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How to add a new legal consult
Step 1- Click “Add Consult”

# > AOSInternal Consults + > Home Legal Consults ~ Add Consult Staff Binder & Updates AOS - Legal Consults ~ AOS - Resources ~ Archived Requests

AOS Legal

Step 2- Fill out the form. The required fields are identified in the form. “Primary Contact”
should be the person submitting the legal consult (i.e., SAM, Chief). The first half of the form,
“Consult Information,” is the information that AOS employees will be able to see and edit. The
second half of the form, “Internal Legal Information,” are the fields for Legal to categorize and
search. These fields are not visible outside of Legal.

A0S - Region/Department (required)

Select from below - l

A0S - Primary Contact (required) @

l 4
AOS - Attach Documents @

AOS - Request (required) @

:IGUTEW or drag file(s) here

A0S - Attach Documents @

A0S - Project Number (required) @

AOS - Audit Client @
or drag file(s) here [

AOS - Audit Period @

A0S - Material for Review l l

CIFFR AOS - Entity Type
[ Schedule of Findings l Select from below M l
CIFFA

(O Management Letter l l
(] Non-compliance

O Ethics AOS - Audit Client - County @

[ General Question [ ]
[ Other

l | eagerorz [ ex |
Imernal Legal Information ~

Legal - Main Issues @

l ] Lookup Glossary

Legal - Pertinent Statutes @

l J

Legal - Notes

Legal - Special Topics

O No Special Topic

O Grant Program

O Failure to Withhold/Failure to Remit
O STARS (RARE)

O Loss of Public Funds - Negligence
O Late Fees/Penalties

O Cybersecurity/Phishing

O Potential LGOC Topic

Page20of2 Previous m



How to edit or update an open consult
Step 1- Navigate to “My Open Consults”

-
OHIO AUDITOR OF STA.TE_J

KEITH FABER

'

# > AOSInternal Consults ~ > Home Legal Consults ~ Add Consult Staff Binder & Updates

My Open Consults
AOS Legal My Closed Consults
All Open Consults

All Closed Consults
FILES M

Step 2- Select the ellipses on the relevant legal consult, click “Edit”

# > AOSIntemal Consults ~ > Home Legal Consults - Add Consult staff Binder & Updates

Lo [

1--Legal Consults ~ My Open Consults ~

O Folder ~ AOS - Ref AOS - AOS - Audit Client ~ AOS - Audit
Number ~ Region/Depart
ment ~
(] Cj Consult_1290  Northwest Test Period
Details
Share
Edit
Copy

Version history ‘

Delete

Add comment
1-10f1

Step 3- Edit the fields or add attachments to the consult, click “Save”

I Edit record - 1-Legal consutts | Jumpo R

| ~ Consult Information

AOS - Ref Number

Consult_1290

AOS - Region/Department (required)

‘Nnr\hwesl v|

A0S - Audit Client @

AOS - Audit Period @

‘ Test Period |

AOS - Entity Type

| - sefect from below - -

AOS - Project Number (required) @

‘ ABC-123 |

AOS - Audit Client - County @




How to update Legal-Consult Status (Inactive)

These consults will appear in “My Open Consults.” This status may be used if there is a
significant period between responses from the Region/Department (i.e., SAM on vacation).

Step 1- Navigate to “My Open Consults”

="
OHIO AUDITOR OF STATE|

KEITH FABER

Al

# > AOSInternal Consults ~ > Add Consult Staff Binder & Updates

My Open Consults
AOS Legal My Closed Consults
All Open Consults

All Closed Consults
FILES M

Step 2- Select the ellipses on the relevant legal consult, click “Edit:”

#@& > AOSIntemal Consults - > Home Legal Consults - Add Consult Staff Binder & Updates

Lo [

1--Legal Consults ~ My Open Consults ~

(] Folder ~ A0S - Ref AOS - AOS - Audit Client = AOS - Audit
Number ~ Region/Depart
ment ~

O (g Consult_1290  Northwest Test Period
Details
Share
Edit
Copy

Version history ‘

Delete

Add comment
1-10f1

Step 3- For field, “Legal — Consult Status,” select “Inactive” click Save.

Edit record - 1-Legal Consuhs

Legal - Special Topics

) Ne Special Topic

) Grant Program

O Failure to Withhold/Failure to Remit
(O STARS (RARE)

O Loss of Public Funds - Negligence
) Late Fess/Penalties

(2 Cybersecurity/Phishing

O Potential LGOC Topic

Legal - Consult Status
O Progress
® Inactive

O completed

Folder




How to change the region/department

If the wrong region/department is selected, follow the below steps and the consult will
automatically update the “Assigned Attorney” and “CC Users”:

Step 1- Navigate to All Open Consults in the site navigation bar:

OHIO AUDITOR OF STATE!

