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This guide will go through updating and editing
information for matter history items

It may be necessary to update the details of any items within the matter history of a client, such as
changing the description of an email, or adding a processed date to a scanned document.

This guide will provide you with the steps of how to edit and update items within the matter history

Navigate to the ‘Edit Details’ screen

Within the Matter History, right click the relevant item and click 'Edit Details'.
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Edit matter history item

You may:

e Change the client or matter the file is saved under
e Assign to a matter history folder



Set a custom type

Change the description

Set a processed date

Add a retention period for GDPR purposes

Web enable the document to allow clients to log on through the Client Web Portal.

If you are typing dates in Osprey please use the format dd/mm/yyyy.

Edit Matter History ltem Oox
Client No**: 100003 X |
Global: [J Matter No**:|1 X | -
Custom Type:  |Standard letter x|~
Folder: Matter History/Standard Letter x| -
Processed date: |27/12/2023
Retention Period: |2 years X |-
Retention Date:  |Calculate retention date on archive date =

Description

Letter to Client

Web Enabled

Web Enabled: [}

Save Cancel




