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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. 

 Click on Associate Tab 

 Select the Associate to copy 

 Click on the Copy To… button 

 

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. 

 Select the Associate and Click Select 
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An information window will appear either confirming successful copying or that it could 

not be copied. 

 Click on Yes to open the matter  

 

 

Copy All Associates 

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

 

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. 

 Select the Associates Tab 

 Click on the Associate that has now been copied and either double click or select Edit 
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From the Edit screen you can amend limited information that relate to this Associate on 

this matter only. 

Addressee 

Salutation 

Heading on Correspondence 

Associated Format 

Their Ref 

 

 Click Save when changes made 
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