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This guide will take you through allowing your clients
to access the Web Portal so that they can track their
cases

Web enabling your clients and matters

A client must be web enabled in order to grant them access to the Web Portal. Once enabled, you can
then decide which matters belonging to a client are visible via the web portal.

To web enable a client, ensure you have the relevant client selected and you have the primary client
email address added to their file, you will not be able to Web Publish a client without one.

Navigate to Clients & Matters > Clients > Web Publishing > Enable Access



Matters > Client workspace

Clients > Custom data pages
Client / matter search Client portal >
All key dates

Searchflow favourite products
Label printing

Conditional fees

Batch archive

Contacts & organisations >
Web client enquiries
Questionnaires for review
General file history

General file history templates

Once you have selected enable access, select a suitable Client Security Level and click 'Save'. The client
will then receive an automated email with their login credentials.



Case manaogement » Clients » Client portal > [ESalslslER Tl ffs Tl =L

DASHEOARD CUSTOM DATA PAGES GLOBAL DOCS CLIEMT PORTAL

Save () Cancel

This facility is to allow your clients to view their details via the internet. By publishing the client you will allow them to view Workflow, Key Date and
A default password will be generated to allow your clients to log in.

Client No: BOODO2

neil.braithwaite@os oach.com
Client Email: @ospreyappr

A
The following Individuals/Companies are linked to the current client/matter. Web

Linked Clients: Publisher Login information will also be emailed to them

[IMr Cox Matthew Charles
Client Security Level: Client -

If a client forgets their password, it can be re-set by selecting the check box ‘Reset Password’ by
navigating to Clients & Matters; Clients, Enable access. Check the box ‘Reset Password’ and then ‘Save'.

To publish a matter, navigate to the dashboard and then edit the matter selected by clicking the vertical
ellipsis and choosing Edit matter.



From here, you can tick the box next to 'Publish’



[a Save @ Cancel

Client No: BOOOOZ
Matter No: 1 b

Matter Description: |Sale of Suite 1, Falstaff House

Prospect matter:

Branch: 1: Branch 1 W

Dept: 1Al v

Fee Earner: Meil J Braithwaite v

Supervising F/E: {(None) v

Work Type: Emily Conveyancing w

Private Or La: Private W

Remuneration Type: | Standard Remuneration w

Debtor Limit: 0.00 Disbursements Limit: 0.00 WIP L
Date Opened: 06/09/2023 Date Completed: Date |/
Review Date: Review Type: (None) * Reviey
Publish:

Email:

Pl oad Default Workflow
Fdcreate Label?

(] Enable Matter Access Restriction

Adding associates to work on files

Navigate to Supervisor > Portal setup > Associate access.



Code setup > Associate access

System setup > Portal new page setup
Financial setup > Access templates setu
Case management setup > Document view setup
Compliance > Configuration
Integrations >

CRM >

Include documents

Portal setup >
Smart actions >
Report type

| 2 LNECKE vuLl Items 1 '

On the new page click New

Supervisor » Portal setup > [EGSTals el laal =120

@ MNew l_-"l Export O Searc

ASSOCIATE ID ASSOCIATE NAME

Create an ID - no spaces or special characters and complete the rest of the form. Clicking 'Save' will send
an automated email to the associate containing the credentials.



Supervisor > Portal setup > Associote access > alsleslsiSSolalsl(=

Add associate

[E,] Save @ Cancel

Associate ID:

Associate Name:

Phone No:
Email Address:
House:

Area:

Town:

County:
Postcode:

WWW:




Linking associates to published matters

In order for Associates to be able to view specific client cases via the Web Portal, they must firstly be
linked to applicable published matters.

Navigate to Clients & Matters > Clients > Web Publishing > Link Associates

Matters > Client workspace Enc
Clients > Custom data pages Enc
Client / matter search Client portal >

All key dates

Searchflow favourite products
Label printing

Conditional fees

Batch archive

Contacts & organisations >
Web client enquiries
Questionnaires for review
General file history

General file history templates

This area will show all of the current clients published matters along with a list of available Associates.



p PrintLinks [ Export ) Associates: v ‘ ¥ Update

1 Sale of Suite 1, Falstaff House &

Searcl

® From this screen you can set up which associates you want to have access to Client ; BO0002 and which of the enabled

MATTER NO MATTER DESCRIPTION LINKED LINK/UNLINK

O

Firstly, select an Associate from the ‘Associates’ list. Click the Link/Unlink check box to select which
matters you wish to Publish to the selected Associate and then link a suitable User Access Template.

