Conveyancing And Trust Account System
OPENING SCREEN

The opening screen (home page) is the screen the user first sees when CATS is run.
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F 70E3 Purch |V Lot Costa Lot 6 Galfers Avenue Seaton 5023
F |7062 “end % Long Mlyles 13 Bolton Road Para Hills S096  21-05-2010
F 7062 “end P Calea Crystal 13 Botton Road Para Hils S096  21-05-2010
F 7061 Buath P Lize Rhea 154, Chetwynd Street viest Beach S024
F 7061 Btk W Trust Me Investmerts Phy Ltd 154 Chetvynd Street west Beach 024
F 7080 Both P Flawwer Rosze Lot 71408 Swean Terrace Ethefton a5 13-05-20M0
F 7060  Both |V vt Elsa Lot 71448 Swwan Terrace Ethefton S5 13-05-2010 J
F 7059 Purch W white Lily 5 Maly Street Para Yista 5093 15-06-2010
F 7058 Purch P  Safeen Joe 5 Malu Sireet FPara “ista 5093 15-06-2010
F 7058 Yend W Gettit Carmen 109 Melzon Road Walley Wieww 5093
F |7057 Buoth Y Ms Cassandra Lee BRCWN Steve 1495 Main Morth Road Salishury East 5109 25052010
F 7057 Buath P Goh Ava 1495 Main Morth Road Salisbury East 5109 26-05-2010
F 7056 “end NV Ulsamer & Halliday Jason Johannas & F 4 Tracey Avenue Paralovie 108 24-05-2010
F 7056 “end P Gruening Cf- Helen Forest KR 4 Tracey Avenue Paraloyvie 5108 24-05-2010
F 7055 ¥end P Xu&Su GEL 11 ‘ates Strest Mavrson Lakes 5095 11-05-2010
F 7055 “end W Spiteri Michael Jozeph & Ju 11 Vates Strest Maweson Lakes S095  11-05-2010
F 7054 “end P Roberts D 1/54 Marlborough Strest Fulham Gardens S024  23-06-2010
F 7054 “end W Denholm Adam Keith 1154 Marlborough Street Fulham Gardens S024  23-06-2010
F 7053 Yend P Rusmir ¥ 41 680 Main Morth Road Brahma Lodge 5109 21-05-2010
F 7053 “end W Mitchell Graham Neil & Rosal 41630 Main Morth Road Brahma Lodge 5109 21-05-2010
F 7052 Purch |V Duffield Trewar B Rosewarne Crescent Davaren Park 9113 14-05-20M0
F |7052 Purch P Stephens Lee Robert & Ericka £ Rosewsarne Crescent Davaren Park 5113 14-05-2010
F 7051 Yend |V Ragno Sergio Anthory 47 Bradman Road Parafield Gardens 9107 14-05-2010
F 7051 “end |P |Raman Ci- Alexander Botten i 47 Bradman Road Parafield Gardens 5107 14-05-2010
F 7048 Purch (P Rezai Mohammad Yousuf 20 Chartwell Crescent Paralawie 258-05-2010
F 7048 Purch % | Adamo Paul Perre 20 Chartwell Crescent Paralowie 28-05-2010
F 7047 “end Vo Magnusson Irene Emery 18 Marjoram Street Rosewater S013  04-06-2010
F 7047 “end P Brenda Louise CROFT 18 Marjoram Street Rosewater S0M3  04-06-2010
F 7048 Purch (P Bari Saiful & Roksana 14 Courtabie: Avenue Rostrevor 5073 27-04-2010

Exit CATS F 7048  Purch %  Santucci s 14 Courtahie Avenue Rostrevor S073  27-04-2010

— F 7045 “end P Antwi C- Commercial & Legal Kuwvabena 78 Lurline Awenug Gilles Plains S086  21-05-2010
F 7045 “end % Amri Shoaallah 78 Lurline Avenue Gilles Plains 5086 21-05-2010 o
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The list of Holding Accounts can be displayed by selecting the Holding Accounts List option.
By default, when a holding account is opened, it will display the View Ledger screen rather
than the File Data screen.
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Stamp Duty Holding Account
99396 | GST Holding Account

99395 | Searches Holding Account
99990 | Dishursements Reimbursed
99989 Trust Account Scustments
99985  Trust Chedues Holding

Main Menu

All items in the main menu (which are placed horizontally above the screen) are for use
when there is no file is open for editing.

These menu items are for general data maintenance and do not relate to a specific client file.
Files List

The Files List contains a list of files (matters) and holding accounts which have been created
in CATS. By default, files are listed in descending order of file reference. Where there are
multiple vendors and purchasers, they are shown separately. The reason all vendors and
purchasers show in this list, whether or not acting for them, is to enable accurate searching
for a file when the file reference is not known.
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Hiding the Files List

Use the buttons shown below to toggle between hiding and showing the Files list.

Hide files list Show files list

BER
Y I fI=] | &

wrb [Picode] SettDate | ol

Filtering the Files List

The Files List can show just open files, closed files or

all files. Select preference from list at top right marked EEX
“List files which are “ ... The default is a list of open List s which are
files. e B =] =]

F Closed
. . i . y Street 21 Files ty Suburk  |Picode | Seft Date -
Sorting Columns in the Files List ‘Hﬂ:‘

A single mouse click on the heading of each column sorts the list according to the contents
of that column, e.g. clicking the heading Property Suburb sorts the list into alphabetical order
of the suburb of the property dealt with. Another mouse click on the same column header will
sort the list in reverse order.

Searching the File List

Once a column has been sorted, a search can be conducted based on the contents of that
column. To search by property suburb, type the first few characters of the suburb name into
the “Search by “ box at the top of the list. The default is descending order of the file
reference.

Advanced Search

The advanced search is handy if you don’t know the full or Display advanced search window
name/address etc to be searched. For example, Johnstone or
Johnston. The advanced search will take any portion of a
name and will list all matches that have that string of
characters in it. For example if searching a surname and ‘bert’

is entered as the key, the search results will include names J Q J
like Lambert, Albertson, Bertram etc. You can also search by
Certificate of Title reference, business name etc.

Suburb [Picoce | SettDate [l

To access the advanced search screen, click the button with the magnifying glass icon.

Search By SEARCH RESULTS:

Parties

Wendor's sumame

Purchaser's sumame

Enter all or part of property street name oK
Property [T

Street name [+ Cancel

Suburb

Tanens
Certificate of Title

Volume

Falio

Wolurne & Folio

DOther

Buginess Name

Cararamn Crnbact
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Opening an Existing Client File

This can be done in four ways

o Double click on the required row, or

o Single click on the row, then click the Open file button.

o Single click the row and press Enter on the keyboard.

o To open a file from the advanced search screen, double click the required row in the
[)eusttucltns list. This will put the file reference in the File No box. Then click the Open File

TIP -You can bypass the Files List by entering the required file reference number directly
into the box called File No, which is immediately to the right of the Open File button.
This will open any file in the system, whether or not it appears anywhere in the list.

File Maintenance

The horizontal menu at the far left of the opening screen, contains the
gens mesots 095 VAriOUS functions for maintaining a file including word processing, settlement
statements and trust accounting.

Close e All of these menus relate to the maintenance of the currently open file and
are de-activated when the file is closed.

FILE MAINT
File Data

To close a file, click the Close File button at the top of the File Maintenance
LETTERS menu.

Letters & Docs

STATEMENTS



