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Keyhouse Chapter 1: Getting Started

Typographical conventions

Tip Atipis a type of note that helps users apply the techniques and procedures described in the text to
their specific needs. A tip suggests alternative methods that may not be obvious and helps users
understand the benefits and capabilities of the product. A tip is not essential to the basic understanding of
the text.

Note A note with the heading “Note” indicates neutral or positive information that emphasises or
supplements important points of the main text. A note supplies information that may apply only in special
cases. Examples are memory limitations, equipment configurations, or details that apply to specific
versions of a program.

Caution A caution is a type of note that advises users that failure to take or avoid a specific action could
result in loss of data.

Important Animportant note provides information that is essential to the completion of a task. Users can
disregard information in a note and still complete a task, but they should not disregard an important note.
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Navigating the Search Screen

I All Matters

My Matters
L3 Recent Matters

2] Contacts

a&; Associates

&) Advanced Search
#% My Invoices

“ My Cheques

'-?l Phone Log

{) Firm Undertakings

{3 strong Room

{) Firm Undertakings

Q. Document Search

™ Template Library

Click on All Matters to list all matters.

Click on My Matters to list all your matters
Click on Recent Matters to list matters recently accessed.

Click on Contacts to list all your clients and matters

=l Note this is for Fee Earners only.
Click on Associates to list all associates on the Database

Click on Advanced Search to perform a more specific search on all
matters.
Click on My Invoices to add, view or edit any draft invoices you have.

Click on My Cheques to add, view or edit any draft invoices you have.
Click on the Phone Log to add or view items in the phone log

Click on Firm Undertakings to see all undertakings given or received by
the organisation
Click on Strong Room to view or add items in your strong room.

Click on Firm Undertakings to see all undertakings given or received by
the organisation
Click on Document Search to search all documents.

Click on Template Library to Search and preview your precedent bank
of documents.

Chapter 1: Getting Started

Opening Case Management

1. Start Keyhouse by double-clicking the Keyhouse
shortcut on your Desktop.

2. The first time you log in, you will have to use your
Handler Code and Password. If you have previously

Keyhouse

Please login to Keyhouse

Log in using your Windows 1D

enabled the use of your Windows ID, you may log in ok

without having to enter your password.

3. Enter your Handler Code (typically your initials) and password.
If you wish to log in in future using your Windows ID, check the
box labelled Link this login to your Windows Login

4. Once you have logged in, you will be presented with a choice of
where to start: Recent Matters, Task Manager or My Overview

Login using your Handler Code and password

Keyhouse

OR

10
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W If you will always want to start in the same place, tick the box marked Don’t show this screen
again.

@ Keyhouse

Welcome Carol Nolan. Where would you like to start?

v [

Open Case/Matter Task Manager My Overview

PP

] Dont show this screen again

5. Recent Matters will allow you to view all your cases, with those most recently accessed at the top.

A Search/Open
Code Last Accessed File Colour MName Description Fee Earner Fee Co... |File Ref
I All Matters
K by Miatters [l simoo1/o001  [20aiz015170e19 | |Bartsimpson | sale of House at: 4 The Mews, Rathfarnh... | Carol Nolan FLY001
E FLY001/0001 20 Jul 2015 16:33:04 Jack Flynn Sale of House at: 4 The Mews, Rathfarn... | Carol Nolan  CN FLY0O1
12 Recent Matters i X X K
@ Contact BRECO1/0001 16 Jul 2015 16:23:29 Mike Breeze Mike slipped an broke his leg. Martina Win... MW BRECO1/001
¥ ontacts
N TJFOO1/0000 16 Jul 2015 16:23:06 TJ Fox Document matter Stephen Ke... SK
@, Associates
) TJFO01/0001 16 Jul 2015 15:54:20 TJ Fox Outstanding debt to PTSE Bank. Mark Kelly MK TJFOO1
3 Adv, d S h
'“’?j vanced seare 7ZT001/0000 | 15 Jul 2015 17:28:36 Test New CLie.. Document matter Stephen Ke.. SK
W My invoices FOX001/0001 14 Jul 2015 12:13:37 Jennifer Fox  Redundancy advice Martina Win... MW
cy
“¥ My Cheques KEO003/0003 06 Jul 2015 09:19:51 Sam Keogh EPA to Stephen Keogh Carol Nolan | CN
g P 9
£ phone Log BRO0O1/0001 03 Jul 2015 15:09:49 Kevin Browne 78 Somerset Road, Ealing, London W5 5Y | Brian Sween... BS 123
g
@ Firm Undertakings DUN /0001 03 Jul 2015 12:03:07 Zach Dunne  Advice on Car Accident Brian Sween... BS
® Strong Room MNOLOO1/0001 03 Jul 2015 12:02:55 Paula Nolan Paula Molan V Joe Smith Anne Mellon  AM 6666666
@. Document Search DUNOO1/0002 | 03 Jul 2015 12:02:44 Dunnes Store.. Fall at Meat & Poultry Aisle Brian Sween.. BS
T Template Library DUNODZ/0002 03 Jul 2015 11:40:18 Dunnes Store...  Supplier Accident in Stock Room Brian Sween... BS
L, FLY0O01/0002 03 Jul 2015 11:3% Jack Flynn Purchase of 16 The Haywain, Terenure,.. | Carol Nolan CN FLY002/001

11



Keyhouse

Chapter 2: Search & Open

6. Task Manager will show you your task list.

@

Home Case Reports Parners Phomelog Maintsn  Setp  Help
- = %
© = 08
= |
Newmemw | Prim | Capture Generate Complete Action
rctors Decumens
i Tasks
2wy Tasks
st c_a.[e..[0. Date Time |case Code  [Handler | Team [From | clientCaservatten)

T Day's tasks 19Apr20t6 1544 [Ans00n000 [N [com

Purchase 7 ¢

Keyhouse Case Manageme

 Street, Rathgar, Dublin 6

e

action

Undertaking Cr

T Neat week's tasks

5 . ack iy

X Nest montes asks U somarae o o on - i I
@ overin s Salé of 10 Rose Lawn, Banchardstown, Dbiin 17

O oustanding asks mmaraos o o cow oy L -
B Last weekes tasks.