Select the ‘Update’ option to confirm the link.

To unlink an Associate from published matters, select the appropriate Associate from the list. Any
linked matters will show a tick in the Linked? Column, to remove this link, check the Link/Unlink box
and then select ‘Update’.

Web enabling documents from matter

history

Any type of document saved within a client’s matter history can be Web Enabled and then made
visible to a client and any linked Associates via the Web Portal.

When in the matter history, right click the relevant file and select 'Edit Details'



FAVORITE TYPE REF NUMBER CLIENT NO
QAl |~
557 B00002
556 B00002 @
555 B00002

553 Boooo2 B
[&

-
& <

CLIENT SURNA..

Braithwaite

New

Send E-mail
Edit Details
Clone

Check Out

MATT

You will then need to tick the box next to "Web Enabled' and then click 'Save'.



Client No**: BOOOODZ X
Global: [[] Matter No**:|1 ¥
. Custom Type:
" Folder:
i
: Processed date: |08/04/2025 HH:[16 | = | MM|0& * | 85|01

Retention Period:

Retention Date:

i Description

H  |Bill of Costs

Web Enabled

Web Enabled: ]

Save Cancel

Once web enables has been ticked, further information will appear as below:



Web Enabled
Web Enabled:

() Apply to all users or select from below user list

O

NAME PERMISSION
All
BO0O002 None

Save Cancel

This area will show the Client reference and also any linked associates. Ticking the ‘Apply to all users’
check box will automatically Web Enable the document for all users in the list.

Alternately, you can click ‘None’ next to a record and select Read/Write to Web Enable for that specific
user.

Select ‘Save’ to save your changes.

To remove the permissions, right click the document and then change Read/Write to ‘None’ and
save.

Web enabling key dates

Key dates can be web enabled in the exact same manner as documents.

Navigate to New > Key date



hn Braithwait
John Braithwaite . + NEW
nlstaff House

50\ Conflict of interest search
SL Client
Matter
. [[=| Document >
™ Email
e () sMms
- T{:; Key date
Y
S Requisition
D

Enter in the relevant details, then check the box next to 'Publish to client portal'.



.*' Key date

KEY DATE
KEY DATE DESCRIPTION *

[

Daote met

DATE | TIME

DATE ™
Tue 07 Oct 2025 [} Syncto Outlook

You cannol sync Key Dates to Outhsok witil you 561 Up an

integration.

@ All day O Set time

KEY DATE DETAILS

ASSOCIATED MATTER *
@ B00002-1] sale of Suite 1. Falstaff House X w

Key date type * -

KEY DATE FEE EARNER *
Meil | Braithwaite X =

Publish to client portal

ATTENDAMNCE

O Must attend O Optional @ MiA

Key Date Location -

ADDITIONAL DETAILS

Store helpful details such as URM, DSCC, Client DOB etc.

CAMCEL [E SAVE




Click ‘Save’ to retain the changes.

To remove Published access, right click the key date in question and then untick 'Publish to client portal'
and select ‘Save’.

It is also possible to edit existing key dates to publish and set permissions.

Web enabling emails and creating
messages for web enabled clients and

associates

When sending an email to a recipient via Osprey, it is possible to also create a message for a Client or
Associate.

Selecting this via the Portal enables the client and associate access to read the same sent email but via
the Web Portal within the ‘Messages’ section.

Once any published users log into the portal, new messages will appear against relevant matters.
Messages (Emails) can be viewed then marked as read.

Messages

Send message to solicitor

Author W Date - Subject i Message = -

Email Regarding Case ;
AdamB 171272020 09:50 9 g Message
Defaul Matter

Messages contain just the text only of the email and not the attachments. If the full email including
attachment/s needs to be accessed via the Web Portal by either Associate or Client, it can be
published from the matter history.

There is also an option to submit a new message to the Solicitor dealing with the matter.



Publishing emails

Any sent emails are automatically saved into the matter History. These can be published via the Web
Portal in the exact same manner as published documents. Published emails are accessed within the same
area as Published documents when logging into the Web Portal.

To create a message that is accessible to both the Client and Associate via the web portal, select ‘Send
Email’. This option is available within the search area at the top of most Osprey menus and also from
within matter history.

" Send e-mail
@J @ High Importance: [_ | Create message for client: L]
- ~ | Template: |(none) ~
Attach Signature Low Importance: [_] | Create message for associate: []

If you wish to copy in an associate or a client, check the boxes to the right of the message. Then send as
normal.



