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File Notes  File Preview  File Information & Reports

Type your file notes here ...

To create correspondence within ACL, with the file
highlghted, click the Correspondence tab.

Files  Current File @ Court Forms

01.0 General Letters
02.0 Pleadings

The Correspondence module contains both 03.0 Affidavit of Records
template letters (letters that are pre-worded), and 04.0 Questioning
General Letters (letters with a blank body). 05.0 Offer to Settle

06.0 Request for Tria
All letters will generate with the firm's letterhead 070 Orders - Judgment

and formatting preferences (font and sizing, etc.),
and users can type the body of the letter and edit
post-assembly as needed.

08.0 Court
09.0 Miscellaneous
10.0 Personal Injury

11.0 Accounts

questlomnq|
- 04.0 Questioning

“ 01.0 Scheduling Questioning
B8 Adviscof questioning dote of oy party Double click any folder to show the letter templates.

E Confirm questioning date of client

B Explain questioning
4 B9 02.0 Undertakings Alternatively, use the Search field to locate a specific
Advise answers are not complete . . . .
= feeme template by typing in keywords (ex. examination).
yty y

B List of undertakings - explain
E List of undertakings - simple

S pemm o e Ao The templates will filter to display only the letters
leminder to provide answers .
BEi Request answers and threaten application matChIng the keyWOrdS entered-

B Undertakings from handwritten notes

E Undertakings from review of transcripts

For assistance contact:
Dye &

Durham ACL Support
416.363.1650 x100 / 1.800.340.3234 x100 dyedurham.ca

supportacl@dyedurham.com
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@ Letter to Opposing Parties "‘ Automated

Global testing Nov 21, 2023 - Potter v. Snape [Action] r CIVIL LITIGATION
g A
g % Add Redipient{s) @ Remove | 4 B3 Cc Becc || Method of Delivery -

MName enthenﬁo Me| O Fax ht Type
[ mail

= Addressed [ registered Mail
Mr. Severus Snape [ Hand Delivered nt (Self-Represent...
[ [ E-mail

[ indude the notation "WITHOUT PREJUDICE™

o Dear |C0unsel: | Add punctuation, if required.
Lawyer Law Clerk Signing Assistant
o |Mark A, Greenberg | Q, |Joan van Jett | Q,
Endosures | None ~

o |:| Generate Fax Cover Sheet

[ Generate Envelope(s)

[ Generate Label(s)

&/ Clear Fields OK Cancel

ACL will automatically pullin all relevant parties added to the file depending on which letter is generated.
Users can click on Add Recipients to add any other parties from the file or choose a party from the Client
and Contact Database.

Click Remove to remove a party from the dialog.

Click the arrow keys to move the order of the parties up or down (order they appear in the letter address
block).

Highlight any party on the letter dialog and click cc/bec to copy or blind copy arecipient.

Choose the Method of Delivery. Users can choose different and/or multiple methods for each recipient.
The selection is not mandatory and may be left blank.

Enter the salutation.
Choose the Lawyer/Clerk signing the letter and the Assistant if needed.

Users can then choose whether there are Enclosures, whether they would like to generate a label or
envelope, or if a Fax Cover Sheet is needed.
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For assistance contact:
ACL Support
When being certain is everything 416.363.1650 x100 / 1.800.340.3234 x100 dyedurham.ca
supportacl@dyedurham.com
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