£ Last monthvs tasks 2Mar2016 0939 ABBOOAOO4 (N COM (N Ceorge ) Abbolt

= ) i o . e - EPA - Mary James and David Jones

g A Toks

© My Overview 29Mar2016 0939  ABBOOTO002 | CN om o Srorge ) Abbott Value: €150.00

Cor

Comment: 15t Payment , Date: 22,

Comment: 3rd Payment , Date: 22,

ed: Date: 18 Apr 2016 Type: Financ

Value: €50.00 , Comment: Last Payment , Date: 24/03/2016

standard view
Diary Date |,
oMar2. W
wmarz. B
wMar2. ¥

wmar2. W

My Overview gives you an overview of the current state of your cases, including a list of Recent

Matters; Case Alert, containing links to lists of cases where, for example, the expected invoice date has
passed; Task Alert, again containing links to list of tasks which may give rise to concern, such as tasks
where the Statute Date is approaching; and various Performance indicators.

®

Keyhouse Case Management

€N - Carct Ve - 0000 £ 0020)

Jack Fiynn

AAA Securities Ltd
Irina Zacawski
Abbie Lynch
BOIBUS/0002
2AC001/0001

Bing Oil indlustries Business Banking

Inna Zacaws
James Bloggs
Tobin

#veril Tobin
Peter Tegg

Test New CLient
Gerden T. Black
Test New CLient
Test new
Gardon T. Black

Dunnes Stores Blackrock
Bing Oil ndustries Busingss Banking
David Bloggs

Chapter 2: Search & Open

The Search Screen
@

Keyhouse Case Management

Desaiption

Famil

Sale of 10 Rose Lawn, Blanchardstown, Dublin 17
Landiord Dispute

Purchase & Planning application for Unit & Blackrock Shopping Centr
RTA The Rise, Stilargan

Advice re Agreement

Onorce

Purchase of Wood Drive, Dublin

Sale of The Cattage

shbourne, Co Meath
Burchase of 1 igh Street, Nazs

RTA on e at Lucan

Document matter

Rates Collection proceedings action

test

fa999
RTA alkinstown Crossroads, G, Black
Slip & Fall on Frozen Food Aisle

Advice re Shareho

ng Agreement - Web Designers Ltd

Stephen Keogh -v- Joe Bloggs

Home Case Reports Pamners Phonelog Maintain  Sep Help
= - o
e o "]
\\# = U = V]
Newltemw | Prist  Capture Generate Complete Action
pre p—
o Tasks Carol Nolan Friday, 22 Apr 2016
A My Tasks Case Alert Task/Alert Performance
s Open matters 29 No.ofoverdustasks 49 My time day book @00
My dormant matters 24 No. of outstanding tasks 51 Time recorded this week 000
Mo, of Effectively complete Matters 1 Critical tasks 3 Time recorded this month 0:00
No. of cases where expected invoice date has passed 1 Court dates 2 Time recorded this year 057
O outstanding tasks Mo.of ith ng estimated fs 26 High priority tasks 11 Admin time recorded this Week  0:00
B Last week's tasks f jing esti 0 Phone message 2 | Admin this month  0:00
= Last month's tasks
B AR Tonke Mo of cases approaching lockup value limit ] Admin time recorded thisyear 010
- ¢ 1 Undertakings 4
© My Overview require mon .
Mo of cases with no estimate given g Statute date approaching 4 Eees issued current mooth 0
p—— Fees issued last menth 0

Eees issued Year 1o Date

Quistanding invoice
Qutstanding fees
Debiors days

Current work in progress

Draft invoice

Outlay balance

Current lockup value

50717
41063
2140
4674

55,846

Open Cases

Max results:

nal Closed Date

N
Home |case| mepors
& —= | Search Toolbar
New Case Copy Case Mave Case Merge Case | Confict Search |
Case muntensnce Case reiated GoTo

\ search/Open [ —+—1 Search box .

4 Column Headings

L My Matters Code Last Accessed Filé TETr o DRSO Fee Code  Fee Earfler Work Type

T Recent Matters Mike Breeze | Broken left leg Accident
(8 Contacts Test New Clie... test B Brian Sween. 27 Mar 2010 Commercial Accident
& Associates B nterim Busine.. International Business Services Ltd -v 8BS Brian Sween.. 15Feb 2008 Debt Debt Collection
@) Advanced Search [ . . ackflynn  Sale of House at: 4 The Mews, Rathfarnh._ CN Carol Molan | FLY001 0232015 Comveyancing | Sale
0 My Invoices [ Nav]gat|on Ba r fGordon T, Bla... RTA Walkinstown Crossroads, G. Black 65 Brian Sween.. 12347 g
“a My Cheques o jack Fiynn Document matter s Stephen Ke.
fr Phone Log 5 jack Fiynn Purchase of 16 The Haywain, Terenure,. TN CarolMolan | FLYOOZIROT | .
@ Firm Undertatings IBSDO1/0020 | 10 Aug 2015 11: nterim Busine._. Gary Neville - Short term losn B rian Sween.. Matter List

12
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W Tip: Click on a column headings to sort alphabetically by that heading eg. Matter Description or click on
T oa

Fee Earner

the pin to apply a filter . The filter is available on Fee Code, Fee Earner, Dept, Work

Type, File Colour and closed only.
W Tip: To remove filters right-click and then click on remove filters

W Tip: The number of results returned can be set. The minimum number is 100 and the maximum
number is 500.

Search Lists
Search All Matters List

1. Click on Search/Open on the Navigation bar.

2. Click on All Matters input a key search word in the Search Box for e.g. part of the client name or matter

description.

