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PURPOSE \

d365.Global

Purpose of this guide

DMS stands for Document Management System: a SharePoint site that shows every matter's folder, with its details from Dynamics 365.

. . Recommended
What this covers Who should use it
process
The Matters and Clients pages, Lawyers and support staff who Find the matter, work in its
search, previews and emails, work with matter documents and folders, and create letters from
versions, uploads and templates. correspondence. templates so details fill in for you.

How to open it: in Microsoft 365, open SharePoint and go to the firm's Legal DMS site (Legal 2026 in this guide) or use the link from your
administrator. Click Matters, and use Add to favorites to find it quickly next time. You only see matters you have access to in Dynamics 365.



OVERVIEW

How the DMS fits together

\- d365.Global

Each page covers one part of working with documents. Dynamics 365, Outlook and timers connect to the same matter folders.

IN THE LEGAL DMS SITE CONNECTED TO
( )
a Matters le Matter folders @ Preview & emails details & access | W% Dynamics 365
Find matters and search Folders, activity, upload and new Readfiles, emailsand [ Matters, clients and who can see them.
documents files attachments Folders are created from here.
Steps 01-03 Steps 04-05, 10-11 Steps 06—08 L )
( )
A .
f ) Versions t/’ Templates *3s Clients filed emails % Outlook add-in
Earlier versions and compare Letters filled in from the matter KYC and client-level papers [ File emails into matter folders and attach
DMS documents.
Step 09 Steps 12-13, 15 Step 14
. y,
s 2
One folder for every matter and client imer bar o Timers
‘4‘ Each matter and client in Dynamics 365 has a SharePoint folder. The DMS shows it with the ¢ === ==- .
aes . . . . Time on matters and new documents, ready
matter's details, and access follows Dynamics 365 security.
to record.
\ J

Outlook add-in and timers have their own guide.
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Matters Page

The Matters page sums up your work and lists every matter you can access.

Private group

Your starting point in the Legal 2026
DMS.

Home + New -~ & Pagedetails [§) Preview (]] Analytics Draft, published on 10/22/26 [ Share ~
Matters 1
Clients
Steps:
Conversations Good afternoon, Automatlon 9 [Seam documents
1 C||Ck Matte rs |n the Ieft menu Documents Here's what's happening with your matters

Notebook

2. Use Search documents to find a
a file in any matter ——
3 0 & 8 < 1 B
o emplate fields My open matters Total matters Documents this week
. Check the tiles: your open S e
Site contents

matters, all matters and

H Recycle bin .
documents this week . Continue where you left off
Edit navigation Nothing yet. Documents you edit in your matters will appear here (it can take a few minutes)
Matters My matters 0 Q Search matters... Status v Practice area v~ Client v 88 (70 ()
MATTER LAWYER STATUS PRACTICE AREA OPENED
Commercial Litigation (2) "
Note: Continue where you left off lists cxs-otess-naimg  CAS-01000-BSK7RO - Harbourview Logistic..

the last files you edited. HEmOIIEW L B0 BN B L

CAS-81084-Y1J108 F]AIS'MFOSLFT ?Ds'q?'e:'d'an tieaith Clinge: DB David Blumentals
vienaial ealth Chinics Pty Lta

VP Vivek Pandagre @ 15 Jul 2026

D365 Legal Hub - Quick start guide - d365.Global




Find a Matter

Narrow the list to the matter
you need.

Steps:

1. Choose My matters or All
matters

Type a number, title or client
in Search matters

Filter by Status, Practice area
or Client, then click the
matter

Note: Switch between table, card and
board views with the icons beside the
filters.
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My matters are the ones where you are the Responsible Attorney.

