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Background

Rule 119.30(3) requires law firms to provide a completed Law Firm Self-Report to the Law
Society of Alberta on an annual basis. The report is proof of compliance with Part 5 of the
Rules. Law firms provide details regarding their practice, trust accounting and other related
activities during the preceding year in this report. Usually, one Self-Report will be completed for
the practice and this will satisfy the filing requirements of all the lawyers (associates and
partners) of the practice. The Responsible Lawyer is accountable for all filing requirements of
the law firm, as per Rule 119.3(1).

The Law Firm Self-Report provides an opportunity to ask meaningful questions to the law firm
about their practice as well as their practices for bookkeeping (general and trust accounts) to
assess the safety and security of trust funds. Questions asked on the Self-Report are also
useful to other arms of the Law Society for regulatory purposes.

This guide provides instructions on how to complete and e-file a Self-Report online via the
Lawyer Portal.
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Logging In

You can log in securely to the Lawyer Portal from any computer with Internet connectivity.
1. Open your Web browser

2. In the Address or Location field of your browser, type:
https://Isa.memberpro.net/main/body.cfm?menu=login

3. The login window +should appear
4. To begin, enter your Login ID, which is your Law Society Member ID, and password

5. Click Login. The portal page should appear.

Q¥

LAW SOCIETY
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8 siG LOGIN
Login

To begin, enter your Login ID, which is your Law Society roll number, and Password. If you have forgotten

your password, click Forgot your Password.

Having trouble logging in? Do you have questions about the Lawyer Portal? Visit our website for more

information.

Login ID

Password

LOGIN

Forgot your EBSS\NOfd?
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Navigation
1. On the Welcome page, click on the drop-down menu in the Member Account Menu and
select “Trust Accounting”.

. Welcome,

/ ¥ WELCOME
£ 8 e :
LAW SOCIETY

of ALBERTA

S WY APPLICATIONS

ANNUAL FILING REQUIREMENTS = & TRUST ACCOUNTING 'WELCOME < MESSAGES
< PD
'WELCOME
@ Yes, | have read the Introduction information 2 wvec
Confirmed Dec-16-2019 09:26
2 L0G out

Welcome

Reporting Requirements.
The Annual Reports include the following

1. Law Firm SelfReport- prepared by the law firm in accordance with subrule 119.30(3)
2. Accountant's Report - prepared by an accountant in accordance with subrule 119.30(4) OR
3. Trust Safety Accounting Upload - prepared by the law firm in accordance with subrule 119.30(5) or (6)

Self-Report

As the Law Society continues to add new eBusiness services to the Lawyer Portal, all Law Firms must submit their Law Firm Self-Report online. Rule 119.30(3) requires law firms to provide a completed Law Firm
Self-Report to the Law Society on an annual basis, by March 31. The Responsible Lawyer is accountable for all filing requirements of the law firm, as per Rule 119.3(1).

The Self Report provides details regarding the firm's general practice, trust accounting and other related activities during the reporting period. A law firm must complete one Trust Bank Account Report and one
Law Firm Self Report, which will capture the information for all its employees. If the firm is uncertain as to whether all lawyers will be covered with one filing, contact the Law Society's Trust Safety department fo
clarification.

2. The Trust Accounting Menu item in the Member Account Menu is available to:
e The current Responsible Lawyer;

o Former Responsible Lawyers for the firm, employed at the firm as recently as three
months ago; and,

e Firm administrators.

The Annual Filing Requirements section is located on the left-hand side of the page.

On first entry to the Annual Filing Requirements section, the Welcome page is shown.
No other Trust Safety pages can be viewed until the lawyer/firm administrator has
confirmed that they have read this information.

5. Trust Safety Filing Requirements consists of four main sections. The sections that
need to be completed will depend on whether the law firm operates a trust bank account.