Keyhouse Case Manag
Home |Case Reports Partners Phone log Maintain - Setup  Help
4% 4 % % AP
> =S ok - p 4 J
Mew Case Copy Case Move Case Merge Case Case Import | Conflict Search
Case mai - Case relsted GoTo
—
~ Search/Open | )
I Al Matters Code Last Accessed File Colour Mame Description
15 Recent Matters AAADDT /0002 AAL Securitie..  MNew Lease 44 Main Street Dun Laocghaire
12 contacts AAADDT /0003 AAR Securitie... | Slip and fall incident
& Associates AAADD2 /0007 AAA Worldwi.. Derek Bradley - export to USA Freight ...
@), Advanced Search AAADOZ/0002 AAA Worldwi.. | Student Complaint EF
&0 My Invoices ABAD01/0001 | 19 Apr 2016 17:08:36 David Abraha... | Family Law
“ My Cheques ABA0Q1/0002 David Abraha... HIPS Negligence - October 2010
% Phone Log ABB001/0001 George J Abb... Sale 45 Somserset Road, Dublin 6
@ Firm Undertakings ABBO01/0002 George J Abb... Purchase 7 Church Street, Rathgar, Dubli...
(9 strong Room ABBO01,/0004 George J Abb... EPA - Mary James and David Jones
E'?;’::l';:tus;a;j ABB001/0006 Geo1ge J Abb. xiot ekt et Rathgor
| ABBOO2,/0001 . Abbie Lynch ; - 5 Main Street, M
st fmen G ettt ol P et

3. The search criteria will be applied as you type. See the following example of a search for “Sale”.

Y T N

Keyhouse Case Management  {CN -]
Home |Case| Reports Phonelog Maintain - Setup  Help
4% % % A P
> cmig -1 e : /
MNew Case Copy Case Move Case Merge Case | Conflict Search
Case maintenance Case related GoTo
\ Search/Open O
§i Al Matters Cod 2 d File Colour MName Description Fee Earner
X My Matters [ ero001/0001 |20 12015172446 | |kevinBrowne |BEI of 73 Somerset Road, Ealing, Lond..
SIMO01,/0001 20 Jul 2015 17:08:19 Bart Simpson Sale of House at: 4 The Mews, Rathfarnh... Carol Molan
¥ Recent Matters
@ Contact FLYO01,/0001 20 Jul 2015 16:33:04 Jack Flynn Sale of House at: 4 The Mews, Rathfarn...  Caral Molan
4] Contacts
" . ACC001/0002 | 03 Jul 2015 10:07:32 Accord Music...  Sale 123 Bishops Street Martina Win...
&, Associates

13
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4. Double click the required matter to access the case diary for this matter.

14
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Search Recent Matters

This is an easy way to find a matter you have recently worked on.

1. Click on Search/Open.

Keyhouse Case Management (<N -

Home | Case| Reports Phonelog Maintain  Setup  Help

A & & £ A 0

New Case Copy Case Move Case Merge Case | Conflict Search

Case maintenance Case related GoTo
c ; sale
\ Search/Open | |
Code Last Accessed File Colour MName Description Fee Earner
§i All Matters i
My Matters j srooo1/0001 [20iu2015172446 | |kevinBrowne | of 78 Somerset Road, Ealing, Lond...
SIMO01,/0001 20 Jul 2015 17:08:19 Bart Simpson Sale of House at: 4 The Mews, Rathfarnh... Carol Nolan
i Recent Matters | e of " nt |
nnnnnnn 20 1ul 2095 16330 . .
*HWM/‘W%WW%%W\W Sale of House at: 4 The Mews, Ratl arka

2. Click on Recent Matters in the Navigation panel.
3. Input a key search word in the Search Box; the search will be applied as you type eg. “Sale”.

4. Double click the required matter to open the case diary for this matter.

How to Search Open and Closed Cases

1. Click on Search/Open on the Navigation bar. ﬁ
Open Cases

View

2. Click on All Matters. T e

Closed Cases
Open and Closed Cases

3. Click on Standard view tool located on the
following list of views will appear.

=  Click on Closed Cases to search only closed cases

= Click on Open Cases to search only open cases.

= (Click on Open and Closed to search both lists.

= (Click on Standard View to return to the default view.

4. Input a key search word in the Search Box: the search criteria will be applied as you type.

5. Double click the required matter to open the closed case diary for this matter.

=l Note no amendments can be made in the case diary until the case is re-opened. See the Chapter 16
for further details.

15



Keyhouse Chapter 2: Search & Open

Search Contacts

1. Click on Search/Open.

2. Click on Contacts to see a list of your clients; as you select each client the cases for that client are listed
in the case list in the lower part of the window. Double click the required case to open the case diary.

Keyhouse Case Management (N - Cerol Noien - 0000/ 00:00)

Home |Case| Reports Phonelog Maintain Setup Help

L 3 % A ¢

New Case Copy Case Move Case Merge Case | Conflit Search
Case maintenance Case related GoTo
A Search/Open ikl Gerie
i All Matters |j;; ch
. My Matters
«b TS Client Code Name Address Email Fe
i 44 Main Street
[£) contacts AAA Securities Ltd [ | e
&, Associates ST
e AAADO2 AAA Worldwide Remo... 2oL 021 1241241 mareynolds @AAAworldwideremovals.ie sk
£ My Invoices [ 123 Mayfair Street
ABAODT David Abrahams ayfair Stree 01-2902222 d.abrahams@gmail.com AM
“ My Cheques || Dublin 2
£ phone Log ABBOOT George J Abbott z';:::ehmt goacy 01-5656712 gabbott@iol.ie Bs
(@ Firm Undertakings I 9n.
14 The M
3 Strong Room ABBOO2 Abbie Lynch Dummelz e 01456789 alynch@hotmail.com sk
(Q Document Search |
56 Second Street
L S — ACCO01 Accord Music Werld Ltd o - 01200000 MW
AIG001 Allied Investment Group ;:‘Qﬁ: street, 1234567890 info @aiglegalie 8s
I 44 Main Street
AINOOT Allied Investment Netw. Dun";:mrse 6677889 andrew@ain.ie 8s

Matters ( AAAOOT)

Case Code

File Color Fee Earner Started Case Code Privileges

Description Deptment | Workiype

Landlord Dispute Martina Wint... | Litigation | Action AAA Securiie.