Continue where you left off

Nothing yet. Dr, 1 nts you edit in your matters will appear here (it can take a f 2 utes) 3
Matters My matters 0 All matters o Q Search matters... Status v Client v 88 (@ HH
Select all Clear
MATTER LAWYER STATUS D

O ® Banking & Finance 0
Commercial Litigation (2) A
O ® Immigration 0

N —— CAS-01000-B5K7R0 - Harbourview Logistic... VP Vivek Pandagre @ O ® Wills Estates & Trusts b Ko

Harbourview Logistics Pty Ltd
O @® Commercial Litigation 2
CAS-01064-Y1J1Q0 ‘CTAS-01OQ4-IIJ‘_1QO '_Me:'d'a" Health Clink... 48 David Blumentals @ O mCorporate & Commercial 1 2026
Veridian Health Clinics Pty Ltd

O ® Employment & Workplace Relations 1
Corporate & Commercial (1) O ® Family Law Z
CAS-01

Banksia Ridge Develop

CAS-01601-C6M9PO

001-C6M9PO - Banksia Ridge - Acqu... @ Property & Conveyancin 2
iy »;f,..m.ﬁ,inq faeh' ge=nq AC Antony Clarke @ O 5 ¥ 2 2026

O @® Wills, Estates & Succession

Employment 8 Workplace Relations (1) v

CAS-01003-L5B6Z6 ?AS'N?OB'LSBSZG - Coastal Fresh Produce... g Antony Clarke @ Sep 2026
Coastal Fresh Produce Co Pty Ltd

D365 Legal Hub - Quick start guide - d365.Global



Search Documents

Find a file when you don't
know the matter.

Steps:

1. Type a word in Search
documents and press Enter

Read the results: file name,
matter number and matching
text

Click a result to open the file

Note: New files can take a few minutes
to appear in search.

Search looks inside file names and content in every matter you can access.
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Good afternoon, Automation

Here’s what's happening with your matters

Continue where you left off

Matters Mymatters 0 "mﬂ

tice area N

N
3
2026-10-19 1853 - Antony Clarke - CAS-01002-D6D5P0.eml
CAS5-81802-D6D5PB Modified 19 Oct 2026

Test if Matter is selected in Outlook DMS Add-in. Antony Clarke | CIO | Practice
Leader, Power Platform P: +61 438 007 726<tel:+613:204383%20007%20726> | W:
d365.Global <https://d365.

2026-10-19 2212 - Antony Clarke - Case sender match.eml
CAS-618061-C6MIP8 WModified 20 Oct 2026

Case sender match Case sender match...

D365 Legal Hub - Quick start guide - d365.Global
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Inside a Matter

Every matter opens with its
own folders.

Steps:

1. Click a folder, such as Client or
Emails, to open it

Use the Details and Activity
tabs for matter information
and history

Use Upload, New or Open
folder in SharePoint

Note: Client documents, beside the
matter title, opens the client's own
folder.
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The panel shows the matter number, status, practice area and client at the top.

CAS-01000-B5k7R0 2D 1) (%

CAS-01000-B5K7R0 - Harbourview Logisjfs v Pacific Freightlines - Breach of Haulage Agreement Harbour v Logistics Pty Ltd O Client documents
00:02:08 Ty 2 B3K7RO - Harbourview Logistics v Pacific Freightlines - Breach of Haulage Agreement - paused 3 | Resume J{ rd |
Documents 30 Details Activity B New v O Open folder in SharePoint Q
Documents 5 folders - 0 files ch by name Document type v 71 Newest first v  © Emails 13 i:.:" All subfolders
CAS-01000-B5K7R0
NAME DETAILS CONFIDENTIALITY DOC TYPE VERSION MODIFIED SIZE MODIFIED BY
1
) Client 14 items 9 Oct 2026 08:14 >
T Emails 14 items 9 Oct 2026 18:29 >
.| Invoice 2 items 9 Oct 2026 08:14 >
. Non-Client 0 items 9 Oct 2026 08:14 >
| Receipt 0 items 9 Oct 2026 08:14 >
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ACt Vi ty & TI mer Activity lists every file added or changed in the matter, newest first.

