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NAMES AND ADDRESSES OR ANY OTHER REFERENCE TO PERSO NS OR ENTITIES 
LIVING OR DEAD IS PURELY COINCIDENTAL. NO TRUE OR R EAL DATA IS OR HAS BEEN 
USED; THE DATA HAS BEEN CREATED TO REPRESENT WHAT R EAL DATA WOULD 
LOOK AND FUNCTION THROUGH THE FUNCTIONS OF THIS PRO GRAM. GEOGRAPHICAL 
AREAS AND REGIONAL NAMES ARE CORRECT, AS ARE THE CO DES 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 29  

 
Clicking the Stationery  button as shown below in the file menu opens the drop down menu. 
 

 
File Menu Bar  
 
 
 
 
 

The drop down menu looks like this. 
 
 

 
Figure 1. Stationery Menu. 

 
 
 
 
 
 
The first option is the Standard Cover Letter 
 
 
 
 
 
 
 
 
 
 

 
Figure 2. Standard Cover Letters 

 

 
 

a. 1.1   The Cover Letter Selections Form.  
 
 

Select the STD. Cover Letter  option to open the Cover Letter form. There are a few choices of 
documents to print. Make your selections and click the available request choice as required.  
 
Follow the next few steps then, Click VIEW to view the document or Exit to leave this option 
without printing. 
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Click.   The pull down menu arrow to select from 
the pre-defined list. 
 
There are selections, start at the top and move down 
the various Options. 
Check the appropriate checkboxes. 
 
How the check boxes work. 
 
 
 
 
 
 
          Figure 3. The Check-box Options. 

 
Figure 4. Cover Letter Selection Form. 

 
There is a preset recipients list. Choose the correct recipient, 
for you to send or request information. 
 
There are various options of pre-formatted letters depending 
on the recipient. 
Choose the correct one and move on to the next option, 
which is the Area for the Sheriff or the Name of the 
Defendant. 
 
Highlight the one, which is correct. To select it Click with 
the left mouse button. 
 
 
Figure 5. Cover Letter Selections 

 
 
 

Remember the area is the operational area of the sheriff 
serving the Summons. 
 
 
Next Select the Document type available to you. 
 

 
 
Figure 6. Select the Area / 
Name Option. 

 

 Example:- Sending documents to print 
for the sheriff would look like this.  
The Sheriff was selected.  
The correct area the summons is to be served is 
selected. The document type is selected from a 
pre-defined list. 
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 Select the:-  
o Emoluments Attachment order,  
o The Property Attachment order  
o The Summons.  

 
Next would be a payments option for this type of selection 
Figure 7. Documents Type Options  
 

 
 
 
Select the type of payment method from the predefined 
list.  
 
Then check the required check boxes, for additional 
options as required.  Click to “ Check” the box. 
 
 
 
 
 
 
 
 

Figure 8. Payment Type selection Option  
 
 

 Click.  to view the document. 
 
 

 Click.  to leave this option without printing. 
 
 
 
 
 

    
                                          Figure 9. Properly Completed Cover 
Letter  selection               
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b.  
 
The VIEW DOCUMENT looks like this. 
 

 Use this screen to view that the correct details and the correct document are selected. 
 
 

 
Figure 10. Report Viewer 

 
 
 
 
 
The controls and buttons are explained in the next section. 
 
1.2  The Document View – Document Controls. 
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Drop down menu arrow button 

c. 1.2  The Document View – Document Controls.  
 

 
 
Figure 11. The Document View Explained 

 
d. 1.2.1   The View Document – Zoom Feature.  

 
 
There is the ZOOM feature to help size the document in the screen. This better enables a good 
view of what you will be sending by email or printing to printer. Click the highlighted option to 
make your selection. 
 
 
This option only works on your screen and not on 
the document.  
 
 
 
 

Figure 12. The Zoom Feature. 

 
 
 
 

Number of pages  
Export to file 

E- mail Print Button  

Exit 

ZOOM 

Important – Read the document to check 
your selections are correct. 
Correct Recipient. 
Correct Details or document type. 
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e. 1.2.2   The View Document – Page Advance Feature . 

