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MaftterSphere V7.2
Update Client Details in a Document

When you are in a document and notice that there is some incorrect detail that has been
brought through the automatic fields, you cannot simply manual amend in the document
because:

1. When you go to save/print the document will update the fields automatically and
bring the original data back through so it will still be incorrect

2. You need to update the information so that it will be correct when anyone else
needs to use that Client.

See the example below

Attendance Not )

Our Ref: GMC/SLE C1-2 Incorrect Client Name
_ Should be Mr Gary
Our Client: Mr G Golclough|
Colclough
Date Created: 19 January 2018
Date of attendance: DATEOFATTENDAMCE : Mot Found
Attended Location: COURTMHAME @ Mot Found

Document Reference:

Description: Linits

“8 Click on Current Document Tab

B Select Current Client Info

FILE HOCME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REWIEN WIENY hatterSphere®
o = = | Add a Field ~ = .
H A : : /

. Refresh Fields ) )
Sawve and Save asa Mew  Ternplate Current | Current Current Display Docurnent Quick Sign Docurnent,’

Continue  Precedent  Properties Client Info atter Info Assaciate Info Warizhles #IRe-Link Fields  pracedent~ Letter =

e Insert

Toals

Change the necessary details on the Client Details screen
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45 Person{s) Client Form - Mr G Golclough - C1 M=] E3

Back = Refresh Corrmand Centre Search Save Cancel Ok

© NAYIGATION

Client Murnber ICl Account Code I
General Client Details

Matters Client Mame IMr Gary Chlclough F
Contact Details

Client ConfigurationfSettings

Notepad Client Type [Persontsy | Change the Client
Health Check Firm Contact IAdministrator j #* Name details
Documents

Preferred Language I(not specified) j

Client Portal Access

Status I(notspeciﬁed) j ’

Client Default Address and Contact

Default Contact IMrG Calclaugh

=
(v
ju
™
=

14l L«

Default Address Iunit3

Unit 3

99 - 101 Birds Royd Lane
Brighouse

Huddersfield

West Yorkshire

HD6 1NG

(Mr G Colclouah - Horne)

Y8 Click Save to save the changes

You will see an information box appear please click on yes this will update the search
fields to ensure this information will appear on a search made.

MatterSphere® I

I-"-._'-\'-I The Client name has changed, Do wou want to update the Search

L ¢ 4 Fields?

When you return to the document you will need to re-link the fields to bring the new Client
details through

“8 Click on Current Document Tab

“# Select the Re-Link Fields icon

HOME ~ IMSERT  DESIGM  PAGELAYOUT  REFEREMCES  MAILINGS  REVIEW  WIEW  MdatterSphere®

r— — — +| Add a Field ~ =1 Ty,
- : z 7
= Refresh Fields

easaMew  Ternplate Current  Current Current Display Docurment T = Quick Sign Docurnent’
recedent  Properties Client Info Matter Info Sssociate Info Wariables # 1 Re-Link Fields Y precedent- Letter -

Tools i B Insert

All information is now updated in this document and for future in this Client record.
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