et AC|_5 EVOLVING A FILE

Action

i When a proceeding type changes, the ACL file needs to

Primary Lawyer Third Party Claim

Proceeding Type

S Foush Py e be updated to reflect the change. Navigate to the File
verseeing Lawyer Fifth Party Claim . . .
Addions i Members | Couterdaim Details, and click Proceeding Type to select the new
Application .
ourtepp cter proceedlng type.

Appeal - Counterclaim
Appeal - Application

Appeal - C ation

ACL will prompt you to review the relevant sections of the file to make any necessary changes. Add in any new
information, for example, an updated Court File Number or any new party information such as a Counterclaimant
or Third Party. Once all new information has been added to the file, the Document Previews must be refreshed.

Document Previews

Select the document section to

Naviagate to the Document Previews page, and click the gt SN g
drop down arrow to select Style of Cause.

B Unlotk tie-preview

Unlock and Refresh

Select Previews to Refresh

| Style of Cause Select Al

[ Senvice Details: Our Firm Click Refresh the Preview to select the previews which need to be
[ Senice Details: Service List updated and click OK.

B SaveAs.. |A v &
Click the Save As... icon. ACL will prompt you to Save as new file or
Overwrite original file. If you are uncertain of which one to select,
choose Save as new file.

You have changed the proceeding type

Do you want to:
# Save this as a new file, leaving the original unchanged

e Overwrite the original file

Save as new file | | Overwrite original file | [ Cancel

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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