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1 PURPOSE

The purpose of the web-based claim registration is to enable the User to register new matters via the website.
The registration is sent directly to Prescription Alert, and imported into the database, and once finalised, a
confirmation/decline is sent to the User. Once successfully added to Prescription Alert, a confirmation e-mail
will be sent to the user who registered the matter and the Responsible Attorney will also receive a confirmation
of matter registration

2 ACCESSING THE WEBSITE

This system can be accessed via the website of the Legal Practitioners Indemnity Insurance Fund NPC
(LPIF).

3 ABOUT PA SYSTEM

3.1 BROWSER REQUIREMENTS

The PA system will work with the following browsers:

@ Chrome

¢ 6

Firefox

N

nternet Explorer (Version 10 and greater)

3.2 VALIDATIONS/ RESTRICTIONS

The website contains validations on some of the fields. When a user tries to submit a form with an empty
entry, if the field contains a validation, you will be forced to enter information.

NB: when you update existing information, for example changing company contact details, you will be required
to provide supporting documents.
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4 NAVIGATION MENU

4.1 HOME PAGE

ONTACT REGISTER FIRM

General Information

Prescription Alertis a computarised diary system which recosds particulars of all fime-harred claims {not only ibed RAF matters) registered by praciiioners. This is a back-up diary system which sends reminders to
2 of the Son dates. It is important that practitioners aiso have their own internal diary systems. This senice is provided at no cost to the profession.

Please alsa note the 20% penalty loading in excessesideductibles in the event of a claim arising out of the prescription of a RAF matter and the claim was ither not registered on the Prescription Alert system or the
reminders sant by that system were nat complied with

In registering a claim on the Prescription Alert system, it is of vital importance that the attomey uploading the details checks to ensure that accurate information is uploaded. In the event that incorrect information is provided, the
calculation of the prescription date will be incomect. it should not be assumed that the prescription period is three (3) years in all cases! Prescription Alert does not accept responsibility for the accuracy of the date provided.

A Helgiine s also availabie for attoreys requiring assi in registering ciaims with iption Alert, or wha have queries in regard to statutory provisions relating ta fime- barred ciaims.

Contact details for Prescaiption Alert unit:

Waleed Martin {Prescription Alert Supervisor)

Tel no: (021 — 422 2830)

Fax no. (086 -575 6203)

Docex 148

Cape Town

e-mail waleed.martin@Ipiif.co.za.

click hare to view 3 Prascripfion Table and click here to view the Prescription Act B2 of 1080

Prescription Alert User Guide

The PA Home Page contains information about the prescription alert system.

ME ONTACT REGISTER FIRM  LO/

Mavigate to left . )
Navigate to right

General Information

Frescription Alert is 3 computerised diary system which records particulars of all fime-barred claims {not only prescribed RAF matters) registerad by practtioners. This is a back-up diary system which sends remingers to
stioners of the i ipfion dates. It is impartant that practifioners alsa have their own intemal diary systems. This service is provided at no cost to the professian.

Flease stso note the 20% penalty loading in excesses/deductibles in the event of 2 claim arising out of the prescription of a RAF matter and the claim was either not registered on the Prescription Alert system or the
reminders sent by that system were not complied with.

In ragistering a claim an the Prascription Akert system, itis of vital importance that the attamey uploading the details checks to ensure that accurate information is uploadad. I the event that incorrect information is provided, the
calculation of the prescripfion date will be incomect. It should not be assumed that the prescription periad is three {2) y=ars in all cases! Prescription Alert does nat accept responsibiliy for the accuracy of the date provided.

A Helpline is also available for attorneys requiring assi! in registering claims with F iption Alert. or who have gueries in regard to statutory provisions relating to time- bamed claims.

