Matter Deadlines Table

The Matter Deadlines table is used to manage filing and deadlines related to a Matter record. An unlimited number
of Matter Deadline records can be created and assigned to different people. Reminder notifications can be sent out
to the person responsible for the record, and reports can also be created to notify relevant users in advance of
upcoming deadlines.

The main fields of the Matter Deadline record are:
Type of Deadline: a choice field to define the nature of the deadline.

Status: contains values of Pending, Completed, Past, and Canceled. When the deadline date passes, a time based
rule sets the status to Past.

Responsible Person: this is set by default to the Matter Owner, but may be modified.
Deadline Name: holds a brief description of the deadline. This is the summary field for the table.
Deadline Date: holds the actual date of the deadline.

Reminder Date: holds the date that a reminder email gets sent to notify the relevant users about the deadline.

Automation and Notifications

There are two time based rules in this table that are disabled by default.

= Notify Responsible Person of upcoming deadline: This rule runs daily. It email the responsible person on
the reminder date.

® Set Status to Past on the deadline date: This rule runs daily. It sets the status to Past and emails the

responsible person and the matter owner of the past deadline.

Reports

There are two reports that can run manually.
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