Cond

Conditional Fee

By clicking on the ‘CDSI1 Clients Details Form’, this will take you into the document
production:-
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Liene coae |

gowcone |

Document Assembly Information

Hame & address

Name & address

Mrs V. Adams
54 Back L
% Client's name & address Chlef?DCWFI e
€ Individual &t the client's address
= Individual &t their own address
e
ents
Select the individual from belay
Linked ta | Name Description Address -~

< Back | Hest > I

? Help | XK Cancel |

Click on ‘NEXT’

Client code I

Goto code |

Document Assembly Information

Title & Author

Dacurment title:

=]
ents

Document from name IMaHa Walker

Job title ITrainm

? Help | X Cancel | ¢ Back

Click on ‘NEXT’

Client code I Go to code |

Document Assembly Information

Storage information

[¥ Stare in the document management system

Descrption

ce
ents

Categary I

Filename IEDSl Clients Details Form

Hiotes

- El

51
o

< Back | HMext > I

? Help | X Cancel |

Click on ‘NEXT’
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]
a

Liient cooe | oo cooe |
- Document Assembly Information
Aszsembly options

& {Editthe documents produced

" Automatically print the documents
fl=]
ents No of copies I 1 ¥ Collste documents
—

7 Help | x LCancel | < Back | Mext > I
3 (9 9

Click on ‘NEXT

The ‘CDS1’ will open up in ‘Microsoft Word’ so that some of the details can be
amended. Once the entries have been made in the template, this can be printed out

and placed on the file.
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CDS6

To generate the CDS6 (Criminal Contract Work Report Form)

Go to ‘View > Reports > Matter > Block Contracting > Criminal > Criminal
Contract Work Report Form’

| Millennium - Cashier's Desktop - OPSIS
File Setup Printing | Wiew Links Backups Tools ‘Window Help

. . Clients 3 .
=

Accounts Posting

.

k2

‘Work in Pragress Posting

Suppliers

e v
Dacuments Supplier 4 Ledger Printing
Third Patty Returns Office: » Label Printing

F Button Bar Wills 4 Client Cash Statement

»
Bzedh Matter Listing
System » :

MNew Matters Analysis

User Defined Closed Matters Analysis

General
Review
work in Progress
Credit Control
Civil 4

Criminal ~ *

Mon Standard Fee Listing
Manthly Surmmary
Monthly Listing

Proforma Listing

This will open up the following screen :-

D Millennium - Cashier's Desktop - DPSIS

File Setup Printing Yiew Links Backups Tools ‘Window Help

W 2@ 55 -

- &2

Criminal Contract Work Report Form

Document template I Criminal Cantract Wark Report

ear | 2003 ﬁ Period 11 ﬂ Month IJune ‘I

Branch I j
2teb |[ B s |o| i g |

The report set up will always default to your last closed period. If you want to look at
the report for your current month, change the period number accordingly.
Then click on ‘Start’
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D Millennium - Cashier's Desktop - DPSIS

File Setup Printing Yiew Links Backups Tools \window Help
W2 & B = & 4
==

al Contract Work Report Form

(i hocument Assembly Information

Title & Author

Document title I

Dacument from name |Maria “wlalker

Jioh tithe: ITrainer|

2 Help | anncell < Back | et > I

Click on ‘Next’

D Millennium - Cashier's Desktop - DPSIS

File Setup Printing ‘Yiew Links Backups Tools ‘Window Help
-2 & B = B
==

al Contract Work Report Form

(i pocument Assembly Information

Storage nformation
[¥ Store in the document management systam

Drescription

Category I j

Filename I[Ir1m1nall: ontractWorkReport

? Help | x;anca|| < Back

Click on ‘Next’
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D Millennium - Cashier's Desktop - DPSIS

File Setup Printing Yiew Links Backups Tools \window Help

W-22ho kE L

Assembly options

nis produced

 Autornaticall print the documents

Ma of copies 1 [ Collate documents

7T Help | x;ancall < Back | Hext >

Click on ‘Next’
This will now start production of the CDS6 form

ITE. CriminalContractWorkReport1.doc - Microsoft Word : ;Iilﬁl

- File Edit ‘iew Insert Format  Tools  Table  Window  Help Type & question for help = X

