fusion

MaftterSphere — Document
Searching

Why use Document Search?

Sometimes searching for the correct document can be difficult. You can’t remember what
it is named, or perhaps the matter it is saved to. You just want quick access to recent
documents in MatterSphere.

Finding Documents

Y8 Click on View on the Ribbon > Open Document

FILE HORE INZERT DEZIGHM P&GE LAYOUT REFEREMCI
X Create ” 36 Cut Calibri (Bo
T e Eg ca
Disconnect LIRSS B Copy
S : . B I U
= | LClientInfarmation qat Painter
Matter Inforrmation d I
~

Command Centre
iz, Precedent Manager

i Contact Manager (&ddress Book)

( Open Document )

Enter the document ID number which can usually be found on a printed copy of the
document you require.

Fusion IT Management
Oakley House
Hungerford Rd
Huddersfield
West Yorkshire

HD3 34l
Telephone : 08451 221240 Fax:
Date : 26 October 2017
rar O CHEBEMand 1rs 5 LI
W:ndrews Walk Our Ref  : GMC/SLB/C4E-4
Huddersfield Your Ref
west Yarkshire Email . gary@fitm.co.uk
—
Without Prejudice
Dear b & Mrs [

Test Matter & Taskflow

Further to our telephone conversation, | write to confirm our discussion and the terms under which |
am acting for you.

© Fusion IT Management Limited 2017 Page 1 of 6



fusion
| .

Y Type the number into the box at the top and Enter

Documen ¢ (10151

Current Cliernt Open  ~| Print  Praperties  Delete | Inward  Outbound | In/Out

Search Types

Curren it Client & Matter

Quick Search |

Al Clients & Matters

Last Created

Last Updated

David Carl Brook and Sarah Liky Brook Re-Maortgage of 1 The House, Bradford Maones anderi 107262 3:25:49
5 ca6/a David Carl Brook and Sarah Lily Brook Test Matter & Taskflow Client Care Letter To Mr D C Broak Letterhead 1 10/26/2017 3:18:46 10/26/%
Local =] Cdd/2 David Carl Brook and Sarah Liky Brook Purchase of 1Bridge Street, Huddersfield ~ Amending Versions (Hints & Tipsyvideo  Shell File 1 10/12/2017 405:10 1071372
A5 s Fumid Pl Bumale 2nd Smnle L fheBuaal Muiwslines a€ 1 Buidna Ceonns L A aeEinl A Fiatn Do dn e O nlisn s V6 b Slan Tl 1 T80T 8194023 FEVEYC]

Checked Out

The document will open immediately.

oMatterSphere[@ Document Dialog

& ~
. |10152 |
Search Types = DocumentID : I Manual
Current Client Open ~| Print Properties  Delete \Inward Outward ‘r

Current Client & Matter

i h:
All Clients & Matters Quick Search: ||

Last Created Records Returned : 50 Displaying: 50

Client Ref | Client Name
David Carl Brook and Sarah Lily Brook

Last Updated

Chiskiesions @ C46/4 David Carl Brook and Sarah Lily Brook ~ TestM
Local B C46/2 David Carl Brook and Sarah Lily Brook Purcha

\ J @] C46/2 David Carl Brook and Sarah Lily Brook Purcha
Document Filtering H =4 C46/2 David Carl Brook and Sarah Lily Brook  Purcha
@[] Author = C46/2 David Carl Brook and Sarah Lily Brook Purcha
@[] Created By @ Ca8/1 Mr P Sledge & Mrs J Sledge Sale of

?; gg;;:::;r;:;:pe - Cc4811 Mr P Sledge & Mrs ) Sledge Sale of
@[] Wallet @ C48/1 Mr P Sledge & Mrs ) Sledge Sale of
@ Cs0/1 Mrs B Black Purcha

Current Client — Will take you into the Client selection screen

Current Client & Matter — Will take you intfo the Matter selection screen

All Clients & Matters — See section below

Last created - Displays the last 50 only of the documents you created

Last updated — Displays the last 50 only of the documents you updated
Checked out - Displays any documents you currently have checked out of
MatterSphere

