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Create Calendar Events on a Matter

These notes are provided by Cycom Data Systems, Inc. to support the use of CLNG

(CityLaw/CountyLaw Next Gen) and are intended to be used for review of general topics covered during
training.

If you discover an error in this document, or if you encounter any problems performing any steps
described, please contact Cycom Support at support@cycominc.com or by calling 888-292-6688.

Helpful Hint:

To Expand or Reduce the Size of your Screen

Press the Control key and scroll up with the mouse

wheel to zoom in or press down the Control Key
and scroll down with the mouse wheel to zoom out.

Matter Calendar

The Matter Calendar in CityLaw/CountyLaw NG is a calendar manager within each modaule,
represented by the calendaricon in the module toolbar. It is specific to each matter's schedules such

as appointments, due dates, ticklers, etc. A user can search, filter for specific events, or print a report of
all the events within a matter.
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Contents:

General Operation

Creating New Calendar Events

Editing Events

Disposition Events

General Operation

While in a Matter and you hover over the calendar icon, the label "Open Calendar Manager" will show.

Litigatio B @ & e 0 &
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m"h"""' E}pen Calendar Manager
\ o Upload Files Q

Drop filles hare o uplosd

To Open the Calendar Manager, click the icon. A new window will open in a separate tab in the browser
labeled with the name of the module you are in and the word Calendar, as in our example below the

module is Litigation therefore the calendar is labeled Litigation Calendar. The matter file# and name
will follow.
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By default, the initial display view will be the Class View.

Class View
= Litigathen Calendar L16-0016 - Test 3 V3 Fi Versien  1L0U2 ™
o "'---..-'-— Figrry
Bersancier Tr= it Time: Taabpect Rocaton Ao Srrkaion NryDute  elasier Caercias Reporl
&
\, A

All events, Appointments, Due dates and Ticklers will be listed in the Class View. Double-click on any of
these scheduled events to reopen and edit. When selected the buttons will turn red. The Class View,
Appt, Due, and Tickler toggle buttons are selected by default.

To Filter for only one of the three, Appt, Due, or Tickler simply deselect the ones you don't need. The list
you filtered for will be the only one showing in the Class view.

There are three panels at the top of the currently displayed calendar view.
Operation includes these options: Date Calculator (Cale.), Auto Calendar, History.
Navigation includes these options: Today, Class View.

Filtering includes these options: Appointment (Appt), Due, Tickler.
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( - Litigation Calendar L26-0016 - Test 3 V3 P1 Version  1.0.42
o] [remtasn] [o] | (oo [0 |
Operation Navigation Fitering
Ramindar Type Date Time Subject Location Attendees Annotation KeyDate  Master Calendar Raport
Appointment 1200 PM Meeting PDS, SKRAME. MANGEL
Appointment 04:00 PM Trial 02 PDS, SKRAME, NANGEL JONES surnmary
Due 035 AM Motian due at court PDS. SKRAME. NMANGEL
Appointment 10:00 AM Meeting PDS, SKRAME. MANGEL
Add Appt. Add Dus Add Tickler o) Print Report Close
e >
Operation:

Date Calc. - a date calculator to assist with scheduling future events. You can calculate based on
increments of days, weeks, months, or years (interval). The drop downs within each field will offer
options.
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Date Calculator

03/16/2026 Beginning Date
25 : Increment

Days X - Interval

Calendar Days ) Work Days

Monday

Total Days

Work Days

Auto Calendar - an automated date calculation engine to generate Trigger deadlines (which requires a
third-party subscription to Calendar Rules).
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(= Litigation Calendar L26-0004 - Cal Mar Test Matter for Jury Trial Spanning Multiple Days Version  1.0.42
Dste Calc AdoCalendsr  History m