GO EEHAT SRY|BRER[ 0 s - 7 Head - Tmeshewronen <2 | B £ U [E] =|i=: sl@-
i, - [Io0 Millernium
Ig BC 1 L1235 U B F e n B E G et Ll 020t 030 d el IE e 806 4oL 0 LEe 4130 1 0200 1 2he 1 2200 0230 1 2de 1 o250 1 AN T
Contract Work Report Form CDS6
Contract No: | Month Jul/2003 Sheet 1 of 1
CDSAL/72971L
T S Bt e il
z [ | 140102701
4 [ & ] e w0m Z0m | E0m ] 1305000, 0 o] [ [ ]
“
o I confirm that all work claimed inrelationto d priorto 2 Apdl 2001
- is net of any payments an accomt received in relation to that mattericase
- Cantzact Wodk Report Form CDSG T""alp"gaval‘-“ £48.32
=
z
@
¥
= 4 »

Sec 1 11 At 9.4mm  Ln 12 Col 1 REC TRK EXT OWR Englsh(Uk O
E E :

The form can now be printed out by clicking on the ‘printer’ along the icons at the
top.
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CDS11

To generate the CDS11 (

Select the Bill Posting icon ‘ﬁ from the ledger card, or from the Client, Matters and
Individuals screen or go to the Accounts Posting icon and select Bills:

|E]Bill Posting

a5 283

Main details

Post into financial year z003 jl Period I 12 j‘
Date  |16/06/2004 @
Mater [ |

Operation & Bill M atter balance:
P

Client current 0.00
Client deposit 0.00
Office 0.00
Unpaid bill 0.00
Unbilled disk 0.00

" Proforma

" Credit note

" Set instalments on existing bill

? Help | fC_\ear | Mext > I j'LQIose |

Check the date and period are correct. Use the Torch to locate the matter that you are
billing. Then click on the Next button.

On the Criminal claim information screen, enter the work finished date, the Claim
code, the Offence code, the Outcome code and the Standard fee category. Then
enter the number of suspects, the number of court/police station attendances and the
Court/police station code. Duty solicitor should be selected if a duty solicitor was
used and Youth court should be selected if it was a youth court:

[E|Bill Posting - Post a new proforma on 00001 1,/0001 o ] [EH |

d i B |

Criminal claim information

wiork firished date [30,042004 @ N

Clairn code |2.-'1'-.: Free standing advice and aszistance j

Offence code I'l: Offences against the person j

Outcome coct= | — - |

Standard fee categary I 1 ﬂ

Mo af suspects/defendants I 0 jl MHumber of court/police station attendances I u} :II

Court/police station code I ﬂ

[~ Dty solicitar [ Youth courk

? Help < Back | Mest » I jLEIu:use |
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Then click on the Next button.

@ Bill Posting - Post a new bill on 000011 /0001

ta &5 283

Time worked activity category selection

Activity categony
Legal Aid/London/Franc:

«f Select

? Help < Back | Hext > I ﬂ;luse |

Check that the activity category is correct and then click on the Next button.

Use the following screens to include any miscellaneous charges, office and client
payments. Select them by highlighting them and clicking on the Select button.

@ Bill Posting - Post a new bill on 000011 /0001
ba G 2

Disbursements not yet paid out [future disbursements)

Tatak: Mon 4T able | o.o0 VAT able | o0

Dretail I j Amount [inc. WAT] I 0.00
| = VAT code [Hon VAT able =

[~ Counsel fees VAT amount - oo

7 Help | < Back | Hext > I jLQIDsel

Future disbursements (Disbursements billed but not paid out by firm) can be added by
clicking on the Add button and entering the appropriate details. Then click on the
Next button.

Check that the Criminal fee calculation is correct:

|@|Bill Posting - Post a new bill on 000011/0001

% B2

Criminal fee calculation UFN: 041201 /001

Recorded Claim Standard fee Standard limit
Core costs £1.47
W aiting 13.82 13.az

Traveling 18.42 1842
Q\sbursemen% vl 0.00

Total

Matter credit limit

? Help < Back | Hext > I ﬂ;lose |
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Then click on the Next button

D Bill Posting - Post a new bill on 000011 /0001

ta &5 283

Criminal bill summary

VAT

Core costs I 10.7€
Waiting | 2.az
Travelling | a2z

Disbursements = 0.00

Total

? Help < Back | Hext > I jﬁ_‘glose |

Check that the Criminal bill summary is correct and then click on the Next button.

|@|Bill Posting - Post a new bill on 000011 /0001

| % B2

Fee earner fee allocation

Tatal fee 9371

The following fee eamers will have a share of the fee

+ add
AJG |4 ). Grabbit 237
= Hemaove
Adjust
Brorata

Share  |EENE

? Help | < Back | et » I jLEInsel

Check that the fee earner allocation is correct and then click on the Next button.

