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Acuity/LegalServer
Automation Announcement




No more double-entry of data!

As of 4/26/25, any new "|nitial
Consultation” appointments that
are created in Acuity will
automatically create a case In
LegalServer with that data! &=



You will still need to add data not captured
In Acuity

The case will come In as a
"Pending.”

A few fields will need to be added
since they aren't captured In
Aculty.

Here's how to do that...



Completing a Pending Intake in LS

‘ Administer ® wmyTme onours @ Andrew Istesting
Y
v

JUStlce AJ's LegalServer Site

Timekeeping

Click on the new
options ASREURGAITE:  etcome A voumaors n

L]
Welcome to LegalServer! This is the place to store al client interactions and imesheets. If you have any questions, piease contact us at hope@administerjustice.org o (855) §18-4554.
Add new dlient/case »

& Home

Case Disposition = Open Office = Soul C .. IL (1383) Q,search Name E; ]

Name. ‘.. Matter(Case IDZ Date Opened 4. Case Disposition Actions dropdown
Wang, victor 250070861 03312025

Medonald, Brenda 25 0070663 03312025

Mekinnie, Corey 25-0070894 03312025 open

Keating, Bran 25-0065064 031012025 open

Stewart, Valerie 250068960 02282025 open

Stewart, Valarie 250068947 0222025 Open

Mantoya, oemi 0065516 021242025 open

Blesh, Surat 2MWygsss o2r1s2025 Open

Goke. Brian 25000 0210512025 open

Schultz, Debra 250067708 02012025 open

MY GJC'S CLIENTS ACUITY IMPORTED INTAKES




ompleting a Pending Intake In

MY GJC'S CLIENTS ACUITY IMPORTED INTAKES

Run Acuity Imported Cases

Viewing 1- 3 of 3

Casze Intake Office

Last Name First Name Matter/Case IDE Date Opened Disposition

Test Test 250069839 Pending

Test Test 25-0069540 031142025 Pending

Testlast Testfirst 25-0071 422é’/ 045042025 Pending
Result Page: 1

Click on the case number to view the
imported case

Mational Support Center
Mational Support Center
Mational Support Center



ompleting a Pending Intake in LS

Home » Cases » Testfirst Testlast (25-0071422) » Main Profile

CASEINFO CLIENT INFO

Assigned Office

First GJC ()
Legal issue

Case description (NOT
session/appointment notes!)

@

Other Cases for this Client

SESSION NOTES CASE NOTES DOCUMENTS

MIA

Mational Support Center

MIA

This is a test case. This is a test legal concem.

Thim Mlimed hmm me Sdbhae T ams M mmede Expand

{1 search

iﬁ) Actions

ADVERSE PART

ASSIGNMENT

() search ¢ Actions

ype any Keyword -

Add new document

Addiedit adverse party

Select

1 Mew caze for this client Schedule clinic event
Add Case Alert

Edit Intake Information 1
* Complete pending case intake

In the Actions menu, click on "Complete

Pending Case Intake”



Completing a Pending Intake in LS

Home Timekeeping

@ Home » Cases » testieset (25-0072749) » AuX - Initial Information

Complete pending case intake

@ AuxX - Initial Information @ Mote: This matter was automatically fransferred from Acuity when an Inifial Consultation appoiniment was created. Please complete the required fields below that were not capiured in Acuity.
0% Complete 5 o ) o @
How case was created .;required}(:) C"e:rzls]zhe"“bd GIC NSC
Interpreter Needed (required)

Legal issue (raquired) | Please Select e

Gender __Please Select v
Race@ _Plea.se Select v
Disposition (required) Accept Case v

Accept Case

Date Opened (raquired) 0472412025 &

Accepted By (raquired) | Istesting, Andrew v‘

A new primary assignment will be created

Caseworker (raquired) | Istesting, Andrew v‘

Complete the remaining fields
then hit "Continue” at the bottom



Completing a Pending Intake in LS

MY GJC'S CLIENT 5

Cases

The case will now be "Open”

and will show up in your normal
"My GJC's Clients" tab!
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