VUMC OLA Portal Quick Guide

To begin submitting new LSR, click on the VUMC OLA Portal. htips://vumc-ola.portal.xakiatech.com/. (If the
link does not open, you may have to copy apd paste the link into your internet browser.)
Quick Reference guide
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- LEGAL SERVICE REQUEST (LSR) PORTAL

Legal Service Requests (LSR) elect th the New

Instructions

New - Frequently Asked Questions — Click on the dropdown arrow to view instruction details.
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Frequently Asked Questions

How do | submita LSR?

What happens once the LS is submitted?

How much detail am | to provide in the LSR?

Who can explain what is needed in the LSR form?

How lang until | receive a respanse?

How do | abtain an internal client account?

Where da | find the LSRs | submitted?
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Scroll down to view additional legal request forms.

Select your new legal request from the groupings listed below.
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(@) oo gl Request
New Legal Regues|
Business Transactions

flected in & mors specific category)

Business Transactions (not r

Vanderbilt University Agreements

Clinical Operations & Patient Care

Clinical Qperations

Patient Mat

Click on your Legal Service Request form to open.
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Complete the fields in the form. Required fields are indicated by an asterisk next to the field name.
Click next to compléte the rest of the questions, also attach any relevant documents. Finally click on submit.
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New Legal Reduest

Documents

Upon submission, a system generated notification will be sent to your inbox informing you the request has been
submitted to the Office of Legal Affairs.

Xakia - new matter request received

(2 Xakia

Hilllana,

new matter regarding Legal Service Request for Dawn Crumel has been submitted via legal intake.

Please to 5ee the details. This request has been made by [llana Pluta
Kind Rogards
The Xakia Team!
om
[ WARNING - This email came from an external source. Please treat this message with additional caution |
A % 4
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View your existing Legal Service Requests — Click on the = Legal Requests
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New Legal Request

Business Transactions:

Your Legal Request appears on this page with corresponding details to your Legal Service Request.
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(@) New Legal Request
Legal Requests

Matter Number | Matter Name Matter Status Date Requested Date Requined Actions

1136 Test a2 n Progress
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11136 - Test #2
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