Opertion Fitesng

Dug 03/06/2026 0100 AM Masting VMARS

Due 03/06/2026 01:00 AM Mesting VMARS

Due /2042026 Professional Neghgenci Caies Against Haalth Cane Provider - LD to File and Senve Motio. B B SP N LHUTZ test annolation
Due 08/ 12026 Reminger: Consider Contacting Court to Confirm Motion Date Avasability in Anticipation ... B, B, 58 NJ, LWUTZ fest annotation
Due 081172026 /D t0 Serve Motion fer Summary Judgment (Mail cutside U.S.} (Based on Trial Date) B, B, SP, N, LHUTZ test annotation
Due 02172026 L/D to Serve Motion for Summary Judgment (Mail outside State) (Based on Trial Date) B, 81, SP. NI, LHUTZ fest annotation:
Due 022472026 /D to Serve Motion for Summary Judgment (Mail) (Based on Trial Date) B B, SP. MU LHUTZ test annotation
Due 0872972026 /Do Serve Motion far Summary Judgment (Electronic/Fax/Overright] ased on Tral Da.. B1, 1 52, NI UHUTZ test annotation
Due 10012026 /D to Serve Motion for Summary Judgment (Hand) and File vath Court (Based on Trial Da. LTR-TRER TR rd test annotation
Due W 16/2026 Reminder: Contemplate Final Discovery and Serve i Tame to Bring Motion to Compel B, BJ, S8 NJ LHUTZ test annotation
Due Wy22/2026 L/D to File Stipulation to Mediate 5P, N LWUTZ test annotation
oue 1072272006 Gase Filed onvatter January 1, 2024 /D o Propouad Supplemental Demand for il Ois. 56, LHUTZ test annotasion
Due 10302026 /D to Serve Written Discovery (Mail Qutside US) S8 NI LWUTZ ftest annotation
Due 1073072026 /D 1o Serve Dermand for Physical Examination if PLaintef Seslang Recovery for Persanal Iry.. BU, B, 5P NI LHUTZ test annotation
Due TS0 L1010 Serve ttice of Motion 10 tfurcate i Ho Pretrial Confierence vk (v Outside U B, 1,59, Ny LUTZ test anntation
Due 1097208 /D1t Serve Subpona Duces Tecum and Notie ef Privacy Rights o1 Consumer or Empic... 81,157, W) LUTZ ot snnctation
Due 1/10/2026 /D to Serve Demand for Shysical Examination if Slaintiff Seeking Recowery for Personal Iy, B, B, 58 N LHUTZ fest annotation
Due 117102026 /D 1o Servie Written Discowery (Mail Qutside State) B, 8L SP N, LHUTZ test annotation
Due 11272008 /D to Serve Demand for Exchange of Expert Witnesses for 10 Days Afer nitial Trial Date .. BI, B4, SP, ML LHUTZ test annotation
Due 11/13/2006 /D 10 Servie Notice of Motan 10 Bifurcate if No Pretrial Conference Held (Mail Outside SL. Bl B, 5P, NJ LHUTZ et annotation
Due 11672026 L/D to Serve Written Discovery (Mail) BY, B SP. N LHUTZ test annotation
Due 162025 /D115 Serve Demand for Physical Examination if laine Seeking Recosery or Persanal .. B B, 58, LHUTZ test annctation
Due 106 /D to Serve Wiithen Discovery (ectromic/Fax/Overraght) B, BL S8 NJ, LHUTZ test annolation