 
The number of pages is shown. Use the direction arrow to advance the next page. To go back to 
the previous page select the direction arrow pointing in the opposite direction. 
 
 
 
 
 
 
 
Figure 13. The Document Page Control. 

 
 
 

f. 1.2.3   The View Document – Document Output Type  Feature.  
 
 
The view documents allows the output method to be selected.  
Select PRINT TO FILE, E-Mail, PRINT or EXIT.  
 
 
 
 

Click.  to leave this option, without saving any changes. 
 
 

g. 1.2.4   The View Document – Print to File Docume nt Feature  
 
Print to file will create a file on the hard drive for later use.  
You can save the file in a specific location on your hard drive. The format will be an Adobe™ pdf. 
 

This option will open this save as  
form. 
 
 
Use the save in  drop down menu to 
save the file in the correct location.  
 
Give the file a name. Use the client or 
file number to keep the file name easy 
to use and understand. 
 

Click .  to save the 
document.  
 

 Click .   to leave this 
option without saving the file. 
 

Figure 14. The Save As Window. 

 

Page number 

Go back  Advance page or go to next page 
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h. 1.2.5   The View Document – E-Mail Document Feat ure.  
 
The E- Mail selection will send the document to the recipient via email. 
 
The E-Mail Report form. 

 
Select the file address by highlighting 

and Click the       arrow to make 
your selection. Multiple selections with 
each receive an email.  
 
Type your subject line in the space 
provided. 
 
Add a short message to inform the 
reader that this is a mail and the 
documents you are sending are 
attached to the e-mail. 
 
 

Click  button to send e-
mail to the selected recipients. 
 

Click  button to leave 
without sending e-mail. 
 

Figure 15. the Email Report Form. 

 
 
 

Select the file address by highlighting 

and Click the  arrow button to 
make your selection. Multiple selections 
with each receive an email. 
 
To remove a selected recipient, highlight 
the recipient by Clicking with your left 
mouse button, and then Click the 

 arrow. 
 

The double arrow    and   

  will move the full or entire 
recipients list. 

 
 
 
  

Figure 16. The Email Document Form. 
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The MS Address book will open 
the MS Address book form. 
 
 
 
 
 
 
 
 
 
The form looks just like your 
Microsoft™ Outlook™ Address 
Form. 
 
This is the address form from the 
e-mail program on this computer. 
 
 

Figure 17. The Email Address Book. 

 

 Use this form to send mail to internal staff.  
 
 Click the OK button to send e-mail to the selected recipients. 
 Click Cancel to leave without sending e-mail. You will go back to e-mail form. 
 
Add new e-mail address form. 
 

It may be necessary to add a new e-mail 
address.  Then select cancel. Go to the add 
new   address selection, on the e-mail form. 
 
Enter the name. The correct format is 
important. 
Enter as Surname, First name. 
 
 

Figure 18. Add New Address 

 
The e-mail address is identified by this name.  
E.g. Smith, John 

Enter e-mail address in lower case.      NOT UPPER CASE, LIKE THIS. 
 
E.g. jsmith@company.co.za 
 

Click   button to add the new address to the selected recipients. 

Click  to leave without crating a new address. You will go back to the e-mail form. 
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Figure 19. The Choose Profile Form. 

 
If this choose profile form is opened, then the e-mail program is not running in the background.  
You have two options. 
 

· Option 1 Exit e-mail selection by Clicking .                  Then start your email program in 
the normal way. Come back to the e-mail form. 

 
· Option 2 If you know your profile, select ok and continue as normal. 

 
 

i. 1.2.6   The View Document – Print to printer Doc ument Feature  
 
The PRINT selection will print to the printer. 

 
Figure 20. The Default Printer 

 
The default printer is selected. If this is not the correct printer, change the default printer in the 
“printer and faxes” section in Windows™, 
If you are unsure, call your Supervisor or system administrator. 
 
The print range selection is if there is a specific page or pages to print. To print the document 
normally, select ALL. 
Click the arrows next to the number of copies number to increase or decrease the number of 
copies to print. This number is usually 1 copy. Select collate copies to keep each document 
printing completely, before the next copy prints, or else you will get 5 page one, five page two and 
have to sort the documents yourself. 
 