Contact details for Prescription Alert unit:
Wale=d Martin (Prescription Alert Supervisar)
Tel no: (021 — 422 2830)

Faxe no. (086 -575 6203)

Docex 148
Cape Town
=mail waleed.martin@I|piif.co.za.

click here to view a Prescription Table and click here to view the Prescription Act 83 of 1088

Prescription Alert User Guide

e Links are to prescription tables and acts are provided
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o Broadcasting message will appear on to level picture

4.2 CONTACT DETAILS

REGISTERFIRM  LOGIN

Contact person
Executor Bond Administrator Email Tel Title

Zodwa Mbatha Zodwa.mbatha@lpiif.cozs 012 622 3825 Executor Bond Executive
Waleed Martin Waleged martin@Ipiif.co.za 021 422 2830 Prescription Alert Supervisor
Monzwakazi Cuba MNonrwskazi.cuba@Ipiif.co.za 021 422 2830 [Data Capurer

Princass Mandlave Princess. mandlevui@Ipiif.co.za 021 422 2830 Administrative Assistant
Charlene Mabotja Charlene. mabotiz @|piif.co.za 021 422 2830 Data Capturer

5 FIRM REGISTRATION

The first step in being able to use the web-based system would be to ensure that your Firm is registered with

the Provincial Council (Formerly Law Society) and have a firm number.

HOME CONTACT E REGISTER FIRM

General Information

Prescription Alert is a computerised diary system which records parficulars of all ime-barred claims (not only prescribed RAF matters) registered by practitioners. This is a
back-up diary system which sends reminders to praciifioners of the impending prescription dates._ It is important that praciitioners also have their own internal diary
systems. This service is provided at no cost to the profession.

Please also note the 20% Ity loading in /deductibles in the event of a claim arising out of the prescription of a RAF matter and the claim was either
not registered on the Prescription Alert system or the reminders sent by that system were not complied with.

In registering a claim on the Prescription Alert system, itis of vital importance that the attorney uploading the details checks to ensure that accurate information is
uploaded. In the event that incorrect information is provided, the calculation of the prescription date will be incorrect. It should not be assumed that the prescription period
is three (3) years in all cases! Prescription Alert does not accept responsibility for the accuracy of the date provided.

e Click on ‘Firm Registration’ link

e Search for the Firm using Provincial Council (Formerly Law Society) and MMS number or Firm
FFC number.
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5.1 SEARCH BY PROVINCIAL COUNCIL (FORMERLY LAW SOCIETY) AND MMS NUMBER

Search by firm MMS number

Law society KwaZulu Matsl Law Society

Firm MM3 number 1234

Please enter number fo find...

Look up
Search by firm MMS number

Law society KwaZulu Matsl Law Society
Firm MMS number P i
Jz3s Do notinclude spaces or special character

Please enter number fo find...

-V

X

e Enter the Provincial Council (formerly law society) name and MMS number

5.2 SEARCH BY FFC NUMBER

: Search by FFC firm numbser
FFC Number FIR 0173 V

Please enter number to find....

Search by FFC firm number

FFC Mumber FIR EIRDO0123

Please enter number to find...

e Enter the FFC Number, example 0012 not FIR0012
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5.3 POSSIBLE FAILURE OUTCOMES WHEN SEARCHING FOR A FIRM

e Firm is not Active

Register firm

Search by firm MMS number Search by FFC firmm number
Law society Law Society of the Morthem Provinces v
Firmn MM 5 number 4

Firm is not active on MDM

e Firm already exist

Register firm

Search by firm MMS number Search by FFC firmm number
Law society Free Stale Law Society A
Firm MM S number >0

Firm (20} is already regisfered

e Unable to find number

Reqgister firm

Search by firm MMS number Search by FFC firm number
Law society Law Society of the Morthem Provinces A
Firm MMS number 14

Unable to find firm with number 14

e The Firm has closed down, the attorney has been struck off, under investigations, and suspension etc.
please consult your relevant provincial council (formerly law society) for further queries on the status of
your Firm.

When the firm is found, (please see below firm details)
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5.4 FIRM DETAILS

If the firm you are searching for is found, the firm’s information will be displayed in the form for you to review or

update.

NOTE: the information displayed in the form below is used as an example to guide you.

Law sochaty

FOO RO OO OO OO OO

FIrm numibsr FIrm rigme
000000000 ABCDEFG

Physical address

Sodress Hne 1 Addreas lne 2

O OO O OO OO0

OO O OO O OO

Suburh Cilty Code

SO OO OO OO KK OO QOO0
Postal addrass
Sddress lne 1 Address line 2

O R OO OO0

OO R RO

Suburt Cilty Paostal code
EER S SRS SRS OO0 Q000
Caontact delaids
Telaphona Callphong Fax numbar
1234567890 1234567890 12345678590
Emall aodress nd Emall so0ress
XXKXXKK @ co.za KXXHKXK @ co.za
O I confirm that the firm Information ke complete end accurate. We are aware that the contact detalle, mors

spacifically the emall addrazales of the firm a: appears In this ayetem wil be uzed for all communications with our Mim

O Dilzctalmar: “Prescription Alert™ |2 8 backup Information sarvlce only and used antirely at the subscribers own risk

Note: it is the firms responsibility to make sure the information of the firm is correct and up to date.

