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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

[@]Millennium - Cashier's Desktop - OPSIS - [Client, Matter & Individual Types Setup]

=& x|
. File Setup Printing Wew Links Backups Tools Window Help - |ﬁ'|1|
Matter SPAM end point 1 I Matter SPAM end paint 2 I Matter SPAN end point 3 I SPAM descriptions I Casze statuzs I Casze completion I Casze outcome Fegularly uzed individuals I
Individual types I Client types Matter types | Matter relationship types I Credit control methods I Cash collection procedures I Oeccupations I Other disbursement types Exclusions
Code  |Description | ;I
BaaP  Block Contract, Actions Against Police

BCC  Block Contract, Community Care

BCGC  Block Contract, Consumner & General Contract
BCW Block Contract, Clinical Negligence

BDEBT EBlock Contract, Debt

BEDUC Block Contract, Education

BEMP | Block Contract, Employment

BF&M |B i

BHOUS Block Contract, Housing

BIMtl | Block Contract, Immigration

BIthI4 Block Contract, Asylum/ECHR

BIMMIL Elock Contract, Immigration - Leave To Enter/ Remain
BiH  Block Contract, Merntal Health

To Add a new one click on ‘ADD’

Add a matter type record ﬂ
Credit control defaults | SPAMN types I Statuz
Detail | Main defaults I Einancial defaults Leqal aid defaults | WP defaults I

Code I-

Dezcription I

Type IF'rivate j

[~ Conditional fee

Maotes d

[~
? Help | x Cancel | o OK I

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:-

Add a matter type record il
Credit control defaultz | SPAM types I Statusg
Detail | Main defaults I Einancial defaults Leqal aid defaults | WP defaults I

Caode IERREPE

Description IEriminaI Reprezentation CROWMN COURT OMLY

Tupe
[T Conditional fee
Fotes :I
? Help | X Cancel | o OF
Now go to ‘MAIN DETAILS’
Add a matter type record ﬂ
Credit contral defaultz | SPAN typez I Statuz
Detail Main defaults | Einancial defauits | Legal zid defaults | WP defaults |
Branch I j
Department ILitigatiu:un j

Source I - I

Fee type IDlZ ﬂ Crirne Crosr Cork

Executive IIBD ﬂ |. B. Dunne
Fartner I ﬂ.-’-‘-...]. Grabbit

? Help | X Cancel | o OF I

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.

@ Client, Matter & Individual Types Setup - |EI|5|

Oeoupations | QOtker disburzement types | Excluzions | Matter SPAMN end point 1 | Matter SPAM end point 2

Matter SPAMN end point 3 I SPAM descriptiohs | Caze status | Caze completion | Caze outcome | Regularly uzed individuals
Individual tppes I Cliett types Matter types M atter relationship types | Credit control methods | Cazh collection procedures
Code  |Description | ;I

BAAP  Block Contract, Actions Against Police
BCC  Block Contract, Community Care
BCGC  Block Contract, Consumer & General Contract
BCH  Block Contract, Clinical Hegligence
BODEBT Block Contract, Debt
BEDUC Block Contract, Education
BEMF  Block Contract, Emplovment
C :|I'|'|i|_'..I
BHOUS Block Contract, Houszing
BItd|  Block Contract, Immigration
Bibbdldy Block Contract, AsylumsECHR
BIMMIL Block Contract, Immigration - Leave To Enter/ Remain

BMH  Block Contract, Mental Health _I
BMISC Block Contract, Mizcellaneous
BFI Block Contract, Personal Injuny

BPLANW Block Contract, Public Law

BWwWE  Block Contract, Welfare Benefits
CRACH  Conditional Fee, Clinical Megligence
CFAFI | Conditional Fee, Perzonal [njury
CRAPR Criminal, Appeal & Reviews
CRAPR, Crminal, Appeals & Reviews & & &
CREDS Crinninal, Court Diuty

CRCLS Criminal, CLS

CRFIL | Crirninal, File Review

CRINY | Criminal, Investigation

CRINW Criminal, Investigation ! F.0.

[
S, Ed | é"ge|ete| Frint | ? Help | nglose|

@, view | [L1F

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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Edit a matter type record il
Credit control defaultz | SPAM types Statusg |
Detail I Main defaults I Financial defaults Legal aid defaultz WP defaults

Activity category ILEgaI Aid/London/Franchizee/Legal Help & Help at Court/F arnily ﬂ
Hourly rate | 0.oa

Uplit% | njl

? Help | X Cancel | o OF

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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