[l Ann001/0001

31 Jan 2010  AAADOT

Martina Wint.. Commercial Lease AAA Securitie.

New Lease 44 Main Street Dun...

3. To search the list input a key search word in the Search Box: as you type the search criteria will be
applied. See the following example for a search for “Accord”.

My Contact

[accord|

Client Code Name Address Telephone Email Fe

- 56 Second Street
4 Accoot JYRT Music World Ltd e = 01 200000

Matters ( ACCO0T)

Case Code File Color Description Fee Earner Deptment | Worktype | Started Case Code Name Userl User2 User3 privileges

4 ACC001/0002 Sale 123 Bishops Street Martina Wint... Se Accord Music...

W Tip: To view further details about a client double click the required client record.

4. To open the case diary double click the case required.
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The Advanced Search

1. Click on Search/Open Cases.

2. Click on Advanced Search to see the advanced search options screen.

Simple Search

1. Input the key search words in the search box (circled above).

2. Press Enter on your keyboard or click Go. m
3. The results will be returned in the matter list in the lower part of the window.

4. Double click the required case to open it in the case diary.

5. Click Reset to clear the search box.

“OR” Search

This will refine the search to search for keywords in the specified columns only. E.g. A search for the client
name or Matter Description.

1. Remove the ticks from the columns you do not want to include in the search.

Search: |Ireland
In fields: Client Name [] Case Description  [] Client Address [] Code [] Old Ref [] File Ref

2. Input the key search words in the search box.

3. Click on Go. The results will be returned in the matter list in the lower part of the window.
Sample Search:
Search For: Ireland

In fields: Client Name

4. Double click to open the case diary.
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It is also possible to use the “Or” Search to search when you need to use 2 or more criteria.

Search: |

In fields: Client Mame Case Description Client Address Code Old Ref File Ref

or ¥ | Client Mame: |5mith

Or ¥ | Matter Desc.: |r‘ta|

And ¥ | Client Address: |

And ¥ | Matter Code: | And ¥ | Old Ref:

And ¥ | Fee Earner: W And ¥ | Dept
J%Wﬁ‘\_‘/hv\f NMWWMWWMW
“And” Search

This will refine the search to search a combination of keywords in the specified columns. E.g. A search in
the client name and matter description.

1. Input the key search words in any of the search boxes.

And

And

And

And

And

Search:
In fields:

W

Client Name Case Description Client Address Caode Old Ref File Ref

Client Name: ‘Abbot

Matter Desc.: ‘Sale

Client Address: ‘DUb“n

Matter Code: I:l and ~ |old F{ef:‘

Fee Earner: v[|And ¥ Dept:

“\_WMM S NI N S e ———

2. Click Go.

3. The results will be returned in the matter list in the lower part of the window. See the example above

Sample Search “And”

Search for: “Abbot” in the client name

and Search for “Sale” in the matter description
and Search for “Dublin” in client address

4. Double click to open the case diary of the required matter.

18
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Searching using a Wildcard

A wildcard is useful when you are unsure of how exactly a word may have been entered. The % sign is used
as a wildcard in Keyhouse systems and will match any number of characters. Note also the system will use
the % for an apostrophe e.g. O’Connor will change to 0%Connor.

1. Input the first part of the client’s address, then a % then the remaining part in the search box, e.g.
Ellis%Rathmines and press enter.

2. The system will return any client addresses beginning with Ellis ending with Rathmines. E.g. Ellis Park or
Ellis Drive etc.

Search: |EH|5%Rathmmes )
ﬂ : Ame Case Description Client Address Code Old Ref File Ref
And v | Client Name: | ‘
And v | Matter Desc.: | ‘
And *| client Address: | ‘
And | Matter Code: l:l And v Old Ref: ‘
And ~| Fee Earner: v/l And ¥ |Dept: J
Time Code O\ MName File Colour Client Address Description F/e Team
BLADO1/0001 Gordon T. Black 23 Ellis Park Rathmines Dublin & RTA Walkinstown Crossroads, G. Black BS COM
BLADO1/0002 Gordon T. Black 23 Ellis Park Rathmines Dublin 6 2 Trinity Close, Rathgar, Dublin 6 BS COM
BLAQD1/0004  Gordon T. Black 23 Ellis Park Rathmines Dublin & Purchase of & Clonattin Hills, SK com
Wicklow.
BLAQD1/0007  Gordon T. Black 23 Ellis Park Rathmines Dublin 6 Rates Collection proceedings action BS COM

1. This will only allow you to see your matters. It will display them with the most resent at the top.

2. By using the drop down arrow beside the Handler’s name, it is possible to view the matters of other
individuals.

@ Keyhouse Case Management  {GH - o ol - 030 / 0% N - x

¥ Al Matters
My Matters
Astters

Last Accessed Mo, ¥ ner? | Started Department Work Type | Origmal Closed Date

Code Name shone escription ec Earner’
[ 721001/0003 |04 May 2016 10:0855 | Aaa Securitie.. |012112112 and fall incident Carol Nolan
BEC ang ot 23 HillStreet, Bray, Co Wickiow rol Nolan 0

27 pr 2016 15:35:54

Manipulating the Search Screen

The new version of the Keyhouse Desktop has several user friendly options to allow you the user to alter
the arrangement of your search screen. You can sort and filter by column heading, and save for further use
if required.