»w

Law firm operates only a v v N/A v v N/A
general bank account (does

not receive, disburse or

handle trust money)

Law firm operates a trust v v v v v v
bank account

v/ Indicates section of the Law Firm Self-Report that must be completed
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6. A lawyer may be eligible to access self-reports, bank account reports and firm practice
profiles for more than one firm. In this case, they can choose which firm they are working
on from the list at the top of each of these pages:

Choosze Firm [12345] Law Firm Name ﬂ

Once a firm has been chosen, the system will stay on that firm until the lawyer logs off.
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Creating Bank Accounts
Before the Bank Account Report can be created, the bank accounts themselves must be setup,
using the “Bank Accounts” menu item:

1. Enter the account information for your account, and click “Save

=
=

NG5 -+ BANK ACCOUNTS

TRUST SAFETY FILING REQUIREMENTS

Choose Firm [12345] Law Firm Mame -

ENTER ACCOUNT INFORMATION
Account Type Account Type o
Bank Bank -

Transit Mo. (3 digits)

BAMK ACCOUNTS
Account No. Account No.
Account Name Account Name
Date Opened Date Openad D

2. After saving, this displays the bank account in the list:

OPEN ACCOUNTS

Open Accounts Only C)

Trust 11111 1111111 T Sep-01-2017 X Close
SIBA BMO 12345 1234567 SIBA 1 Sep-05-2016 ¥ Close [ Delete
General RBC 33333 3333333 General 1 Mar-06-2017 X Close T Delete

3. Any bank accounts that have not been reported on can be removed by clicking on the
Delete icon under the actions list.

4. Clicking on the “Close” icon

will prompt you to enter the @ (1442) Confirm the Date Closed and click Save to Close the Bank Account.
date that the trust account
was closed.
5. A closed account can be re- <™ _ ]

opened by clicking on the CLOSE ACCOUNT
“Open” button under the Account Type T
actions tab. o ATB Financial

Transit No. 12345

Account No. 1B

Account Name st

Dec-12-2018

Date Opened
Date Closed Dec-21-2018 8

NPEN ACCOILINTS
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Trust Bank Account Reporting

The trust bank account report is required for any trust accounts that were open during the

reporting period.
Filing a Trust Bank Account Report

1.
view and/or update it.

The Trust Bank Account Report page lists the available reports. Click on “Update” to

B 0
sa FUR

TRUST SAFETY FILING REQUIREMENTS

Choose Firm

Jan-01-

TRUST BANK ACCOUNT REPORT 20§17

TRUST BANK ACCOUNT REPORT

[12345] Law Firm Mame

TRUST BANK ACCOUNT REPORTS

Current Report

Period Periad End Status Actions
Start

0 of 1- Incomplete Oct-30-
2017

Mar-31-
2018

Dec-31-

2017 Update

2. Switch between “Current Report” and “Sho
show previous reports:

Current Report (D
@

Show Report History

w Report History” to change the display to

3. A summary of the amounts keyed is updated on saving information for each bank

account.

REPORTING SUMMARY

Pooled Trust Reconciled Balance

Pooled Separate Interest Bearing Account (SIBA]
Total Client Trust Listing (CTL)

Total SIBA CTL

842,56
) Reconciled Balance Q.00
200.00

0.00
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4. Each trust bank account that was open at any time during the reporting period is listed,
and must have the information keyed.

All values are mandatory. A $0 response is valid.

ACCOUNT 1 OF 4 TO REPORT BALANCES

Bank Name BNS

Transit No. 12345

Account No. 1234567

Account Name Trust-1

Account Type Trust

Date Opened Dec-03-2017

Date Closed Dec-01-2017 0

REPORTED ACCOUNT BALANCES

Total Bank Deposits for the year 110.50
Total Bank Withdrawals for the year 100.50
Dec 31 Bank Statement Balance 100.00
Outstanding Cheques as of Dec 31 0.00
Outstanding Deposits as of Dec 31 0.00
Net Adjustments 0.00
Reconciled Balance as of Dec 31 100.00

Total Client Trust Listing (CTL) as of Dec 31 g0 .00
OUT OF BALANCE EXPLANATION

MK

If your recorded bank balance did not balance to your total client trust listing, you are
required to provide an Out of Balance explanation.

5. Before moving to the next account, click on Save, or the information keyed will be lost.

6. Moving from one account to another is performed by clicking on the account number.
The account currently being shown is in bold.

Account 2 of 3

You have 3 Bank Accounts Click to Report Balances] 1 E 3
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7. A bank account can be closed on this page, by choosing the date that it closed from the
calendar.