See what changed, and time

your work. CAS-01000-B5K7R0 €D X
CAS-01000-B5K7R0 - Harbourview Logistics v Pacific Freightlines - Breach of Haulage Agreement Harbourvie tics Pty Ltd O Client documents
00:02:08 (7 CAS-01000-B5K7R0 - Harbourview Logistics v Pacific Freightlines - Breach of Haulage Agreement - paused 2
Documents 30 Details Activity 1 B New v O Open folder in SharePoint S
Steps:
AC -A.,_CIB':'fe ad}:ie»\ C/~‘§S;01000785K7R0 - File Note.docx 3 fr]
. e o [}
CI | Ck t h e Actl\"ty ta b AU Automation added INV-01000-T1FON3_2026-10-22-07-58-11.txt =
H ation added INV-01000-T1F9N3_2026-10-22-07-57-34.pdf =
Click Resume to restart the P :
1 .
m atte r S tl m e r, a n d Reco rd tO AC A. Clarke added 2026-10-21 1216 - Azure DevOps - PR - Feature hardik wellbeing - roster-education 22 (Hardik Goswami).eml <,
save the time
AC A. Clarke added CAS-01000-B5K7R0 - New Word document.docx .
6 days ago - v1.0 - in Clie =
CI | Ck a fl Ie n a me tO O pe n It AC A. Clarke added 2026-10-19 2027 - Microsoft - Action required Renew your Microsoft subscriptions before they expire on 26 October 2026.eml <
AC A. Clarke added CAS-01000-B5K7R0 - Letter to Other Side (1).docx .
6 days ago - v1.0 - in Clie =
AC o
AC A. Clarke added 2026-10-20 1932 - Antony Clarke - CAS-01000-B5K7R0 Harbourview Logistics v Pacific Freightlines Response to Letter of De.eml <
7¢ 0-v1.0 - in Emails

Note: Timers are covered in the Outlook
add-in and Timers guide.
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Preview Files

Word, Excel, PDF and image files preview beside the list.

Read files without opening

th e m 0 Documents 30 Details Activity & Upload @ New -~ O Open folder in SharePoint '3
Documents 14 files name Document type Tl Newest first b & Emails 13 ‘.:‘ All subfolders CAS-01000-B5K7RO - File Note.docx Y N Z & x
B 1,026 Oct 2026 10:13 - A, Clarke St . i
< Back  CAS-01000-BSK7RO - Client -
Steps: O NAME CONFIDENTIALITY DOC TYPE VERSION MODIFIED [Firl‘n |etterhead]
('] || cAs-01000-B5K7RO - File Note... [ other ] vio - 13 HiLEnole
. . . . Matter CAS-01000-B5K7R0: CAS-01000-BSK7RO -
CI | Ck a fl Ie n a m e to p revl eW It Harbourview Logistics v Pacific Fraightlines -
(0 @ CAS-01000-B5K7RO - New Wor... Internal [ other § V1o - Bresch of Haulage Agreement
Client Harbourview Logistics Pty Ltd (001)
CAS-01000-B5K7RO - Letter to ... i~ Practice area Commercial Litigation
Use the arrows, or the arrow O o omesponder e
. Attendance by Vivek Pandagre
keys, to move to the next file O & cas-000085K7R0 - Engage..  conc o~ =
Duration
. (O @l C€AS-01000-BSKTRO - Letter to .. v20 - 19 Type Phone / Meeting ] Emal/ Other
Use the buttons to openin a
O @® Matter_01001.JV_Agreement.d...  Highly Confidential @ V10 v Notes
new tab, download or close
(0 @i CAS-01000-B5K7RO - Engage... [ contract ] V1o Action items
[l
(O gl CAS-01000-B5K7RO - Matter S... Vi~ 19 Oct 2026 13:16
(O ™ Dynamics 365 for Legal.msg Internal Vi~
O ™| Dynamics 365 for Legal, meeti...  Internal v10 ¥ 19
A v I 1 |of1 @&
() [~ Antony Clarke.em Internal Comespondence V10 ¥ -
) . T Preview not showing? Open the file
Note: Preview not showing? Click Open () 5 water 01001 Conssponince,_ ity Coniinia . — .

the file under the preview.
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Emails

Filed emails keep their
attachments.