Click OK to print. 
Click CANCEL to exit without printing. 

 

This is to keep record of the action made and add and applicable correspondence costs. This 
action will be recorded in the Actions Taken List on the main screen. 
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This option is the Standard Fax Cover Letter 
 
 

 
 
 
 
 
 
 
 

     Figure 21. Stationery Fax Cover Menu. 
 

Select the Standard Fax Cover Letter option to open the Fax Cover Letter form.  
 
Make your selections and click the available request choice as required. Follow the next few steps 
then Click VIEW to view the document or Exit to leave this option without printing.  

 
 
 
 
 

  The  
button will clear the 
current selection. This 
includes your subject and 
message.  
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 22. The Fax Cover Form. 
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Select the recipient. Use the 

Click.   The drop down 
menu arrow to select from 
the pre-defined list. 
 
 

 
All the fields must be filled 
in. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 23. Select Fax Recipients 

 
The software will auto fill the fields from the database. If there are missing numbers or 
Contact names. Please inform the supervisor and correct the details for the Client or 
Defendant as required. Enter the details on this form to send FAX.  Remember, a 

complete database is easier for everyone to work with. 
 
 
Fill in the selection by 

Clicking the drop down 
menu arrows. 
Highlight the correct name 
or Area in the list and 

Click with your left 
mouse button. 
 
 
 
 
 
All the fields must be filled 
in. 
 
 
 
 
 
 
 

Figure 24. Select Fax Area / Name 
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Fill in the selection by 
Clicking the drop down 

menu arrows. 
Highlight the correct name 
or Area in the list and 

Click with your left 
mouse button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 25. Select the number of fax pages 

 
 
Fill in the selection by 

Clicking the drop down 
menu arrows. 
All the fields must be filled 
in. 
 
If all the fields are 
completed, proceed to the 
View Document screen to 
confirm the cover sheet 
and to confirm the e-mail 
is going to the correct 
recipient. 
 
 
 
 
 
 
 
 
 

Figure 26. Completed Fax Cover Selection Form 

 
Click VIEW to view the document. 
Click Exit to leave this option without printing. 
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The VIEW DOCUMENT looks like this. 
 

 Use this screen to view that the correct details and the correct document are selected. 
 

 
Figure 27. The Fax in Report Viewer. 

  
The controls and buttons are explained in the next section. 
 
Click Save to file to save report to file. 
Click E-Mail to send this report via email to selected recipients. 
Click Print to print report to printer. 
Click Exit to exit the report screen, without printing or sending. 
 

Please note:  How to use the features of this report is found in1.2  The Document View – 
Document Controls. 
 
 
 
 
 
 
 
 
 



© Copyright LegalSoft Software CC            Page 16 of 29         

This option is the Address envelopes 
 
 

 
Figure 28. Address Envelopes Menu 

 

 
The address envelopes selection is to print regular mail envelopes. These envelopes will be sent 
usually by registered mail by the post office. 
 

 If you require mail to be faxed or e-mailed, you do not need to complete an envelope. 
 
  
Select the recipients name or select from the pre-defined 
list. 
 

Click.   The drop down menu arrow to select from 
the pre-defined list. 
 
 
 
 
 
 
 
 

Figure 29. Address Envelopes Form. 

 
 
Select the recipient. Select the Name or Area as 
required. 
 
 
Select the size of the envelope. If unsure check the 
packaging the envelops were packaged in. 
 

 Ask the stationery responsible person, usually 
the Office Manager, for the size of envelopes. A 
page from the printer is A4 size 

 
Click VIEW to view the document. 
Click Exit to leave this option without printing. 

 
Figure 30. Address Envelopes Selections 
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 Select the orientation, or how the envelope is fed into the printer. 
 
Select the different orientation options and follow the change in attitude of the 
page picture in the selection block. 
 

 
 
         If unsure ask your Supervisor or the Office Manager. 

 
Figure 31. Envelope Orientation. 

 
The VIEW DOCUMENT looks like this. 

