
MATTERSPHERE CLIENT PORTAL
AN INNOVATIVE AND  
GLOBAL LEADER 
Thomson Reuters Elite offers a 
complete enterprise business 
management solution to run all 
operational aspects of your firm, 
including business development,  
risk management, client and 
matter management, and financial 
management. Using our integrated 
suite of offerings enables you to 
increase visibility and streamline 
workflow, ultimately improving 
profitability and exceeding your 
clients’ expectations.

To retain customers and keep them satisfied, law 
firms must be responsive, technologically savvy, and 
transparent. The days of emailing clients with updates 
or playing telephone tag are over. Clients today expect 
a more sophisticated method of communicating and 
collaborating with their lawyers.

At the same time, you want to be available to your clients 
and serve them effectively, but you also need to retain 
control over what information is available to them. You 
also want to be certain that the shared information is 
protected by robust security.

Web-based and easily configurable, the MatterSphere® 
Client Portal meets both your and your clients’ needs by 
giving your clients 24/7 secure access to the case data that 
you decide is important to share. With the MatterSphere 
Client Portal, your firm can permit clients to view details 
about their matters, including any relevant documents, 
milestones, and tasks, any time and from anywhere. 

Clients can view a comprehensive up-to-date profile of 
all their matters and communicate with you easily and 
securely. Your firm also can set up individual access so 

clients can view and upload/download documents,  
run reports, and update their own contact information, 
such as street addresses, telephone numbers, and  
email addresses. Additionally, “opt-in” email alerts notify 
lawyers and clients of any document uploads.

All of the activities and information available to the client 
reside in a firm-controlled environment. Your firm has 
the option of setting an overall “access or deny” policy 
for specific areas such as documents and counsel notes, 
which can be controlled at individual client, matter, and 
document level. The portal is built on HTML5, making it 
highly customizable and configurable. The built-in security 
module is available to enhance and customize how 
information is protected, with modules that allow you to 
set rules for levels of access and control what information 
can be viewed and changed by each client. 

With the MatterSphere Client Portal, you can be sure 
that you will be able to serve clients more effectively than 
before. The portal’s tools help you and your clients by 
accelerating transactions, increasing collaboration, and 
easing communication, all from a secure environment.



MATTERSphERE CLIENT pORTAL FEATuRES
The MatterSphere Client Portal is delivered with basic screens that are 
fully customizable, allowing your firm to apply its own branding and 
content. Access to applicable matters, milestones, tasks, contacts, 
clients, and documents contained in the MatterSphere database can 
be granted or denied on a client-by-client basis. When client users 
log into the site, they can view a My Summary screen, a My Details 
screen, and a Matter Details screen depending on their access level. A 
separate My Cases screen allows clients to drill down into the details of 
individual cases, including the documents for each case.

My Summary Screen
Once clients log in, they are directed to their own individualized My 
Summary screen that displays the following information:

•	Client	contact	details	and	personal	information	

•	 Individual	connections	with	other	clients

•	A	list	of	the	user’s	cases	and	associated	clients’	cases

Update Details
By clicking on the My Details header on the My Summary screen, 
clients can easily change their contact number and email address.

New address requests sit in a queue on the Command Centre in 
MatterSphere until the responsible fee earner updates the entry 
as required. New telephone numbers and email addresses update 
in MatterSphere automatically. A Matter Portal Events tab lists all 
changes that have been made.

Cases/Matters
Clients can access their cases 
by clicking on them in the 
summary list.

To view details about the 
case worker under the Detail 
tab, a client clicks on the 
name on the Case Worker 
line, which opens a Contact 
Details pop-up box. If an 
email address exists, clicking 
on it opens an email window 
so the client can create and 
send a message to the  
case worker.

MATTERSPHERE CLIENT PORTAL

KEY BENEFITS OF MATTERSphERE CLIENT pORTAL

•	 	Increase client satisfaction by providing clients with 24/7 
access to the case data that you decide to share

•	 	Drive client satisfaction with automatic, online point-in-time 
reporting for clients

•	 	Ease document collaboration with seamless integration with 
the MatterSphere Document Management System (DMS)

•	 	Configure to your firm’s requirements and control what each 
client can access

•	 	Gain peace of mind that your firm’s information is secure with 
the underlying enhanced MatterSphere Advanced Security module 

The My Summary screen serves as the home page for the client, 
providing a starting place to access personal information and 
details about pertinent cases. 

Details of a client’s case are available under 
the Detail tab on the My Summary screen. 

By clicking on the case worker’s email address in 
Contact Details, a client can create an email to 
the case worker.

Clients can update their personal details and contact information 
on the My Details subsection of the My Summary screen.



My Cases
In addition to using My Summary to view a list of cases, the client can 
also use the My Cases screen, which lists all the cases in which the 
client is involved. The client can view these in two ways: through Card 
View or Detail View.

In both the Card View and Detail View, clicking on a case opens a 
Matter Details window, which has tabs for Detail, Milestones & Tasks, 
Notepad, and Documents. Milestones and tasks are available in card 
or detail view and are color-coded to give your client a snapshot of how 
the case is going.

Case Documents
The Case Documents screen lists all documents saved against the case 
in MatterSphere. Clicking on the file name of the document opens the 
document in the Document Viewer. Clients can also save a copy of the 
document to their local machine.

The Client Portal also includes the capability to allow clients to upload 
documents. These uploaded documents are automatically stored 
against the matter in MatterSphere. Opt-in email alerts notify lawyers 
and clients of any document uploads, helping all parties stay current 
and encouraging the prompt review of key materials. A record of the 
upload is kept in the Matter Portal Events tab.

Security Modules Keep Your Data Under Your Control
Security for the Client Portal is provided through two packages that are 
integral to the Client Portal: an enhanced version of the MatterSphere 
Advanced Security module and the External Users Security module. 
Together, the packages make it possible for a firm to put in place 
the security policies that identify general “levels of access.” (Specific 
access to specific information and activities can be customized for each 
enrolled client.) With MatterSphere Client Portal, the firm can choose 
to add in clients one at a time or to set the system to auto-create portal 
users each time a new client is created. The MatterSphere Advanced 
Security module allows enrolled clients to access MatterSphere data 
through the Client Portal.

YOuR pARTNER FOR SuCCESS
Thomson Reuters Elite offers an end-to-end enterprise business 
management solution that allows law firms and professional 
services organizations to run all operational aspects of their firms, 
including business development, risk management, client and matter 
management, and financial management. As an industry leader 
for organizations across the globe, we understand the business 
and financial aspects of firm operations, and we have the tools to 
streamline processes, improve efficiencies, and provide the flexibility 
you need to change and grow your business.

For more information about MatterSphere, please visit 
mattersphere.com.

Opening the Card View in the roll-down menu in the upper right 
provides the client with multiple “card shots” of all the cases with client 
involvement. Each card lists the case number, customer name, case type, 
case worker, a short description of the case, and the open date.

Opening the Detail View in the 
roll-down menu in the upper 
right provides the client with a 
listing of all the cases with client 
involvement. Each line in the 
list provides the case number, 
customer name, case type, case 
worker, a short description of 
the case, and the open date.

Access to case documents can be provided to the client through the 
Documents tab in the Matter Details window.

To view details of a specific 
case, the client clicks on 
the case number, which 
takes the client to the 
Matter Details window.
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