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STEP 2

Click on the Matters link from the Firm Central 

homepage. Note that you may toggle between 

All Matters associated with your account and 

My Matters, which are matters you have created.

STEP 3 

To manage a particular matter, click on the title 

of the Matter from the My Matters list. You will 

then see the full matter page.

QUICK START GUIDE

STEP 1

Go to fi rmcentral.westlaw.com and sign in 

with your usual OnePass.

STEP 4 

Note that in addition to adding Task and Notes 

and modifying Matter Details, you may also begin 

to upload documents relevant to the particular 

matter via the Documents tab. When adding 

documents, you may create Folders by using the 

Add a Folder link.
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STEP 6 

The Client Portal is another component of matter 

management within Firm Central. This feature 

allows you to securely share documents, forms 

and other matter materials with a client. Access 

to the Client Portal is available from the Client 

Portal tab within the specifi c matter. 

STEP 5 

Or simply begin uploading documents to the 

matter without creating folders by using the 

Upload a Document link.

STEP 7 

Start by using the Open Portal link from 

the Client Portal tab …

… then invite clients to the portal via e-mail. 
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STEP 8 

Use the Share an Existing Document icon on the Client Portal page to make documents already added to the matter available 

to your client in a completely secure environment. You may also use the Close Portal link at any time to stop sharing. 
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