Local — Will take you intfo your computer search facility
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@ MatterSphere® Document Dialog M= E3
. [wo1s2
Search Types = DocumentD: M &I$
Current Client Open ~| Print Edit Delete | Check Out Checkln  Undo Checkout | Inward  Outbound | In/Out E
g
Current Client & Matter H
I Clients & Matters =
Document Type  [(all =] cresteany (ot specified) E ceachi| 6
3
Last Created Wallet Name (ot specified) =] crestedBetween [ lana| i paveiseachl| B
Last Updated Bpplication Type  [(not specified) +|  Updated By (ot specified) - Open Search
Checked Out Matter Department  [(nat specified) =] UpdatedBetween [ e[ ]
Lozl Matter Type [not specified) =] Authored By tnot specified) -
Fee Earmer (ot specified) =] futhored Between |/ e[ ]
Document Filtering B Description Max no of Records to Return 50 =
O &uthor
[ Created By Quick Search : ||

NB: Any searching you do on here be aware that only the top 50 results will be displayed
unless otherwise specified. (as above)

Warning: Performing a search against all documents i.e. entering 0 in records returned
may result in a very slow result and slowness in the whole database while the search is
performed. If you must do this please narrow down using as many filters as possible to
reduce the impact on the system.

Y8 Select All Clients & Matters

‘B Select from the Filters shown by clicking on drop down lists and choosing required
fields.

Document Type — What type of document is it. i.e. File Note, Letter, Telephone Note
in etc.

Wallet Name - Is it in a particular wallet i.e. Correspondence, Key Documents etc.
Application Type — Which application was used to produce the document i.e.
Word, Excel, PDF, Oyez, Laserform etc.

Matter Department — Which Department produced the document i.e Property,
Employment, Litigation etc.

Matter Type — You will not be able to select this unless a Matter Department is
selected. i.e. Residential Sale, Residential Purchase etc.

Fee Earner - Who is the FE on the Matter

Description — Enter free text of the document title.

Created by — Who generated this document

Created Between - Enfer start and end dates when you think it was created
Updated By — Who was the last person to update this document.

Updated Between - Enter start and end dates when you think it was last updated.
Authored by — Who is responsible for the matter the document was created under
Authored between - Enter start and end dates when you think it was authored.
Max No of Records to Return — See the Warnings above.
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Document Filtering

Once you have your search results you can then start to narrow down further using

filtering.

Search Types

Current Client

Current Client & Matter
Al Clients & Matters
Last Created

Last Updated

Checked Out

Lacal
(.- ..\ - Updated Date
- [ Wallet
Document Filtering = O
Details

& [ Author
#- [ Created By

available.

pHMatterSphere® Document Dialogueg Click on the + to expand the various filters

i Click all or any required tick boxes to filter the

resulfs.

Document Filtering

Document Ref

#- [ Document Type 10153
& [ Updated Date
o 1 Wallet Our Ref
Lwalle C46/3
\__ J Document Type

|L[|

Lescription

Quick Search I

Our Ref

C46,2
Ca6/2
C42/1
C4811
Ca6/2
C46/2
Ca6/2
Ca6/2
Ca6/2

|
B EEEEEE E

Records Returned : 50 Displaying: 9
| Client Marne

Dawid Carl Brook and Sara
David Carl Brook and Sara
kAr P Sledge & brs | Sledg
kAr P Sledge & brs ) Sledg
Dawid Carl Brook and Sara
David Carl Brook and Sara
Dawvid Carl Brook and Sara
Dawid Carl Brook and Sara
David Carl Brook and Sara

The Inward and Outbound buttons can be found at the top of the document dialog box
and you can use this tool fo narrow down to incoming or outgoing correspondence or

email.

NB: This must be applied before your filters are applied otherwise they will need re-

applying.

