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Version V4.10.111 Update Notes
Date: October 2020

Email Tracking Enhancements

An enhanced standalone email tracking facility has been developed to provide an alternative solution to the current sent
items email tracking process. This alternative facility has been developed with heavy email users in mind to speed up the
email tracking process and remove dependence away from the LawWare Addin. This effectively will improve performance
of the email tracking process.

To enable this facility please contact the Helpdesk on 0345 2020 578.

FormEvo with LawWare

FormEvo are a forms provider that integrates with LawWare applications. The facility carries the following functionality: -

1. Allows Users to import provider Forms as Templates
2. Save forms as drafts for continuous editing
3. Save finalised forms against casefiles

Any LawWare users who are interested in registering for this service can do so through the following web address
https://www.formevo.co.uk/ Here you will also see a list of available forms https://www.formevo.co.uk/legalforms/. Clicking
on the Get Started Now button will allow you to register online: -

NOTE: Any Clients signing up to FormEvo need to inform them at registration that they are a LawWare customer, this is so
that the facility can be setup with the added LawWare functionality.

Setting your User Credentials

Once you have been set up as a user in the FormEvo online system by your Administrator you will receive an email with your
username and password. You now need to enter these details into the Integration Providers section for FormEvo, within the
Administration centre.

—
48| The Admin Centre button is accessible through the Administration category on the ribbon.
Admin
Centre

Select the Integration Providers menu, then on the view to the right double click on the FormEvo link to open the setup
menu.

. "g! Administration Centre
D

Close

% Lawware Administration Centre A
C} System information

4’.:} Current server activity
-{73 Current database activity
{73 Users and Security
{3 Users (Active)
{73 Users (Login disabled)
{73 Staff Positions list
{3 Modules
{3 Profiles
{7 Permissions
C} System Setup
{73 Global Settings
{ Screen Tips
. Integration Providers |
{2 Core Database
{7 Anzlysis Codes
{73 Branches
{7 Database Extensions
"3 Database Extension Categories
{73 Departments
= 4’.:} Strongroom Types

ion Provider inistration

Search [Type your search then press enter ' |Go ¥ Clear

Provider Mame

URU
ARTL
MBOnline
Yooseful
FirstScottish
Epona
Zylpha
HME
FclrmEu-u
Nac
LMS
LMS Gateway (XML)
File System
Emall System
TM Connect
Platform
“ Total (16)

Select the User Credentials tab to display the list of
existing LawWare users.

FomEve (Inegration Providers)

File  Admin
+ OK (@ Cancel

@ FormEvo (Integration Providers)

Detais Users Credertials

Login Detais
Provider Name: FormEvo

Service URL hitps:/Fuww formevo.co.uk
Main Web Ste URL hitps:/Fwww formevo.co.uk
Login Web Page

Company Idertiier

Link to document URL. ik /myformg html ?action form_display®_id=
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https://www.formevo.co.uk/
https://www.formevo.co.uk/legalforms/

Entering User Details
Click on the user name you wish to authorise for using Form
Evo:

e Enter Username provided

e Enter Password provided

e Test Login

e Click OK to save the details for your account

Once you have completed this, you will be able to login to the
Form Evo system and download the templates.

Note: Make sure that your email address has been added to

your User Contact Details within the LawWare Database. As this
may cause the Test Login step to fail.

Importing Forms as Templates

File _ Admin
+ OK (%) Cancel

User -
Graham Donaldson
Jade McMillan
James Bond

James Paterson

James Peters

Mary Monsypenny
Mel Bla

Melissa Blackwood
Mike Wallace
Paul Smith

Philip Clark
Reserve Cashier
Samuel Deux
Samuel Metson
scoft scott

tes adding

test 2

test user added

Viv Smith

@, FormEvo (Integration Providers)

Details Users Credertials

Q | Type your search then press enter. - &

X = (ntegration Provider User Details) x

[« o]

FormEvo (integration Providers)

Credentials are set?

|I| {Integration Provider User Details)

Details

Details for FormEvo.
| Usemame |

Password

Test these login detais
Test Login...

Login testing messages will appear here

Once you receive confirmation that your account has been activated you will then be able to import the templates of your
choice through the Document Template section within the LawWare Administration centre.

Observations
Clicking on a template displays a summary of the template
content:

e Description of the form

e |[f the form is e-submittable or not

e How many pages there are

e How many fields are in the form

e Alink to preview

You can select multiple forms to import by holding down
the shift key and clicking your selection.

