Matter Opening
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Creating a New Matter
To create a new Matter in Redbrick PM, start by clicking the New Matter button in the top left of your home
screen.

This opens the New Matter Wizard, which will guide you through opening a new matter.
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Selecting a client
First of all, Select a Client by clicking the “…” button to the right of the select a client field.

This will now take you to a screen which displays all the clients loaded into RPM previously.

You can search this list see if you’ve done work for this client before by using the * as a wildcard search. For
example by typing *Green in the Name header it will filter the list to all names with ‘Green’ in.

•

If your client is already in the system, and you want to just add a new matter against them, simply double
click on them and skip through the next steps.

•

If your client is on the system already, but the client information has changed, i.e., they are now instructing
you with another person and not alone as before, click on New (Existing Client). This will take you through
the client’s information with the fields already populated (If they were filled in previously), then allows you
to update anything like address, phone numbers etc. If you make any changes it will then ask you if you
want to change all or some of this client’s previous records. You can tick which ones and update. Then
you would add a new matter against them. This then keeps a link to that client for all of their matters.

•

If the client is not in the system yet, Click ‘New’ in the top left of the Find Clients Window and add the
client to the system.
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Adding a NEW Client

The Client Name is mandatory field, you must at least insert the client name. The rest of the information can
be inserted at a later time if necessary, i.e. if you were doing a quote and needed to produce this quickly.
Fill in the information and work your way down the options on the left as explained further down this user
guide, like Personal, Address, etc, before clicking the OK button.
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Company Client (Optional)
If the client you are setting up is a company then add your key contacts in client record as above, then
click on General in the top left.

And switch the radio button to Company.
A message will appear confirming that the record won’t change until you click OK to save it. Do this and
then immediately click to Edit the client record so that it opens up again.
This will now allow you to add additional information about the company under the company section. The
name will default to the contacts you have listed – just overtype this with the correct company name.
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Adding a private client
Select Address in left menu.
You can just type in the postcode and click Postcode lookup, then select the correct address from the list.
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If you add the house number and the postcode then use Postcode lookup it will narrow down the list.
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Contact information: Entered in the Communication area. You have the option to select whether the
system will be able to send this client text messages and emails automatically (these are unticked by
default).

Only clients (& contacts) that have a mobile number AND have ‘Send Progress text (SMS) messages’ ticked
will be sent a text when the appropriate task is completed.
Likewise, for email updates.
This means either or both clients can individually receive updates.
By un-ticking ‘Show in correspondence’ this contact will not be available when sending out documents from
the documents screen. This is normally used when the client is the deceased and you would not correspond
with them.
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Add any Notes about your client.

If you tick the Important (show on opening case) tick box, these notes will pop up every time anyone
opens the matter.

These notes are about the client NOT the matter.

Page 8 of 26

If you need to add another Client, Right Click on the Contacts section on the left hand side, or click on
either of the 2 options shown with arrows at the bottom of your client window.

Another new client window will pop up. Click on:
•

Add New Contact if this person has never been a contact previously on your system. You will have the
option to “Use same address as…” (the main client) within the Address area by clicking the arrow at the
end of the the address section.

•

Add (Existing Contact) if they have previosuly been a contact and are stored on your system. You can
amend any personal details if necessary. If you make any changes, like changing the contacts address,
the system will ask if you want to update any other records you have for that contact with the new
changes.
This keeps your contacts records in better order making sure there are no duplicates plus autopopulates fields with previous information, therefore saving time.
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Then, after entering any more required information, press OK to save the second client, add a 3rd & 4th, etc,
if necessary and press ok on to save.
This will add your new client into the Find clients screen, double click on that client or click Select to select
that client.
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If the client you are creating is already in Redbrick you may get the following message

You can decide if you want to still create the client as a new client or reuse the exisiting client information
by clicking on create & copy.
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If Conflict checking is switched on and any potential conflicts appear then then the following window may
appear.

This will show if you have any potential conflicts or duplicate parties on other matters. To Acknowledge these
click on OK.
To skip this click on Check Not Required.

Page 12 of 26

If you need to amend any client details afterwards you can edit the details from the New Matter Wizard
window by clicking on the ‘Edit Client’ icon as shown below.
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Creating the Matter
Selecting your client will bring you back to the New Matter Wizard, but your client should now be in the
Select a client field.
Select the Workflow in the Select a Matter Type box. Then fill in the sections below.

Once the window is complete, click the Next Button. If you’ve missed a compulsory field then a message
will appear telling you what you’ve missed.
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Integrated Accounts
If you are using an accounts package that integrates with Redbrick then you may be asked for some
additional information, these fields will be compulsory and the system will not allow you to proceed without
completing them.
The screenshot below shows the error if you try to proceed without all the information when using our
integrated BI Accounts Solution.

