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CLNG Training Notes Litigation Module

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.
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Litigation Basic Actions

e Open the Litigation Module

e Create a New Litigation Matter

e Find a Litigation Matter

e Close a Litigation Matter

Open the Litigation Module

The Litigation module can be opened by selecting the Litigation icon from the Global Toolbar.
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It can also be opened by selecting File from the Menu Bar and then selecting Litigation from the list of
options.

| Cycom Data Systems (QA)
> oy .
) Litiaation
Dashboard lz sting

File > Assignments dtes
L 3
Help > Litigation

Theme >

&
[ ¥

ot
Version 1.0.43-Preview.2 4 Stlng

=
g Recent changes

Sign out

Attorney

Finally, it can be opened by opening a Litigation matter. For example, if a Litigation matter is in the My
Open Matters display in the Dashboard view, then double-clicking on that matter, and it will open the
Litigation module.
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ycom Data Systems (QA) Yolande Chango-Jones (ychango@cyc
Dashboard
My Open Matters
Module 1 File Number Title
AS A26-0006 Smith, Edward - Personal Injury Case
AS A26-0007 Doe Corporation - Contract Dispute
AS A26-0013 Persaonal Injury
AS A26-0018 Adding Test Files
AS A26-0012 Matter for Testing
AS A26-0020 Test Matter 20
AS A26-0021 Test Matter 21
AS A26-0022 Test Matter 22
AS A26-0023 Test Matter 23
AS A26-0024 Test Matter 24
AS A26-0025 Test Matter 25
LI L23-0062 110 4 version testing
Open
Litigation
Matter
12 Rows
. r

You will know you are in the Litigation module when you see the Litigation header.
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Overview Description

1 0 4 version testing

110 4 12sting Va4r

Notes

Evaluation

Open [0)  12/05/2025

LI -- Dangerous Condition {DAN)

Personnel Case Information Key Dates
a
Attorney
English [EN)
Elle Woods [EWOODS) 83418/2822
o3/a7/2023
Patty Smith [PDS), Test Attornay One (MONK), T W
y S 1, Tast y One rain Wreck (TW) 95/82/2003
Tast Attornoy Three (TST3), Warren Burger
(WAB) —
Code Enfarcement (4) R
s
05/18/2023
Yolande Chango (YCSTR) @6/15/2923
Diego Jonas (DJ) Los Angeles Superior Court (LAS) Nicole Jurgens (NJ)
Outside Counsel 23CVI04
Harvey Birdman (HBIRD) Highway (HWY)
Jarry Seinfeld (JS)
w Cycom East (CYCOMCYCOM )
Investigatr
Judy Shesndin (JJUDY)
Veronica Maes (VMARS)
J@ Frank Columbo (COLUMB) .
~
L2 mew  seecn  mepers ﬂ
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Create a New Litigation Matter

To create a new Litigation matter, open the Litigation module and select the New button on the action
bar at the bottom left.

Litigation &

New
button

A New Litigation Entry window appears. Leaving the Auto-Generate File Number checked will
automatically generate a File Number for the new matter in accordance with the naming convention of
our office. Uncheck the box if you wish to enter a file number manually.
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Enter the matter information into the Create a Matter window.
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Enter the matter information into the New Litigation Entry window. The Title field is required and any
other fields as needed or predetermined by the System Administrator.
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[Auto generated)
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Once you've entered the relevant data into the fields, select the Create button at the bottom left corner
to save the Data.
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Your new matter will open. By default, it will be displayed in the Overview Tab.
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Find a Litigation Matter

To find a Litigation matter, first open the Litigation module. Then select the Search button from the
action bar on the bottom left.

Litigation ] =]

e BN om
£

Search
button

o ¥
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A Search Criteria window will appear allowing you to enter or select options to filter your search. Enter
any information you know to locate the matter. Select Search to return the results.

' ™

‘Litigatioﬂ Search x

Assuming your selected Search Criteria finds at least one match, a Search Result panel will appear on
the right side of the Litigation module.

12
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Cycom Data Systams (GA)

Yolands Chango-Jones [ychango@icycomin con.

