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These notes are provided by Cycom Data Systems, Inc. to support the use of CityLaw / CountyLaw
Next Generation (CLNG) 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.

Prerequisite:

Verify the matter on which you are working has a court or judge which has been associated with
a CalendarRules jurisdiction. Jurisdiction associations must be created by your System
Administrator or someone with access to the System Management module.

Contents:

Create an Event with a Trigger.
Review Triggers.

Edit Triggers.

Edit an Event Within a Trigger.
Delete Triggers.

Delete Events with Triggers.

Create an Event with a Trigger

There are five steps to complete this task:

1.

2.

Open the Calendar for the Matter.
Add an Appointment Event.
Select a Trigger.

Enter the Appointment Details and Save.

Manage Events with Triggers
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Manage Events with Triggers

5. Select Triggered Events to Add.
Step 1. Open the Calendar for the Matter

With a matter open, select the "Calendar for this Matter" button in the Module Toolbar.
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Step 2. Add an Appointment Event

In the matter calendar, select the Add Appt. button at the bottom-Lleft of the screen.
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Step 3. Select a Trigger

In the Appointment window, to create an event and the associated triggers, type a word in
the Triggers field. In this example | have typed “demur”. As you type, you will see a drop-down list appear,
and the available selections will automatically filter down to only those triggers containing the characters

you have entered.
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NOTE: If a CalendarRules jurisdiction is associated with the court on your matter, then the Triggers field
will be visible, near the top-center of the dialog. If the Triggers entry field is not visible, then

a CalendarRules jurisdiction has not been associated with the court selected for this matter. Please ask
your System Administrator to create the association. The following article provides instructions:
Associate a Court with a Jurisdiction.

Step 4. Enter the Appointment Details and Save

Select the desired event from the list. Enter your event dates and times, the Attendees on the right-hand

side of the Appointment entry window, and any other information for the event you wish. A Subject is

required before you can save the event. When you are finished, press the Save button.
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Step 5. Select Triggered Events to Add

The Compute Events window appears, containing a list of events which correspond to your

selected Trigger. At this point you may uncheck any events which do not apply to your current matter’s
situation, and they will not be created. If a computed event is triggered for a date which has already
passed, that event will be unchecked by default in the list.

When you are finished reviewing the computed events, press the Add button in the lower right to create
them.
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You should receive notification, the events saved successfully. Select OK.

Calendar Rules trigger and generated events saved successfully.

- N

You will now see the Appointment you created listed with all the Due events that pertain to
that Appointment.
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Review Triggers

There are two steps to complete this task:

1. Open the Calendar for the Matter.

2. Display the Auto Calendar View.

Step 1. Open the Calendar for the Matter

With a matter open, select the "Calendar for this Matter" button in the Module Toolbar.
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Step 2. Display the Auto Calendar View

In the Calendar, press the Auto Calendar button to see the Auto Calendar View, which
shows Trigger details.
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Triggers are listed on the left under the Triggers label. Events are listed on the right under

the Events label. Details of an event can be seen by hovering your mouse over the event listing (shown in
the image below with mouse hovered over event three rows below the highlighted event). Details about
the court rules used to generate the highlighted event can be previewed on the far-right.
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Edit Triggers

There are five steps to complete this task:

1. Open the Calendar for the Matter.

2. Display the Auto Calendar View.
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3. Select Edit Trigger.
4. Editthe Trigger and Calculate the Changes.

5. Save the Recalculated Events.

Step 1. Open the Calendar for the Matter

With a matter open, select the "Calendar for this Matter" button in the Module Toolbar.

Litigation
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Step 2. Display the Auto Calendar View

In the Calendar, press the Auto Calendar button to see the Auto Calendar View, which
shows Trigger details.
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Step 3. Select Edit Trigger

In the Auto Calendar View, highlight a Trigger and select the Edit Trigger button at the bottom-left of the
screen. The Appointment will open to allow you to edit the event date.
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Edit Trigger

Step 4. Edit the Trigger and Calculate the Changes

Make the desired changes to the trigger date, then press the Recalculate button. The Compute
Events window will open.

11
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A Recalculation Options window will appear, asking you to select to recalculate ALL dates or only future
dates. Select the option you want and select Continue.

O Recalculate ALL dates, including past dates

Recalculate only future dates for this trigger (future’ includes the current date)

Continue Cancel

Step 5. Save the Recalculated Events

The Compute Events window shows all the recalculations which occurred as a result of the trigger edit.
Review the recalculated triggers and press the Save button to accept the changes.

12
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Step 5. Save the Recalculated Events

The Compute Events window shows all the recalculations which occurred as a result of the trigger edit.
Review the recalculated triggers and press the Save button to accept the changes.