How to Sort Column Headings

1. Click on the column heading to sort by that heading. See the example below the column the sort has
been applied to column heading “Last Accessed”.
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mv%m 03 Jul 2015 10:28:10 Claire Bourkg_,\'P;rsonaI i work C

Code Last Accessed File Colour Name Description Fee Co... |Fee Earner
4 _ Sale of House at: 4 The Mews, Rathfarnh... | CN Carol Molan
FLYQ01,/0001 21 Jul 2015 08:45:22 Jack Flynn Sale of House at: 4 The Mews, Rathfarn... CN Carol Nolan
KEO003/0003 | 06 Jul 2015 09:19:51 Sam Keogh EPA to Stephen Keogh CN Carol Molan
FLY001,0002 03 Jul 2015 11:35:31 Jack Flynn Purchase of 16 The Haywain, Terenure,... CN Carol Naolan
BLOOQO1/0005 |03 Jul 2015 10:58:17 Joe Bloggs Advice File CH Carol Molan
N Carol MNglan

. . . k2]  sort Ascending
2. To remove the sort right-click on the column and select Clear Sorting from the 2l Sort Descending
B 5% Clear Sorting
resulting menu. 2
= Group By This Column
Show Group Panel
Show Column Chooser
o BestFit
Best Fit (all columns)
T Filter Editor.
How to Filter Columns
; ; ; : . |Fee Earner ¥ =
1. Move your cursor to the column heading required, until you see the filter pin.
2. Clicking on the filter pin will open a drop-down menu; select the required filter term.
Keyhouse Case Management  (CN - Carol Nolan - 00:00 / 0200}
Home |Case Reports Phonelog Maintain  Setup Help
s;’ & % s& sﬁ /I @,
[F. ¥ == [F (¥ [ &
Vg
MNew Case Copy Case Move Case Merge Case Case Import | Conflict Search
Case maintenance Case related GoTo
« Search/Open
| All Matters Code Last Accessed Name Phone No. Description Fee Earner Started Department Work Type ™
il
I My Matters » _ Non Assigned _ Phone Message I | Clear Filter (All Handlers) |
s Recent Matters BECO001/0001 Angela Beck 01-2339999 Sale of 56 Church Street, Rathgar wn Wor...
I2) contacts MOO001/0001 Mrs M D Ma... 01372 210242 | Sale of : 73 Broadhurst Ashtead Surrey K. wn Wor...
& Associates ABBO01/0001 George J Abb.. 01-5656712 Sale 45 Somserset Road, Dublin 6 P — wn Waor...
@), Advanced Search ONE0Q1/0003 O'Neil Flynn...  01-6766555 Una Murray of 78 Dodder Park, Churcht... || _ ‘Al handlers akings
9 My Invoices ONE001/0001 O'Neil Flynn...  01-6766555 56 Glengara Park, Dundrum, Dublin 14 T e akings
“# My Cheques EVA001/0001 Evans & Co. 01-4566777 72 Hillcourt Park, Dun Laoghaire, County... A Anne Mellon akings
5 Phone Log TARD01/0002 George Tarrant 2455555 Separation ; Jtion A..
@ Firm Undertakings DUGOOT (3 EpanEieEney
/0002 Paul Duggan 064 78301 Separation Arrangement N carol Nolan ition A..
(3 strong Room WEI001/0001 James Weis  01-6777777  Sale 22 Nutley Lane Donnybrook Dublin 4
{'& Document Search o P Justin Phelan
WALDO1,/0001 Margaret Wal.. 66556565656 | Sale 4 Main Street, Cork
™ Template Library MK Mark Kelly
RYA021/0002 John Ryan 89999992 Sale - 55 Main Street, Bray MW Martina winters
RYA002/0002 Margaret Ryan 0404 78320 Sale of no. 2 Main 5t Bray sk Stephen Keagh
REG001/0003 Andrew Regis... 01 4355666 Sale 19 Green Court, Bray, Co. Wicklow JUSTIT PITETEN | 24 OV 2006 | CONvEyarncing SalE

3. Toremove the filter, select Clear Filter (All Handers) from the filter drop-down menu or use the right-

click to select the Clear Filter (All Handers) option.

Document Search

The document search utility makes it possible to search the full text of all documents on the system. A list
of documents containing the search text is returned and each document can be previewed in the preview

pane.
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How to open the Document Search

1. Click on Search/Open, then on Document Search

2. Input the search keywords on the
Document Search screen.

3. Choose whether you want to
search by the Document Name or
by Diary Text.

4. Optional -

= Select aclient, or leave
blank to search against all
clients.

@) Keyhouse

Search: || |

[ search Document Name only
[ search Diary Text also

Client:
Case / Matter:

© search |8 Clear

Advanced

= Select a matter or leave blank to search against all matters.

5. To refine the search use the Advanced Option

6. Click Search. A list of documents that match the criteria will

be displayed

Search

[ search Document Name only
[[] Search Diary Text also

Client:

Case / Matter:

Document:
Track Reference
Class: v
Type: v
Date:
Created:
Modified:
Accessed:
Old Ref:
Your Ref:

File Ref:

From address:

To address:

0 Search || & Clear simple
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Chapter 3: Creating New Clients and Cases

The New Case Wizard

Create a New Case for an Existing
Client

Home | Case| Reports Phonelog Maintain  Setup  Help

g . & .
< < 5.4 &
_ A i D % VAN 9,
1. Select New Case which can be MNew Case Copy Case Move Case Merge Case | Conflict Search GoTo
found on the Case tab of the Ribbon. Cose maimenance Cose retaiad
2. The New Matter/Case Wizard will open. The first screen contains a welcome message. Click

Next.