A

KEITH FABER

#% > AO0SInternal Consulis ~ » Home - Legal Consulis - Add Consult Staff Binder |

My Open Consults

m My Closed Consults

All Open Consults
1--Legal Consults ~ All Open Consults -~
All Closed Consults

] Folder = ADS - Ref ADS - ADS - Project Number
Number ~ Region/Depart ~
ment ~
O & P— 2.1.26 /Financial Audit Consult_946 Central

Step 2- Edit Consult, choose the correct Region/Department, click Save:

# > AOSImemal Consults ~ » Home - Legal Consuhs - Add Cc

1-—-Legal Consults - All Open Consults ~

O Folder ~ AOS - Ref AOS -

Humber ~ Region/Depart
ment «
More actions
O & 2.1.26 /Financial Audit  Consult 946  Central
------ {Central/City of
Details fir23-
Share H
Edit
Copy

Generate document
Audit history
Delete

Add comment

Edit record - 1-Legal Consults | Jump to v ‘ b 4

I » Consult information

AOS - Ref Number

Consult_946

AOS - Region/Department (required)

= ]

A0S - Audit Client @

‘ City of Bexley ‘

AOS - Audit Period @

[ 1172312131723 |




How to edit or update a closed consult
Step 1- Navigate to “My Closed Consults”

OHIO AUDITOR OF STATE,

KEITH FABER

# > AOSIntemnal Consults ~ > Home Legal Consults ~ Add Consult Staff Binder & Updates

My Open Consults

m My Closed Consults

All Open Consults

1--Legal Consuits ~ My Open Consults ~
All Closed Consulis

Step 2- Select the ellipses on the relevant legal consult, click “Edit”

# > AOSInternal Consults ~ > Home Legal Consults ~ Add Consult

1--Legal Consults ~ My Closed Consults ~

O Folder ~ AOS - Ref A0S - Audit Client -
Number ~ County ~
More actions
O @ 2.1.86 /Financial Audit Consult_767 Franklin
""""""" {Central/Legacy
Details ¥ of Excellence-
Share 9-6/30/2023
Edit
CODy

Version history
Delete

Add comment

Step 3- Edit the fields or add attachments to the consult, click “Save”

| Edit record - 1-Legal consults ‘ Jump to - ‘ %

| ~ Consult Information

AOS - Ref Number

Consult_1290

AOS - Region/Department (required)

‘ Northwest h |

A0S - Audit Client @

A0S - Audit Period @

‘ Test Period |

A0S - Entity Type

‘fse\ec( from below — " |

AOS - Project Number (required) @

‘ ABC-123 |

A0S - Audit Client - County @

eI m




How to answer and close a legal consult
Step 1- Navigate to “My Open Consults”

-
OHIO AUDITOR OF STA.TE_J

KEITH FABER

'

# > AOSInternal Consults ~ > Home Legal Consults ~ Add Consult Staff Binder & Updates

My Open Consults
AOS Legal My Closed Consults
All Open Consults

All Closed Consults
FILES M

Step 2- Select the ellipses on the relevant legal consult, click “Edit”