DOTDOQDITDTDO

L
i The Admin Centre button is located under the Administration category on the ribbon.
min
Centre
.-‘g Admiistration Centre Highlight the Document Templates menu, then on the view
' to the right click on the More button in blue to extend the
lose visible options. Select the option FormEvo Import
-3 Delete Unused Contacts ~ T inistration
{3 Delete Unused Case Files Clidk here to add a new Document Template
'""C}_QEIE‘E Case Files Search |Type your search then press enter - |Go » Clear More = . . .
@g“zgjfﬁfjggg o tompates | o template Fder The following screen will appear allowing you to search and
gig‘:ggg;;?“’es riter =l | select the templates of your choice for import.
{23 Charge Groups Add another filter
-3 Eha"EQE Ean(d;s 4 = Document Templats I Document Type I Activity ... _
g Of;h:;gder,ﬂc;ii;:s & 10 Email to borrower using own sal... <Docum... Choose forms to import
CZ Mot Sent Emails % 11 Email to borrower re Second ch... <Docum...
12 OTHER ISSUE <Docum...
s @ 22 MHBC required <Docum... a
T Document Template Types @ 26 general Chaser <Docum... 2011)
‘{3 Standard Field Matching % 27a Letter n.aquesnng redemption ... <Docum... '“""" ""‘"‘:‘ SRR

N =

Note: Once you have imported your forms you can then  Click the Next button to complete the action.

assign them to the applicable Worktypes and edit them to
use the LawWare mergefields.
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Editing Imported Forms

When the forms are imported you are given the option to open them for editing. If you prefer you can do this at a later point.
Editing the forms allows you to map the fields so that the respective data populates the document for submission.

e e = The Details of the template will be
ile emplate K .
@ s ) e automatically populated with the name of the
w Undo _
Edit template View template [~ | poatefie
(®) Close. -

form and the provider details.

Actions Template “
9 50(FSN2016) (Document Tempiste)

Dash | WekTom | s | eliiacis Click on the Worktypes tab to assign the form
Search (©) Cptions ~ t h .
Fomm Field Standard Field o t e approprlate Worktypes'
£ pgiNameAndAddress |

£ palTaxReference CaseFie AANUTber

8 patomsoteer s et Click on the Actions tab to setup any reminder
& paiSetlementName CaseFie Branch_Cty .
S poTDte SetlementEnded CaseFie Branch_Courtry ion m n d
M poiDateTrusteesBecameUKResidernt Casefile Branch Courty Opt o S you ay ee ‘
CaseFile Branch_DX_Number
v Category: Page 2 CaseFie Branch_Email
& pg2Recipient 1NameAddress CaseFlle Branch_FAS
& pg2Recipient 1TypeCtPayment CaseFie Branch_FaxNumber I k h . I d h- b ” d I
B Clicking on the Field Matching tab will display
£ pg2Reciient1Amount Beneft CaseFie Sranch_Name . . . .
7 rcnnres the fields for population within the form down
 rPecpnpavamen o Bore s
E sateirizbasPereifad the left-hand side of the screen. On the
£ pa2Recipient2Amount Benefit CascFie Condiions
£ pa2Recpien3hameAddress Casefile CostEsing ishth d H d fth ill b b|
7 oiecpenstmeranen e ot righthand side of the screen you will be able to
[ pg2Recipient3DatePaymentReceived CaseFile DateOf Time Estimate. .
Pyl map the LawWare mergefields.
& po2Recipient4NameAddress CaseFie Description

CaseFie FixedFeeValue
CaseFile HMRefPFNumber

£ pazReciientdTypeCiPayment

4 pg2RecipientdDatePaymentReceived
Casefile LAB_Certficateiunber

J rirtitin o 1 S | Click on the corresponding dropdown menus
T Cole L e to choose the appropriate Standard LawWare
= c:z:r:\: OurR;d - 3= f| e I d S.