New Matter/Case Wizard X
3. The default option is to set up a new case for o .
L. _p P New or Existing Client
an existing client or contact.
Select the option that describes the action you wish to take
® Select an existing client for an matter
4. Input all or part of the client’s name or code ‘ ‘
in the search box. The search results will = = e
- 2
update as you type' AAADD2 AAA Worldwide emnva\s South Mall I
ABAODT David Abrahams 123 Mayfair Street
ABBOOT George J Abbott 60 Somerset Road,
W You can sort the columns by clicking on S >
the Column headlngs. Client is ot listed above. Create new client for this new matter
5. Select the client required and click Next. In T x
this case, the wizard will skip Step 3 and you e Bt e
will move immediately to Step 4.
Select the option that describes the action you wish to take
®) Select an existing client for an matter
6. If the client is not an existing client or o ‘
contact, select Client is not listed above and Code ame e |
i g oo |
click Next. T
7. The screen for Step 3 asks for details of the . )
neW Client' Type the firSt three Ietters Of the Client is not listed above. Create new client for this new matter
Client’s surname into the box for Client code. G ||| &=
i ; e —
The system will complete the code by adding T "
three digits.
Enter Client Details
8. As well as Client code, Client name and Fee Please enter the new dlients details below
Earners are required fields. e =
Salutation PPS NO
Address
Telephone Fax
Mobile Email
Fee Eamers * P Secondary Email
Anti money laundering checked
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9.

10.

11.

12.

13.

Click Next to move to Step 4 where the main details of the matter or case will be entered.

Input the matter description, then select the
following from the relevant drop-down lists:

® fee Earner handling the matter
Department (e.g. Conveyancing, Litigation)
Case Plan (i.e. workflow)

Secretary the person working on the case

The Partner with responsibility for the
matter

Work Type the workflow to be used

Branch will indicate if branch of the firm.

Click Next to continue to the next step. Most of
the information sought by this screen is optional
but that shown in bold italics below may be
required, depending on your system settings:

® (Old Reference

® Your Reference (i.e. the client’s
reference, if any)

® Three additional reference fields, the
prompts for which may vary from one
system to another

® The File Colour option will allow you to
set the colour as the matter is being
created.

® The Estimate of Fees — check the box if
the fees are fixed

® The Expected Bill Date
® The Budget Outlay

Click Next to continue to the next screen. Here
you will be given a number of questions which,
when answered, will allow you to add in Extra
Case Details. The questions asked will vary
depending on the Case Plan selected.

Click Next to continue to the final screen.
There are three final options on this screen,

including printing a client and/or matter
label.

W If you choose to copy details from another
matter, a new wizard will start. See the next

23

Enter Matter Description

5

u must enter a description for the matter

Client Name Kevin Barrett

Description *

Fee Earner * ~ Partner *

Case Plan i Branch

Secretary v

New Matter/Case Wizard

Department * ~ Work Type *

Previous Next

New Matter/Case Wiz:

Ref and Estimate Fee

Enter optional other case referance below.
Old Reference
Your Ref
REF 3
file Colour v
et 0.00 Fixed Fee
Expected Bill Date v

Outlay Budget [ 0p

ard

File Ref

REF 2

x

Previous Next

Other Case Details

Detail

Contents NOT passing with property ? (if any)

Sale Price of property (e.g. 100,000.00)

Deposit Amount in full (e.g. 10,000.00) 7

Description of the property for the Contract.

Title Deeds to be listed in Documents Schedule in the Contract.
Is the property serviced with drainage? “Ves" or *No"

Is the Property serviced with Water? “Yes" or “No*

Is there an electricity service (Ves or No) ?

New Matter/Case Wizard

. I ———— I

x

Value Category
~

Previous DNext

Ref. and Estimate Fee

@ New Matter/Case Wizar
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section, Copy Matter Details for more information.

14. Click Finish. The matter has now been created and is available in the Case Diary.

Copy Case Details

&

1. Click on the Copy Case tool |_coevcaze | located on the
Case tab of the Ribbon to open the Copy Case/Matter
Wizard, which starts with a welcome screen.

= NOTE: As seen in the previous section, the Copy
Case Wizard may also be started by checking the
relevant box on the final screen of the New Case
Wizard.

2. Click Next to continue to Step 2.

3. Select a source matter by clicking the | browse
button.

W This will bring up a matter list which may be
searched as described in Chapter 2.

4. Double-click the matter from which the details are
to be copied. The matter list will close and the
code of the selected case will be entered in the
first box on the Step 2 screen.

5. Select the destination matter in the same way.

= Note if you started the Copy Case wizard from the
final screen of the New Case wizard, the
destination matter will already be filled in.

6. Click Next to continue to Step 3, which lists the User

Copy Case/Matter Wizard

[

Copy Case/Matter Wizar:

Bearch

Defined Fields (UDFs) which are in use in the source matter.

7. The UDFs can be sorted, grouped and filtered as
required, to make it easier to find and select those
which are to be copied to the destination matter.

8. Check the corresponding boxes to select the fields
which, together with their values, should be

copied to the destination matter.

9. Click Next to continue to Step 4.

24
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10. In Step 4, the Case Associates in the source ® ;
matter are listed. Copy Case/Matter Wizard Swp S Stap /6
Type Name/Com... |Address Phone | Solicito... |Email CaseC... |Mobile
11. Again, you may filter or sort the Case Associates o
to make it easier to select those to be copied. o ey e,
¥ Local A.. Wicklow Co... o 0404-2... BAROO..
12. Check the corresponding boxes to select the Case e
Associates you wish to copy to the destination
¥ Solicitors 053 21 wexleg... BARDOD..
case.
13. Click Next to continue to Step 5, which lists the 1
actions in the source matter.
@ Py Cas ard *®
14. The procedure for SeleCting and copying the Copy Case/Matter Wizard LD D
actions to the destination matter is similar to
those for copying UDFs and Case Associates. fom e S Gkl M5
=l If you copy any action to the destination o
matter you will also copy any documents
attached to that action.
15. Click Next to continue to the final screen.

