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Practice management software vendors tout a multitude of features. But how are you supposed to
sift through these features to figure out which ones will help you manage your firm?

Before you purchase legal practice management software, it’s important to understand the
capabilities that most programs offer, so you can weigh each software’s strengths when narrowing
down your selection.

In this article, we’ll discuss the most common features found in a legal practice management
software platform that provide automation, security, collaboration, and intelligence, giving midsize
firms the tools they need to practice efficiently, manage profitably, and grow strategically.

Main Takeaways

Law firms today need software with built-in automation, compliance controls, and real-time

reporting to operate efficiently and reduce risk.

Core features like time tracking, billing, matter management, and client portals are now non-

negotiable for modern legal operations.

Integrations, mobility, and trust accounting support ensure firms can scale without adding

administrative burden.

Legal-specific systems like Centerbase offer workflows, controls, and visibility that generic

productivity tools simply cannot provide.

https://centerbase.com/
https://centerbase.com/blog/legal-software-features/
https://centerbase.com/firm-management/
https://centerbase.com/blog/lpms-software/
https://centerbase.com/blog/lpms-software/
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Legal Software Features: 11 Must-Haves for Operational
Efficiency

Modern legal practice management goes far beyond digital filing systems. Firms need a unified
platform that supports the entire matter lifecycle—from intake to invoicing to analytics—while
reducing administrative overhead and improving accuracy.

1. Case/Matter Management

Matter management remains the core of any legal software platform. It’s the central hub for client
and case data and allows your staff to view critical details, including client name, matter number,
open date, key parties, and more, at a glance. From the matter dashboard, you can navigate directly
to calendars, tasks, documents, emails, and related contacts, ensuring that all matter-related activity
stays in one place.

Modern matter management must also support automation and collaboration. Automated
workflows can create tasks, reminders, and deadlines based on matter updates, while integrated
matter dashboards reduce context switching by linking calendars, billing, and communication
tools. These capabilities help midsize firms maintain consistency and improve visibility across
teams.

https://centerbase.com/blog/what-is-matter-management/
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2. Time Tracking

The days of manual timesheets are fading fast. Today’s timekeeping software uses automation and
passive tracking to help timekeepers capture more billable hours with less manual work.

Many time tracking tools integrate into email, document editing, and communication platforms to
automatically detect billable activity. Passive time capture, like Centerbase’s patented Automated
Time Capture technology, identifies and records billable events (emails, meetings, phone calls,
document work) without requiring attorneys to stop what they’re doing to enter time. This
improves revenue capture, simplifies compliance, and significantly reduces non-billable
administrative time.

Common tasks that can be captured include:

Email correspondence: Time spent drafting and reviewing client emails

Document work: Time spent editing, reviewing, or generating documents

Phone calls: Duration of client and case-related calls

Legal research: Time spent using research platforms

Learn How Legal Tech Is Evolving in 2025
Your software should do more than store documents. Discover the features modern law firms rely
on most.
Browse the Legal Business Glossary

https://centerbase.com/legal-business-glossary/
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3. Billing and Invoicing

Accurate billing is essential for firm profitability, and modern systems make it easier than ever to
generate polished, compliant invoices.

A core requirement of your legal practice management platform is that it should support LEDES
billing, an electronic billing format that many insurance defense and corporate clients require. The
LEDES process creates uniform billing practices across law firms and helps corporations and
insurance companies process and compare law firm invoices. It can be a daunting process, so
having LEDES billing built into your practice management system is critical.

Automated invoice generation and approval workflows is another core feature, as it can move pre-
bills through approval chains, reduce bottlenecks, and enforce internal compliance.

Beyond internal efficiency, these features improve the client experience with clearer invoices,
faster billing cycles, and online payment options that lead to faster payments.

Modern billing features include:

https://centerbase.com/blog/law-firm-billing/
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Customizable templates: Professional, branded invoices

Multiple rate structures: Configurable by timekeeper, practice area, matter type, or client

Trust accounting: Automated trust account management and compliance

Online payments: Secure credit card and ACH payment options

4. Firm Calendar

Firmwide calendaring gives teams real-time visibility into deadlines and events, and calendars
typically include both staff schedules and shared resources such as conference rooms.

When integrated with matter management, each event ties back to a case, making it easy to view
hearings, filing dates, and upcoming milestones. If the firm calendar syncs with Outlook, it reduces
the number of clicks required to update schedules and ensures attorneys receive updates across
their devices.

Operationally, this reduces scheduling conflicts, supports hybrid teams, and strengthens deadline
management, especially when paired with automated rules-based calendaring.

5. Task Management

Centralized, matter-focused task management has become a must-have for modern firms. Many
platforms now offer Kanban-style boards inspired by tools like Trello and Asana.

With visibility across all matter-related tasks, you can see who in your firm is responsible for what
and whether work is progressing as expected. This supports attorney accountability, improves
transparency, and helps administrators balance their teams’ workloads.

https://centerbase.com/blog/trust-accounting/
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Better task management means fewer dropped balls, more predictable timelines, and clearer
ownership, which are all critical to help your firm meet tight deadlines and manage heavy
caseloads.

6. Contact Management

Contact management serves as the data hub for clients, vendors, experts, opposing counsel, and
referral sources. In legal-specific systems, contacts are linked to matters, making it simple to
understand how each individual interacts with the firm.