Litigation : &

= Matter Search Results " =

s Proviouspsgo | Naxt page

= Fila Humber Titie OpenDate -

N L26-0013 Nic's Test of Lit - CLNG v 111-Preview] - Trip & Fall - Wo...  2/4/2026

e L26-0011 Test new it matter using aimost al fields 2/3/2028

EJ L26-0012 Test New Lit Matter, Round 2 2/3/2026
L26-0010 Test Team and Judge 21312026
L26-0002 Test2Vv1 2/212026
L26-0003 TestaV 1 2/2/2026
L26-0004 Testa V1 2/2/2028
L26-0005 TestS5V1 2/2/2028
L26-0006 TestB V1 2/2/2026
L26-0007 Test7V1 2/2/2026
L26-0008 TestBY1 2212028
L26-0009 Test9v1 2/2/2028
L26-0001 First Test V1 130/2028
L22-0037 test 5/2/2024
L24-0002 tompiate tast 21812024
L24-0007 Database Preduction to GA Test 12/28/2023
PROD-TEST-.. Riskonnect test with lang fileno /512023
L23-0062 110 4 version testing 582023
L23-0056 tost SD 520z
123:0055 Test Mew Matter for Dimitri 412612023
L23-0053 Email oxport tast 412012023
L23-0081 Litigtion Field Test 4/18/2023
L23-0052 Cakendar test 4/18j2023
L23-0048 Test v. CHAPLIN 41772023
L23-0047 Testv. COXS CREEK 41772023
L23-0048 CLNG V 1.0.45-Preview.4 Testing (Finance Specific} 42023
123-0045 CLNG v 1.0.45-Praviow5 testing afmj2023
L23:0043 Test . Test 41412023

@ .

\‘9 Wew  Search  Reports Deiets)f

Selecting a matter from this list will open that matter on the left side.
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s
Litigation
126-0002 — Tost 2V

Ouarview Deseription Notes Evaluation

o
Test2 V1

This mus: be anterad at the mament

Personnel Case Information

- a =
Respandent (R}
Patty Smith (PDS) m—
‘Warren Burger [WAB) Cods Enforcemant (4)
Staff .
Unilites (809}
Volanda Chango [YCSTRY
A TEAM (52051 :
Circuit Court [CIRC)
Outside Counsel
101
Jarry Seinfeld (S}
Cycom East [CYCOMICYCOM E)
Bab Labiaw (BLOBLAW)
Investigator Cycom South (CYCOMCTGOM 5
Jessica Fletcher LUFLETC) New Juoge (SRD)
Honcy Drew (NCREW) Hatzman, Joanna {JHATZ}
v
Mew  Search  Report

B om

d B 0O B

Open [0)  a2/82/3026

Key Dates

Patty Smith [PDS)

BL/RLI20T6

BLF 167 2026

B/ 2312026

01429/ 2026

B1/30/ 2026

BL/B6S 2026

A collapsed view of .
the Search Results List Lnn

TSP T (Y T

Matter Search Results  « —

Previous page
File Mumbar
La6-0013
L26-00m

LI — tast with edit (1) L26-0012

L26-0010
{53

L28-0005
L28-0006

L26-0007
L26-0008
L26

L22-0037
L24-0002
L24-0001

PROD-TEST-..
L23-0062
L23-0056

53
L23-0082
L23-0048
L23-0047
L23-DD4E
L23-0045
L73-0043
L23-0042

.

£ 302 matiers

Mext page

Titie &

Hic's Tast of Lit - CLNG v 1.
Teat new It matter using air
Test New Lit Matter, Raund
Test Team and Judge

Test 2V1

Test 3 W1

Tes1d w1

Test5V1

Test 631

Test TV 1

Testa V1

Test9V1

Firgt Test V1

a3t

nemplate tes1

Database Production to OA

Riskonnect est with lang fil
110 4 varsion tassing

1821 5D

Test New Matter for Dimari
Email expart test

Litigtion Fisid Test
Galandar test

Test v. CHAPLIN

Test v, COKS CREEK

CLNG W 1.0.45-Preview.d Te
GLNG v 1.0,45-Proview.5 e
Test v. Test

Tast v. Test v
»

To collapse or expand the Search Results List click on the facing arrows, > < at the top right of the list,

to minimize click on the dash to the top right.

Collapse or
Expand

Minimize

Matter Search Results
Previous page

Next page

File Number
L26-0013

Title

Nic's Test of Lit - CLNG v 1.1.1-Preview.1 - Trip & Fall - Wo...

Y

>4 —

Open Date
2/4/2026

>
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To restore the Search Results List, click on the magnifying glass.

To Restore the
Search Results List
Click Here

S ummary

Test2 V1

i 3 Thic must be entared at the moment Open (0] @2/82/3826 L == test with edit (1)

Patty Smith (POS)

Warren Burger (WAB) Coda Enforcament [4)

Close a Litigation Matter

When we speak of closing a matter, this refers to two different tasks. The first refers to closing a matter
because you are finished with your edits, research, or additions. The second refers to changing the
matter status to closed, such as when a matter is disposed.