ACCOUNT 1 OF 5 TO REPORT BALANCES

@ : :z 4 s o October 2017 0
Bank Mame Su Mo Tu We Th Fr Sa
Transit No. 1 2 3 4 5 & 7
Account Mo, 8 9 10 11 12 13 14

Account Name
Account Type
Date Opened

I Dare Closed

REPORTED ACCOUNT BALANCES

8. Once all accounts have been completed, the submit button is available. This will prevent
the lawyer/firm administrator from being able to make any further changes to the report.

OHCH D CTD.

Printing the Trust Bank Account Report

The Trust Bank Account Report can be printed by clicking on the “Print” button at the bottom of
the report:

OUT OF BALANCE EXPLANATION

If your reconciled bank balance did not balance to your
total client trust listing, please provide an explanation
including when this was corrected.
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Law Firm Self-Report
Starting the Self-Report

1. The Law Firm Self-Report page lists the available reports, together with the status of the
three components. Click on “Update” to view and/or update it.

TRUST SAFETY FILING REQUIREMENTS B3 2 FORM FLINGS LAW FIRM SELF-REPORT

Choose Firm [12345] Law Firm Mame

CURRENT SELF-REPORT

Current (:)

Jan-01- Dec-31- Mar-31-  Incomplete Oct
2017 2017 2018 30,2017

LAW FIRM SELF-REPORT

Period Period Due Bank Account Self-Report Accountant
Start End Date Report Report/Upload

2. Switch between “Current” and “Show History” to change the display to show previous

reports.

Current (:)
0 Show History

3. The first page of the report shows the overall report information.

[12345] Law Firm Name

REPORTING PERICD

Reported By Authorized Contact
Period Start Jan-01-2017

Period End Dec-31-2017

Due Date Mar-31-20138

Reporting Reason Annual Filing

Bank Account Report Incomplete Oct 17, 2017
Self Report Pending Oct 17, 2017

Accountant Report/Upload Pending Sep 19, 2017
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Types of Self-Report Questions
A number of different question types will be asked throughout the Law Firm Self-Report,
including the following:

Radio buttons
Some questions are radio button questions (i.e., only one option can be chosen). For example,
Section A, question 1a.

1. a) The law firm uses the following accounting software for the trust and general bank accounts:

PClLaw

Esilaw

Clio

Cosmolex

Other, please specify

00000

Multi-select buttons

Some questions are multiple choice checkboxes (i.e., several options can be chosen). For
example, Section B, question 3a.

3. Did the law firm maintain the following general records for the entire reporting period and to the
date of certifying this Repont? (Select all that were maintained during the reporting pericd)
a) General |ournal - showing:
) Date of receipt or date of withdrawal
) Source of the general money received or the name of the payes to whom the general
payment or withdrawal was made
) The form in which the money was received
O The client and file number, if applicable
)  The receipt or cheque number
Q) The amount of the receipt, withdrawal or transfer
O A running balance of the total amowunt in the general account
Tables

Some questions require a table to be completed. For example, Section A, question 6.

If the loan is still outstanding, what is the current amount and interest rate?

Client Mame Loan Current Amount (%) | Interest Rate [3&)
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Textboxes

Some questions require a text answer. This can be either keyed into the memo field, or
provided as an attachment (see section below). For example, Section A, question 1.

If No, please provide an explanation why the necessary filings and/or remittances were not
made. In addition, identify any amounts owing and/or number of filings in arrears.

Maximum 2000 characters, 2000 characters remaining

Mandatory questions

Some questions are always mandatory. These are indicated in red text and by a red asterisk
beside the question. For example, Section A, question 1a.

1. At the end of the reporting pericd, did the law firm file and pay in full (current and any arrears)?

i a) G5T

O Yes
O No
O N

Once the mandatory question has been answered, text becomes black, and the asterisk is
smaller and black.

1.  Atthe end of the reporting peried, did the law firm file and pay in full (current and any arrears)?

e a) G5T
@  VYes
) No
O NiA

Contextual mandatory questions

Some questions become mandatory based on the response to a previous question. Initially
these questions do not have the asterisk, but once the page is saved (either by clicking on Save
or by changing page), the asterisk will appear. For example, Section A, question 1d.

e Initially there is no asterisk.

d) If No, please provide an explanation why the necessary filings and/or remittances were not

made. In addition, identify any ameounts owing and/or number of filings in arrears.

e Once the previous question is answered “No” and the page is saved, the asterisk is shown
and the text is red.