Computes Events(26)
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LD fm Senve Natice of Hearing and Demumer (Mail)
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L/D io Senve Matice of Hearing and Demurrer [Fag/Owemight]
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L/D to Senee Matice of Hearing and Demurrer (Hand) and File wilth Court

LDy fiewt Parties b Meet and Carfer if Filing Malien to Slrike Derm wrer

Reminger: Party May Amend Pleading prigr to Hearing on Demuarer if Amendment Filed

Court Rule Date Rule

Cenart Rule Dake Rule

Oiher

DCay o Flie

Court Rule
and/or Serve

Date Pue

DAy o Fle

Date Ru'e

Court Rule

Dy fo File
and/for Serve

Date Ruts

OHREr Court Rule [Drate= Rus

Dy fo File
and/for Serve

Date Rulz

Other Court Rule Date Ruie

You should receive notification, the events saved successfully. Select OK.
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Saved successfully

Calendar Rules trigger and generated events saved successfully.

Edit an Event Within a Trigger

Note: Editing an event within a trigger is rarely done, but the option to do so is available if needed.

There are four steps to complete this task:

1. Open the Calendar for the Matter.
2. Display the Auto Calendar View.
3. Select Edit Event.

4. Edit and Save the Selected Event.

Step 1. Open the Calendar for the Matter

With a matter open, select the "Calendar for this Matter" button in the Module Toolbar.
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Step 2. Display the Auto Calendar View

In the Calendar, press the Auto Calendar button to see the Auto Calendar View, which
shows Trigger details.
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Step 3. Select Edit Event(s)

In the Auto Calendar View, highlight a Trigger, and from the Events column select the event you wish to

edit. Then, select Edit Event(s) button at the bottom-left of the screen. The Appointment/Due will
open.
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Step 4. Edit and Save the Selected Event

In the Edit Appointment/Due window make any changes to the Event Date and/or add/remove
Attendees. Once the changes are done click Save and Exit.

Edit Due
® Coun Estirad ¥
Mk Triggars Calntar Ty Select an ftem..
s Titke Cal Mgr Test Matter for Jury Trial Sparming Multipie Days I Tl Date
start Time: End Time: 04/22/2026
Key Dotz Master Calendar Report
Susert Professional Negigence Cases Against Health Care Provider - LD to File and Serve Maotion lo Amend Pleading to incude Claim for Punilive Damages for within 2 Years of Filing Compl. Aenciees H
Taam ur x| Locrion AA - Andy Anderson
Arnoaon 1e57 arnctation

BJ - Jones, Bob
BI - Jones, Bab
LHUTZ - Lionel Hutz
NI - Nicole Jurgens

SP - Savan Prajapati

Cipesiicn I Save and Exit » Save and Bt
MM ey n

Cancel

Compiete Reschedule Cancel ltem Clear

A Saved successfully card will appear, click OK.

Saved successfully

Saved successfully.

Ok *

This action will return you to the Auto Calendar Screen. You may close the view by clicking on Close
button on the far right or return to the list of all events by clicking on the Class View button.
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1112/200 L/D to Serve Demand for Exchange of Expert Wit

1113720, L/D te Serve Motice of Motion to Bifureate if No ...

11/16/20. LD to Serve Written Discovery (Mail)
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- 1117720 L/D to Serve Witten Discovery (Electromc/fax/O... o ‘
Edit Tngger Delete Tngoer(s) Edit Event Delete Event(s) Print Triggers Frint Report Chose

Delete Triggers

There are four steps to complete this task:

1. Open the Calendar for the Matter.

2.

3.

4.

Display the Auto Calendar View.
Select the Trigger(s) to Delete.

Select Delete Triggers and Confirm.
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Step 1. Open the Calendar for the Matter

With a matter open, select the "Calendar for this Matter" button in the Module Toolbar.

Litigation
L23-0062 — 110 4 version teg

Step 2. Display the Auto Calendar View

In the Calendar, press the Auto Calendar button to see the Auto Calendar View, which

shows Trigger details.
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Step 3. Select the Trigger(s) to Delete

In the Auto Calendar View, highlight the Trigger(s) you wish to delete.
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m | — Erver Original Trigger : Hearing on Demurrer
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01520420, Jury sl gayzT, LD for Fle 10 be Receved by Departmient in whi.
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0330,20_ Reminder: Prevailng Party Must Serse Froposed ..
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12020, Bamirder: Apphy Ex Parte for Perminsion: 1 Fike L.
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220, W I Serve Pagiion of Hearing and Demumar (L
A3/0,200 LD to Senvi Biotioe of Hieanng and Demumer F...
TZoua Heminder; Frinfed Courlesy Copy of Hedronic Fi.
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Step 4. Select Delete Triggers and Confirm