16. If you check the checkbox, details of the fields, Case Associates and actions which were copied,
will be saved so that they will be selected by default the next time thls source matter is copies.
The final screen also provides a summary of the e )
numbers of items copied. Copy Case/Matter Wizard

Completing Copy Case/Matter Wizard

You have successfully Completed Copy Case/Matter Wizard

17. Click Finish to close the wizard. The copied details
are now included in the destination case.

¥ Save selection for the next copy of this case plan

Previous Finisk
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Chapter 4: The Case Diary
What is a Case Diary

The case diary is the electronic equivalent of the paper file of a case. It displays a case plan to help guide
you through a case. A Case Plan is made up of a series of Tasks/Actions; these actions in turn are made up
of documents which are processed when a task is taken. The Case Diary records completed tasks,
generated tasks and outstanding tasks. It shows the date of the task, the person assigned to the task, i.e.
the handler, and a description of the task. In addition, information on the client and matter details can also
be viewed and amended from this screen.

See the following example of the case diary for Case BEC001/003. It is based on the Sale Workflow. It has a
number of tasks in the case diary, several are complete tasks and the others are scheduled for a date in the
future.

Standard View

s‘a k \‘9 A P)

e Merge Case Case mport  Conflict Search
Cane renes

GoTo

4|»| .. | David sbrahams ST
Family Law e B

B (.= [r.0. [ v
fig] [ | | e S ) -
B O Undertaking changed by BRIANS aomu R
; — 7 ABA001/0001/BS/GCU A
© Critical Information Invoice N
i know Your Client Letter from
Linked Cases f— 04 May 2016
Email From:keyhousedemo@gmail.com - Mobile Call to Brian Sweeney EM
T ¢ e agen D591 D2
Email To: - Financial Trends for the Econom EM = Allsop & BrownePRI\ A
(% David Abraham PHE 2 Solicitors
B Strong Room -
@
A9
H H PHO Re:Qy Client: David Abrah:
v Case Diary showing e PN
| 1) Task completed Document
= 2) Future Tasks =5 .
. Preview
. Documents
- = A ersion | Date ner
& lcwrosoiciorreseagng e Generated
Chent/Case hd

Time Costing < >

| C:Carol ol | Wednesday, 04 May 2016 | 1459
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Configuring the Case Diary Screen

The new version of the Case Diary can be configured in different several ways.

How to Configure your Case Diary Screen

Now with the new version of the Case Diary each user can configure their diary screen according to their
requirements. For example secretarial staff may generally prefer to view the case plan in their screen while
solicitors might only need to see it occasionally.

With the new version, you decide if certain elements such as the case plan should be visible permanently,
i.e. fixed, or occasionally, i.e. floating. Likewise others may prefer to have their Document preview pane
visible permanently or others to prefer use it occasionally. Below are some examples with instructions on
how to create them.

Sample 1: Standard Screen with fixed Floating Document Preview Pane

How to create this view:

1. Move you mouse over Preview to the located to right of the Case Diary Screen the document preview
pane will appear.

4, Client/Case

W case Diary
ot M

er Standard view T || Previe v

Letter to

> Action Ca... | F.
LeterioSobctor epkaing oo~ KicEer—"

ADMUD

itor re Pleading

ABA0O1/0001 BS/GCU ~

04 May 2016

DX 891 Dubiin 2
EM Allsop & Browne
e Y Solicitors

2 Baggot Street
Dublin 2

Sample 2: Standard view with fixed document preview pane

How to create this view:

1. Move your mouse over Preview located to the right of the Case Diary Screen the document preview
pane will appear.

2. Click on the Pin to make it permanently visible.

&, Client/Case

W case Diary

Standard View Previe '
tter to

isson o e g S O

i by BRIANS ADMUD

re Pleading

oy

ABAOLD001BS/GCU A

O cric ation
d xnow vour Client

04 May 2016

genda . DX $91 Dublin 2
M Allsop & Browe:
H Solicitors

2 Baggott Street

Dublin 2
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Sample 3: Case Diary with Floating Case Plan

How to create this view:

1. Move you mouse over Action to the located to left of the Case Diary Screen the Case Plan will appear.

= X S
= 6o @ @

New ltem e

High Straet, Kells, Co Meath

B (<[] o n o Tme [vancier [syops
as . ||| [soecoos e v Jeevdinr |

N ¥ 30Nwams o Letter to Client 1234 L e

F ¥ |30 Nov 201 1422 N Test Doc Lt

30 2015 1421 N et demphion Value bl

¥ |30 mav 420 o™ dsfd w

L d Nl B = ] TDOC ®

u g ] 23 Now 1027 N ST =

o p—— 23 Now 27 = Email From: - Email £ *

23Novzols 1028 o Nate ta file G199 w
WMWWWWWMM

Sample 4: Case Diary with Case Plan fixed and Preview Pane fixed

How to create this view:

1. Move your mouse over Action located to the left of the Case Diary Screen the Case Plan will appear.

2. Click on the Pin IEI to make it permanently visible.

3. Then move your mouse over Preview located to the right of the Case Diary Screen the document
preview pane will appear.

4. Click on the Pin E to make it permanently visible.

@ Keyhouse C. , 2 X -8 x
Home| Case Reports Phonelog Maintain Selwp Help
= om0 © ®
\LE i V] O
Newitem= | prit = Capture Ge e Action stan s Time
: Sale of 1 High Street, Kells, Co Meath
> ' B (<[l o[ [om o e e P | emerto clne 1234
- 5 2 s 2 o™ Le ot ? G0z R | [F review Docament
e o] | | [ ] s | o ™| TRV |
: E 22 N Test Do astd 3
O 2 ™ w ok re Redemption Valus st )
S LBE. 20 N Contrac dsfd |l 30 November 2015
1B Dot Locgar e % N Comractforsale Oraft1 moc R
@ Reserve Ledger ' osNovans s on ontrac for Sale Draft 2 st ® || Kevia Baren
© ndertaings @ 2 27 N s i ) © | 1 High Street
E: 27 o™ il EY = Kels
A Strong Room Co Mesth

(=l NOTE: You can also sort the columns by clicking on the column headings in the Case Diary Screen.

