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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 

 

 Click on Email 

 

 
 

 From the Email drop down select Send as Link 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

© Fusion IT Management Limited 2017       Page 2 of 3 

 

You can amend the text and subject as you like and then select who you wish to send to 

in the usual way. 

 

 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. 

 

 Select your first one as before (highlighted) 

 

 Hold the Ctrl Key down on your keyboard while using your mouse to select the further 

documents you wish to link to 

 

 
 

 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 

 

 Click on the Send button on the email 

 

You will not be prompted to save to the matter. 
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Internal – save email to matter 
 

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

 

 Select Save and Send 

 

 
 

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

Ensure you enter an appropriate document description. 

 

 