D Bill Posting - Post a new bill on 000011 /0001

a8 22

Bill number
% New bill number

= Use reserved bill number [select fram below]

Bill no

? Help | < Back | Next > I ﬁglnsel

Enter a bill number and then click on the Next button.
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[@|Bill Posting - Post a new bill on 000011 /0001

b % B2

Summary

Bill total 110.11

Batch total
Bills 11011 Fraformas 0.00 Credit notes

[~ Thisis the end of the batch so clear these totals after posting

¥ Froduce a bill document I Confim this pasting s canrect

? Help | < Back | o Post I ﬁglosel

Check that the bill total is correct. Click on ‘Produce a bill document’ and
‘Confirm this posting is correct’, then click on ‘Post’.

By clicking on produce a bill document, when you then post the entry, the bill will
appear on the ledger card and also the ‘Bill Document Production’ will open up :-

Bill Document Production

EE (EL 000011 /0001 ﬂHardman,MrChar\es Assault
ﬁ Biltype ¢ Diaftbil % Existing bill [select from below)

¥ Usze document template

Document template IEHm\naI form CD511 j

Bill title:  |FEE for professional services rendsred:

Exizting bills:

11011

N[
|

=
e EE I

Click on ‘Start’
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Document Assembly Information ll
E Mame & address x|
Q Harme & address bir C. Hardman
23L Wal
— i+ Client's name & address Egglﬁlgtsén e
Sussex

€ [ndividual at the client's address

 Individual at their own address

o
o
o
iz
=
il
T
=8
=
&
=
o
o

3
o
1l
o

=
R

Linked to |Name Description Address -

[

|2 I

|
|l

? Help | x;an:ell < Back | Hext > I - |

Click on ‘NEXT’

Document Assembly Information |

Title & Author

=

Document title

1

Document from name IM atia Walker

[

Job title ITra\ned

| —
|2 E—

? Help | anm:ell < Back | Hext > I - |

Click on ‘NEXT’

Document Assembly Information ll

Storage information

>

[¥ Store in the document management system

| kx

Dezcrption

Categary I j

Filename IC riminalFormClE11

T

Mates

[
? Help | xgam:ell < Back | Hewt > I . |

| —

Click on ‘NEXT’
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Document Assembly Inform: ﬂ

Assembly options

>

I

d

& documents pi

" Automatically print the documents

No of copies 1 ¥ Collate documerts

1]

I

T Help | xgaﬂcell < Back | Hext > I . |

Click on ‘NEXT’

Your CDS11 will now open up ‘Word’, which you can then print out and place on
your file.

il Document7 (Preview) - Microsoft Word =13 x|

File Edit “ew Insert Format  Tools  Table  ‘Window  Help Type a queskion for help =
i1 | S0% - | Close | r?
B0 Az 40 ae0 rgn a0 oz 1 e FiEN 1=

[l

Claim Cost Summary Criminal Bleck Coniracting Claim Details
Sheet s BB vdevar, By Ch rle

sz - Eriuinal Proceed ngs

= G o o berarpind for o chirs s e

B Whare fus churerefoi fa  fower Rersford Fex, o ot el o { Chre Chs mfrrafon.
= Whucifio clavm i i e dymcnrel CEF Qb of Fard oni Ll i clars sl be el o ta
farm e e it

eur,

e B vdevar, 2 Chs rle
Our Eaorsmce AT 0L

(D]

Brofi Coms

18

1101

11z

1141

1161

Whandzdmminn ePinerslng s
ol nmdnd o doare 1= kv b aundmd o e

Presrderunrk? [ SanderdFas [
Dkt rdar gramed Tetalors Coms [ aL3]

1z 1iga

1241

S 2

H o oA

Sec 1 12 At 1d4cm  Lnl  Col 1 REC TRK EXT OVR Engish(Uk O3

8 mae “ 11} Office Desktop Inhnx—Mlcrn...l [Eorsts | @Cr\mmaanrm‘..I W The Asslstan‘..II@Ducument?." ‘5@%%@@ 17:22
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