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A short introduction to Legal Hub and its three core records.

What this covers

Opening Legal Hub, finding your 
way around, and creating and 
reading accounts, contacts and 
matters.

Who should use it

Lawyers, paralegals and support 
staff who are new to Legal Hub.

Recommended 
process
Set up the client first, as an 
account or contact, then open 
the matter for their work.

Important: a matter needs a client. Create the account or contact before you create the matter.
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P U R P O S E

Purpose of this guide
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Open Legal Hub
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Choose the Legal Hub app 
from the app selector.
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Steps:

1. Sign in with your work 
account

2. Click the app name at the top 
left to open the app selector

3. Click Legal Hub

Note: Team members see the Legal 
Team User app. Full admins see every 
app.

Legal Hub is built on Dynamics 365. The apps you see depend on your security role.
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Find Your Way
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Everything starts from the left 
navigation.
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Steps:

1. Click a page in the navigation 
pane

2. Switch between Admin and 
Practice Management with 
the area selector

3. Use global search at the top 
to find any account, contact, 
matter or ledger

The navigation pane lists your pages. Whatever you click opens in the workspace on the right.
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Accounts
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An account is an organisation 
or institution.

5

Steps:

1. Click Accounts in the 
navigation

2. Click New, fill in the details 
and click Save

3. Select a record to edit or 
delete it

The Accounts page lists all active accounts.



D365 Legal Hub  ·  Quick start guide  ·  d365.Global

Account Details
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The Summary tab holds the 
basics.
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Steps:

1. Open an account from the list

2. Check the Summary and 
compliance details

3. Add a primary contact, which 
also appears in Related 
Contacts

Note: Use the Timeline to send emails, 
log calls and create appointments.

Open an account to see its details, CRN number, responsible advisors and primary contact.
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Account Matters
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See all work for an account in 
one place.
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Steps:

1. Open the Matters tab

2. Click a matter name to open it

3. Open the Invoices tab to see 
invoices for those matters

The Matters tab lists every matter where this account is the client. The Invoices tab lists their invoices.
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Contacts
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A contact is an individual 
person.
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Steps:

1. Click Contacts, then New

2. Enter their details, and a 
company name if they belong 
to an account

3. Set Is Client to Yes if they 
have a matter, then Save

Note: A client number is created 
automatically when Is Client is Yes.

Contacts work like accounts. Create one with New and fill in the Summary tab.
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Matters
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Matters are where most of the 
work happens.
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Steps:

1. Click Matters in the 
navigation

2. Click + New Matter, fill in the 
main details and Save

3. Click a matter name to open it

The Matters page lists all active matters.
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Matter Details
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Complete the Summary and 
follow the stages.

10

Steps:

1. Fill in the red star fields: 
subject, type, client and 
practice area

2. Choose the responsible 
attorney

3. Use the tabs for Tasks, 
Documents, Related Party
and Checklist

The stage bar guides you from Investigation through to Closed. Each tab holds a different part of the matter.



Three things worth remembering.

Use the Timeline

The Timeline on accounts, 
contacts and matters tracks 
emails, calls and appointments. 
Click + to add one.

Search everything

Global search finds contacts, 
accounts, matters and trust 
ledgers from any page.

Mandatory fields

Fields with a red star must be 
filled in before you can save.

Need help? Contact d365.Global if you cannot see an app or a record you expect.
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Tips for Getting Started
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