To close a Litigation matter to continue with other work, you can simply open another Litigation matter.
Or you can also close the Litigation module using the X at the top right corner.

15
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com Dats Systems (A
Litigation
L26-0002 — Test 2 ¥ 1

Test2 V1

&l This must be entered at the moment

Patty Smith (PDS)

Warren Burger [WAB)

Yolande Chango (YCSTR]

A TEAM (5295)

Jarry Sainfeid (JS)

Bob Latiaw (BLOBLAW]

Jassica Fletcher LFLETC]

Nancy Orew (NDREW]

P
A

7
L

O

Respondent (R]

Code Enforcement 14}

Utilites (509)

Circuit Court (CIRG)

10

Cycom East {CYCOM:CYCOM E

Cycom South [CYCOMCYCOM S)

New Judge (SRD)

Hatzman, Joanna [JHATZ)

B &2 0B 6 o
Summary To Close a Matter

Screen Click Here =

Open (O} @2/02/2026 L1 == tast with adn {1}

Panty Smith (PDS)

To disposition a Litigation matter, select Edit at the top left. The Edit button will be replaced by Save,
Reset, and Cancel buttons. From the drop-down to the right of the Status field. select Close (C) type

from the options listed or you might have multiple closed statuses to choose one from. Click Save to
save your entry.

16
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Entering Status Type
Cycom Dats Systems (GM)
Litigation

— L26-0002 — Test 2W 1
i~ Owverview Diescription Notes Evaluation
B 3

This must be entered at the moment

Status Status Date

[Chssd cy 02/02/2026

Review Concourse Data (R)
2 Open on Appeal (A}
* ' Closad (C)
Closed pending final follow-up (C/F)
Open (O}
Cancel ([CAN)
Reopen (RO}
Staff
Primary

Yaolande Chango (YCSTR)

Secondary
A TEAM (5295)

Outside Counsel
Prismary

Jerry Seinfeld (JS)

Secondary
@ Bob Lablaw (BLOBLAW)
c
{;’ New Search Reports

Désposition
]

Case Information

Type

Respondent (R}

Cause
Primary

Code Enforcement (4)

Secondary

Utilites (509}

RMAT

Court

Circuit Court (CIRC)

Curom Fast (3033335)

Désposition Data

Key D

-
Rewviaw
Patty

v

17
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The Status Date, Disposition, and Disposition Date fields will need to be updated as well, the Status

Description may be updated in the Description tab as needed.

Entering Status Date

Cycom Data Systems (OA]
Litigation
: L26-0002 — Test 2V 1

Qverview Description

-
Test2V1

This must ba antered at the moment

Closed {C)

Personnel

Arfornay
Patty Smith {PDS)
Wiarren Burger (WAE]
sttt

Yolande Enange (YCSTRI

A TEAM (5285)

Outside Counsel

Jusry Seinfeld LS

{Qf Bob Labiaw [BLOBLAW]

Notes

2

i

Evaluation

02/08/2026

February 2926 - Tk
Toode Tewe ThoRe om
BT T ]

[ - EX

W ow T ow oW om N

"o ou

BN NEBTE

% For Plaintiff (F)

Respondent (R)

Cause

Code Enforcement (4]

Lmifes (508)

Cirguit Court {CIRC]
o

Cwenm Fast (30333350

02/08/2026

=]

02/02/2028
01/23/2026
sigred

01/30/2026

Patty Smith [PDS)

Yolana Chango-Junes [yEhango@cye

LI -~ test with et (1)

B oeos H
B ovmizezss 5

B ozosizo2é 5
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Entering Disposition Type

Cyeam Data Systeens [QA)
gation =R R-  W = R-}

x
L26-0002 — Test 2¥1 Summary

Yolande Changa-Jones

Overview Description Motes Evalustion

B - o

i Test2 V1

This s b enterec o the moment Select from the list

Status 5t sposition Cate tegory

Closed (C) 02/09/2028 (] [Formlnwwl * 02/09/2026 B U--testwith edit (1)