Please check the information provided, if all the informaton is correct please complete the disclaimer section .

e Check the [x] boxes provided.

e Click the save button
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The message below will be displayed on the screen

Thank you for registering yvour firm with Prescription Alert. A confirmation link has been sent to vour email address
Flease click on the link in yvour email to complete the registration

The user registering the firm will receive an email from the PA system, see email example below

Your firm iz almost registered. Please click on the link below to complete the registration

f COMPLETE REGISTRATION

This mailbox & not manitored, Please DO NOT respond to this &-mail,

DISCLAIMER: "Prescription Alert" is a backup information service
only and is used entirely at the subscriber's own risk

To complete registration process

¢ Click “Complete Registration” button , see image above.
¢ You will be prompted to create an Admin Account.

(refer to create admin user topic below)

5.5 CREATE ADMIN USER

Your firm registration has been succesfully confirmed. You may now capture the initial administrative user

First name Last name
lohn Smith
Job title Maobile number
Advocate 0800000000
Gender
Male o

Preferred communication method

Select communication method \
Email address Confirm email address
DA D e e D 2 e e e e CO Z 3
Password Confirm password

Complete registration
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e Fillin the form by entering all the information.
e Then click on “Complete registration” button.

e You will be prompted to enter your login credentials.

Legal Practitioners
Indemnity Insurance
Fund NPC

Est, 1993 by the Legal Practitioners Fidelity Fund

Welcome to PA management system

Email

Password

O Remember me?

Forgot your password 7 Lag in

e Login in using the creadentials you created.

e Then you will receive an email confirmation

Your firm has been successfully registered on Prescription Alert

Firm name: My firm to test

Firm number: gppp

PA Firm Reference: 1068

Firm Email Address: XO0000000xXx

Firm Alternate Email Address: xooooooooox

Thizs mailbox is not monitored. Please DO NOT respond to this e-mail.
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5.6 UPDATING FIRM DETAILS

Note: it is important to keep your firm details updated with correct information, as all communications will be
sent to the details provided. To update the firm information please follow the steps below.

Firm number

Physical address
Address line 1

Suburb

FPostal address
Address line 1

&

Firm name

Address line 2

City Code

Address line 2

Suburk City Postal code
Contact details
Telephone Cellphone Fax number
Email address 2nd Email address
Attach accompanying documents. Firm name change Contact details change
documents documents
Browse. . = Company lefterhead = Company letterhead
= Proof of company
registration
= Partmership
documentstion
= Motification to the Law
SocietyiRegulator
= Current FFC
O I"We confirm that the firm information is complete and accurate. We are aware that the contact details, more

specifically the email addressies of the firm as appears in this system will be used for all communications with our firm

O Disclaimer: "Prescription Alert” is a backup information service only and used entirely at the subscriber’s owm risk

Edit Cancel
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e Click Edit

Edit Cancel

o Textbox will be enabled for you to update

¢ Note: supporting document are required when updating firm details (this is to disregard
suspicious or fraudulent activities against your firm)

e Click Save button

6 LOGIN PAGE

If you have registered your firm with Prescription Alert system, simply log in by entering the User Name
(always an email address) and Password designated:

6.1 LOGIN

HOME | CONTACT REGISTERFIRM  LOG IN

Legal Practitioners
Indemnity Insurance
Fund NPC

sk, 1993 by the Legal Practitioners Fidelity Fund

Welcome fo PA management system

Email

Password

O Remember me?

o Enter Username(email address) and Password

e Click the Log in button

Upon successfully logging into the PA system, a menu bar will appear just above.

