
The Matter Files table holds a record for file that are related to Matter records. You can upload and link an unlimited 
number of files to Matter records. These files are OCR'd as needed for effective searching. Other than the OCR 
action, there are no rules or automation running on this table. 

The Matter File record has one main tab besides History: the File Details tab. Matter File records have Description 
fields, and inherit the access permissions from the linked Matter record. If the linked Matter record is confidential, or 
has called out specific people who can view it, the same people are able to access the files linked to the Matter 
record.

The drop-down list in the File Type field is managed by the Matter File Types table, and includes the following 
values by default:
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Matter Files are created when attachments are added to Matter records. You can also create Matter Files directly 
from the Matter Files table.

Files have a default Status of Active. When files are uploaded to a Matter record, the user can select an existing file 
to supersede, and that changes the status of the previous file to Superseded. There is also a status called Archived 
that is used for old or deprecated Matter File records that should be excluded from searching. There is no 
automation out-of-the-box to set files to Archived, but that can be easily added.
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