 Use this screen to view that the correct details and the correct document are selected. 
 

 
Figure 32. The Envelope View 

  

Select the Print Button to print the envelope. 
 

There are other selections available like the Cover letter and Fax Cover letter View screens. 
Please only select the print option. The object is to print a terrestrial or normal letter 

envelope, to be sent via the post office. E-Mail does not require this envelope.   
Click Save to file to save report to file. 
Click E-Mail to send this report via email to selected recipients. 
Click Print to print report to printer. 
Click Exit to exit the report screen, without printing or sending. 
 

Please note:  How to use the features of this report is found in 1.2  The Document View – 
Document Controls. 

 Note:- The paper,( Portrait is UP while Landscape is on its 
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This option is the Open File: A3 Cover 
 
 

 
 
 
 
 
 
 
 
 

Figure 33. Open File Cover Menu. 

 
 
A new matter requires a paper file to be opened. The file is the holder for all paper 
correspondence and general record keeping. The paper file serves as a hard copy of the file held 
in the computer. An outgoing correspondence is generated from the computer software. All 
incoming Documents or electronic mail (evidence) are scanned into the computer Software. 
 
Select the Open File: A3 Cover option to open the A3 File Cover form. 
Follow the next few steps then Click Print Button to print the File covers. Click Exit to leave 
this option without printing. 
 
The Print A3 File Cover Form. 

 
Select the file owner. Make your selection. The file 
list will fill the file list section of the form. 
 

Click.   The drop down menu arrow to select 
from the pre-defined list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 34. Print A3 File Cover Form. 
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The Print A3 File form with owner selected. 

 
 
 
 
All the files available are listed. 
 
 
 
Left Click the box next to the required file to select 
the item for printing. 
 
The Check Box must be selected. 
How the check boxes work. 
 
 
Select multiple files if required. 

Click the Select All to select all available files.  
Click the DE – Select All to remove your selection 

of all files. 
 

 
 
 

Figure 35. File Print Selections 
 

Click Print to print to the printer. 
Click EXIT to exit without printing. 

 
 
 
 

 
Figure 36. Print Printer Selection. 
 

 The default printer is selected. If this is not the correct printer, change the default printer in the 
“printer and faxes” section in Windows™, 
If you are unsure, call your Supervisor or system administrator. 
 
The print range selection is if there is a specific page or pages to print. To print the document 
normally, select ALL. 
Click the arrows next to the number of copies number to increase or decrease the number of 
copies to print. This number is usually 1 copy. Select collate copies to keep each document 
printing completely, before the next copy prints, or else you will get 5 page one, five page two and 
have to sort the documents yourself. 
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Click OK to print. 
Click CANCEL to exit without printing. 

 

This is to keep record of the action made and add and applicable correspondence costs. This 
action will be recorded in the Actions Taken List on the main screen. 
 

 
Figure 37. Print Query. 

 
If the Print is successful, Click  OK to move on to the next Job. 
If the print is jammed, lost, wrong or not acceptable, for any reason, Click No. This will take you 
back to The Print A3 File Cover Form. and will not mark the file as printed. 
 
 

 
 
 
 
 
 
 
This option is the Open File: A3 Cover - Reprint 
 
 

 
     Figure 38. RE-Print A3 File Cover Menu. 
 
 

This option will reprint the A3 Cover. 
 
The correct file number must be entered. An Authorisation request will be made, where you must 
enter your Name and Password to continue. Click  PRINT  Button to print to printer, or Click 
EXIT to exit without printing. 
 
 
 



© Copyright LegalSoft Software CC            Page 21 of 29         

 
 
 
 
 
The Reprint A3 File Cover Form. 
 

 
Figure 39. Re-Print Form 

 
Enter the file number. 
 

Click  PRINT  Button to print to printer. 
Click  EXIT to exit without printing. 

 
 
The Authorisation request Form requires your NAME and Password, BEFORE you can continue. 
 

Click.   The drop down 
menu arrow to select from the 
pre-defined list. 

 
 
 
 

Figure 40. Authorisation Request Form.  

