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MatterSphere V7.2 - Document Links

MatterSphere enables you to internally email links to documents to one or more people.

Anyone accessing the document will be sure to have the most recent version.
No document attachments cluttering inboxes
Amends are made to one document only not several

Adding a Document Link

With the Documents tab open on the matter containing the document you wish to send a
link for, select the document once to highlight

Y8 Click on Email
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Y8 From the Email drop down select Send as Link

Email |.| Create POF Bundle

You will now have an email appear with the link already on it. Email

Email 5pecific Wersion
Send To Autharize

Ermail az FOF
A EE fl >
H Q - b | - Email Specific Version as PDF

BEH® 5 Document Link - Message (HTML) ? H - O X
FILE MAESSAGE IMSERT OPTIONS FORMAT TEXT REWIEWS Current Docurnent

Save and Save asa MNew  Paste Basic  Mames Include Tags . "
Send Precedent - Text~ M M M Send as Link
Mattersphers @ Clipboard Zoom Add-ins - i
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Subject Document Link

Please see the links to the documents to check and send out on the matter of 1 Bndge Street.

Thanks

Open Document - Letter to Client Confirming Exchange To Mr Tr C Brook
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You can amend the text and subject as you like and then select who you wish to send to
in the usual way.

é NB: The recipient of this emailed link must be on your internal server. External
people will not be able to use the link for security reasons.

Adding Multiple Document Links

You can add links to several documents within the same matter.
“B Select your first one as before (highlighted)

Y8 Hold the Ctrl Key down on your keyboard while using your mouse to select the further
documents you wish to link to
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Mr D C Brook
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Correspondence

Letter to client questionnaire received To Mr D C Brook

Letter to Client Confirming Exchange To br D C Brook Correspondence

‘York Estate Agents Letter to irrm E nge To* hits C pondence

Eaton Srmith Letter to sellers solicitars request contract To Eaton Smith Correspondence

kr D C Brook Furchas estionnaire To Mr D C Brook Correspondence
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“B Repeat the steps to Send as Link

Your email will now contain links to all the selected documents.

Sending Document Links

Now your links are in your email and you have chosen your internal recipient you can send
as follows:

Internal - not saving email to matter

It may not always be necessary to save an internal email to the matter if it is just for admin
Y8 Click on the Send button on the email

You will not be prompted to save to the matter.
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Subject Document Link

Please zee the links to the documents to check and send out on the matter of 1 Bridge Street.

Thanks

Cpen Documnent - Letter to Client Confirming Exchange To My D C Brook

If the content of the email requires to be saved to the matter for client record

B Select Save and Send
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MESSAGE INSERT ORTIONS FORMAT TEXT REWIEW Current Document
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Fophere® Clipboard e Zoam Add-ins
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Send

Subject Document Link
Please see the links to the documents to check and send out on the matter of 1 Bridge Street.
Thanlks

Cpen Document - Letter to Client Confirming Exchange To M D C Brook

Follow all the necessary steps to save the document to MatterSphere in the usual way.

Ensure you enter an appropriate document description.

‘Dncument Save Wizard

I Please enter the information you have for this document

Docurment Link - Message (HTML) ? BH - 0O

I Document Profile Information

|| Client David Carl Brook and Sarah Lily Brook
€ Matter Purchase of 1Bridge Street, Huddersfzld
< Associate Mr D C Brook

¢ Document Details

¢ DocumentDescription |Email to J5 ta check & Send documents (links| *
< Alternate Description I

‘ Wallet Name W Allow Clientto s [
¢ Keep Document Open =

Cancel | = Back | Next > I Finish
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