Steps:
Click an email to preview it

Check who it is from and to,
and when it was sent

Click an attachment to
preview it. Back to email
returns

Note: Use the download icon to save the
email or an attachment.

Emails show with an envelope icon in the file list.

d365.Global

Documents 30 Details Activity

Documents 14 files

< Back

O OO O O 0O O o o oo

CAS-01000-B5K7R0 - Client

NAME

g/ CAS-01000-B5K7RO - File Note...

m* CAS-01000-B5K7RO - New Wor...

# CAS-01000-B5K7RO - Letter to ...

# CAS-01000-B5SK7RO - Engage...

g/ CAS-01000-B5K7RO - Letter to ...

ot Matter_01001_JV_Agreement.d...

g/ CAS-01000-B5K7RO - Engage...

m® CAS-01000-B5K7RO - Matter S...

|

~"|  Dynamics 365 for Legal.msg

T,

N\,
|

>~ Antony Clarke.eml

r

Dynamics 365 for Legal, meeti...

! __Matter 01001 Correspondence...

CONFIDENTIALITY

Internal

Highly Confidential

Internal

Internal

Internal

Highly Confidential

Document type

TITRTECE

|

o

J1 1

Tl Mewest first

VERSION

w10 ¥

v10 ~

v10 v

v10 v

V2.0 v

w10 v

v10 ¥

v10 v

v10 ~

v10 v

v10 v

v1.0 v

¥ & Emails 13

MODIFIED

All subfolders

& Upload @ New -~ O Open folder in SharePoint '3

Dynamics 365

for Legal.msg
019 Od 11:14 - A

w
o

14 < > B & X

Dynamics 365 for Legal, meeting next week & niche practice areas

From David Blumentals <David@d365.Global>

Eden Niknafs <eden@accountability-in-action.com>; Eryk Klopotowski <eryk@accountability-in-action.com>; Antony
Clarke <Antony@d3265.Global>
17 Oct 2026 08:44

2| Legal Hub - Quick Start Guide - Immigrati... 22M8 &

=| d365Legal Matter Entity Field Model Octo... 229KE &

Good afternocon Eden

You asked what we are doing to build out the software for "niche practice areas".

Attached are a couple of PDFs. One highlights what we have delivered recently for Immigration Law in New
Zealand and Australia (with current prospects in Spain and UK), another that we are currently working on to

expand across different practice areas.

Transportation law in USA is one we have heard a couple of times that might need our attention soon.

From: Eden Niknafs <eden@accountability-in-action.com>

Sent: Thursday, October 15, 2026 12:38 AM

To: David Blumentals <David@d365.Global>; Eryk Klopotowski <eryk@accountability-in-action.com>; Antony
Clarke <Antony @d365.Global>

Subject: Re: Dynamics 365 for Legal, Wednesday at 13:00 Eastern time
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Email Filter

Read a matter's
correspondence in order.

Steps:
Click Emails above the list

Read Sent and From to follow
the correspondence

Check Folder to see where
each email is filed

Note: Turn on All subfolders to list every
file in the matter in one list.

The Emails filter lists every email in the matter, from all folders.

d365.Global

Documents

Documents

Q0| 00| 0| 0|0 0|0 0|6 |0 e

'

|

N

|

30 Details Activity

13

NAME

2026-10-21 1216 - Azure DevOps - PR - Fea...

2026-10-20 1932 - Antony Clarke - CAS-...

2026-10-20 1355 - Antony Clarke - RE CAS-...

2026-10-20 1352 - Antony Clarke - RE CAS-...

2026-10-19 2244 - Azure DevOps - [Build f...

2026-10-19 2150 - Antony Clarke - Request ...

2026-10-19 2027 - Microsoft - Action requi...

2026-10-19 1849 - Antony Clarke - Re CAS-...

2026-10-19 1847 - Antony Clarke - CAS-010...

2026-10-19 1215 - Microsoft Power Automa...

2026-10-19 0321 - Stripe - Activate your Str...

