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How to Add/Edit a Matter Type 

Add 
 
Within Millennium there are a series of Matter Types that have been created to help with the opening of 
matters.  On these you can set up defaults, so that they ‘drop’ into the relevant boxes at the point of 
opening.  
 
Go to:-  Set Up > Client Matter & Individuals Types > Matter Types 
 

 
 
To Add a new one click on ‘ADD’ 
 

 
 
On the ‘DETAIL’  tab fill in a code, a description and possibly change the type from Private to Legal 
Aid. 
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For example:- 
 

 
 
Now go to ‘MAIN DETAILS’  
 

 
 
Fill in details as required, bearing in mind that details will go in on all matters created for this matter 
type.  
 
Once all the defaults that you require have been entered click on ‘OK’. 
 
Matter type is now ready to use.  
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Editing 
 
Go to Set Up > Client Matter & Individual Types > Matter Types 
 
Hi-light the matter type you wish to edit and click on ‘EDIT’ at the bottom of the screen. 
 

 
 
Now click on ‘EDIT’ and change details as required.  For example to put in a default for the WIP, click 
on ‘WIP 
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Click on ‘OK’ 
 
When you edit a matter type the changes only apply to new matters that are opened from this 
point onwards. 
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