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

 

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.  

 

 



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

 

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

 

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

 



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”  

 

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

 

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

 



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: 

 

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

  



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

 

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

  

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

   



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

 

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

  

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

 

 

 



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

 

 

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” 

 

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

  

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

 

  



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” 

 

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

  

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

 



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” 

 

Step 2- Type key words in the quick search  

 

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

 

 

 

 

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.  

 

 

 

 

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

 

Step 2- Type key words in the quick search  

 

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

 

 

 

 

 



 

 

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

 

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

 

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

 

 

 



Step 3- type additional search terms and click Save 

 

 

  



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

 

Step 2- Navigate the folders 
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