2026-10-16 1221 - App Store Connect - Acti...

DETAILS

Azure DevOps email notifying of pull request

wellbeing in roster-..

updates for fe:

Without prejudice response to letter of demand
disputing liability and mak settlement offer.

Email about a test matter concerning a potential
breach of the Haulage Agreement bef

Email correspondence about matter CAS-01000-
B5K7R0 concerning a potential breach of the.

Azure DevOps email notifying that roster-deploy
build 20261019.3 failed after 72 minutes.

g mediation over an alleged

he Haulage Agreement between..

Microsoft advising renewal of 3

Microsoft subscriptions expiring on 26 October...

CONFIDENTIALITY

Internal

Intemal

Internal

Internal

Intemnal

Intemal

Intemal

Intemnal

Internal

Internal

Internal

Internal

DOC TYPE

[a)

i LA N1 1

|

VERSION

vio v

vio v

vio v

vio v

vio v

vio v

vio v

vio v

vio v

vio v

vio v

vio v

SENT

Document type v

SIZE

& Upload B New v

FROM

Azure DevOps

& Antony Clarke

&3 Antony Clarke

B2 Antony Clarke

=) Azure DevOps

3

Antony Clarke

3 Microsoft

Antony Clarke

&3 Antony Clarke

2 Microsoft Power Auto

B stri

o
o

App Store Connec

OLDER

Emails

Emails

Emails

Emails

Emails

Emails

Emails

Emails

Emails

Emails

Emails

O Open folder in SharePoint

N\

o)
o]

Tl Newest i 1 /(@ emails 13 )@ ) Al subfolders
N i =
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Versions

Every change is kept as a
version.

Steps:

Click the version button, for
example v2.0

Open or download any
version

Click Compare with current to
see changes side by side or
inline

Note: See full history and compare
opens the full version history.

d365.Global

The Version column shows the current version. A newer upload adds a version.

o CAS-01000-B5K7R0 - Engagement Letter (2).docx

m® CAS-01000-B5K7RO - Letter to Other Side.docx

fwid Matter_01001_JV_Agreement.docx

0 0|0 |00

17 Harbourview Logistics Pty Ltd: CAS-91080-B5H7R® - Harbourview Logistics v Pacific Freightlines - Breach of
Haulage Agreement

# We act for Harbourview Leogistics Pty Ltd in relation to the above matter. Please direct all further
correspondence to the mebbes.

1 [Body of letter]

Execution copy of a joint venture agreement between
Meridian Retail Group Pty Ltd and Pacific Commerce...

2 e 13:50 - Automation - 870 KB
(current) 4
@t CAS-01000-B5K7R0 - Engagement Letter (1).docx i B o ) o 9 Oct
- 9/10/2026 10:19 . Automation - 852 KB
3 & & Compare with current
@ CAS-01000-B5K7RO - Matter Summary.docx 9 Oc
See full f istory and compare...
Email thread about Dynamics 365 for Legal, discussing N -
™ i Internal ‘orrespondence - 9 Ocl
N Dynarmes 265 T Lagelneg meetings and building software for niche legal practice... § o s
Versions: CAS-01000-B5K7RO - Letter to Other Side.docx i
¢ Back toversions | Compare Version 1.0 with Version 2.0 (current) -
1 change - 1 paragraph changed « +1 words - -1 words Side by side JEGULE ‘) Show only changes < »

17 Harbourviem Legistics Pty Ltd: CAS-91000-BSKTRE - Harbourview Legistics v Pacific Freightlines - Breach of

? We act for Harbourview Legistics Pty Ltd in relation te the above matter. Please direct all further

21 [Body of letter]

V10 v 20 Odf

2 VERSIONS
Hig 18 Ocf]

Haulage Agreement

correspondence to the mriters
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Upload Files

Add files and tag them.

Steps:
1. Click Upload and choose files

2. Check the Folder and tags.
Click Apply to use the Al
suggestion

Click Upload

Note: Drop files inside the file list, not
elsewhere on the page.

