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Saving A Document to Multiple Matters 

 
(1) Click TM save 

(2) Enter information as normal 

(3) Click the “Process” tab at the top 

 

(4) Select “Attach to Other Records” 

(5) Select “Matter” and click OK 

 

(6)  Type additional matter number(s) in “Go To” section and hit the Tab button 

(7) Check the box(es) of the additional matter number(s) and click OK 

 


