
Clio - Adding A New Calendar Entry to Client's Case 

1. Navigate to Clio Manage 

 

2. Search for the Client's Case 

 



3. Click the correct case and client (note one client may have more than 

one case--make sure the correct case is picked) 

 

4. Select Calendar 

 

 



5. Click "New Event" 

 

6. List the Court Number First (if outside of Travis, but that county in 

parenthesis next to the court number). Then list the type of setting 

(e.g. Pretrial Conference, Unindicted, etc) 

 



7. Select the setting date for the court setting. 

 

8. Pick the time (90% of the time, it's always a 9:00 a.m. setting). 

 

 

 



9. Chose the correct time from the drop down menu. You can also type 

the time in. Please make sure you pick the correct time otherwise the 

docket for that day will print incorrectly. 

 

10. Pick the end time (95% of the time it's just one hour later). 

 

 



11. Type the location (court number and county) 

 

12. Make sure to save the calendar entry to the correct attorney. 

 

 

 



13. For court settings always click "add this event to the Firm calendar." 

If not, it will not print on the docket. 

 

14. Always select event type. 

 

 

 



15. In the description box it helps to add a note about the setting. You 

can also use this to send notice of the setting to the client. 4 

 

16. If you have added a note in the description box and want the client 

to get notice of the setting, make sure you click on the client's name as 

a suggested attendee. 

 



17. When you click "save event" it will add the event to the attorney's 

calendar and if you've selected the client's name a message will be sent 

to the client with an update. 

 
18. If there have been previous calendar entries you can also use a prior 

entry and update the date to the new setting. Select the previous entry 

to edit that date. Make sure everything is updated before saving event.  

 
 



19. Once you’ve updated the event, click save event and Clio will give 

you the option to “send update” or “don’t send update.” If you’ve 

selected the client’s email an attendee, sending an update will send the 

client another email with the new date. Editing a calendar update this 

way allows you to do so without having to retype everything.  

 
 

 