Use Upload, or drop files onto the file list. The DMS reads each file and suggests tags.

d365.Global

Tl Newest first .

Q. search by name Document type ™

Upload to Antony Clarke

1 file - Uploading to: Antony Clarke (top folder)
[AIL ) SIZE MODIFIED BY
older
. 1026 10:26

Ems p
| (Top of the matter folder) ‘

€ Al suggested - Low confidence

% SAMPLE DOCUMENT.pdf

® Al suggestion (low confidence): Other - Interna
Insufficient text to identify document type or parties; appears to be a placeholder document.

|__ Apply
Document type Confidentiality Counterparty
|_ O (Not set) | ‘ Internal | | ‘

Details

Short description If\é:'c nal)

Matter number, title and client are added to each file automatically.

B Emails

1 & Upload @ New ~ O Open folder in SharePoint 3

2

@ ) Al subfolders




1 1 d365.Global

New Documents

New files are created in the folder you are in.

Create a blank file or a

template.

& Upload New v 1 Open folder in SharePoint o

Word document o
Qi b Document type V & Emails 13 (@ ) Allsubfolders

Steps: Excel workbook
2
1 Click New PowerPoint presentation
CONFIDENTIALITY DOC TYPE VERSION MODIFIED Folder

2. Pick Word document, Excel

workbook, PowerPoint 3 | Fromtemplate..

[ Other ] V10 v 26 Oct 2026 10:13 il i,
presentation or Folder
) Internal @ v10 v 21 Oct 2026 11:24 22 KB Antony Clarke
Or pick From template... (next
step) vi0 v 21 Oct 2026 06:59 Antony Clarke
v10 v 20 Oct 2026 19:39 860 KB Antony Clarke
Correspondence v2.0 v 19 Oct 2026 13:50 870 KB Automation

Note: Blank files are named after the

matter number. Rename them after hetnoar
creating.
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From Template

Templates are grouped by category. Search by name or narrow by document type.

Start with the matter details

f i I Ie d i n . Pacific Freightlines - Breach of Haulagé Agreement - paused
New from template |
Document type v T1 Nef
S ‘ ‘ All document types ‘
te ps:
. £
1. Pick a template, for example °m"s &) Engagement Lettrdocx a | e =
o ?
Letter to Client 26 Oct 2026 10:13 858 KB
1 : @t/ Letter to Client.docx ‘
ocx ~ 21 Oct 2026 11:24 22 K8
Check the File name and &l Letter to Other Side.docx
Folder doc 21/0ct 2026 06:59 58 KB
#/ File Note.docx m
ldocx m @ L= 20 Oct 2026 19:39 860 KB
Click Create, then Open in ) Matter Summary.docx D
g cx 19 Oct 2026 13:50 870 KB
Word Online L [Fie name
3:‘;‘;";% g::’b;“! [ CAS-01000-BSK7RO - Letter to Client docx | 19 Oct 2026 1349 BB
Folder
Hocx 19 Oct 2026 13:48 868 KB
‘ Client ‘
{Placeholders} in the template (e.g. {MatterNumber}, {ClientName}) are filled in with this matter's 19 Oct 2026 13:16 869 KB
details.
Email thread about Dynar
m";:;ings andabuilding = 3 m cancel | 19 Oct 2026 11:14 27 MB
Note: Nothing is overwritten. If the name e 4
Rriehieas e e T RS WA (oe— e 19 Oct 2026 11:14 3.4M8

is taken, (1) is added.
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C h ec k t h e Le tter Details come from the matter and client in Dynamics 365.

Review what was filled in.

27 October 2026
PRIVATE & CONFIDENTIAL
.
Ste ps * Harbourview Logistics Pty Ltd

1 Level 3, 40 Wharf Road
Pyrmont NSW 2009

1. Check the client name and v i

d d d ress By email: accounts@harbourview.example.com

Our ref: CAS-01000-B5K7R0

Fil -
Check the reference, contact W | ciciivier P

1 Email: Vivek@d365csp.com
and email 3 :
Dear ,

CAS-01000-B5K7R0 - Harbourview Logistics v Pacific Freightlines - Breach of Haulage Agreement

Fill in anything left blank, such
as the greeting [Body of letter]

Please contact us if you have any questions.

