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MatterSphere V7.2  

Linking Contacts 
 

Contacts can have links created to one another for example a husband and wife will 

have separate Contact Records but if one of them is selected to become a new client or 

you are creating a new matter then MatterSphere will prompt you that there is a linked 

contact and you will be able to select them to include as a secondary client. 

 

Alternatively, you can link an Individual Contact to an Organisation as for example an 

Employee.  There are multiple options available. 

 

Create a Link 
 

Select the Contact you want to link to another contact. 

 

 Click on Contact Manager  

 

 

 

 Enter the Contacts details 

 

 Mark to 0 to search all Records 

 

 Click on Search 

 

 

 

 

 

 

 

 

 

 

 

 Double click on the correct entry returned to access the Contact Record 

 

 
 

 Select the Contact Link Tab (our Contact has already got a contact link but we can 

add more) 
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 Click on Add 

 

 Add all the search details for the Individual or Organisation you wish to link to. 

 

 When found and selected click Select 

 

 
 

 Select how the two contacts are linked  

 

 Select from the drop down list 
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Remove a Link 
 

Links can also be removed from contacts to enable quality records to be maintained. 

 

 Select the required Contact 

 

 Click on the Contact Links Tab 

 

 Select the Contact Link 

 

 Click Delete 

 

 
 

Edit a Link 
 

Links can be edited to change the Link type 

 

 Select as above 

 

 Click Edit  

 

 Select the Linked as type 

from the drop down list 

 

 Click OK to finish 

 

 

 

 

 

 

 