@ Mattersphere® Document Dialog

Search Types = DocumentID: 10132

Current Client Open  +| Print
Current Client & Matter
Filter

All Clients & Matters
Document Type

Last Created Wallet Marne

Edit Delete | Check Out

Manual |

CheckIn

(Al

(not specified)

Undo Checkout ‘ Irward  Outhound § InfOut

Created By

Created Between

(not specified)

i =] nd |

Ledls
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Client Documents

Looking for a document against a Client but not sure what matter?
You can search for documents against a Client.

“B Navigate to your specific Client

“B On the Client record select Documents

4, Person(s) Client Form - David Carl Brook and Sarah Lily Brook - C46 [-[O[<

Back - Refresh  Command Centre  Search Save  Cancel  OK

© NAVIGATION Open ~| Print Properties Delete | CheckQut CheckIn  Undo Checkout | Inward  Outbound | InfOut | Lock ClientView  Allow Client View
General Client Details
Search Types Documnents List for Client B

Matters

Contact Details

a3l uaundog|

Quick Search s |

Notepad
46 Displaying: 46
| *Deseription “Aallet Name DecID *Doc Type “ersion | Created *Created By | Updated “Updated By |“Authored By

Health Check

Documents

Reporton Title (Comparison of original &  Comespondence 10160 Blank siB Ga igh

4z ol 23/11/201710:28:40 LB Gary Colclaugh

Client Portal Access

ca6/2 REPORT ON TITLE - 1 Bridlge Strestdocx Comespondence 10158 Shell File 237112017

£ 1
(E 1
R Ernail from Sellers Salicitors with ROT Comespondence 10158 Email 1 Z/1/2007 051143 SLB /12017091358 SLB Gary Colclough
a6/ ermailto slb Correspondence 10157 Email 1 271172017 162052 SLB 22017162300 SLB Gary Colclough
| |8} casr Reparton Title Mr 8 s Jones Comespondence 10156 Blank 2 27112017 15:4302 SLB /12007 110642 SLB Gary Colclough
|| casrs Default Blank Document Ta MrD CBrack  Camespandence 10154 Blank 2 2112007 145036 CRS /L2017 145221 CRS Chiis Troth
LERTI Client Care Letter To Mr D C Brook new Comespondence 10153 Blank 1 09/11/2007 15:45:03  SLB 09/11/2017 15:45:32  SLB Gary Colclough
| l8h cass Money Laundering ID Guidance TaMeD C Comespondence 10152 Blank 1 26/10/2017 15:25:09 SLE 26102017 15:26:00  SLB Gary Colclough
|l casys Client Care Letter To Mr D C Brook Correspandence 10151 Letterhead 2 26/10/2017 15:18:46  SLB 09/LL/2007 154717 SLB Gary Colclough
B 46/ Amending Versions (Hints & Tips) video Comespondence 162 Shell File 1 127102007 160510 SLB 1102007 150957 SLB Gary Colclough
| @1 casn Data Standards Compliance Vé.ppbe Comespondence 161 Shell File 1 18/07/2017 03:36:33 LB 137102007 1426:07  SLB Gary Colclough
RERZ Ermail from Estan Smith (Alisan Smith) Carrespondence 160 Email 1 180772007 sie /102017142631 SLB Gary Colclough
= s Dacument Link Correspondence 159 Email 1 13/10/2007 141956 SLB 13/10/2007 142030 SLB Gary Colclough
NER Burchase of 1 Bridge Street, Huddersfield  Comespondence 143 Email 1 15/09/2017 0:56:07  SLE 15092017 10:57:36 SLB Gary Colclough
RERZ Burchase of 1 Bridge Street, Huddersfield 17 Email 1 15/09/2017 05158 SLB 15092017 10:52:00  SLB Gary Calclough
BER Burchase of 1 Bridge Street, Huddersfield 146 Email 1 15/09/2007 101607 SLB 15092007 10:16:18 SLB Gary Colclough
= casr2 Burchase of 1 Bridge Strest, Huddersfield 15 Email 1 1372007 EL] 1/09/2017 11:29:45 SLB Gary Colclough
RERE Burchase of 1 Bridge Street, Huddersfield 144 Ermail 1 1092017 11:25:33 SLB 1/09/2017 11:25:49  SLB Gary Calclough
| @ a2 Letterto client questionnaire received ToMr  Comrespondesice 142 Letterhead T 07/09/2007 152206 SLB B0 I51329 SLB Gary Colclough
5 cdsr2 Letter to Seller's Solicitor Confirm Exchange  Correspondence 141 Letterhead 1 07/09/2017 15:19:53 SLB 07/03/2017 15:2007  SLB Gary Colclough
| |8} casr Letterta Client Confirming Exchange ToMr  Comespondence 140 Letterhead 1 se 07/09/2017 15:19:33  SLB Gary Colclough =
| @ casn Letter to Agent Confirm Exchange TaYark  Canespandence 139 Letterhead 1 e 07/03/2007 151001 SLB Gary Colclough
a- 462 Letter to sellers solicitors request contract Ta  Correspondence 138 Letterhead 1