HOME CONTACT FIRM DETAILS PRACTITIONERS MANAGE USERS MANAGE MATTERS

. B0 A

e This menu bar will remain in place the entire time you are logged into the PA system.
¢ The functionality of each menu bar item is covered later in this manual.

e To log out to the system, click on the face icon dropdown then log out
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AGE MATTERS x-

Lag out

6.2 FORGOT PASSWORD

HCYRAE CONTACT

RECESTER FiRM LOek BN

Legal Practitioners
Indemnity Insurance
Fund NPC

LIL. TIER D5 ITvl L B FTRTTINTT FOHITY 1ana

Welcome to PA management system

Password

¢ Click on Forgot password button to change the password

HOME | CONTACT REGISTERFIRM LOGIN

Forgot your system password? Enter your email address to receive a recovery email

qil el g Send recovery email

e Enter your email address (note: this email address will be used to recover your password)
¢ Click Send recovery email button

¢ The confirmation message will be displayed on the screen.(see exampled below)

Forgot Password Confirmation.

Please check your email to reset your password.

¢ An email will then be sent with a link “RESET PASSWORD”, please click on the link
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You have requested to reset your password
Please click on the link below to complete the process

RESET PASSWORD

e Once you click on the link, the reset password page will open
Reset password

Reset password.

Reset your password.

Email sibusisomi@ wave co.za

Password

Confirm
password

e Create a new password and confirm by reentering the same password
e Then click on the Rest button

o The reset password confirmation screen will appear, then click “Click here to log in” link

Reset password confirmation.

Your password has been reset. Please  Click here fo log in .

¢ An email acknowledgement will be sent to the user (see email below)

FIRM NAME

Hi
You have requested to reset your password

Please click on the link below to complete the process

RESET PASSWORD
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7 FIRM DETAILS

Refer to: 5.6 UPDATING FIRM DETAILS

Note: When you update the firm details, you must provide supporting documents. Example

Company Letterhead
Proof of company registration

Partnership documentation

Notification to the Provincial Council (Formerly the Law Society) relating to the change.

Current FFC etc.

8 MANAGER USERS

8.1 TYPES OF USERS

The following table describes the types of users within the system. It also explains what role each user can
play on the system.

Definition/Roles:

Admin User:

Once login details are received from
Prescription Alert, the Admin User will need
to change his/her password when logging in
for the first time;

Able to create all Standard Users;
Able to create additional Admin Users

Will be required to provide all Standard Users
with their login details;

Will be able to edit the Standard User’s
information under Maintain User i.e. the
Username, First Name, Surname, E-mail
Address, whether the User is Active or
Inactive.

Will Add Practitioners for which claims will be
submitted;

Will Add Matters

Can change his / her own password.

Standard User:
Needs to be added by the Admin User;
Once details received from the Admin User,
the Standard User will need to change his/her

own password when logging in for the first
time;

Will Add Practitioners for which claims will be
submitted;

Can Maintain a Practitioners i.e. change the
Name/Surname, E-mail Address, whether the
Practitioners

Will Add Matters

Can change own password, if already logged
in.
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8.2 MANAGE USERS TAB

The Manage Users tab, this section is where all the firm user details are stored or managed

¢ Click on Manage users tab as shown in the example below

CONTACT

MANAGE USERS

First name ¥ sumame ¥ Cellphona number W  Emall address

20000 20000

: ' - |

00000 XXX

8.3 ADD NEW USERS

FIRM DETAILS  PRACTITIONERS & MANAGE USERS
DExport | Sesrch users Q
¥ JobTife Y Gender W User type W
Acvacae Maks Firmisnin CiEdit

In this section, you can add all the users who will use Prescription Alert.

Follow the instruction below.

Manage Users

First mame W  umame W  Callphone nmmbar W  Emall sddrece W JobTie W Oender W  Useriype v
Bhasisn Dilamin DBIGEEESS sl bustsom B rsat.oo 2a T Managar Mak: Flrmaadmdni m
Diama Bonginkns 0836155256 BOngnkos manyan g mail com Consuatn Firmsemiser m
e Click New user button
Add new user

Surname

Firet nams

Emall addrasa

U=er fyps

Balart i bype -
O DMeclalmar: "Prescripiion slert” 12 8 backup Information servics only weed
antirely at subcribers own riak
Add user
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e Enter Surname, First name, email Address ,user type
e Check the disclaimer box

e Then click “Add user” button.

The user confirmation screen will appear, see example below,

AddUserConfirmation.

Thank you for adding a new user. An email has been sent to them to complete the registration. Please Back to List.

e Click on back to list link
8.4 THE ADDED USER INPUT

The added user will receive an email address with a link, for them to create an account to the PA system.