This linkage powers critical workflows:

Conflict checks: Comprehensive searches across matters and parties

Marketing segmentation: Accurate filtering for campaigns and newsletters

Relationship management: Tracking referrals and client development opportunities

Key benefits of having a contact management feature in your law practice management software
include:

Faster and more accurate client intake

Fewer duplicate records

Improved conflict resolution

Stronger insights to build client relationships

https://centerbase.com/blog/conflict-check/
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7. Document Management and Automation

Firms manage documents in various ways — through server drives, within practice management
systems, or via advanced DMS tools like NetDocuments. The best legal software centralizes
documents within matters, making them easy to locate and ensuring version control.

Document automation takes this further by populating templates with client and matter data. This
reduces errors, saves time, and ensures consistency across the firm.

For example:

Fee agreements can auto-fill client information.

Pleadings can automatically include case captions from matter data.

Furthermore, advanced search capabilities using AI and optical character recognition (OCR) allow
users to search within documents, filter by metadata, and retrieve files more accurately, which
significantly reduces the amount of time spent digging through folders.
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8. Secure Client Portal

Client portals have quickly moved from “nice-to-have” to essential. These secure online spaces
allow clients to access documents related to their case, view bills, make payments, and
communicate with their legal team.

Core capabilities of client portals include:

Secure document sharing with access controls

Real-time case updates and milestone tracking

Online payment options

Centralized messaging and document exchange

Portals reduce email volume, speed up response times from the legal team, and strengthen the
client experience, which creates transparency and better engagement throughout the matter
lifecycle.

See Centerbase’s Must-Have Features in Action
From matter management to billing automation, Centerbase gives mid-sized firms the tools they
need to grow.
Explore Centerbase Features

9. Analytics and Profitability Insights

https://centerbase.com/firm-operations/
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Instead of relying solely on historical reporting, the most effective firms use real-time dashboards
and predictive analytics to make proactive decisions.

Key performance indicators of law firm profitability include:

Utilization and realization rates

Practice area profitability

Attorney productivity

Cash flow and collections trends

Predictive tools can forecast resource needs, identify underperforming matters, and inform pricing
decisions, giving your firm’s leadership team the visibility they need to manage the business like a
modern enterprise.

Essential reporting features to look for include:

Real-time dashboards: Live performance monitoring and KPIs

Utilization reports: How effectively timekeepers use their time

Realization analysis: Billable vs. collected amounts tracking

Predictive analytics: Resource allocation and cash flow forecasting

https://centerbase.com/blog/law-firm-profitability/
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10. Data Security and Compliance

Security is a core ethical and legal obligation of a law practice, and it’s getting harder to manage.
According to the American Bar Association’s Cybersecurity TechReport, 29% of law firms
reported experiencing a security breach. For midsize firms, a breach can disrupt operations,
jeopardize client trust, and trigger costly compliance issues.

Encryption is one way to implement safeguards. It protects data by converting information into
unreadable code, both at rest and in transit, ensuring only authorized users can access it. Multi-
factor authentication (MFA) adds an extra layer of verification beyond passwords, making it harder
for outsiders to breach firm systems.

Beyond cybersecurity, attorneys also have strict ethical obligations to safeguard client
confidentiality under the ABA Model Rules. That means choosing software that provides the
access controls, audit trails, and monitoring systems necessary to document who has viewed,
changed, or shared sensitive information.

Automated conflict checking is also critical. By cross-referencing client, contact, and matter data,
firms can identify potential conflicts before onboarding new work, reducing your firm’s risk of
malpractice and strengthening ethical compliance.

Your legal software should include:

Multi-factor authentication: Adds verification layers that prevent unauthorized access.

Role-based access controls: Ensures users only see the data required for their role.

End-to-end encryption: Protects confidential information both in storage and transmission.

Audit trails: Tracks all system activity for compliance, transparency, and risk mitigation.

Compliance tools: Supports requirements under GDPR, CCPA, HIPAA, and other regulations.

https://www.americanbar.org/groups/law_practice/resources/tech-report/2023/2023-cybersecurity-techreport/?login
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Together, these features allow firms to maintain confidentiality, protect client relationships, and
operate with the ethical rigor the profession demands.

11. Potential New Client Tracking

Tracking prospective clients is essential for sustainable firm growth and for understanding which
marketing efforts produce revenue. Also known as intake management, this feature centralizes how
firms capture, track, and convert prospective clients into paying clients.

Accurate intake data powers better forecasting and ensures no potential client slips through the
cracks. Centerbase’s client intake and CRM capabilities streamline this experience by connecting
marketing, intake, conflict checking, and matter creation into one efficient workflow.

Modern intake tools enable firms to:

Capture leads from web forms

Automate follow-up communication
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Assign internal tasks

Track referral sources and marketing ROI

Convert qualified prospects into active matters

Choose Legal Software That Grows with Your Firm

Midsize firms need software that is flexible, secure, and built to scale. The best platforms combine
these 11 must-have features into a unified system that supports every part of the practice, from
timekeeping to billing to profitability analytics.

Centerbase delivers these capabilities through a modern operating system for law firms, unifying
practice management, financial operations, and business development. Built specifically for
midsize firms, Centerbase provides configurable workflows, automated time capture, advanced
reporting, and secure client communication tools that help firms practice efficiently, manage
profitably, and grow strategically.

Get a personalized demo today.
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