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NAMES AND ADDRESSES OR ANY OTHER REFERENCE TO PERSONS OR ENTITIES 
LIVING OR DEAD IS PURELY COINCIDENTAL. NO TRUE OR REAL DATA IS OR HAS 
BEEN USED; THE DATA HAS BEEN CREATED TO REPRESENT WHAT REAL DATA 
WOULD LOOK AND FUNCTION THROUGH THE FUNCTIONS OF THIS PROGRAM. 
GEOGRAPHICAL AREAS AND REGIONAL NAMES ARE CORRECT, AS ARE THE CODES 
AND GOVERNMENT ENTITIES THEIR IN. SOME FICTITIOUS AREAS AND NAMES ARE 
USED FOR TRAINING AND EXPLANATIONS FUNCTIONS OR PURPOSES.



© Copyright LegalSoft Software CC           Page 3 of 8 

 

CONTENTS - CHAPTER  2 
 
 
 
 

This chapter covers the 2nd pull down menu set. 
 
 
 
Clicking the Add Costs button as shown below in the file menu opens the drop down menu. 
 
 
 
 

Figure 1. Help Option from File Menu 
 
 
 
 
 
 
 
 
 
 

The drop down menu looks like this. 
 
 
 
 
 
 
 
 
 

 
Figure 2. Add Costs Menu. 
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1. Add Correspondence Cost.  
 
The cost of documentation or services is added to the debtor or defendant file. The open or 
current file will get the costs added to the statement. View the desktop statement to see the 
changes. 
 

 

Click   the drop down menu arrow to 
select from the pre-defined list. 
 
Highlight the one, which is correct. To select it 

Click with the left mouse button. 
 
 
 
 

Figure 3. The Add Costs Form. 

 
 
 
                             Figure 4. Select Item. 

 
 
Highlight the one, which is correct. To select it 

Click with the left mouse button. 
 
 
 
 
 

Figure 5. Select the Correspondence type. 

 
Use the arrows on top of the date window to move the month forwards or backwards.  

 
Click the left arrow to go back in months.  

 
Click the Right arrow to go back in months.  

 
Click the Day in the required month 

 
The base of the calendar will display today’s date. 
 

Figure 6. Select Date. 

 
 

Click   to continue. 
 

 Click   to leave this option without 
updating. 
 
 
 
 

Figure 7. Add Cost Complete Form. 



© Copyright LegalSoft Software CC           Page 5 of 8  

 
 

 
 
 
 
The Cost is added to the 
defendant’s statement. 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 8. The Desktop Statement. 

 
 
 
2. Add Consultation Cost. 
 
The cost of Consultation services is added to the debtor or defendant file. The open or current 
file will get the costs added to the statement. View the desktop statement to see the changes. 
 

 

Click   the drop down menu arrow to 
select from the pre-defined list. 
 
Highlight the one, which is correct. To select it 

Click with the left mouse button. 
 
 
 
 

Figure 9. The Add Costs Form. 

 
 
 
                             Figure 10. Select Item. 

 
 
Highlight the one, which is correct. To select it 

Click with the left mouse button. 
 
 
 
 
 

Figure 11. Select the Correspondence type. 
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Use the arrows on top of the date window to move the month forwards or backwards.  
 

Click the left arrow to go back in months.  
 

Click the Right arrow to go back in months.  
 

Click the Day in the required month 
 
The base of the calendar will display today’s date. 
 

Figure 12. Select Date. 

 
 

Click   to continue. 
 

Click   to leave this option without 
updating. 
 
 
 
 

Figure 13. Add Cost Complete Form. 

 
3. Signing By Agent. 

 
The cost of documentation or services is added to the debtor or defendant file. The open or 
current file will get the costs added to the statement. View the desktop statement to see the 
changes. 

 
 

Click   the drop down menu arrow to 
select from the pre-defined list. 
 
Highlight the one, which is correct. To select it 

Click with the left mouse button. 
Highlight the one, which is correct. To select it 

Click with the left mouse button. 
 

 
 
Figure 14. The Add Costs Form. 

 
 
 

 
 
 
 
 

                   
 Figure 15. Select Item. 

 
 
Use the arrows on top of the date window to move the month forwards or backwards.  
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Click the left arrow to go back in months.  

 
Click the Right arrow to go back in months.  

 
Click the Day in the required month 

 
The base of the calendar will display today’s date. 
 

Figure 16. Select Date. 

 
 
 

Click   to continue. 
 

Click   to leave this option without 
updating. 
 
 
 

Figure 17. Add Cost Complete Form. 

 
 
 
The Signing Fee updated to the 
defendants statement. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 18. The desktop with updated Statement. 
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