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1. INTRODUCTION 
The objective of this document is to provide basic guidelines to users of the Case 
Manager System Online Application. For ease of use, it contains instructions on how to: 
 

 Navigate the dashboard 

 Create a client 

 Create and send an invoice 

 Manage matter both of the Litigation and Non-litigation areas 

 Manage endorsements 

 Create tasks and view them 

 Check the status of a sent invoice 
 

The Case Manager System Application has an online help facility that can be accessed 
for more that contains more detailed information concerning specific fields and 
contents; 
 
customercare@lawpavilion.com 
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2. LOGGING INTO THE APP 

The login page of the app is the gateway into the features that are available on the app. The users log 

unto the app with their every day credentials i.e the same credentials that logs them into their system 

when they resume for work. 

For example if we have a user with username tdscientist@gmail.com and password ********, in the 

space for username he/she types his/her user name tdscientist@gmail.com and in the space for 

password he/she types in his/her password that logs him into his system. Follow the process below to 

log ini to the system. 

2.1  Login Process 

Step 1  

Click on the Link to the App. Or browse the link to the app on https://lawpavilioncasemanager.com 

Step 2 

Type in your username and password as displayed in the figure below(active directory credentials) 

Step 3 

Click on the sign in tab on the home page  

 

 

 

 

PASSWORD 

USERNAME 

SIGN IN TAB 
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3. NAVIGATING THE DASHBOARD 

All new requests start from the Branches and HQ Departments. After creation, the requests are sent to 

the Legal Department. These requests are picked up by the appropriate person in the legal department 

for the appropriate action.  

Find below the steps to navigating the dash board; 

 

 

 

 

 

 

 

  MENU TAB 

TIMER TAB 
MONTHLY 

UPDATE 

CALENDAR 

OVERDUE 

TASKS TAB 

ALMOST 

DUE TASKS 

TAB 
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3.1 Creating a New Contact 

Step 1: 

Click on the Action tab to make your selection from the drop down options 

 

Step 2: 

Click on the desired option form the drop down box, for example, ‘New Contact’ 
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Step 3:  

i. For the option ‘New Contact’, fill in the required details in the dialog box that pops up. 

ii. Click on Create Contact button to create new contact 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Create 

Contact 

Button 



7 
 

3.2 Creating a New Company 

Step 1:  

Fill the name of the company in the empty box designated for ‘Company Name’. 

Step 2: 

Click on the Create Company button. 

 

 

 

 

 

 

 

 

 

 

 

Create 

Company 

Button 



8 
 

3.3 Creating New Task 

Step 1: 

Click on New Task from the drop down box. 
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 Step 2: 

Select Case to choose from the list of cases available 

 

 

Step 3: 

Fill the required details in the empty boxes that follow 

 

Case title 

Name 

Details  

Assigned To 

Due Time 

Due Date 

Add Task 
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Add task 

button 
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Step 2 

i. Fill the required details in the empty boxes that follow 

ii. Save the details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Save details 

Last hearing 

date 

Date of 

hearing 

Stage of next 

hearing 

Summary of 

hearing 

Next action 

plan 



13 
 

4. VIEWING CLIENTS 

Step 1 

I. Select the client of choice from the list of clients 

 

Step 2 

II. Select Matters 

 

Matters  
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Step 3 

III. Select Transactions 

 

Step 4 

IV. Select Invoices 

  

Invoices  

Transactions  
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Step 5 

V. Select Payments 

 

Step 6 

VI. Select Notes

 

Notes 

Payments 

s 
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Step 7 

VII. Select New Transaction to fill transaction form. 

VIII. Fill the empty boxes that follow with the required details 

IX. Click on the Create Transaction button  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Create 

transaction 

button 

Reference 

No 

Subject 

Narration 

Commence

ment date 

New Transaction 
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6. MATTERS MANAGEMENT 

Step 1 

i. Click on Matters 

ii. Select the desired Matter 

 

 

 

 

Case Summary 
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Step 2 

I. Select Parties 

 

Step 3 

II. Select Task List 

 

 

Parties  
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Step 4 

III. Select Applications 

 

Step 5 

IV. Select Documents 

 

 

Documents  

Applications  
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Step 6 

V. Select Proceedings 

 

