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Collaborating with 
SimpleLegal Clients on 
General and Matter Files
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What’s new?

Starting 4/19/2024, SimpleLegal clients will be able to assign new roles to 
outside counsel in order to enable file sharing and collaboration.

Using this capability is at the sole discretion of the client, meaning law 
firms and vendors will not be able to utilize this new functionality without 
your client initiating it.
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Introduction
SimpleLegal’s bi-directional collaboration 
feature enables SimpleLegal clients to share 
and collaborate on legal documents with 
their outside counsel - from SimpleLegal to 
CounselGO and vice versa.

You can share two categories of documents:

● General files: Documents like billing 
guidelines, legal service agreements, 
engagement letters, etc.

● Matter files: Documents like patent 
applications, visa applications, M&A 
agreements, employment contracts, 
etc.
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General files

If a client shared a general 
file with you, you will see a 
new navigation bar item 
labeled “Files.”

Within this new section, click 
on the tab “Shared With Me” 
to access and view the file.
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Matter files

If a client shared a matter 
file with you, navigate to the 
specific matter and click on 
the new tab labeled “Files” 
to access and view the file.
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Email notification

When general and matter files 
have been shared with you, an 
email notification will be sent to 
your email address.

Each file is hyperlinked and 
clicking on them will take you 
straight to the document in 
CounselGO.

Note: Your SimpleLegal client(s) 
are able to turn these email 
notifications on/off.
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Sharing files with SimpleLegal clients
To share files with your SimpleLegal clients, simply navigate to the locations below 
and upload the files you want to share:

General files Matter files
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Need help?

If you have questions or need assistance, please contact our dedicated 
support team:

help@counselgo.com 

mailto:help@counselgo.com
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Thank you!


