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MatterSphere (v7.2)
Copy Associates

MatterSphere will allow you to copy one or all of the Associates from one matter to
another within the same Client list.

Copy Associate

Open the matter containing the Associate/s you wish to copy.

Y8 Click on Associate Tab

Y8 Select the Associate to copy

‘B Click on the Copy To... button

© NAVIGATION
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Associates

Time Recording

Appointments
Documents

Tasks

Tasks [File Managem...
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Key Dates
Undertakings

Events

Funding Information
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Flag &5 Default | Active Inactive

Add  Edit  Delete  Add Associates From Contact Links

Restore  Associate List Copy All Tow., | Copy To..

Quick Search:

Records Returned : 6

*Mame *Associated a3 *Addressee *Heading |Address Location |Their’ Ref Fhone

f& Mr D C Brook Client David Carl Brook and  employment tribunal {Current Address} 011484 555355
‘?3 M D C Brook Client employment tribunal {Current Address} 01484 555355
‘?3 hrs SL Brook Client employment tribunal {Current Address} 011484 55535
=, Eatan Smith Buyer's Solicitor  lohn Black Qur Client: Mr &M D C {Current Address} JB/123

Jp, York Estate Sgents  Estate Agent 01344 456644

1Bridge Street Huddersfield

ICurrent Address} 12345 abc
nt 5}

4 4= Miss M Brook Miss b Brook

Witness

Select the Associate to copy

The Client Matters List will now be displayed showing all the available matters for this client
that you are able to copy the Associate to.

B Select the Associate and Click Select

&Elient Matters List for Associate Copying

Quick Search: I

Records Returned : 6

*hatter Mo |*rv1atter Description |*rv1atter Type |Associat| *Fet
i1 Sale of 26 Andrews Walk Huddersfield Residential Sale 6 Gan,
g2 Purchase of 1 Bridge Street, Huddersfield  Residential fi Chri
] Re-Martgage of 1 The House, Bradford Residential i Gan,

! Derno Matter
] employrment tribunal Ernployrment fi Gan,
L] Healthcheck Exarnple bdatter Health Check 3 Chri
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An information window will appear either confirming successful copying or that it could
not be copied.

Y8 Click on Yes to open the matter

ﬁ‘MatterSpherEI:E] |

1 Associakes were Successfully copied, 0 may already exist 50 nak copied,
Would yiou like to wiew the destinakion Matter '"C46/4 - Test Matter & TaskFlow'?

Yes Mo

Copy All Associates

Following the previous steps once you are on the Associates tab click on Copy All To....

0O NAVIGATION Add  Edit Delete  Add Associates From Contact Links | Flag &s Default | Active  Inactive | Restore  Mssociate List Copy All Tow, § Copy Tow,
Matter Details

Associates Duick Search: I

Time Recording

Records Returned : 6

Appointments *Name |"’Assnciated as ‘“‘Addressee “"Heading |Address Location | Their Ref ‘ Phone | Fax ‘ Maohile
Documents Ja MrD C Brook Client David Catl Broak and  employrment tribunal {Current Address} 11484 555555
Tasks Lﬂs hr D C Brook Client employment tribunal {Current Address} 01484 555555
Tasks (File Managem... r-“& s SL Brook Client employrment tribunal {Current Address} 01454 55555
Milestones | |2 Eaton Smith Buyer's Solicitar  lohn Black Our Cliert: Mr & Mys D € {Current Address} 18/123
Milestones (File Man... Lﬂs “ork Estate Agents Estate Agent 1Bridge Street Huddersfield  {Current Address} 12345fabc 01344 456544
“ifitness bdiss b Brook {Current Address}
Key Dates

All the steps are the same as previously described

Update Associate Details

Once you are viewing the matter you have copied the Associate to you will need to
check and possibly update the Associated information.

B Select the Associates Tab

“B Click on the Associate that has now been copied and either double click or select Edit

@ NAVIGATION .ﬂ.d Delete  Add Associates From Contact Links |Flag.ﬂ.sDEfault Active  Inactive

Matter Details

Associates ) Juick Search I
Funding Information

Records Returned : 4
Time Recording *Mame |*ﬂ3\ssociated as |*.ﬂ.ddressee |*Heading
Tasks (File Managem... r.-"g Mr D C Brook Client tAr D C Brook and Mrs  Test Matter & Taskflow
Milestones (File Man... Ja, MrD C Brook Client Test Matter & Taskflow
Documents L-"g hrs 5L Brook Client Test Mather & Taskflow
Events 4 & Miss M Brook YWitness biss b Brook Accident
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From the Edit screen you can amend limited information that relate to this Associate on
this matter only.

Addressee Contact Mame tiss b4 Broaok Edit Contact
Salutation ContactType  [Individlual =
Heading on Correspondence Default Address  [[Current Address] =
Associated Format The House

. Salterhebhble
Their Ref Halifes

. Contact Address? O
‘B Click Save when changes made S A

Addressee IMiss h Brook

Salutation IMiss Brook %

Heading "

on Correspondence e Matter _I
*

Bssociated Format IM j %

Their Ref |

otes ;l

Associate is Active W

Default Telephane | | &dd Edit Del

Default Fax | jM Edit Del

Default Maobile | jsﬂ Edit Del

Default Email | jsﬂ Edit Del
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