# > AOSInternal Consults ~ > Home Legal Consults ~ Add Consult

1--Legal Consults ~ My Closed Consults ~

O Folder ~ AOS - Ref A0S - Audit Client -
Number ~ County ~
More actions
O @ 2.1.86 /Financial Audit Consult_767 Franklin
~~~~~~~ (Central/Legacy
Details ¥ of Excellence-
Share 0-6/30/2023
Edit
Copy

Version history
Delete

Add comment

Step 3- Add the answer to field “AOS — Legal Response”

Edit record - 1-Legal consults ‘ Jump to - | ®

ADS - CC User

ADS - Legal Response @




Step 4- For field “Legal — Consult Status,” select “Completed”

Edit record - 1-Legal Consults | Jump to - ‘ x

O Grant Program -
OFailure to Withheld/Failure to Remit

(OSTARS (RARE)

O Less of Public Funds - Negligence

OlLate Fees/Penaliies

O cybersecurity/Phishing

QPotential LGOC Topic

Legal - Consult Status
@ 1n Progress

OCcompleted

Folder

Select folders

This will generate a “Closed Legal Consult” email with the legal answer and all of the consult
information. It will also have all of the attachments.



How to reopen a closed consult
Step 1- Navigate to “My Closed Consults”

OHIO AUDITOR OF STATE,

KEITH FABER

# > AOSIntemnal Consults ~ > Home Legal Consults ~ Add Consult Staff Binder & Updates

My Open Consults

m My Closed Consults

All Open Consults
1--Legal Consuits ~ My Open Consults ~ P
All Closed Consulis

Step 2- Select the ellipses on the relevant legal consult, click “Edit”

# > AOSInternal Consults ~ > Home Legal Consults ~ Add Consult
1--Legal Consults ~ My Closed Consults ~
O Folder ~ AOS - Ref A0S - Audit Client -
Number ~ County ~
More actions
O (.9 2.1.86 /Financial Audit Consult_767 Franklin
Bomionn {Central/Legacy
Details ¥ of Excellence-
Share 26/30/2023
Edit
Copy

Version history
Delete
Add comment

Step 3- For field, “Legal — Consult Status,” select “In Progress,” click Save.

Edit record - 1-Legal consuts [ Jump 0 -] %

Legal - Special Topics
®No Special Topic

O6rant Program

OfFailure to Withhold/Failure to Remit
(OSTARS (RARE)

OLoss of Public Funds - Negligence
Olate Fees/Penalties
Ocybersecurity/Phishing

Opotential LGOC Topic

Legal - Consult Status
Oin Progress

®Completed

Folder

£ 2186 sFinancial Audt Regions/central/Lega

O Edit next record on save Auto-saved at 21:00 Cancel m

Academy of Excellence-7/1/2022-6/30/2023




How to close an open consult (without an answer)

If you do not put an answer in field “AOS — Legal Response,” an email will not be sent to the
Primary Contact or CC User that the Consult was closed. You must put an answer to generate an
alert with the legal answer.

Step 1- Navigate to “My Open Consults”

# > A0Sintemal Consults ~ > + Legal Consults ~ Add Consult Staff Binder & Updates

My Open Consults
AOS Leg al My Closed Consults
All Open Consults

All Closed Consults

FILES My

Step 2- Select the ellipses on the relevant legal consult, click “Edit”:

4# > AOSInternal Consults ~ > Home Legal Consults - Add Consult

1--Legal Consults ~ My Closed Consults ~

O Folder ~ AOS - Ref AOS - Audit Client -

Number ~ County ~

2.1.86 /Financial Audit Consult_767 Franklin
e F_] me~i~=~(Central/Legacy )
Details
Share
Edit
Copy

Version history
Delete

Add comment

Step 3- For field, “Legal — Consult Status,” select “Completed,” click Save.

Edit record - 1-Legal Consults

() STARS (RARE)

() Loss of Public Funds - Negligence
(O Late Fees/Penalties

(O Cybersecurity/Phishing

O Potential LGOC Topic

Legal - Consult Status

In Progress

O Inactive

® Completed



How to search legal consults

Best Practices for using files and search features in HighQ:
Files Features

Search Features

Quick search all closed legal consults
Step 1- Navigate to “All Closed Consults”

# > AOSInternal Consults ~ > Home Legal Consults ~ Add Consult Staff Binder & Updates

My Open Consults

m m My Closed Consults

All Open Consults
All Closed Consults

1--Legal Consulis ~ All Closed Consults

Folder ~ AOS - Ref Legal - Consult AOS - AOS - Audit Client
9
Number ~ Status ~ Region/Depart
ment -~

Step 2- Type key words in the quick search

= = -

1--Legal Consults ~ All Closed Consults ~ Pl + ¢ @

(m] Folder ~ AOS -Ref Legal - Consult AOS - AOS - AuditClient - AOS- AuditPeriod - AOS-Entity ~ AOS - Project Number  AOS - Audit Client - Consult O