Creating a Document from a FormEvo Template

The FormEvo templates will display as usual through the Create a Document functionality

@ Hew work item Select the template you want to use and highlight the
recipient details then click the Create button.
B (O New email (@) New document
Available Templates You will be asked to enter your FormEvo username and
In [<Current Work Type | Type [<alTypes>  [] . . . .
password the first time you are directed to the website.
Available Document Templates Type Order
- 50{FS)(2011) <Not Defined> |
li_y Blank Document <MNot Defined>
Login to FormEvo.co.uk
Recipient
Contact Type Address your refe,.. | your Client  contact 1
,,J [Anderson - Miss Lorna]  Client 68 St James, Edinbu...
£ (Plant and Co) Accountants 56 Morth Street, Edi.. 12/78/LP Mr Edwar... Heather 0 '
£ <Show all> £
< >
Show Options
Create Cancel
The Activity is added to the casefile with a link to the
File ol e Reaupernt Dok sds = Hee .
W 4 Frark e e o ket = FormEvo document online.
For pegmert [y Frpmi B cimain | = I
of ¥iares Rosd, , dmbargh, 1.5
Attachment Clicking Open on the activity screen will take you to the
oo Topari= | chigd et o
document online to allow you to make any changes you
el Opfom = . . . .
e - require. The latest version of the form will be available
- N e e o T ———. > vowrer || coce through the Open link.

If Forms integration is an area of interest to you, please contact innovate@lawware.co.uk for further assistance.
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Risk Assessment — Know Your Client

With the introduction of more stringent Risk Assessment processes and a need to know your Clients, LawWare are
introducing additional enhancements to the existing Risk Assessment facility. There are new restrictions in place that will
prohibit financial postings on a Clients ledger when ML and/or Risk Assessments are incomplete and/or expired. A facility
has also been added to allow Case files to be marked as not requiring Risk Assessment. Notifications have been introduced
to allow for full monitoring of Risk Assessment statuses.

Creating a New Case file

File Activities & Time Productivity Centre Matter Management Cash Accounts Reporting Administration

. 48 C =l f ; s -
&3 Contact C . —-lj @_, - P:L') A @j@ % Help

c C = ' 3 =F H=
L_‘Case Flle b Copy Tools =
Client ~ Search Print Createa S5Send an Attach Activity | Client Posting | Productivity Report Switch Exit

L{.EA"Ch'VE T 1 Faste Screen List | Document  email File Time=~ Ledger Slips~ Centre  Centre | Window~ Passwords = | au\yare -
New Functions Productivity Tools System

Is Risk Assessment required for this case file?

0 Is Risk Assessment required for this case file?

On creation of a new Casefile Users will be asked if Risk Assessment is required.

Yes is the default answer.

Answering No will allow the user to continue
without completing a Risk Assessment.

A new notification Case Files that do not require Risk Assessment
has been introduced to track any casefiles flagged as not requiring
Risk Assessment.

CaseFiles Case Files thatdon

Yes Mo
~"| Productivity Centre b4
‘\L V) Notifications Vieww 4 »
Key Performance Indicators (KPI's)
Motification | View | Total |
=== Clients & Files
0 Case File High Risk Assessments (CDD) All 25
@ Case Files awaiting MLRO Authorisation All g
Case Files rejected by MLRO All 3
Case Files that do not require Risk Assessment Al 4
Caze files without completed Risk Assessment All 16
& Client High Risk Assessments (CDD) All
@ Clients awaiting money laundering All 9
& Clients missing AML in either Primary or Secondary Al i2
D Clients money laundering expired All 8

If a Practice should later overturn their
decision and decide that a Risk Assessment
is required, Users can action this by clicking
on the Options menu within the Case file
and choosing Risk Assessment from the
list.

The Risk Assessment form will be
launched for completion and the Case file
will no longer be flagged as not requiring
Risk Assessment.

lawware

Case Files that do not require Risk Assessment.

l Case Files that do not require Risk Assessment

Close

Clear

Reference \nesmpnun Clent [ Partner [ Fee Eamer | DecidedBy | Decided on | workType

[m ALLTI01-08 asdasdas Allinson - John (Allinson - Mr John and Mrs .. PA Admin Admin 240ct 19 Accident & Damages Claims
[ 0LLS01-02 | Purchase of 18 Felity Wak Colins - Mir Simon m_ Purchase

[JFroGFo3-02  test2 Frog - Mr Freddo Admin Admm 113ul 19 Childrens Civil Legal Aid
e o1-01 ‘Adoption of child Pitt - Mr Brad &Mrs Angelina P Admin Admin 05Dec 19 Family

“ Total (4)

. Black - Miss Michelle - purchase of springfield plot 2 (BLACM01-01)
‘u Created By FE

—

ox conce
Dpen clients personal details
Case File Reminders Tasks Activ @ Print a file label ons File Online Archives
File details Business terms sent / agreed?l Risk Assessment I Critical §
Reference BLACMOD1-01 &4  Conflict of Interest Search Black - Miss Michelle 3
Details purchase of springfield plo} & pove Case file to another client 148
Work Type Purchase D‘ﬂ Archive case file [Jconfidential file
Partner PA - F - ch HeadOffice v
» 3 Debt Recovery Centre
Domiciled In the LK for UK domicled | ient |Default Department| .