\ Add App. Add Due Add Tickler o) Print Report Close )
.
The Auto Calendar includes three panels side by side: Triggers, associated Events, and Details.
T T— ® ol hessbecmysiance.eastus dou dapg azure.com - x <y
: Litigation Calendar L28.0004 . Cal Mgr Test Matter for Jury Trial Spanneng Multiple Days Version  1.043
Sy hpwgamon Fivenng
w Exacialiis Bl Kepwoed Original Trigger: Jury Trist
Shewing : Evert
fﬂ Litigation Calendar 1268004 - Cal Mgr Test Matber for Jury Trial Spanning Multipte Cays
Dute Subject Date Subject hate 7 aph] Betore inggeng event. At 20 nathng.
ozt Aary Triad i Erofessicnal Meghgence Cases Against Heskh Care FTOML. & Subject: P
102087 aury Trigd ORI i Attendess: KL RSP NI LWUTT
ey il Selected Event BHNEIM LD Serve Molon for Summsery Judgmest (Ml cutside
WY Jury Tnal LDt Serve Momon for Summany fdgment (Mad outside
oV Jury Wisl LD e Serve Moton for Summaeny hgment | Based
09Z92008 WD to Serve Motion for Summary Juggement ([ElectronicFa.
o204 /T b S WASHn for Sutrmary Jadgment [Hand) and Fi
W62000 Reminder: Contempiate Final Discovery and Serve in Time .
LD to Flle Sipulation to Madate
Wz Case Filed crvalter Aarwary 1. 2022 LD o Fropound SupR:
02008 LD o Sarve Wintten Discovery Ml Outsade LS
302006 LD s Sarve Damand for Prycical Ecamination if Plainaff 5.
11052008 /D to Sarve hodce of Mobon to Sifurcate it Mo Pratrial C
100,200 LD 1 Sarwe Susbnna Dhures Tecum and Netics of Privac.. rg
008 T 1o Srwe Demanad fer Obrpiical B eaminat Pairss 6.
11102006 LD o Sarwe Written: Descovery e Outsade St
AL LD b S Do e for Eochange of Expeen! Witresses 158 .
N300 LD bo Serwe Notce of Mobion 1o b if o Pretripl ©
11/1R2008 JO 15 Sarwe Wrillen: Drcevwey ()
RRT LS LD 1o Serwe Demand for Physical Examination i Painsf 5..
TR LD 15 S WTiftien. iicoveny Moo i Dvemighty
- N LDt Serwe Demand for Phywcal Eeamangtion if Psinsf 5. v
Ecit Ingger Celete Tnggeris) Edt Event DCelete Everntis) Fring Triggers Fring Repost Clse
. vy
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Create Calendar Events on a Matter

History - All completed/archived events can be found here.

Navigation:

Today - when the Class View is unselected it defaults to the current day's events calendar. From here
you can choose to view the Week's or Month's events depending on the settings you select.

Class View - this is the default view when the Module Calendar is opened within a matter. It contains the

list of all the events connected to the matter.

Filtering:
Appt - Appointments relating to the current open matter.

Due - Events with a date deadline but without a time associated with it. For example, the last day to file a
motion.

Tickler — A reminder the user sets.

Creating New Calendar Events

You can add appointments, due dates, and ticklers using the buttons in the bottom left corner:



Create Calendar Events on a Matter

Bk Litigation Calendar L26-0016 - Test 3 V3 P1 Version 1.0.42 1
Date Calc Auto Calendar Histony Today m m m
Operatian Navgation Filleting
Reminder Type Date Time Subject Location Attendees
Appointrment 03/05, 2026 12:00 PM Meetnng PDS, SKRAME, NANGI
Due 02122026 0935 AM Motion due at court PDS. SKRAME, NANGE
Add Appt Add Due Add Tickler O Print Report Close
\_ J

The following fields will be auto populated: Module Name, File #, Court (will be checked if entered for
the matter), the code/name of the staff creating the event, and the Attendees (the names of the
Attorneys and Investigators on this matter).
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~

Ir.nﬂ.dd Appointment

 — : E— : ° ] M _

& Court Entered YEETR
Madule Litigation Triggers Enter Trigger Calendar Type Select an itam.
ks Tiial
File # L26-0016 Title lest 3V3 P Date
Start Time 0311172026 a 1200 PM ] EndTame  03/11/2026 s 01:00 PM L]
Al Day Event Shaw in Flie Indiex Key Date Master Calendar Repart
Subject Arlengess H
Team Sedect an item.. . Location MAMGEL - Nicholas Ange

PD5 - Patty Smith

Annatation
SKRAME - Steven Kramer
Disposition Remarks Disposition Dade: Save
MM/ ddfyyyy a Cancel
Complete Reschedule Cancel leem Clear
. A

The Show As field, at the top left in the grey banner, can be used if your office is set up with Outlook
integration. If itis, the user can select from the drop down their availability and it will show in their
Outlook calendar.
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-
Add Appointment

Select an item... x Appointmen

Free

Tentative

Module
Busy

File # Out Of Office

Start Time i 12:00 PM ®
Show in Flie Index Key Da
Subject
Team Select an item...
Annotation
- v

The Class field, in the grey banner at the top, will default to the option you selected to enter your event,
whether it is an Appointment, Due, or Tickler. However, you can change from one to another in the
Class field if it was mis-selected without having to close the window.
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rA-:ll:l Appointment

ﬁtppoin!menﬂ

Select an item...