Legal Practitioners
Indemnity Insurance
Fund NPC

Er. HH by thea Lagall Braccifiionars Fidellity Pusd

Your account is almost registered. Please click on the link below to complete the
registration

COMPLETE REGISTRATION

This mailbox is not monitored. Please DO NOT respond to this e-mail.

e Click on the link “Complete Registration” on the email.

e The form below will appear for user to capture their details.
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Hi Abel

Your registration has been succesfully confirmed. You may now capture your details

First name Last name
Aoel hithembu
Gender Communication method
Select gender “ Mone -
Job title Mobile number
Email address Confinm email address
Abel@vwawe coza
Communication method Password
None «
Confirm password Complete registration

¢ Then click on completed registration button

o The user’s details will be capture under Manager User details.

Once the user adds their details, their Account will be added to the system. See example below

Manage Users

First name ¥ Surname ¥  Cellphone number W  Email addrass YW JobTitle W Gender
Sibusizo DClzmini 03208553588 sibusisom@vwave.co.za IT Manaper Mal=
Ciloma bonginkosi 0836155258 bonginkosimanyoni@gmail.com GConsulatnt

- : - ’ i

v

User type

Firmadmin

FirmMember
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8.5 EDIT EXISTING USER OR REMOVE USER

Edit

Editing - Dlomo

First name Cellphone number
Dlomo 0536155256
Surname Email address
bonginkosi bonginkosimanyoni@gmail.com
Job title Gender
Consulaint Select gender e
User type
Firm standard user e

Preferred communication method

E-mail e

Disclaimer: "Prescription Alert” is a backup information service only used entirely at

Update user

‘ Delete .

Click here to add User Click here to remove a user

9 MANAGE PRACTITIONER

When you have registered your firm, only Attorney’s details already processed by Prescription Alert, will be
shown at this stage.

The Responsible Attorney will be selected from the drop-down list.

R ible Att A t
esponsible Attorney/ Advocate Attorney/ Advocate handling the matter

Or
Always ensure before you start registering that the Attorney appears

Senior Partner/ Supervisor/ on the list of Responsible Attorneys. If it doesn't, it either means it has
not been added in the manage practitioner tab or that the attorney’s

manager/Advocate s ;
status is inactive.

If the attorney has not been added, kindly add the details and submit
on the practitioner tab

This screen is used to edit information of the practitioner. Only Admin Users have access to this screen. You
are able to change the Name, E-mail Address.
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9.1

EDIT PRACTITIONERS

To manage practitioners, click on the tab as indicated below.

HOME

Practitioners

Mew practitioner

First name

Durnizani Dumekhays
BELINDA KATE

MARTIN

DARREM ELROY
MARYNA

JAMES EDOUARD
SHEREEM GAIL
LUTHFEYA
BEVERLEY-ANN LOUISE

MICHAEL ANDREW

CONTACT

ADMIN

Tabata
LEWIS
BEY
ERANDER
BOTHA

FHILLIPSON

I'ONS-RAEEURN

BROMLEY

Click “Edit” link

HOME CONTACT ADMIN

Edit
Dumisani Dumekhaya Tabata

First name
Dumissni Dumekhsys

Last name

Tabsata

Email address

snellet@smithtabsts.co.zs

Practitioner number

67825

‘Contact number

0838353660

ID number

Type Select

search by first name or last name

Practitioner number

67825

4777

5254

EB505

O Disclaimer: "Prescription Alert” is a backup
information service only used entirely at subcriber's

own risk

Add/edit existing information

Click “Save” button

FIRM DETAILS PRACTITIONERS MANAGE USERS
W Email address W  Contact number

anellet@smithtabata.co.za 0833352360
belindali@sthb.co.za 0832073550
martnbi@stbb.co.za 0825558568
damenbi@sthb.co.za 0823351308
ManmaBi@stbb.co.za

jamesp@stbb.co.za 0827778220
shereenw@sibb.coza 0824808511
luthfeyac@stbb.co.za 082 463 8518
bevi@sthb.co.za 0824852580
michzelb@stbb.co.za

FIRM DETAILS PRACTITIONERS MANAGE USERS MANAGE MATTERS

W CapacitylJob fitleType

MANAGE MATTERS

.ql

2-
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9.2 ADD PRACTITIONERS

Create

Firat nams

Last nams

Emall address

Praciitloner numiar
o

Contact numbar

Type Select -

[m} Meciaimen: "Preacripiion Alert™ 12 8 hackup
Information service only used entirely at subcribers

e Click “New Registration” button.

e Enter the correct information

e Click Save button.

