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Getting Started
1 Access the Platform

Go to http://legal2u-staging.littlecaliphs.com/

2 Submit Request
Click the Submit Request button on the homepage to proceed to the login page.

3 Log In
Enter your registered email and password. First-time users: click Register Client Account.
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Example:
STEP 3

Client Login
Log in using your EDU email to access your 
legal request workspace.

Email

Your registered 
EDU email 
address

Password

Use "Forgot 
password?" if 
needed

First-Time User?

Click Register Client Account
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Client Dashboard
After logging in, you'll land on the Client Dashboard. Click Submit Request (top-right) to create a new request.

All Requests
View and filter all your submitted 
requests

Contract Agreement
Access submitted CA matters

Advisory
Access submitted advisory 
matters
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Select Your Request 
Type

Choose the correct Type of Request and complete 
all required fields.

Contract 
Agreement

For drafting or 
reviewing legal 
contracts

Advisory

For legal advice and 
consultation 
requests

Unsure which type to choose? Contact Legal 
Admin at 6019-6476500.
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Complete Your Request Form

Identity
Client Name, Department List

Description of Request
Describe your request (e.g., Request to draft a tenancy 
agreement for LC Seksyen 19)

Supporting Info
Any additional relevant information for your request

Deadline Urgency
Select urgency level (e.g., Normal: more than 10 working 
days)
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STEPS 7–9

Clause Remarks, 
Attachments & 
Submission
01

Insert Clause Remarks

Add any specific clause instructions or 
relevant information if applicable.

02

Upload Attachments

Click the Attachment section to upload 
all supporting documents. Files cannot be 
restored after a validation error — reattach 
before resubmitting.

03

Review & Submit

Double-check all information, then click 
Submit Request.

https://gamma.app/?utm_source=made-with-gamma


Request Submitted Successfully

Matter ID Generated
A unique Matter ID is assigned 
automatically (e.g., 
LCISB/LEGAL/CA0004/2026)

Status: Pending
Your request initially appears as 
Pending until processed by the 
Legal team

Turnaround Time
Requests are processed within 14 
working days from the date of 
submission
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Viewing Your Request Details

Your request detail page displays all submitted information 
including:

Agreement Details

Name, parties, dates, duration, 
and value

Custom Fields

Rental, security deposit, utility 
deposit, and other terms

Progress Tracker

Visual progress indicator showing current stage of your request
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List of Requests
To view all submitted requests, open the sidebar and click List of Requests.

Sidebar Navigation

Dashboard → Submit Request → List of Requests → Profile → 
Logout

Request Table

View Matter ID, Type, Status, Urgency, Expiry Date, and 
Submitted date for all requests

Search & Filter

Use the search bar to locate specific requests 
quickly

Need help? Contact Legal Admin at 6019-
6476500 or refer to the User Guide on the 
homepage.
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