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Solicitor Case Manager Help Sheet

1 How to Use the Add Document to SCM Utility

Within the Case Documents tab you are able to add one document at a time using the Other option.
However, this help sheet will show you the process of copying multiple Documents from your network drive
into the appropriate Case within Solicitor Case Manager using an application stored in the OPSIS Utilities
folder.

In order for you to copy documents currently on your network drive into Solicitor Case Manager you must
have the documents stored in separate folders for each Case or Client as shown in the example below.

Namer Date modified Size
.. BLADO1001 - Sidney Bland
.. BLADD100Z - Sidney Bland

., BLOOO100L - Joseph Bloggs

Type

1. Log into Solicitor Case Manager (SCM).
2. Open My Computer (windows explorer).

3. Navigate the OPSIS pathway on your network or on the hard drive of your computer.

4. Double click on the & AddCaseDocs.exe o5 the following screen will appear.
4 Add documents to SCM
Cass code fi @
Import from [ f 5}
Import Cloze

5. Click the "= (search) button, this will activate the SCM Case search screen.

6. Search for and highlight an appropriate Case.

. Case search o] = =S
Case | CIRef | Search
Description | Stat | 4| R Advancad |
Client Name | 3 I AI I
Tipe - ClosedCases [ PivaleCase [ Showal [

Fiesulls shown. 10 0

TypeD esci E phion 1t B ef ahe
ELODOTONT | Transfer Of Transter of 1 High ¢ amfard, Li PAC | Bloggs. Jase
BLODD2002 | Pight T Bu MASTER |Flst B, 17 5t Many's Sest, Stamford, | NEWw | Bloaas, Mary CEl
"~ |BLO0OZ001|ReMortgage MASTER |Fe-Mongage of Flat B. 17 5t Mary's SNEW | Blogas, May o
TESOO1001  |Aesidential Sale MASTER  [Sale of The Old Rectory, Moorgate, S|COM | MrJohn George Test & il
TESOOTO0Z | Residential Purchass |MASTER | Furchase of 4 Church Lane, Cranlsy, (E0S | M1 John George Test & B
D001 0500003 F eMargage TINA  [test NEW | Murphy, Tina
0001 0500000 Carveeyaneing - Agreen TINA Lease to Joe Bloggs NEW |Murphy, Tina e
AT (0000 Carveyancing - Agreen| TINA [ test NEW | Muphy, Tina M
000105000003 Test One TINA hest for braining MEW  [Murphy, Tina s
TESON20M | Fissidential Gale MASTER |Sale of Plot 1 Green Lans, Holey, LefCON | Testd Co ™
wHyz
4 —— _’I
New pen Dekie [ Selet ) Pin | Dicwe | Close

7. Click the Select button, the following screen will appear containing your chosen Case Code.
4. Add documents to SCM (3w
Case cods |ELOODI001 %

Irmpart framm I @

Impart Cloze

8. Click the =¥ (browse) icon in the Add document to SCM screen, the following screen will appear.
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Browse For Folder [
[}
4 = My Network Drive -
>
4 | Clients E
| BLO001001 Joseph Bloggs N
1 BLO00200 Mary Bloggs
. BLO002002 Mary Bloggs
Folder: Clierts
Make New Folder 0K Cancel

9. Navigate to and highlight the client folder for the Case.
10. Click the OK button - the Import from field will be automatically populated.

g Add documents to SCM
|ELO001001

Caze code (e

Irnpart fram |\\CIients\Juseph Bloggsh

&

fose

11. Click the Import button, the following window will appear when it has finished copying over the
documents.

Add documents to SCM

Import complete

12. Click the OK button.

13. Go to the Case in SCM and check the Documents tab, the example below highlights the imported
OTHER documents.

. Case - BLO00100L Joseph John Bloggs/Transfer of 1 High Street, Stamford, Lincolnshire PES 1HI)

Case | Other Detais| Detais | Contacts | Activiies Documents | Email|

Open

Delete

Letter ta Client with Transter

LETCLI

MASTER 04/07/2006

A1

™ Show deleted documents [~ Show preview pane

D]

Copy

Wil

Transfer of Whole of Registered Title[s) FORM MNew MASTER 04/07/2008 Prirtt
Letter to Client Ack Signed Transfer LETCLI New MASTER 04/07/2006 =

Letter to Mortgagee with Transfer LETSTD New MASTER 04/07/2008 Custom Print
Letter to Mortgages Req Consent LETSTD Printed  MASTER 29/06/2006

Letter to Mortgagee Req Deads LETSTD Printed  MASTER 23/08/2006 Fending
Letter ta Client Ack Iritial Forms LETCLI Printed  MASTER 23/08/2006

Oftice Copies Request Fom DOCETD Printed  MASTER 29/06/2006 Edt
Initial Letter to Client LETCLI Printed  MASTER 23/06/2006 List
Transfer of Equity Questionnaire DOCETD Printed  MASTER 23/06/2006

Estimate of Costs DOCSTD Printed  MASTER 23/08/2006 PDF

Save

Cancel

iy

14. Repeat the process from steps 5 to 13 for all other Documents and Cases.

@

Further assistance can be obtained through the OPSIS Support Desk between 8.30am and

6.00pm on 0844 8155752 or support@opsisltd.com


mailto:support@opsisltd.com
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