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

Figure 41. Enter Name and Password 

 

An incorrect Password or insufficient Privileges or User not allowed to perform this step, will 
be denied the ability to reprint this file. 
 

 
 
 
 
 
 

Figure 42. Incorrect Password     
         Figure 43. No Authorization. 
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The successful verification opens the printer form. 
 

 
Figure 44. Print Printer Selection. 
 

 The default printer is selected. If this is not the correct printer, change the default printer in the 
“printer and faxes” section in Windows™, 
If you are unsure, call your Supervisor or system administrator. 
 
The print range selection is if there is a specific page or pages to print. To print the document 
normally, select ALL. 
Click the arrows next to the number of copies number to increase or decrease the number of 
copies to print. This number is usually 1 copy. Select collate copies to keep each document 
printing completely, before the next copy prints, or else you will get 5 page one, five page two and 
have to sort the documents yourself. 
 

Click OK to print. 
Click CANCEL to exit without printing. 

 

This is to keep record of the action made and add and applicable correspondence costs. This 
action will be recorded in the Actions Taken List on the main screen. 
 

 
Figure 45. Print Query. 

 
If the Print is successful, Click  OK to move on to the next Job. 
If the print is jammed, lost, wrong or not acceptable, for any reason, Click No. This will take you 
back to The Print A3 File Cover Form. and will not mark the file as printed. 
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This option is the Closed File: A4 Cover 
 
 
 
 
 

 
Figure 46. The Closed File Menu.  

 
When is File or Matter has been authorised for Closure, the file is Termed Closed. 
A File Closed Cover is printed and the file is given its new cover, and moved to Archives. 
 
 
Enter the file number to print the Closed File cover. 
 

 
Figure 47. File Closed Form.  
 

  Only use this feature if the file or matter is CLOSED. 
 

Click PRINT  Button to print to printer. 
Click EXIT Button to exit without printing. 

 
Enter the file number . 
 

Click  PRINT  Button to print to printer. 
Click  EXIT to exit without printing. 

 
 
The Authorisation request Form requires your NAME and Password, BEFORE you can continue. 
 

Click.   The drop down 
menu arrow to select from the 
pre-defined list. 

 
 
 
 

Figure 48. Authorization Request Form. 
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Highlight the one, which is correct. To select it Click with the left 
mouse button. 
 
 
 
 
 
 

Figure 49. Enter Name and Password 

 

An incorrect Password or insufficient Privileges or User not allowed to perform this step, will 
be denied the ability to reprint this file. 
 

 
 
 
 
   
     

Figure 50. Incorrect Password     
         Figure 51. No Authorization. 

 
The successful verification opens the printer form. 
 

 
Figure 52. Print Printer Selection. 
 

 The default printer is selected. If this is not the correct printer, change the default printer in the 
“printer and faxes” section in Windows™, 
If you are unsure, call your Supervisor or system administrator. 
 
The print range selection is if there is a specific page or pages to print. To print the document 
normally, select ALL. 
Click the arrows next to the number of copies number to increase or decrease the number of 
copies to print. This number is usually 1 copy. Select collate copies to keep each document 
printing completely, before the next copy prints, or else you will get 5 page one, five page two and 
have to sort the documents yourself. 
 

Click OK to print. 
Click CANCEL to exit without printing. 
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This is to keep record of the action made and add and applicable correspondence costs. This 
action will be recorded in the Actions Taken List on the main screen. 
 
The VIEW DOCUMENT looks like this. 
 

 Use this screen to view that the correct details and the correct document are selected. 
 

 
Figure 53. The Closed File in View File 

 
Click Save to file to save report to file. 
Click E-Mail to send this report via email to selected recipients. 
Click Print to print report to printer. 
Click Exit to exit the report screen, without printing or sending. 
 

Please note:  How to use the features of this report is found in 1.2  The Document View – 
Document Controls. 
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If the Print is successful, Click  OK to move on to the next Job. 
If the print is jammed, lost, wrong or not acceptable, for any 
reason, Click No. This will take you back to The Print A3 File 
Cover Form. and will not mark the file as printed. 
 
 
 
 

Figure 54. Print Query. 
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