Fad Defense (D}

Parsonnel Case Informatios Key Dates
Attornay = Tope = el ingldert
ot T ——— Test Disposition Code TESTON o2fo2/2026 (@  ovw/zoze @
Patty Smith [PDS)
¥ Cauze Dismissed (DIS) Filed Served
o Discharge (DISCH| oy23/2026 [ ovze/2026 (5
Warren Burger [WAE) Code Enforcamant (. Decling to Prosecute (DECLINE]
St == Dismissal by PL (DIS-P) -
0/30/2026 () o2/06/2026 (B
— Urilites (509 Dismissal by Defense (DIS-D)
Yolande Chango (YCSTRI Summary Judgment (SJ) s
Dismissal by Court (0i5-C) DR SR
Secondary
A TEAM (5295)
Outside Counsal Circuit Court [CIRC)
Jerry Seinfeid LJS) -
o
{@ Bob Lablaw (BLOBLAW) e
v Cuenm Fast (30333350 v

L& wer  sewen gonom =
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Entering Disposition Date

Cyoom Duta Systems (GA} Yotande Chango-Janes (ychango@cycomine com}
Litigation (=T - N A - = x
= L26-0002 —Test 2V 1 Summary
) 3 Quarviaw Degeription Notos Evaluation Q
™ Test2V1

This must be enterad at the moment 2
Closad (] 02/09/2026 (5 ForDafense (D} 02/09/2026 * Li= test with edit (1)

Pty 2018 4

- Se Mo Ty e Th Fro3e
Atorney 1.3, 4 &5 3
ary Respondent (R] ] - BRI oaoa0zs [ ower0 ()
Patty Smith [POS) Cause wom T W oWw N
"

2aNBsHT R

. . Frimary 21 .4 ov23/2026 [ 0U29/2026 (5
Warren Burger (WAB) ’ 2o oM

Coda Enforcement (4)
staft SR e U
ovjz0ze B 0z/06/2026 (5
Ty Uniites (509)
Yolande Chango (YCSTR ; Reacw
Patty Smith {POS)
A TEAM (5295)

Outside Counsel Circult Court (CIRC)

Jarry Seinfald (J5) =
w1

Bob Lablaw (BLOBLAW)
fvenm Fast [3033335)

o &

New  Searcn  Ropers

Select Save once done with the entries.

Now your matter status is set to Closed and will no longer appear in Searches or Reports limited
to Open Matters. It will remain searchable and will remain in reports referencing Closed Matters.
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Litigation Report Options

¢ Create Built-in Litigation Reports

Create Built-in Litigation Reports

There are numerous built-in Litigation reports to choose from. To access these reports, select
the Reports button from the action bar at the bottom.

21



CLNG Training Notes Litigation Module

Description Mates Evaluation

First Test V1

Personnel

Patty Smith (PDS)

Tast Atsornay Four (TST4), Test Anorney Cne
(MONK], Test Aiorney Three (TST3, Test
Anomey Twa (TSTTC)

Yolande Change [YCSTR)

Dawid Ebaugh [DE]

Bob Lablew (BELOBLAY

Varonica Mars [VMARS]

5 Martcenaed Filing System (ARS] Repo rts

Susch  Bapois

s¢ Information

Feespondent (R)

Trip and Fall {02)

Tast Court Houss [TCH)

w0z

st o 11230

Cycom North (CYCOM:CYCOM NI

New Judge (SAD)

Hatzman, Joarns LHATZ)

General Liabilty - Excess Coverage {G)

L == test with edit (1)

1730/ 2026

/002036

Pany Smah (POS)

The Litigation Reports Cards will appear. Select the report you wish to view.

Litigation Reports

Active Case v
Generates a summary of active Litigation
Casas grouped by Gategory and Staff,

Generates statistics on calendar events and
aciivities within & date range,

Trial Date Report Citywide Report
Generates a rapoet of trisl dates for litigation Ganarates a citywide repodt by depantment,
cases. category, and cause.

Completion Statistics
Generates statistics on completed Litigation
Cases within a data range.

Date Range
Genarates a payment summany report for a
specific date range.

x
Department Statistics Master Calendar
Generates statistics by department and Generates a calendar of liigatian events and
attarnay for igation cases deadines

Key Date Report
Generates a report of key dates for Iigation
cases.
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Some reports allow additional customization options, and you will be prompted to make your
selections. The example in the image below is the Calendar Statistics Report option. Once selected, a
modal dialogue (a pop-up window) appears. Your report will be displayed once you have made your
selections.
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Litigation Basic Matter Data Fields

e Overview Tab

e Description Tab

e Notes Tab

o Evaluation Tab

Overview Tab
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File #

The CLNG Litigation matter File Number. This will be auto generated upon creating a new Litigation
matter.

Title

A descriptive title for the matter. This is a mandatory field.
Short Description

A text field to enter a brief description of the matter.
Status

The current state of the matter. Status codes are classified as either open or closed types, and these are
used in searches and reports to limit selections to those types. One common observance of this in
practice is the user's My Open Matters list in the Dashboard view.