10 MATTER MANAGEMENT

It is important to check that all the information is correctly entered before saving / adding the information to the

matter as this information is imported directly into the Prescription Alert database.

Claim Type Select claim type from the drop-down list below. If the claim type is not listed, it
means that Prescription Alert does not register the specific claim type. NO
Common Law Claims/Civil Claims are registered. The Accident option refers to

RAF Accidents Only.
Occurrence Date The Occurrence Date is the date on which the accident/incident occurred.
Prescription Date The Prescription Date will automatically be calculated according to the

information given. However, if you note that the Prescription date is not a
“future date”, you will need to provide more information i.e. either a Lodgement
Date, Summons Date.

Lodgement Date The Lodgement Date is the date the claim is lodged with the RAF or the date
Notice is given to the State Authority.

Statutory Notice This applies where you sue the government and its organs
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Mag.Summons Served The Mag.Summons Served Date — this is the date on which Summons was
Date served (not issued) on the RAF or The State Dept.

Minor/s info If there is more than 1 minor, you can add all minors’ information here. You will,

however, receive a separate claim number for each minor. Just click “add
another minor”.

If there is a claim for an adult (either loss of support / funeral expenses) and a
minor/s, kindly register the adult and the minor/s claims separately.

Firm File Reference This is your reference

10.1 Matter Landing page
¢ Click on Manage matters tab

CONTACT FIRM DETAILS  PRACTITIONERS MANAGE USERS MANAGE MATTERS

MANAGE MATTERS

ACTIVE PRESCRIBED CONCLUDED Onew

i‘:ixpcrl earch active = Q
::Manu v ;L";mua y Date ¥ | crumast ¥ o Y B V Fopregentstve W Typaof ¥ Responsils W ::"m"’;” v Upsatsa Y :'“?;h:'r v Pree
i
e = reglatarad Humber minor? Datall P five B on updiste date
Mo matters added
< >

e Matter are classified in 3 status Active, Prescribed and Concluded.

e Matter can be searched using date range. Start date and end date

< Jan 2019 Feb 2019

>

Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
2

o

n?sem“wzz«sera
13014 15 16 17T 18 18 1 11 42 13 14 15 18

2 2 2 23 4 3B M 7 d8 18 20 24 22 23

7 28 2 2 M z 24 25 3 7 2

01/01/2018- 01112018 | Clear m

o Matter can be searched by name | | Q |

e Export to excel format, click on Export link to export the data
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Do you want to open or save  x00000000000000¢ Matters_Export_2019-01-24.xlsx (2,80 KB) from XXXXXXXXXKXXXKXX

| Open || Save |'|| Cancel

10.2 Adding a Matter

e Click on New button, under matter tab

Responsible practitiomer

Themba Zwane - (bonginkosimanyoni{@gmail com}) A

Supervisor

Thabo Skhosana - {(skhosanati@vwave co.za) v
Firm"s file reference Occurence date

1 20183-11-22 12:00-00 AN
Matter type
| Accident * v |

G

Hit and run

Camriage by air (baggage)

Sheriffs

Carriage by air (cargo)

Carriage by air (delay)

Apporticnment of damages act

Compensation for cccupational injuries and diseases act 130 of 1993
Instifution of legal proceedings against certain organs of state act 40 of 2002
Mortgage Bond/ Judgement Debt' taxation/mine minerals

Debt owed to state in defined circumstances

Dbt from bill of exchange/negotiable instrument'notarial contract
Any other debisd Civil Claims

Execufion against the property of a judgement debtor

Review of arbitration awards -Labour Court

Arbitration award an order of the Labouwr Court

Ewant date %  Ewvent bype W Altached document
2018-11-28 Ciaim regisiersd by Presoiption Aler
Back to List

Prescription date

¥ Added by

Themba Zwane
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HOME CONTACT ADMIN FIRM DETAILS PRACTITIONERS MANAGE USERS MANAGE MATTERS

Matier defail Claimant

Responsible practitioner

Dumisani Dumekhaya Tabata - (anellet@smithtabata co.za) b
Supervisor
Dumisani Dumekhaya Tabata - (anellet@smithtabata co.za) B
Firm's file reference Dccurence date Prescription date
Fra 2018-12-04 2021-12-03
Matter type

HAccident = b

Capture new event
Event

Selact an ewvent b

Event date Erowse...

