How to Manage Matter Reminders

Objective

® Add Reminders Related to a matter

Steps

The reminders tab includes all the reminders associated with the matter. This tab includes reminder details such as reminder date, time, type, user to
remind, and so on.

Reminders can be added through the Actions button -> Add New Reminder

0 MO0000341 Legal Advice for Maria
@

& General Info
@ 1440000 USD. Q@ 000 U0
@ Tesks

| & Reminders e Reminders

= Emails (23 Search ‘Add New Reminder

Export to Excel

L] Actions Remind On - Time « Summary © e o S - RemindUser - Reated Campany © Related Parson - ReiatedTosk © Createdty - Gty
& Attachments 20231218 0800 The task T407 is due on 20... system-raminder  Opan Cardlina Robinson Attach Related files Carolina Robinson 202312-05
@ Bxpenses

© Time Entries

B nvoices

2 Matters

[ Contracts & Documents

£ Settings

New Reminder

Reminder Type* Hearing - -
Remind On*® 2021-10-27 & 08:00
Repeat Never -
Motify before® 5 day(s) - by Reminder Popup -

Userto Remind* | Anastasia Katts -

Add me
summary*
p
[ Clone Users
More Fields -

There are 5 mandatory fields: Reminder type, remind on date and time, notify before, the user to remind and a summary.

Reminder type: A list that can be customized on the fly.

Remind on: Set the specific date and time for the reminder.

Notify before: Choose the timeframe (day, week, or month) and select notification preferences (reminder popup, email, or both).
User to remind: Specify the user for the reminder.

Summary: Provide a summary

Then save.

You can also Export the list of Reminders by clicking on Actions Export to Excel

For more information about LEXZUR, kindly reach out to us at help@Ilexzur.com.

Thank you!
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