Open external folder

Additional Information - Genera
Date Opened D= Set external folder location :ﬁ
ereredty i Svethe CoseFle S|

Feeing Email a link to this Case File

Exdude from calculation[]

w0

Due by Client Black - Miss Mi| . | Final fel View in Client Portal

Date of Fee Quote :l Invoice Method — [Quarterly « | File prog

Date last Invoiced | | Met |Fee estimate .. || £0.00 | }

More Details ™
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Changes to the Risk Assessment screen

A Review Date field has been added to the
Risk Assessment screen. This allows Users to
set review dates and carry out interim
reviews for the duration of a case.

A notification has been added to monitor
and manage case file review dates; this is
called Risk Assessment Reviews Due in the
next 7 days.

The number of days for this notification is
customisable on a User by User basis.

m MNatification Settings

Details

Personal Notification

‘fou can change the settings shown to determine how the
notification calculates its values.

Risk Assessment Reviews Due in next 7 days

<Over All Dates>
Capture totals every 'U_ days and trend daily {0 -not set)
Show /¥, warning symbaol if items (or £) reaches: ’—
Show @criﬁca\ symbal ifitems (or £) reaches: [
[] show & Popup message if the item reaches critical

ISetﬁng value (This will change for all users): | 7|
Set filter to calculate based on
(O) Items that belong to (Me only)
() Items that belong to
() Items only where 1 am the partner / areator
(@) [tems for the entire practice (All Users)
<In general views >
Notification access level: Standard Access ~
—

When a review date is passed the following
appear within the Case file

s Black - Miss Michelle - purchase of springfield plot 2 (BLACM01-01)
L[ ‘ Created By FE

oK Cancel Optons > || ick Assessment Review is overdue |

If Users do not have all the information available to complete
a Risk Assessment, they can click the Save button at any time

and come back to it later.

This will result in the case file being marked as having
incomplete Risk Assessment and will appear in the notification

Case Files without completed Risk Assessment.

m Risk Assessment

22

24
Based Approach is specific to you.

Risk Assessment MLRO Referral Evidence

RISK SCORE TOTAL: 9 of a possible 21 [43%]

EEE—

Low risk

Client Type

Based on the outcome of your Firm Level Risk Assessment a Firm should implement appropriate and proportional
controls. Tt is the responsibility of your Firm to take their own Risk Based Approach to their business. Your Risk

As a result of any one answer disdosing a high risk score or if your overall risk score is > 50%: you will be referred to the MLRO for approval,

Purchase
Medium risk High risk =

UK Company ™ Non UK Co/Trust

Destination of Funds (if other than client then
CDD required of that party)

+ client within UK

Outwith UK or Client

Clientin EU/3rd party
L 1S & outwith EU

inlU

Funds Type

% Personal Cheque

" BACS " Cash

I Complete Review |

=

Save

Cancel

The Notes field is now visible on the main view in line with each
question and must be updated to allow Users to mark the Risk

Assessment as completed.

Clicking the Complete Review button marks the Risk Assessment as
done and produces the Risk Assessment document and Activity. Users
are then prompted to set a Review Date to carry out their next review

of the case file.

Remember to Set a Review Date

o Remember to set a review date if you haven't already.

Clicking OK takes the User back
into the Risk Assessment form
to set the Review Date. Once
this is set the User should click
Save to exit the form.

message will

Administrative Note

Review Periods can be set at Worktype level through
the Administration Centre to automate the setting of

review dates.