Press the Delete Trigger(s) button.
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Oparation Rmigatan Filtering
m Dearrigtion frmter Original Trigger : Hearing on Deemumer
Kgasnr Shawing | Trigger
Litigation Calendar L26-0004 - Cal Mgs Teit Matter for Jury Trial Spanning Multipls Days
_ :
B3/2520.. CE2400 LDt File Proat of Senice of Maving Papes Subject:  Hiwing on Desur
03/2520..  Hearing... 32430 /Do File and Serve Reply In Suppart of Demur.., Avtenabee Bl EL 58, Bl LHUTT
nE/2520 Hearing ... Tenialive fuling May Be Seslable (Corfim Proc Anretation: Surmary
03,2520 Heanng ... Feminder; Ararge for Court Reporier f Desired ... Description
032%20..  Hewing.. LT to Request Defivery of File for Hearing (udic..
o200 duryTeal L/t Mo b Disqualiy Assigrad ludge (Cthe..
01720020 Jury Tral 03,2620 LD to Fle Witten Request 10 introcuce- Oral Ba.
D200, ury Tl 03270 Remiiaden Coufmesy Copeed of Electrona Filngs ..
012, Jury Trisl 02/ LT for Sl 10 be Received by Departmeent inwhi
01,720420. Jury Trisl T =Delsull Rule: Confirm/Adusl fer Ay Local Pre.
0230520 Raminder: Prevziling Party Must Serse Feopossd .
o0, Lt Arver or Ciiherssse Plead to e Dompl,
0413,20. LD to Flbe Mokior 1o Strike Demumer if JAutomat..
M0 LD o S Palics of Heaing Bnad Deumer L
TW25E0. LD bo Serve Motios of Hearing and Dermurmer (ML
12000,/20. Reminder: Apply Ex Parte for Permission 1o File L.
1200 LDio Serve Motioe of Heanng and Dernumar .. :
Delete Trigger(s) 2. /D b Sere blotice of Hearing s Dervume (EL
1204,/ 20 LT io Seres Motios of Hearing and Dearvuemer iF..
100,20 Femirsder; Frinfed Courlesy Cogy of Hectronic F.,
- 12080 LD 1 Sevve Pation of Heaing snd Demrurer (H.
Ecit Tnggar Dalsta Triggeets] Edit Evant Dgbsta Evanbish Prirt Tgigers Prim Repont chosa

The Delete Triggers window appears, showing the affected Due events. Select the Delete button to
delete the Trigger along with all the associated Due events.
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Delete Trigger(26)

Include Event Date

) 03/30/2026
<] 04/06/2026
) 0d13/2026
11/18/2026
B 11/25/2026
<] 12/01/2026
12/03/2026
| ‘1 2/04/2026

Delote Cancel

e
Reminder: Prevailing Party Must Serve Proposad Order within 5 Days of Ruling

(MNote: Service of Proposed Order Must be Reasonably Calculated to Ensure
Delivery to Other Parties No Later than Close of N

L/D to Answer or Otherwise Plead to the Complaint if Ruling on Demurrer
Issued at Hearing and MNotice of Decision or Crder Warned

L/D 1o File Maotion 1o Strike Demurrer if Automatic 30-Day Extension Granted

L/D to Serve Motice of Heanmng and Demurrer (Mail Qutside LLS)

L/D to Serve Motice of Hearing and Dermurrer (Mail Outside State)

Reminder: Apply Ex Parte for Permission to File Longer Memorandum and
Serve Motice of Application on Other Parties at least 24 Hours before
Memaorandum Due

L/D to Serve Notice of Heanmng and Demurrer (Mail)

L/D to Serve Notice of Hearing and Demurrer (Electronic)

Court Rule

Court Rule ..

Court Rule ..

Court Rule ...

Court Rule ..

Court Rule ...

Court Rule ..

Court Rule ..

Court Rule ...

Diate Rule

Date Rule ...

Date Rule ...

Date Rule ..

Date Rule ...

Date Rule ..

Date Rule ...

Diate Rule ...

Date Rule ...

*

You will be prompted with a Confirmation window to confirm you wish to delete the Trigger and

its Events. Select Yes.

Confirmation

Do you want to delete all selected trigger events ?
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Delete Events with Triggers

There are four steps to complete this task:

1. Open the Calendar for the Matter.
2. Display the Auto Calendar View.
3. Select the Event(s) to Delete.

4. Select Delete Events and Confirm.

Step 1. Open the Calendar for the Matter

With a matter open, select the "Calendar for this Matter" button in the Module Toolbar.

Litigation

Step 2. Display the Auto Calendar View

In the Calendar, press the Auto Calendar button to see the Auto Calendar View, which
shows Trigger details.
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Step 3. Select the Event(s) to Delete
In the Auto Calendar View, highlight the Event(s) you wish to delete.
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Manage Events with Triggers

Step 4. Select Delete Events and Confirm

Select the Delete Events button.
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You will be prompted with a Confirmation window to confirm you wish to delete the Events. Select Yes.

Confirmation

Do you wan to delete selected Event(s) ?
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