Step 7 

VI. Select Judgments & Orders 

 

 

 

Judgments & 

Orders 

Proceedings 
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Step 8  

VII. Select Time Sheet 

 

Step 9 

VIII. Select Invoices 

 

 

 

Invoices  

Time Sheet 
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7. CAUSE LISTS 

Step 1 

I. To set the Tasks and Court Dates, click on Month 

 

Step 2 

II. Click on Week 
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Step 3 

III. Click on Day 
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8. SYNCING TO OTHER CALENDARS 

To sync with other calendars follow the steps below; 

Step 1 

I. Click on Sync to Other Calendars 

 

 

 

Sync to Other  

Calendars 
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9. NAVIGATING THROUGH TASKS  

To navigate through the tasks menu bar, follow the steps below; 

Step 1 

I. Click on the Task menu bar 

II. Select task from the Task List 

 

 



26 
 

9.1 Updating tasks details 

Step 1 

I. Click the ‘Update Task Details’ button 

 

Step 2 

I. Fill the empty boxes with required details  

II. Click on the Update Task Button when completed 

 

Update 

Task 

Button 

Name 

Details 

Assigned 

To 

Due Time 

Due Date 
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10. NAVIGATING THROUGH APPLICATIONS 

Step 1 

I. Click on Applications from the Menu tab to view the various applications entered 

 

Step 2 

II. Click on New Application to add a New Application. 

 

 

 

New Application 
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Step 3 

III. Fill the empty boxes with required details  
IV. Click on Add Application 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Associated Matter 

Application Name 

Application Type 

Subject Matter 

Issue 

Application Status 

File Name 

Date File 
Add Application 



29 
 

 

11. NAVIGATING THROUGH ENDORSEMENTS 

Step 1 

i. Click on Records of Proceedings  

ii. Click on the desired case to view. 

iii. Click on Add Proceedings to add new proceedings  

 

 

 

 

 

 

 

 

 

 

 

 

 

Add Proceeding 
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Step 2 

I. Fill the empty boxes with required details  
II. Click on Save Details to save 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Case 

Last Hearing Date 

Date of Next Hearing 

Stage of Next Hearing 

Summary of Hearing 

Next Action Plan Save Details 
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12. NAVIGATING THROUGH DOCUMENTS 

Step 1 

i. Click on Documents from the Menu tab 

ii. Click on the desired document to view. 

 

11.1 Uploading a New Document 

Step 2 

I. Click on Upload Document to new document 
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Step  3 

I. Fill the empty boxes with required details  
II. Click on Upload Document after filling 

 

 

 

 

Upload Document 

Upload Document 

Case 

File name 

Description 
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12. NAVIGATING THROUGH BILLING 

Step 1 

i. Click on Billing. This reveals the Time Entries. 

ii. Click on the desired Time Entry to view. 

 

Step 2 

i. Click on Invoices  and select the desired invoice to view. 

 

Invoice 

Time Entries 
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Step 3 

I. Click on Payments  and select the desired Payment Activity to view. 

 

Step 4  

II. Click on New Time Entry to create a new time entry 

 

 

Payments 

New Time Entry 
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Step 5 

i. Fill the empty boxes with required details  
ii. Click on Submit after filling 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Case 

Time Task 

Hours Spent 

Submit  
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13. NAVIGATING THROUGH PRODUCTIVITY REPORTS 

Step 1 

I. Click on Productivity Reports to view 

 

Step 2 

I. Click on Show Report to show existing reports 

 

Show Report 
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14. NAVIGATING THROUGH ADMIN 

Step 1 

Click on Admin and this automatically opens the Users tab, to view the Active Users. 

 

 

 

 

 

 

 

 

 

 

Users 
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Step 2 

I. Click on Billable Tasks to view and select the desired billable task 

 

Step 3 

I. Click on Subject Matters to view and select the desired subject matter. 

 

 

 

Billable Tasks 

Subject Matters 
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Step 4 

i. Click on Update Firm Details  

ii. Fill the empty boxes with the required details 

iii. Click on Update Details after filling 

 

 

 

 

 

 

Update Details Firm Logo 

Country 

City  

Firm Address 

Firm Phone Number 

Firm Name 