Integrated BI and Quill Pinpoint Only
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The following screens and information can be completed or skipped over dependant on if you are just quoting
or proceeding with the matter. The more information entered at this point will save time in the long run but
for quoting purposes minimal information will save time.

A property price will be required to ensure the quote and fees are accurate.
Property Address
Depending on what mattertype you have selected the following screens will vary, i.e. Sale Address, Purchase
Address or Deceased etc.

Use Postcode lookup to find the property in the same way as for the client.

For Sale Matters you can use the ‘Use Client Address’ button if they are selling the same property as the
client address.
Open with Google Maps will open your default browser and show the property in Google maps, useful to
see the surrounding area or facilities.
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Conflict matter check
Redbrick can now also check if there is potential conflict on the system and you may be acting on both
sides of a transaction.

You will need to make the appropriate checks if this is the case.
Property Details
The following window is for information on the property.
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You do not have to fill out all the fields if you don’t have the information at this point and are just providing
a quote but if the client has instructed you then you should complete as much information as you can, this
information can be re-used throughout the transaction.
You should always complete Contract Price, i.e. the property Sale / Purchase price as these
will affect the quote, cost and fees on the billing screens.

Freehold / Leasehold can affect the costs and hide tasks in the task list if your system is setup to do this
but may not be required at this stage.
Sale Other Party
This window will vary dependant on matter type.

By clicking Add you can enter the details of the ‘other’ party i.e. for Sale – Buyer and for Purchase – Seller.
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Parties and Reference
The next window will show parties you want to associate with the Matter and may need to write to, for
example, in a Conveyancing Matter you would put the Othersides Solicitor, Estate agent and Bank.
The Reference Number at the bottom of this window could be your accounts reference, for example
GRE001/1, or a number that is generated by your accounts department.
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By Clicking ADD a list will appear of parties you can add:

If the party you wish to add is not listed then speak to your Business Consultant to add other parties.
Click the party you want to add and a new window will pop up, similar to the Find Clients window.

In this example we are user the party of Solicitors (Other side) (Solicitor).
You can search this in the same way as before (using * to search), and it should have any solicitor you’ve
written to using RPM before. If they are a new solicitor click New in the top left.
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The window below will pop up when you add a new party. As with when you are entering client information,
fill out as much as you can on the first page, then work your way down the menu options on the left.
The system has a DX lookup you can use if you send post by DX. Just type a part of the firm name in the
Name field and click DX Lookup:

This will pop up with a list of all firms who match the name you entered, you can then filter the list by also
entering a post code or double click on the firm you want to use.
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You can now enter the Firm Contact information below. If you do not use DX or the firm you are writing to
do not accept it. You can click Address on the left and enter a postcode.

Press Ok, which will add them to the list and bring you back to the Select Solicitor window, Double click on
them and it will add them into this matter, meaning you will be able to write to them.
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Continue to add anyone else you need to at this stage, you can also add them later by clicking into the
Other Parties screen on the homepage of RPM.
As always, press Next to continue.
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Introducers and Negotiators (Optional)
On the next page you can record an Introducer and Negotiator if the work has come from somewhere by
browsing for them and selecting the correct Introducer, then entering the fee as shown below.

Click Next.
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You will then get an option to Save as a Quote (Prospective Client) or Save and Activate.

If you save as a quote (Prospective Client) you will not be charged by Redbrick, but will only have limited
use of the system until you do activate the Matter. Generally most firms do not activate a matter unless
they are sure its going ahead, have a signed ToB letter from the client, or have monies on account. Each
firm will have differing criteria for this.
If you’ve saved the matter as a quote, it is now on your system and ready to use.
If you want to send a Quote, Client Care letter etc then move onto the Billing Screen Guide to ensure
the figures are correct, and/or the Document User Guide/Progress Screen User Guide.
When you are ready to Activate the matter move onto the Activating a Matter User Guide.
If you want to Activate it at this point, click Save and Activate and move onto the Document User
Guide.
If the Activate button is greyed out then your system has pre-activation tasks which need to be completed
before activating the matter, save as a quote for now and refer to Activating a Matter User Guide.
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If you have any queries on Redbrick please either contact your dedicated Business Consultant or our
Support Team.

Support
Tel : 01572 770088
Email : Support@RedbrickSolutions.co.uk
Website : www.redbricksolutions.co.uk
Address :
Top Floor
33-35 Pillings Road
Oakham
Rutland
LE15 6QF
Or our Client Area for support and additional resources:
https://www.redbricksolutions.co.uk/client-login
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