Status Date
The date the status was last changed.
Disposition

The disposition details for the matter. Disposition includes a disposition code identifying how the matter
was disposed, as well as a disposition date identifying when the matter was dispositioned.

Disposition Date
The date the matter was dispositioned.
Category

Category codes separate Litigation matters into classifications relevant to your office. Some examples of
categories are Dangerous Condition, Personal Injury, Motor Vehicle Accident-Property Damage.
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Personnel

Attorney

Primary: The lead attorney on the matter. This field will auto-populate with the username if the user is the

attorney.
Secondary: An unlimited number of staff may be assigned to assist with this matter.
Staff

Primary: The lead staff assigned to assist with this matter.

Secondary: An unlimited number of staff may be assigned to assist with this matter.

Outside Counsel

Primary: The lead outside counsel assigned to this matter.

Secondary: An unlimited number of outside counsels assisting with this matter.
Investigator

Primary: The lead investigator assigned to this matter.

Secondary: An unlimited number of investigators may be entered.

CCP1

This field is customizable and may be labeled differently by your office.
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Case Information

Type

Each category code has a subset of type codes. Some examples of type codes are Respondent,
Petitioner, Defendant.

Cause

The cause code for the matter. A primary (only one) and secondary (maximum five) causes may be
Court

The code for the court that will see this matter.

Court Number (#)

This field may be used to refer to a specific courtroom number, or it may be used to enter a court filing
number for the matter. Check with your System Administrator or Office Manager to confirm how your
site uses this field.

Department (Dept)

The department represents the entity to whom the services of the Litigation matter are being rendered.
Client/Account/Customizable Field Name

This field is often used to mirror the Department's Financial account field.

Judge

The judge that will preside over this matter.

Magistrate

The magistrate connected to this matter. This is an optionally visible field on the basic tab.

Funding Source

The fund from which the claims or settlement from the matter may be paid.
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Key Dates

Opened Date

The date the matter was opened.
Incident Date

The date the matter incident occurred.
Filed Date

The date the matter was filed.

Served Date

The date the matter was served.
Assigned Date

The date the matter was assigned.
Review Date

The date the matter is scheduled for review.
Review

The name of the Reviewer is listed here and can be selected from the drop-down menu.
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Description Tab

Litigation E & #

C DS i Hifis Evakigli
I incation ' e

Location

This field may be used to note the location of the incident or the location of matter files. Check with
your System Administrator or Office Manager to confirm how your site uses this field.

Location Code
The location code for this matter.

Council District

The council district in which this matter occurred or in which this matter is being prosecuted. Check with
your System Administrator or Office Manager to confirm how your site uses this field.
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Abstract

An unlimited text field to enter the matter abstract and/or any additional description of the matter.

Notes Tab

The Notes tab displays a list of notes that can be sorted using the list column headings and filtered using

the filter options. The Content section (the lower half of the screen) of the Note will contain the details of
the selected note.

To view the notes in the table in descending or ascending order, click on the Column headings: Date,
staff, Title, Type, Modified, Created, a third time click will bring them to their original order.

Once a note is entered the Edit and Delete buttons will become bolded therefore available to use.
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New

An action button that opens New Note dialogue to create a new note.
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Staff

The staff member recording the note.

Date Entered

This date will populate automatically with the current date.
Type

There is a list of type codes to choose from the drop-down menu. Some examples of type codes are
Meeting, Phone call, Correspondence.

Title
A descriptive title for the note.
Content

An unlimited text description of the note.
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Edit
An action button that opens the Edit Note dialogue. A note must be selected for the edit button to

become available and allow for edits.
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Any of the fields may be edited: the Staff, Date Entered, Type, Title, Content then Save.
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Delete

An action button that deletes the selected note.
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Filters

An action button to filter the note list according to the parameters selected or entered. This can be
expanded by clicking on the arrow to the far right of the screen.
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Once a date range is selected a "Clear Filters" button shows at the far right of the blue ribbon to clear
selections and return to show all options.

35




CLNG Training Notes Litigation Module
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Staff

Filter the notes to show only those created by a specific staff person.
Type

Filter the notes to show only those of a specific type.

Date From/To

Filter the notes according to a specific date range.

Filter Text

Radio buttons to select to filter the notes by Title, Body, or Both. The text field to the right of the buttons

is used to enter the filter terms.
Content

The content of a note will appear in this panel when a note is highlighted.
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Evaluation Tab

Unlabeled Text Field

An unlimited text field to enter any evaluation details of the matter.
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