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CCMS Notifications

The LAA has issued guidance on how to view, action, and receive actions and notifications. This
will have been sent to your named LAA Liaison contact.

Since the introduction of Sign into Legal Aid Services (SiLAS) accounts, the way actions and
notifications are accessed and received depends on whether they relate to pre-SiLAS or SiLAS
usernames. All emails relating to outstanding actions and notifications are sent from:
laaonline@legalservices.gov.uk

The LAA is aware that users may receive the same email notification for actions and
notifications across both their pre and post-SiLAS user accounts, including Remittance
Advices, and they say they are actively working to reduce this.

Emails for SiLAS username
For actions and notifications linked to a SiLAS username:

e Emails are sent to the email address associated with the SiLAS account

e The “To” line in the email body will display the SiLAS username, in the following format:
JOE-BLOGG-EXAMP-SOL-LTD

Viewing actions and notifications assigned to your SiLAS account
To view actions and notifications that are already assigned to your SiLAS user:

e Outstanding actions and notifications are displayed by default on the CCMS home
screen. The number shown in brackets includes outstanding notifications

e Actions are considered ‘overdue’ if they are not addressed within 7 days
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Emails for pre-SiLAS username
For actions and notifications linked to pre-SiLAS usernames:

e Emails will be sent to the email address associated with the pre-SiLAS username
e The “To” line in the email body will display your old username, for example:


https://labulletin.org.uk/c/AQipARC49aoHGMGQm90BIPOd_6wBKK7ajEIBvbtUEyjDyRjeRGvIf6C-WEXeVzNwYRfk1JhZpCalUQ

= Joe.bloggs@examplesolicitors.com or; JOEBLOGGS
Accessing actions and notifications linked to pre-SiLAS usernames

Cross Office role requirement

To review actions and notifications that were issued to pre-SiLAS usernames, users must have
the Cross Office role assigned to them in SiLAS. Without the Cross Office role assigned the user
will not be able to view these notifications.

Guidance on how to assign the Cross Office role can be found here:
https://legalaidlearning.justice.gov.uk/civil/user-roles-and-responsibilities/

When applied to a user who already holds a CCMS role, Cross Office access extends their
permissions so they can:

e View all cases for the firm, including those created before the cyber attack

e Amend provider contact for the case to ensure further notifications are sent to the
correct user.

e Search for actions and notifications assigned to other users, including their pre-SiLAS
username(s).

¢ Action those notifications.

If you are unable to view a specific fee earner/user then please contact your contract manager.
Viewing actions and notifications assigned to pre-SiLAS accounts
To view actions and notifications that are still assigned to pre-SiLAS usernames:

* Click “Actions and Notifications” in the top-right of CCMS
* Select “Refine Search”
* Amend the assignee drop-down so that it shows:
o Your previous (pre-SiLAS) account, or
o Another account the notification is currently assigned to

This will allow you to view and manage those notifications. For further information, please see-
https://legalaidlearning.justice.gov.uk/civil/office-manager-actions-and-notifications/

Amending contact details

Users can update the contact name by using the “Amend provider details” process in CCMS,
further details can be found here: https://legalaidlearning.justice.gov.uk/amend-provider-
details/

Only when the Provider Contact has been amended to the SiLAS username will new actions and
notifications be sent to the correct account.


mailto:Joe.bloggs@examplesolicitors.com
https://labulletin.org.uk/c/AQipARC49aoHGMGQm90BIPSd_6wBKK7ajELAoH1nT0ncif8QEBC3yUTBkgJUIGzuN4fLOewEjK6g7w
https://labulletin.org.uk/c/AQipARC49aoHGMGQm90BIPWd_6wBKK7ajEJz_N5uXzEU3DZVjmDWlwiGikP1wPYoeyxOqQKjKvRDVA
https://labulletin.org.uk/c/AQipARC49aoHGMGQm90BIPad_6wBKK7ajEKVQ5NP6KVC7d8amr0viMPNdWji6xs1g7xW_0S09SlPOA
https://labulletin.org.uk/c/AQipARC49aoHGMGQm90BIPad_6wBKK7ajEKVQ5NP6KVC7d8amr0viMPNdWji6xs1g7xW_0S09SlPOA