Administration View

—| Work Type Properties
=Y

oK Cancel

o W

Ballantyne - Mr Paul - test (BALLP01-04)
Created By MB

~Detals | Database Extensions ' Document Templates  Activity Types = Modules
Work Type
Work Type [purchase
ik ote —
™ This work type is for internal use.
(Record all tme recorded on fies of ths type as
Default Charge Group for new matters
Default Charge Band on time recording  <None Selected>
Automaticaly add a review date for days after file creation date
IRlsk Assessment Review Period 14 days. If set to 0 RA Review Dates wil not be setautomatically |
Retain Archived Data for 1 years

Default Fee Net

Description {Gptional)

oK Cancel Options »

|Tms file has not had riskassessmentmmplated‘l

lawware

[Fee Estimate ~[

™ Archive this work type (Hide from display on new fle areation)
¥ fifis s 3 ron e recording work (ype (e fme detals from all scavites)t
™ This allows Activites to run over multiple days when “enforced time recording” s enabled.
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MLRO Approval or Rejection

When the MLRO approves or rejects a Risk When a Risk Assessment is marked as rejected the Case file is
Assessment, an activity along with a PDF report are flagged and becomes locked restricting all receipted monetary
created against the case file recording this transactions.
information.

[ —» Allinson - Mr John and Mrs Anne - Hello (ALLIND2-03)
If the Risk Assessment is rejected the following 'M..-r-«-J e
message will appear. oK Cancel Options » IThlsfME has been rejected by MLRO. |

Reject this Risk Assessment?

A rejected Risk Assessment can now be resubmitted by Users.

o You are about to reject the Risk Assessment for this case file, A TO resubmit a RlSk Assessment Users can reopen the RISk
recorq of this will be saved against the Activities list on the 7 . .

case file. Assessment form, make any required changes then click the
Resubmit button at the bottom left hand corner of the screen.

Would you like to continue?

Yes Mo
Rejected By: ME 09/10/2019 15:56:02 x

Only Users who have the permissions to act as the
MLRO will be able to Approve or Reject a Risk = cence
Assessment. . . .

There is no longer a requirement for Users to change any Risk
All rejected Risk Assessments can be identified Assessment answers to allow them to resubmit. They can simply
through the Notification Case Files Rejected by update or expand on their notes or attach supporting evidence.
the MLRO
Evidence
Part of the Risk Assessment enhancements is the facility to attach Administrative Note

evidence to support any proof Users may want to capture as part

e New Admin settings have been added to the
of their Risk Assessment process.

Global database to prevent monetary receipt

Example of evidence could be items like Bank Statements, Proof transactions in the following circumstances:
of Address or Source of Funds which can all be attached here. e If Risk Assessment is passed its review
date
[A] Money Laundering Regulations - Customer Due Diligence (CDD) 52
Tt contete Tt S reapouiihy o yoor Tt £ take ther o Rk Bl Apronch Lo e borimess Yous ot e If Money Laundering is Expired
Based Approach is spedific to you.

e |f Money Laundering is Missing

Risk Assessment MLRO Referral Evidence

Hachod Docaments These settings are switched off by default but can
A'klbzt;‘d N R T 7T ' be enabled on request.
Global Settings
|4 Global Settings

LawWare Accounting System configuration
Items used to configure the accounting system should be changed with extreme caution.
Items that are greyed out should anly be changed by a member of the LawWare Support Team  Change now

Vat Settings
Default Vat Rate %: 20 Cash Basis 3
Client purchase invoice default Vat: (Outside the Scope of VAT« September

Sequence settings

Invoice Sequence Number: [TEE Transfer Sequence Number: 9024628

[ Over-ide dient No. re-calculation if the dient no is Zero (Allows zere numbering for dassic compatability)

Complete Review Save Cancel

To attach evidence Users would click the Add button in the Other settings
. . . . . B — i
Evidence view. This would open a file explorer window for users [l Interim e optons g
. . [[]Enable Reminder Task Budgets (for VHCC reporting)
to then attach their evidence. Defout Fes sttus on FinalFez ot Chargeabie [ (Subsesuent tme when case e s ke feg)

Outsourced cashroom email: [ (leave blank for no outsourced cashroom)
When a Risk Assessment is submitted or resubmitted all scanned

evidence will appear as part of the generated Risk Assessment pdf

Prevent Posting of Client Receipt Postings if Risk Assessment needs reviewed
re pO rt. [ Prevent Posting of Client Receipt Postings if Money Laundering is Expired
[JPrevent Posting of Client Receipt Postings if Money Laundering is Missing

Note: Users evidence would already need to exist within a
network folder to allow for it to be linked to the Risk Assessment
evidence view.
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