Due
Module Litigation } w5 Enter
Tickler
File L26-0016 Test 3
Start Time 03/11/2026 a 1200PM ime 03/11
All Day Event Show in Flse Index Calendar Repont
Subject
Team Select an item., . Locaton
Annotation

A

\

The button with the exclamation point, at the top on the grey banner, is the High Importance label. If the
eventis of high importance, then select this button and it will turn red.

(Add Appointment

Appointment

{ High Importance

Triggers Enter Trigger )

Module Litigation

11
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The button with the down arrow, at the top on the grey banner, is the Low Importance label. If the eventis
of low importance, then select this button and it will turn red.

(Add Appointment

Appointment

\_ Module Litigation Triggers Enter Trigger g

The Start Time and End Time Calendar fields have a drop-down calendar you can select the date from,
or you can free form type the date in. Today's date will auto populate and a time is entered; both may be

edited.

p
Add Appointment
Select an item... . Appointment x| (1) 1
@® Court
Module Litigation Triggers Enter Trigger
File # L26-0016 Title Test3V3 P1
StartTime  03/11/2026 a 1200 PM o N EndTime  03/11/2026 a
March 2026 ¢« Today Master Calendar Report
Subject
Team Location
1 2 3 4 5 6 7
Annotation
8 9 10 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
Dispositic 29 30 31 1 2 3 4
5 6 7 8 9 10 11
Clear

Comj

12
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The time drop down menu has set and cancel buttons at the bottom of the drop-down menu. Select your

time using the scroll menu, then click Set. You can type your time free form if you choose, without the

need to use the Set button.

-
Module Litigation
File # L26-0016
Start Time 03/11/2026 8
All Day Event Sha
Subject
Team Select an item...
Annotation
Disposition
Complete Reschec

\ 4

12:00 PM

12:00 PM

Hour Minute

10
11

12 - 0

¥

Set

@

Now

AM/PM

AM

PM

Cancel

Triggers

Title

End Time

Master Calendal

Location

Clear

13
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You can tab in and out of any of these fields.

<$P ‘Navigation Tip

Use to move quickly
through the fields

4%’ Navigation Tip

Use - & - to move

backwards through the fields

For more details on Triggers see the article: Manage Events with Triggers.

If a Court, Judge, and/or Magistrate are entered in the matter, then they will show above the Triggers
field with their radio button checked, otherwise they will not be visible.

To enter a Trigger, begin writing in the field and a drop-down list will appear. Once you make your
selection, the drop-down list will disappear and your selection is saved. Your selection will also appearin
the Subject field. However, the Subject field remains editable should you wish to rename the event.

14
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dd Appointment ™y
n..-.. - .n:.:-—.r_.”. -'[ :
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If your selection involves a motion served, then a Service Type field will show to the right. You may select

the appropriate method from the drop down.

[ Coun Ernared VCSTR ™)
Trggers Calerdar Type Select an e
Titie fest 3V Iu Trisd Diane
o — 0371652026 B (400 PM L Sairwica Typs
Attandess
“estEn 03 AMONE - Adrian Menk
NANGEL - Nichalas Angel
POS - Patty Smith
B SKERAME - Steyen Erames

Calendar Type, select from the drop down by clicking on the applicable type.

15
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Entered YCSTR *

Calendar Type Select an item..,
S.0.L. - Statute of Limitati
CEF - Code Enforcement Cc
CONF - Conferences
DF - Document Filed

A
e FSC - Settlement Conferenc

NANGEL - Nicholk HOLIDAY - Holiday
PDS - Patty Smith MEETING - Meetings and C

SKRAME - Steven \1SC - Mandatory Settleme ¥

Depending on your selection, you may be prompted to change the Subject field to match the Calendar

Type.

