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Intellinx User Guide for Attorneys 

Revised 6/24/25 

Questions? Contact 617-778-2040 or lrs@bostonbar.org. 
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Editing your profile 
After logging in, click on “My Account,” then click on the “Bio” tab. 

 

To include a photo in your bio, click “Choose File” and upload your preferred head shot.  
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Be sure to click the blue button “Update bio” to save your changes. 

 

Updating your availability, panels and the geographic 
areas you serve    

If you need to temporarily pause referrals, you can update your availability in the system. 
To update your panels and/or the geographic areas you serve, please contact 
lrs@bostonbar.org. 

Click on the “LRS” tab, then scroll down to the section you need to update. 
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Reporting on the status of your referred cases 
Click on “View My Cases” 

 

To update individual cases, click on “Action,” then “Update Status.”  

To update multiple cases with that same status (ie:  closed without consultation 
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or ”engaged,” click the box to the left of all relevant cases, then click ”Batch Case Status 
Update.” 

 

Whether updating one or multiple cases, choose the relevant case status.  

Case status meanings: 

• Attorney Rejected – 2nd referral: This client should be referred to another attorney. 
Please provide a note to LRS staff with the reason why. 

• Attorney Rejected – No 2nd referral: Attorney will not take this case and client does 
not want another referral or attorney does not believe the case is appropriate for 
another referral. 

• Client cancelled: Attorney attempted to set up a meeting, client cancelled. 
• Engagement pending: Initial meeting occurred and client is considering whether to 

hire the attorney or not. 
• Further Services: Client engaged attorney. Case remains open. 
• Matter Closed – No Remittance Owed: Attorney did not work with the client, so no 

remittance is owed. Or this was a modest means case, so no remittance is owed. 
• Matter closed – Remittance Paid: Attorney is done working with client and has paid 

their remittance to the BBA. 
• Matter Closed – Remittance Pending: Attorney is done working with client, but has 

not yet paid the remittance. 
• No Show  - Attorney set up a meeting, client did not show up. 
• Phone Consultation Only - Client and attorney had phone consultation, and client 

did not engage attorney. 
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If relevant, fill in “Anticipated Closing Date of the Case” and include any notes to LRS staff. 
Please be sure to include a note if you are requesting the case be referred to another 
attorney.  

 

Examples of helpful notes to staff:  

• This client has a court date of June 17, which I cannot make. 
• This client selected family law but needs a trust & estates attorney. 

If a client engages your services, please choose “Further Services” and update the amount 
collected from the client. The remittance owed to the BBA will be calculated based on the 
entered amount. 
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Making remittance payments 

Whenever possible, please make remittance payments online through the system, rather 
than mailing a check. 

Click the blue “Action” button and choose “Make Payment” then click “Add to Cart.” 
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Continue adding cases to the cart as needed, then click “Checkout Now.” 

 

 

Whenever possible, please make remittance payments online by credit card, rather than 
mailing a check. If you need to mail a check, please make it out to Boston Bar Association 
and send it to: 

Boston Bar Association 
Dept 550 
P.O. Box 4110 
Woburn, MA 01888-4110 
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Be sure to note the Matter ID and client name in the Memo section. 

Uploading E&O Insurance Certificate 
To upload a new E&O Insurance Certificate, navigate to my account. 

 

From there, select LRS tab, and scroll down to Attorney LRS Documents, select add 
document 

 

A pop up will appear, add title, document type, choose file, and add document 
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Temporarily Pausing your LRS Availability 
Sometimes you will need be “paused” in our LRS system, examples include when on 
vacation or overloaded with cases. 

My  Account>> LRS >> Panelist Availability>>Block LRS Availability>> Insert to and From 
dates>> Reason 
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