* d) If Mo, please provide an explanaticn why the necessary filings and/or remittances were not
made. In addition, identify any amounts owing and/or number of filings in arrears.
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Changing pages

To change page, click on the page number at the top and bottom of each page (the current one
is shown with a red circle around it).

LAW FIRM SELF-REPORT PAGE 1

O

Note: Responses to questions are saved when Save is clicked or the page is changed.

If the lawyer navigates to another page in the portal, then any responses on the current page
since the last save will be lost.

If the session times out, then any responses on the current page since the last save will be lost.
A two-minute warning for the timeout is displayed to the lawyer to warn them to save.

Attachments
Some questions in the Self-Report require an attachment.

1. The attachment can be added in the Self-Report at the question as below:

@ Document Page or Section Reference(s)
Artachment(s)

Optionally enter the reference to the specific page or section

2. Clicking on Browse opens a window to allow the user to choose a document from their
drives.

2 Choose File to Upload x>

€« “ 4 = » ThisPC » Documents v O Search Documents o

Organize - Mew folder =~ O ®

. oy ,
v [ This PC Mame Date modified Type

[ Desktop
» | Documents
* Downloads

3. When the document is chosen, it is shown on the Self-Report.

# Document Attachment(s) Page gr.5eCnon Reference(s)

& Baker Ledger Card.pdf Optionally enter the reference to the specific page or section
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4. If the document covers more information than the answer to this question, details on how
to find the relevant details can be provided.

# Document Attachment(s) Page or Section Reference(s)

fs Baker Ledger Card.pdf Optionally enter the reference to the specific page or section

5. On Save, the attachment name and reference are shown, and another attachment can
be added in the same way.

@ Document Attachment(s) Page or Section Reference(s)

ake

=r Ledger Card1.pdf Page 1

& Browse... Optionally enter the reference to the specific page or section

r Ledger Card1_pdf Page 1

Optionally enter the reference to the specific page or section

7. All the documents added can be seen from the “Firm Documents” sub-menu, with the
name set to the Self-Report section where it was attached.

TRUST SAFETY FILING REQUIREMENTS Se & FORM FILINGS — FIRM DOCUMENTS

Choose Firm [12345] Law Firm Mame ~

DOCUMENT LIBRARY

Declaration.pdf

ARM DOCUMENTS

Note: Lawyers cannot view the attachments once they are uploaded, as this is only available to
Law Society staff.

Note: If another lawyer/firm administrator from the same firm logs in, they can see any firm
documents that have been uploaded.
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Submitting the Self-Report

1. Before the Self-Report can be submitted, all the mandatory questions must be
answered. Complete pages are shown in a blue circle. In this example, only page 1
has been completed.

LAW FIRM SELF-REPORT PAGE 2

00

2. Before the Self-Report can be submitted, the Trust Bank Account Report must be
submitted. The “Submit” button is not displayed until the report is valid.

3. Then, on the last page:

e Check and attach the Financial Institution Authorization Form.

* FINANCIAL INSTITUTION AUTHORIZATION

O | grant authorization for the Law Society of Alberta to obtain my law firm bank account information directly from my banking institution when
they are conducting an examination, review, audit or investigation of my firm in accordance with Rule 119.33.

Please download and print the Financial Institution Authorization Release form. The Responsible Lawyer must print their name, sign and date this
document. Then attach the signed document. This form must be attached in order to Submit the Self-Report.

@ Document Attachment(s) Page or Section Reference(s)

Optionally enter the reference to the specific page or section

e Save.
4. At this point, the “Submit” button will appear, so the report can be submitted.

5. After the report has been submitted, the lawyer can view and print it, but not update it.

CURREMT SELF-REPORT

Current ID

Period End Bank Account Report Self Report Accountant Report/Uplsad

Jlan-01-2017  Dec-31-2017  Mar-31-2018 Submitted Sep 25,2017  Complete Sep 26, 2017 Pending Sep 19, 2017 < View

Printing the Self-Report
The Self-Report can be printed by clicking on the “Print” button at the bottom of each page:
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