Lodging a new Application
Overview
Introduction

This chapter explains how to complete and submit a new application for legal aid.
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Introduction
When you complete a new application for legal aid, you usually save it and submit it straight away so that Legal Aid NSW can
assess it and make a determination.
However, in some cases, you may be waiting for further information from your client and so may not be able to lodge the
application straight away. In these situations, you can save the application with as much information as you have to hand, and then
complete and submit it later.

Application
status

An application remains in Draft status until it is Submitted.

New
Application

The New Application menu item allows you to create a new application from scratch.

View and
Edit

This option allows you to view, edit and submit a saved application, or view a submitted application.

Legal Aid NSW can only process an application once you
submit it.
Note that Legal Aid NSW cannot process applications
that you save but do not submit.
You have 60 days to submit an application once you have
created and saved it.
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Introduction,

Continued

File ID

When you create a new application, the Grants Online system will
assign it a File ID. Use this number to locate and track the
application throughout the entire application process.

Extension
ID

Along with the File ID, the Grants Online system assigns an
Extension ID whenever you save an application. The Extension
ID acts as a sequence number for the different requests relating to
an application for a grant of aid.
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Example
When you create the original application, the
Extension number will be zero (0). If you need to
request legal aid for further work, you will need to
lodge an extension to the original application. In
this case, the Extension number for this next
request will be one (1), and so on.

Completing a new application form
Application
templates

Grants Online offers a number
of different application
templates depending on the
area of law and the type of
application. Select the
application type that is
appropriate for your case by
clicking on the name. This will
ensure that the appropriate
questions for this matter type
are added to the application
form.

Client

Search for the client to see if
they are on record. If they are
an existing client of your firm,
their details will be
automatically inserted into the
new application form. If no
client record is found, you will
need to create a new client.
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Questions

The number of questions you will answer depends on the type of matter for which you are applying. Although not every section
will appear in each application, the various sections are outline below.
The Grants Online system will guide you through the application and display error messages if any mandatory information is
missing or inappropriate.

Applicant
details

The applicant details are collected on four labelled tabs. To
move between the tabs, click on the arrow, or directly on the
required tab.
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The Grants Online system will use information entered in the
Income and Assets section to automatically calculate the means
test. You will see the outcome of this calculation in the Means
test outcome page later.
Note: If you are intentionally leaving out information because it
is not currently on hand, you can still proceed to the remaining
pages of the application form, despite the error messages
displaying at the top of the page.

Entering
addresses

To enter or edit an address, click Edit. You will be taken to
another screen.

Choose the appropriate address format from the drop down list.
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Choose the street type from the drop down list.

You may type in the suburb and postcode or use the picklist to
choose them.
Click on the picklist icon to bring up a search screen. Enter the
suburb and click Search. If there is more than one match they
will all be displayed. Click on the correct option to continue.
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Then click Ok to return to the application form.
Note: Enter postal address details only if they differ from the
home address.

Navigating
around the
application
form

There are two ways of navigating between the sections of the
application form.
You can click Previous or Next at the bottom of the page to
move to the next or prior section.

Or you can use the menu to move directly to any step of the
application.
You can jump around without following the steps in order, but
note that if you change answers, such as the matter and hearing
type, you may have to answer other questions again. This is
because the application form is interactive, and adapts with
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different questions depending on the information you provide.
The blue arrows indicate that you have not yet visited that step.
Green ticks indicate that you have completed the step.
Red crosses indicate that you have visited but not successfully
completed the step.
Sometimes you may be directed to pass by a question which is
not relevant, for instance the verification of means.

Matter
group and
type

In this section you select the matter group and type and enter
details of any upcoming court appearances.

To add another matter, click the Add button. If you have more
than one matter to add, you can enter the number required in the
box before clicking Add.

Nominate one matter as the primary matter by clicking the This
is the primary matter button.
Note:
If you need to delete a matter group and type, click the
Delete

button.
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Court
details

If there are no court proceedings, select No from the drop-down
list and continue to the next step.
Otherwise select Yes – Current or Yes – Intended, as required.