kL 07/03/2017 15:15:13 LB Gary Colclough

This list shows all document which relate to the client across all matters. You can narrow
down the search by using Quick Search. You can type in here any text or numbers
referred to in the list so this can be from:

Client Matter No
Description
Wallet Name
Doc Type
Created by
Updated By
Authored By

Alternatively, you can sort the fields into order by clicking on the headings

Records Returned : 46 Displaying: 46

5"] C46/ / nts Partice To :
B C46/2 Arnending Wersions (Hints & Tips) video Corresponty . . .
_[ﬂ" Ca6/4 Client Care Letter Ta Mr D C Brook Correspondence Descr] pt]on Sorted ]nto
_m" Ca6/4 Client Care Letter To Mr D C Brook new Correspondence .
:m" Ca6/1 Completion Checklist To br D C Brook Correspondence Alphabetlcal Order
0= c461 Completion Information Form Ta MrD C Correspondence
_M" Ca6/1 Confirm Instructions to Client To br D C Correspondence
_[ﬂ" C46/1 Contract To Mr D C Brook Correspondence
_ﬂf CA6/2 Data Standards Cormpliance Wo.ppte Correspondence

“® Double Click to open the required document.
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Contact Documents

You can also find documents that are associated to specific Contacts.

In this scenario, you would be able to find all documents across all cases that a particular
firm or individual were involved with.

“B Navigate to the Contact you wish to view

B On the Contact record select Documents

1 & Individual Contact Form - Mrs S L Brook

Back - Refresh Comemand Centre

© NAVIGATION

Contact Details

Contact Associations
Additional Inform ation
Security Info

Remote Account

Documents )

Performance Rating
Contact Notes
Marketing

Contact Links

GDPR Consent

Open  =| Print  Properties  Delete  Restore Check Out  CheckIn  Undo Checkout | Imward  Outbound | In/Qut

Filter

Document Type I(AH) j Created By I(nut specified) j
Wallet Marne [tnot specified) =] crestedBetween [/ =] and [ =]
Application Type I(nat specified) j Updated By I(not specified) j
Matter [(net speciied) [ AT -]
Matter Type I(nat specified) j Authored By I(not specified) j
Matter Handlers I(not specified) j Q:;::;:a I_f_/_ j And I_f_f_ j

Description I Max no of Records to Return ISU 3:

Daick Search ||

Records Returned : 2 Displaying: 2
*Client Matter |“’Addressee *allet Marme
[ = Ca5r2 Mrs SL Broak Purchase of 1 Bridge Street, Huddersfield 144 Ernail 1
0= C45/1 frs 5L Brook OQutweard Telephone Note To Mrs 5L Correspondence 114 Telephone Mote 1

Doc ID *Doc Type *fersio

*Description

The above screen will display all documents and the Client/Matter on which they are on.

Use the Filters as per document filtering to narrow down the document numbers.

® As with all searching you can reduce the time you spend searching for documents by
using effective and correct naming. E.g.

® Naming Emails with details of who they are from, to and what they are about can
minimise search time spent

® Correct and Clear document naming and extra detail in descriptions of letters will help
you to identify the correct documents quicker

® Remember all documents can be re-named as they are attached to emails to be sent
out so the recipient does not need to see the same description as in the document list.
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