Number ~ Status ~ Region/Depart Type ~ - County ~

[m] QE\ E' 2.1.47 Financial Audit Consult_220 Completed Central Columbus Arts and 7/1/21 - 6/30/22 ‘Gommunity 09A4ZFRAN-FA122 Franklin
Regions/Central/Columb Technology Academy school

Step 3- You can scroll the results on the page or export the results into an excel file to filer and
search the results.

I £

1--Legal Cons  Export ilts ~
Delete
Share
0 AOS - Ref Le
Copy Number ~ st

Download attachments

(] (..:.. Consult_220 Co



https://knowledge.highq.com/help/working-with-content/basic-files-module-features
https://knowledge.highq.com/help/best-practices-and-more/get-the-most-from-search

Step 4- You edit the search or save the search results for later.

# > AOSInternal Consults ~ > Home Legal Consults ~ Add

= 0 e

Edit search

Clear search

All Closed Consulis ~

O Folder ~ AOS - Ref Legal - Cons

Number ~ Status ~

Advanced search all closed legal consults
Step 1- Navigate to “All Closed Consults”

# > AOSInternal Consults ~ > Home Legal Consults ~ Add Consult Staff Binder & Updates

My Open Consults
m m My Closed Censults

All Open Consults
1--Legal Consults ~ All Closed Consults .

All Closed Consults

O Folder ~ AOS - Ref Legal - Consult AOS -

Number ~ Status ~ Region/Depart
ment ~

AOS - Audit Client

Step 2- Type key words in the quick search

e I e

1-49 of 49 " ethics| x " - ‘
1--Legal Consults ~ All Closed Consults ~ ST @
(m] Folder ~ AOS - Ref Legal - Consult AOS - A0S - Audit Client ~ AOS - Audit Period ~ AOS - Entity AOS - Project Number A0S - Audit Client - Consult 0
Number - status ~ Region/Depart Type ~ - County ~
e
0oe 21.47 /Financial Audit  Consult_220  Completed  Central Columbus Arts and 771721 - 6/30/22 Community  0OAGZFRAN-FA122  Frankiin

Technology Academy Sehool

Step 3- Select the drop down arrow and select “Advanced Search”

t Staff Binder & Updates AOS - Legal Consults ~ AOS - Resources ~ Archived Requests

1-490f 49 | Quick search x ?

Advanced search |




Step 4- Select the fields you want to use to filter the search results, and select “Search”

Advanced search ‘ Jumpto . ‘ x

Legal - Notes @

Legal - Special Topics

Selectall | Deselect all

” Nothing selected -

No Special Topic

‘ Grant Program ‘
Failure to Withhold/Failure to Remit
STARS (RARE)
Loss of Public Funds - Negligence
Late Fees/Penalties
Cybersecurity/Phishing
Potential LGOC Topic

Legal - Consult Status

Selectall | Deselect all

Nothing selected -

Legal - Assigned to

Results view [ i closes consuts -]

Search the entire site
Step 1- Type key words or search words in the search banner

# > Ohio State Auditor Collaborate ~

<Hide  Search results

Step 2- To further filter results, click “Advanced search”

# > Ohio State Auditor Collaborate +

<niee  Search results

Modified date ‘ ethics

‘b‘ HighQ (All) HighQ (File

Client number

[ None selected -

Matter number

‘ None selected = ‘
Author

‘ None selected = ‘
Tags

[ None slected -

Advanced search

Clear

263 results | Sort by: Relevan

AOS Internal Consults X

1.21.11 Ethics Referral
Keely McWhorter, 21 Api
A0S Internal Consults/1

76 Ithaca Ethics.pdf @
Robin Lee, 19 Apr 2024
A0S Internal Consults/
Ethics Guidance

Zach Holscher, 24 Jan 2
AQS Internal Consults

Attached are some docu

[X] 65 Richard Allen Ethics.



Step 3- type additional search terms and click Save

Advanced search

Any of these words @

‘ ethics

All of these words @
Exclude these words @

Title




How to access folders and files
Step 1- Navigate to the AOS Legal Homepage, click “Folders & Files.”

# > AO0SIntema ulis + » | Home Legal Consults ~ Add Consult Staff Binder & Updates A0S - Legal Consulis ~ AOS - Resources - Archived Requests

AOS Legal

FILES My Consults

Open

Folders & Files

LEGAL BINDER

Updated Legal Binder

R At mrind Fme M

Step 2- Navigate the folders

M AQS Internal Consults (170)
4 m 1 AOS Departments (2)

» Il 1.1 CFAE

v Bl 1.2 DAST

¥ Bl 1.3 DITA
i 1.4 Legislation
15 LES

» Bl 1.6 MCA

¥ B 1.7 Mizcellaneous
» I 1.8 OPT
4 @ 2 Financial Audit Regions
» B 2.1 Centra
¥ Bl 2.3 Mortheast] (1)
¥ Il 2.4 Mortheast2

+ Il 2.5 Northwest

» Bl 2.6 Scutheast (1)
¥ Wl 2.7 Scuthwest
¥ Il 2.8 State

i 2.9 Wastl

m
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