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FILE IOLTA REPORT TAB – Updated 12/23/2019 

Compliance Item: IOLTA Reporting 

 

1. Click the  tab to file the IOLTA Report. 

 

2. Select the  button to start a report for the current reporting cycle. 

 

 

3. Select the  button on the reporting period confirmation dialog box. 

NOTE: First Reporting Period (2019) will cover an 18-month period from January 1, 2018 

through June 30, 2019.  All other Reporting Years cover a 12-month Fiscal Year period. 

However, IOLTA reporting is a point-in-time report meaning only current accounts as of the 

date of reporting should be provided.  

4. There are 4 separate sections within the IOLTA Report to be completed: 

a. Step – 1 Certification 

b. Step – 2 Firm Information 

c. Step – 3 Account Information 

d. Step – 4 Signature and Submission 
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After each step, Select the Save and Continue button to move to the next section and Proceed 

to submit after Step 4. 

Step – 1 Certification 
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a. If (1.) is selected, steps 1 through 4 are required for entry. 

 

b. If (2a.) is selected, steps 1, 2, and 4 are required for entry. 

i. Selection of Firm Reporting Attorney is required. 

 

c. If (2a.) & (2b.) are selected, steps 1 through 4 are required for entry. 

 

d. If (3.) is selected, steps 1 and 4 are required for entry. 

 

e. If (4.) is selected, steps 1 and 4 are required for entry. 

ii. Selection of Name of State(s) is required. 

 

f. If (5.) is selected, steps 1 and 4 are required for entry. 

 

5. Click within the  to select the applicable certification option for the reporting period. 
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6. Select the  button to move to Step-2 Firm Information. 

NOTE: If attorney has no firm, click Save & Continue to move to Step-3 Account 

Information. 

Step – 2 Firm Information 

 
 

7. Select the  button. 

a. Law Firms screen is displayed to search for a Firm from the picklist or Add a 

Firm to the picklist.  

 

8. Enter the Firm Name to search.  NOTE:  Enter any part of Law Firm name to search. 
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9. Select the  button. 

10.   If the Firm Name is located:  Click on the Firm Name to highlight it.  

NOTE: The Firm Name can be Edited or Deleted when selected. 

a.  Select the Submit Selection button. 

 

 10.  The Firm Name was added to the report. 
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11.  If the Firm Name is NOT located:   

a. The Firm Name can be added to the picklist by clicking the  button.  

 

b. The Law Firms > Create box is displayed to create the firm entry and add it to 

the picklist. 

 

12. Enter all the required (*) information. 

 

13. Select the Save button. 

a. The message “Law Firm Saved Successfully” will display in the Law Firms box. 
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14. Click on the Firm Name to highlight it.  

 

15. Select the Submit Selection button to add the firm name to the report. 

 

16. Select the  button to move to Step-3 Account Information. 

 

Step-3 Account Information               

Only report Maryland IOLTA accounts. Do not report: operating accounts, individual client trust accounts 

or IOLTA accounts remitting to other jurisdictions. Only current IOLTA accounts are to be reported.   

NOTE: Account information can be edited or deleted if listed on the page. 

17. To add an account for reporting – Select the  button. 
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18. The Create Account box is displayed. 

 

 
 

19. Enter the Last 3-digits of the IOLTA Account Number. 

20. Select the Financial Institution of where the account exists from the drop down  

list. If the bank needed is not listed – Select Other. 

                   NOTE: If Account is closed click on the  box to uncheck. 

21. Select the Save button. 

 

a. The IOLTA Account was added to the report. 
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b. The Account entry can be edited when highlighted. 

 

c. The Account entry can be deleted when highlighted. 

 

d. Additional accounts can be created by selecting the New Account + button 

and repeating steps 17-21. 

 

22. Select the  button to move on to Step-4 Signature and 

Submission. 

 

Step-4 Signature and Submission 

 

 
 

 
23. Lawyer’s Signature: Please enter your full name. Note that, by entering your name here, 

you are certifying that this form is filed by you personally. 

 

24. Date Submitted: This will be filled by the system once the report is submitted. 

 

OPTION: Review previous steps to verify accuracy before proceeding.  

 

25. Select the button to review your answers as a report. 

NOTE: If any sections are not complete an error will generate in a red banner at the top of 

the screen – correct the issue, select the Save and Continue button on that Step, then 

return to Step 4 and Proceed and Review. 
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26. The generated IOLTA Report will display all answers entered in the IOLTA steps. NOTE: The 

report is for review only and a signed copy can be printed after submitting. 

a. IOLTA Report for your records - Do not mail. 

b. Review all sections for accuracy.  

c. Select the navigation bar on the right to scroll through the report. 

d. The Signature and Date Submitted will be blank in this view until officially 

submitted. You can print a signed copy after submitting. 

 

 

27. Select the  button on the bottom of the report screen to return to make any 

corrections to the reported data in the relevant section(s). 

 

OR…. 

 

28. Select the  button to officially submit your IOLTA Report Filing. 
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b. The following message is displayed to warn that changes are not permitted once the 

report is submitted. 

 

 

29. Click OK. 

 

30. The Filing Confirmation Receipt will display showing that the IOLTA Report Filing was 

competed.     

 
c. A copy of the Confirmation Receipt can be printed from the main File IOLTA Report 

tab. 

 

31. Select the Close button. 

d. The IOLTA Report has been submitted 
 

32. In Summary:  
a. The report was successfully submitted. 

 

b. The Report can be printed from the File IOLTA Report tab. 

 

c. The Filing Confirmation Receipt can be printed form the IOLTA Report tab. 

 

d. The option to Edit the Report is no longer available after submitted. 

 



Attorney Information System                                                        
 

   

ADMINISTRATIVE OFFICE OF THE COURTS  PRO BONO AND IOLTA USER GUIDE 12/23/2019 
                                                                                                                                                                         Page | 12 

e. The option to Delete an incomplete Report is no longer available after submitted. 

 

f. IOLTA Compliance status is changed to Reporting Current. 
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