Previous heat

1. Capture correct matter details

o Responsible Practitioner, (please make sure the email is displayed next to the name)
e Supervisor (please make sure the email is displayed next to the name)
e Firm Reference Number
e Occurrence date
e Matter Type
o Event type (if you already have information on the following, then you can capture it)
e Date of Lodgment (RAF1 / RAF4)
o Date of Statutory Notice
o Attach supporting documents.
e Prescription date - will be calculated based on the occurrence date and matter type
¢ Click Save button
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HOME CONTACT ADMIN FIRM DETAILS PRACTITIONERS MANAGE USERS MANAGE MATTERS 2.

Matural person Legal Entity

Claimant detail

First name Surname
Thembsa Zwwane
Citizen of South Africa &Yes —No 1D number
B0020161 22085
Date of birth Gender
1880-02-01 Male N
[ Mental dizability O 1= Minor?

[ Does the claimant have a representative?

Previous Save

2. Capture claimant details
¢ Indicate natural person and legal entity
e Claimant’s first name
e Claimant’s surname
o Citizen of South Africa

e ID number (this will auto populate date of birth and Gender)

Presentative

Representative
Firast name Surname
1D mumiber Representative type

Parent / Legal Gurdian

Previous

Back o matiars
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3. If claimant has a representative, please enter the details of the representative
o First name
o Surname
o ID number

¢ |f Mental disability is checked, a representative will be captured as a curator.

¥ Does the claimant have a representative?
Representative detail
First name Sumame
1D il Repregentative type
Curafior v
Date of appointment
Previous Save

e Enter the details of the curator

legal entity

Matural person Legal Entity

Legal entity detail

Mame Regiztration number
Company registration date Type of company
State owned e
Previous Save

Back to matiers

e If the representative a Legal Entity, please fill in the detail.
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e |[f claimant is a minor, a popup will display for you to confirm

HOME CONTACT ADMIN

Matter detail m

Matural person Legal Entity

Claimant detail
First name

5

Citizen of South Africa & Yes —~No

Date of birth

2015-07-02

[0 Mental disability

FIRM DETAILS PRACTITIOMERS MANAGE USERS

Message from webpage

| The claimant is a minar. Capture Parent/Guardian detail

.

B 1= Minor?

[] Does the claimant have a representative?

Previous

¢ Then enter details of the parent or legal guardian

Citizen of South Africa & Yes —No

Date of birth

2015-07-03

[ Mental disability

Save

1D number

1807030745080

Gender

Female

I=s Minor?

b Does the claimant have a representative?

Representative detail

First name

1D number

Previous

Surmame

Representative type

Parent / Legal Guardian

Save

MAMNAGE MATTERS -
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Manage matters (the example below shows captured matters, to update a matter click on the Edit blue button)

HOME [ CONTACT FIRM DETAILS PRACTITIONERS = MANAGE USERS  MANAGE MATTERS

Manage matters

Firm reference . Is Responsible Senior partner Updated Prescription

number P Claimant i ID Husher v minor? v practioner v supervisor v on V| Latest matter update v date W Status S

120956 False ROZANNESTEYN ohEs /DRiAN 20181123 Lodged Claim (RAF4) 2020-11-11 Active Edit

120996 Fal MICHIEL Elmoné Smith 2018-11-26 Full settlement of Clei 2018-02-24 Aci Edit

alse ADRIAANJACOBS mone Smil - ull settlement o am - Ive

120925 Thabo Zuma 0901025995087 False ElmonéSmith ROZANNE STEYN 2018-11-26 Conclusion of Claim 2015-06-21 Active Edit

AZ123 Andrew Stan 8601025395085 False ROZANNESTEYN ROZANNE STEYN 2018-06-12 Lodged Claim (RAF1) 2021-07-12 Active Edit
Andrewers P~ . . " .