We write to update you on the progress of your matter.

Yours sincerely,

Vivek Pandagre

- Vivek@d365csp.com

Note: A blank field means the detail is
missing in Dynamics 365.
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Clients

Organisations are accounts and individuals are contacts in Dynamics 365.

Private group

KYC and client papers live Legal 2026
here.

Home + New ~ ] Promote 3 Page details [J Preview AY Immersive reader  df) Analytics Draft, published on 10/21/26 [ Share ~

Matters

Clients 1

Conversations

Steps: 16

9 0 B

Clients Organisations Folders updated this week
1. Click Clients in the left menu R 2
Notebook
2, Fllter A"’ Organisations Or Pages Clients All 16 Individuals 7 3 Q, Search name or client number o
Individuals e
~  Templates
CLIENT TYPE CLIENT NUMBER STATUS UPDATED
. Template fields
SearCh by name or Cllent BL Banksia Ridge Developments Pty Ltd 282 @ 7 days ago
number, then click a client ol
Recycle bin CL  Coastal Fresh Produce Co Pty Ltd LLE] @ 7 days ago
Edit navigation HL  Harbour City Court Reporting Pty Ltd ee9 — 7 days ago
HL  Harbourview Logistics Pty Ltd el @ 7 days ago
ML Meridian Health Clinics Pty Ltd 001 [ active ] 7 days ago
Note: A contact is listed only when Is @ MetroProces Servers Pty Lid Ot = =
client is ticked in Dynamics 365. _ - .
NL  MNorthshore Joinery Pty Ltd Organisation 806 = 7 days ago
PL  Pacific Freightlines Pty Ltd a5 — 7 days ago

17
D365 Legal Hub - Quick start guide - d365.Global
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Template Fields

Placeholders for template
authors.

Steps:

1. Click Template fields under
Templates

Click Copy next to a field and
paste it into Word

Use Check a template to test
it, and How to for upload
steps

Note: Names must match exactly,
including capitals. Save as .docx.

A template is a Word document with placeholders such as {ClientName}.

d365.Global

v

Legal 2026

Home
Matters
Clients
Conversations
Documents
Notebook
Pages

Templates

+ New &) Page details (jJ Preview (]} Analytics

Template fields

Placeholders you can type in a Word template. When someone creates a document from the template in a matter (New

details.

Fields Check a template

How to 3

), Search fields, e.g. address

MATTER

‘ Template fields ‘ 1 {MatterNumber} Matter number e.g. 01000
m
<
Site contents {MatterTitle} Matter title e.g. 0100 Holdi re sale ‘ Copy J
Recycle bin {MatterDescription} Matter description (scope of work) \ Copy |
Edit navigation
- {FileNumber} Firm file reference [ Copy ‘
{PracticeArea} Practice area e.g. Commercial [ Copy |
{MatterType} Matter type ‘ Copy |
{MatterStatus} Matter status e.g. Open l Copy |
{OpenDate} Date the matter was opened e.g. 01/09/2026 l Copy
{OpenDatelLong} Date the matter was opened, in words e.g. 1 September 2026 Copy
SMobtanCiannl B B o R T e T O X ¥ vy |
=L

Private gr

Pul]

— From template...), each one is replaced with that matter's

| Copy |




QUICK TIPS

Tips for the Legal DMS

N

d365.Global

Search first

Search documents on the
Matters page finds a file in any
matter, even if you don't know
which one.

Three things worth remembering.

Check the tags

Al suggests document type and
confidentiality. Change anything
wrong before you click Upload.

Deleted is not gone

Deleted files go to the site's
Recycle bin and can be restored
from there.

Can't see a matter? You may not have access in Dynamics 365, or its folder isn't created yet. Open the matter's Documents tab in Dynamics 365

once.
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