• Answer the additional questions that display by:
− Typing the next hearing date and the Court
Proceedings Number into the required boxes
− Selecting the remaining answers from the corresponding
drop-down lists.
• If you need to add details of another court proceedings, click
the Add button, and enter the details accordingly. For
example, if there is a mention in one week and a hearing in
one month, add two sets of court proceedings.
• Continue to the next step.
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Means test
outcome

The Means test outcome page will display the results from the
means test that the Grants Online system has automatically
calculated from the information you entered earlier in Applicant
details.
If you wish to ask for discretion in relation to your client's
eligibility under the means test, or regarding the contribution
levied, select Yes from the drop-down list and enter the reason
into the box provided.

Specific
legal
questions

Specific legal questions will be asked in relation to the matter
type chosen.
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Checklists

This is where you select the type of grant you require and
request any disbursements.

Scope of
work

This is a summary of the scope of work you have requested.
Where any of the work items are unit based (eg a number of
hours or days) you must specify the number of units you are
seeking.
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Applicant
declaration

You should retain a copy of the application signed by the client.
Enter the date the client signed the application on the electronic
form.

Practitioner Where you as the practitioner indicate your details and certify
certification that the application satisfies relevant Legal NSW merit tests and
policy guidelines.
If you wish to assign the application to another firm, indicate
this at the Nomination of Service Provider question and select
the practitioner's name using the pick list.
Keep a signed copy of the form on your file.
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Saving the
application

The application can be saved at any time as long as the
minimum details have been entered. The minimum details for a
save are contained in the first two tabs of the applicant details.
When you save an application you then have 60 days in which to
submit it. If you have not submitted it after 60 days, the
application will be deleted from the system.

Attaching
documents

Some application templates allow you to attach documents to
submit as annexures.
If attachments are permitted on the application template you're
using, the box shown at the right will appear upon hitting
Submit.
To attach a document, click on Show File Upload Area.

The File Upload Area displays. Click Browse and the Choose
file dialogue box appears, allowing you to find and select the
file you wish to attach.
Choose Add Another if you wish to attach more than one
document. Then click Upload File.
If you want to amend your attachment click the Edit button.
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If you want to delete your note, click the

Delete button.

Note: Once you have saved your attachment, you cannot
delete it.
Click Continue to submit
the application.
Tip: Do not attach documents to your applications unless
the information is essential for the determination of the
grant of aid. Otherwise your application could take
slightly longer to process.

Submitting
the
application

Click the Submit button.
A message will display at the top of the page, stating that your
application has been successfully submitted.

View and
print

An application can be viewed and printed in 'flat' format or as a
PDF.
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Notification

A notification is received in your inbox once the application has
been submitted successfully.
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Overview: Navigation in the application form

You can save your
application at any stage
of the completion
process, by clicking the
Save button.
The tabs indicate the
five sections of the
Applicant details part of
the application form.
The blue links to the left
indicate the steps of the
application form, and
which of those steps
have been completed
correctly.

Click the arrow button
to move between the tabs
of the Applicant Details
section.

Clicking the
button will validate the
answers provided so far,
and assess whether all
boxes on the page have
been completed
correctly. If not, an error
message will appear.
Continued on next page
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Overview: Navigation in the application form,
Correcting
errors

If mandatory information is omitted or if information is entered
incorrectly, a red error message appears at the top of the page
You will need to go back to the relevant page in the application
form and correct the identified errors, and then click the Next
button again.
(Note that you will only be told what question needs to be
corrected, but not the exact page – you will need to scan through
the pages in the Applicant details section to find the location of
the question that contains the error.)
Example – error message
The following example shows an error regarding the date of birth,
and the home phone number.

Example:
The following example shows the message that will display
when you submit the application with all the information correctly
entered.
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Continued

Example – error message, continued
To correct this error, you need to:
• Return to the page where the date of birth and
telephone number boxes are listed (using the
Next or arrow buttons, or clicking on the tabs)
• Re-type the correct information over the existing
values in the date of birth and phone number
boxes.
• Click the Next button.
If the data is now correct, no red error
message will display.
Otherwise, you will need to repeat these steps,
until no more error messages display.