ASD23 Zumla 001511284589087  True ElmonéSmith Jimmy Van Wyk 2018-11-28 Full settlement of Claim 2036-11-27 Active Edit

Qw3 False ROZANNESTEYN ROZANNE STEYN 2018-11-29 Conclusion of Claim 2020-07-19 Active Edit

! MICHIEL MICHIEL ADRIAAN Claim registered by " .
AZ12345 Thabo Ndozi 8601025395085 False ADRIAANJACOBS JACOBS 2018-11-29 Prescription Alert 2020-07-05 Active Edit
QW23457 Andrew Stan 8601025395085 False JimmyVan Wyk Elmoné Smith 2018-10-24 Lodged Claim (RAF1) 2022-02-07 Active Edit

e Searching for specific item, click on the column filter and enter the name you are searching.

HOME CONTACT FIRM DETAILS PRACTITIONERS MANAGE USERS MANAGE MATTERS 2-

Manage matters

Firm reference c Is Responsible Senior partner Updated Prescription
number Y Claimant 5  ID Number Y minor? Y practioner Y ST v on W Latest matter update Y date Y  Status Y

Contains v . " o
120956 False ROZANNESTEYN 2018-11-23 Lodged Claim (RAF4) 2020-11-11 Active Edit

120996 Fal MICHIEL 20181126 Full setlement of Clei 30180224 Acti
alse ADRIAANJACOBS - - E ull settlement of Claim 2 ve

120825 Thabo Zuma 0901025995087  False ElmonéSmith ROZANNE STEYN 2018-11-26 Conclusion of Claim 2019-06-21 Active
Az123 Andrew Stan 8601025395085  False ROZANNESTEYN ROZANNE STEYN 2018-06-12 Lodged Claim (RAF1) 2021-07-12 Active Edit
ASD23 Qﬂ;"’em 001511284589087  True ElmonéSmith Jimmny Van Wyk 2018-11-28 Full setilement of Claim 2036-11-27 Active Edit
Qw3 Falss ROZANNESTEYN ROZANNE STEYN 2018-11-29 Conclusion of Claim 2020-07-19 Active Edit
AZ12345 Thabo Ndozi 8601025395085  False XE)CF’!'T.L%\I JACOBS TA%’;EE'; ADRIAAN 2018-11-29 g‘rzis“;”';gfﬂ‘eedn"y 20200705 Active Edit
Qu3457 Andrew Stan 8601025395085 False Jimmyan Wyk Elmons Smith 2018-10-24 Lodged Claim (RAF1) 2022-02-07 Active m

: ‘ n ’ ;
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10.3 MATTER CONFIRMATION EMAIL

Date: 20A8-12-11

Adidress - 24 Blasvwberg Rosd 24 Blasuwherg Road TABLE VIE'W Blasuwheng Fooasd
Emall : sibusisormiEsasn o028

A Matter Ref: 5116

Firm Ref: Friz02d

Dear Sir) Madam

IRE: Confirmation of matter registration

This better serves to confirm that youwr firm has registered this new matter as follosws:

Firm name : SMITH TABATA BUCHARAN BOYES INC

Registra : Sibusiso Diamini

Date and Time of registration: 2048-12-11 03:04:15 PM
Reyponsible Practitioner

Thabo Skhosana

Senior Partner § Supervisor f Manager [ Advocate: abel Mthembu
Claimant : Themba Zwane

Matter type: Aocident ®

Doowrence date @ 2008-12-04

Prescription date : 2021-12-03

10.4 Updating a Matter

Capture new event

Event
Select an event W
Event date Browse. ..

e Select Event type, date and upload supporting documents

Event date %  Ewenttype % adtached document W Added by ¥
2018-11-28 Lodged Clsm {RAF 1)} Themba Fueane
2018-11-28 Ciam regisierad by Presoiption Aler Themba Zwane

Back to List
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o The event history is displayed at the bottom

11 REMINDERS

The following image is an example for the reminder email, this will alert the responsible person to take action
on a particular matter.

Date: IOIRS12/03
Address - |
Ervuail :

A Matter Ref:

Frrm Red: w222

Dear Sird BAadarm
BL: Matter prescription reminder

One week before prescription date

Firm manmss o

Claidrmant -

Matter type:

Oecurence date : 2018/11/26
Prewription date : 201871210

Lant event : Claim regivtered by Preveription Alest

Hf this has alresdy been attended to, kindly wpsd. WOUr s tow id Ffurther remindens.

Yours faithiully
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Should you need any further information or assistance, kindly contact

The Legal Practitioners Indemnity Insurance Fund NPC (LPIIF) at Prescription Alert on

(021) 422 2830 or alert@lpiif.co.za
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