16
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Confirmation

Do you want to change subject from "Opposition to Motion for New Trial Served” to

“Conferences™?

oo

To add or remove attendees from the list shown, click the people icon to the top right corner of the
Attendees field.

r ™
Attendess * ii

NANGEL - Nicholas Angel
PDS - Patty Smith
SKRAME - Steven Kramer

Save

Cancel

17
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A card Select Attendees will pop up. You may Search for a name simply by typing a partial or full name,
first or last, of an individual and any names that include the letters you entered will be automatically
populated.

You may also check any individuals you wish to include or uncheck any individuals you wish to exclude
from the list. Click OK to save your selection.

Select Attendees

(GG Name Search

Sele... Name
Aaron D. Jones TESTBED
Adrian Monk
AA Andy Anderson
AFINCH Atticus Finch
BZUCK Barry Zuckercorn

WA Bill Alvis

BLOBLAW Bob Lablaw 3

BLOB Bob Loblaw '

Ok Cancel

The Team field has drop-down options, pre-entered by your system administrator, for you to select your
team from.

The Location field can be used for room numbers in a court, a building or an address. The Annotation is
a short description of the event.

The Description block below the Annotation is an unlimited text field that will contain the rule from
Calendar Rules that relates to the event (if you have a subscription). Otherwise, you may use this space
for free form typing, entering links or a longer description of the event.

18
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Once you have completed entering the data needed for the event click Save at the right side of the screen
to save the event. Click Cancel if you wish to not save the event.

4 ™
Add Appointmant .
W Tl
- i L] 1 Dot
ot T o 1200 PM o EndMms  DLA2026 n 100 P
AR Diay et o w Pl cien Ky e Risaed Caieraind Beger
Seam Sedel o & Locatan MANGEL - Nichalss Angel
Far ith
e,
HALLG Ll
Coapoution Bematn g Cuse Tre
AL By L] el
Complete Reschedube Cancel lbem Clear
"

L

A Saved successfully note will appear, click OK. The event will be listed in Class View.

Saved successhully.

- 4=

19
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Editing Events

To edit an event, simply double click on it in the Class View. An Edit Appt, Edit Due, or Edit Tickler card
will open, make any changes needed to any of the fields then click Save.

=

-
L

A Saved successfully note will appear, click OK and it will return you to the main Module Calendar
Class View list.

Sarved pacresshaby
o «

20
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Disposition Events

To Complete an Event

To Reschedule an Event

To Cancel an Event

To Clear the Disposition Fields

To Disposition an event, double click on it in the Module Calendar list. An Edit event window will open, in

the Disposition section, click Complete, Reschedule, Cancel Iltem or Clear.

To Complete an Event

To complete the event, select Complete a C will appear in the disposition field, enter brief remarks
about the event. The Disposition Date will auto populate for the current date. Click Save and the event

will disappear from your active events in Class View. You can always access the completed event by
selecting the History toggle button.

L

=L « Edit Due
[ = | | o= |

[

Disposition remarks

¥ o

f. ‘ R ..,‘mear

Complete Reschedule Cancel Item

Disposition Date

L

-

wam

R ————————————

[

b

21
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To Reschedule an Event

If you edit an existing event and dispose as “reschedule”, an R will be entered in the Disposition field,

r 4

Dapomsor Bgrpein Dapovton Jete

R | 03/16/2026 "

Complete Rethedule Cancel ltem Clesr

Reschedule

and you will be prompted to recreate the event using all previously selected criteria, except for the date
and time. You will need to enter the new time and date for the event.

Would you like to set same disposition for all the associated appointment events?

22
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Your newly rescheduled event will have the same Calendar Type, attendees, Subject, team, location,

annotation, and description, if previously completed. Click Save once you have updated the event.

To Cancel an Event

To Cancel an event select Cancel Item, an X will automatically be entered in the Disposition field. Click

Save and the event will be removed from Class View list but can be accessed if needed by selecting
History toggle button.

Disposiion ' Remarks Dispasiion Date
X 03/19/2026

To Clear Disposition Fields

To clear entries from all the fields in the Disposition section of the event, click the Clear button.

Dispasition Aemarks Disposition Date

MM/dd/ vy

If you clear all the disposition fields in an event in the History list, then it will be moved back to the
active events list in the Class View.

23