Warning Messages

The new version of Keyhouse displays warning messages on the file which the user can choose to ignore or
to show. These messages may contain information on accounts or important information pertaining to this
case: please read them.

e Caution: Please read any warnings specific to the file as they could be vital information specific to
this case.
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How to Show or Ignore a Message

1. Search for the required case and double click it to open it in the Case Diary.

Casel  AAAD01/0001 A P] .. [ AAA Securities Lid TG DA
Landlord Dispute Fre: MW
Ignore || Show me
Ignore || Show me
Ignore || Show me

= Note these warnings are displayed in the Case Diary Screen.

2. The caution messages are displayed at the top of the case diary of each case.

Show me

3. Click on the Show me button located to the right of the message you will then move to the

Critical Information Screen to show further information.

Case:  AAA001/0001 4| ¥ ... | AAA securities Ltd
Landlord Dispute

Only speak to John Dunne with calling this cient

| Show Alert
Account Summary Action Summary
Debtors A/c 7.396.75 Start Date |(76 Jun 2010 ‘ File Colour |
Qutlay A/c 9463 Solicitor | Martina u‘,‘mters‘ Statute Date |
Outlay Budget 0.00 |
v Ul _— Case Status Who | Date Description
Current Outstanding Fees 6025.00
Last Action BS 06 Feb 2012 Review File
Client Afc 0.00
Last Milestone Action
Client Current 0.00
Next Action
Client Deposit 0.00
Last Record Time MW |01 5ep2011 | Client Mesting re issue with planning
Current Locked up value 7.491.38 | Percentage of Estimated Fee ‘
Total Work In Progress 0.00
Write off time 0.00
Fees issued to date 502500 | [ |
Fees To Date + WP 502500l |
Estimate Fees 000
Draft Invoices 0.00 I}
Last Bill Date 01 Feb 2012
Expected Bill Date ]
Possible value to the client 0.00
[ Work i Progress
‘ Martina Winters ‘ 8:20 | | 000
‘ 0:00 | 0.00
Activity
Research 128 367.50
Letter Drafting 110 29000
Attendance 0:35 145.00

on the navigation panel. Type in message in text box and tick show alert.

= NOTE: The specific warning related to the case can be added via the Critical Information shortcut

Ignore

4. Click on the Ignore to ignore the message and remove it from the case.
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Case Diary Symbols

Tasks in Yellow denote milestone tasks
H:'-L Tasks with a Broken Yellow Box denote documents processed
Tasks with a Green Tick denote a completed task
Tasks with a Fixed Date denotes a task that will be completed with the date of generation.
Tasks with a Red Dot denote a high priority task.
Tasks with S denote a Statute of Limitation date or a critical date action.
Tasks with a Calendar Symbol denote an appointment.

Tasks with a Phone Symbol denote a phone call.

CE O~

Tasks with a yellow note denote a Note.
Tasks with a hand denote a delegated task.

Tasks with a blue arrow denote tasks of low importance.

ar

Tasks with U denote an Undertaking.

Tasks with an envelope denote an email sent or received.
Tasks with a document attached

Tasks with an M denote scanned post

Tasks with a C denote critical tasks

1 @ €& =

Task with a building denote Court Dates

L

Task denotes Photo ID

Task denotes Non Photo ID

C o

The Case Diary Toolbar

2 Action

= New Click on the New to add any of these tasks. Note

New ftem = Email

[i8 Appointment
£, Phone Message

& Dictation

=| Draft Invoice

= Request Cheque

A Conflict Search

- Printer Click to print any of the following reports: i Reo
- Case Summary Report
. Matter Label 4

. Client Label »

i

i

il

il
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Generate

-

Complete Action

X
</

Start Time

@

Post Time

Capture

Generate

Complete Action

Start Timer

Post time

Click on capture to launch the document capture program to
import documents or folders of documents or images.

Click to generate a document for a selected action.

Click to mark a task as complete.

Click to start the timer for the current case.

Click to bring up a manual time slip.

Navigation within the Case Diary

Case FIS001/0001

... | Melinda Fisher
sale of Lands in Wicklow

Tel: 012902222
Ffe: CN

Case;

FIS001,/0001

4

Case Code

Navigation buttons
Search Case List

Quick Search

Case Code of current open case.

Or

To open a case input the case code and
press enter.

Move to the previous Case or go to Next
Case.

Click to search for an existing Case.
Double click the required case to open.
This button is available on all screens and
will allow you to quickly find any case.
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Case Diary Navigation Panel

W Case Diary

I:I Document Manager

§, Current Client Details

Current Case Details

¥ Extra Case Details

a8 pssociates

& Critical Information
& Know Your Client
g Linked Cases

H Afc Ledger

il Time Ledger

id Debt Ledger

i Reserve Ledger

& Undertakings

B Strong Room

Case Diary

Document Manager
Current client Details
Current Matter Details
Extra Case Details

Associates

Critical Information
Know Your Client
Linked Cases
Accounts Ledger
Debt Ledger

Time Ledger
Reserve Ledger
Undertakings

Strong Room

Case Diary Screen

Click on this to launch the Document
Manager

Click on this to view or edit the current
client details.

Click on this to view or edit the current
case/matter details.

Click on this to view extra case details

Click on this to view case associates i.e.
professionals or parties connected to this
case.

Click on this to view critical information
particular to this case.

Click on this view to see case specific
information in a central location.

Click on this screen to see cases that are
linked to this case.

Click on this to view the accounts ledger.

Click on this to view the debt ledger.
Click on this to view the time ledger.
Click on this to view the reserve ledger.
Click on this to view the undertakings on
this case.

Click on this to view items in your strong
room.

Amending Client and Case Details

Updating Client Details

1. Open acase in the Case Diary.
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2. Click on Current Client Details

% Current Client Details

Current Client Details

located on the

Navigation panel the following window will

appear.

Input the following information as required:

General

Client Contacts

Notes

Matters

Cross Reference

Categories
Corporate
Personal
Legal Details
Permission

Billing Details

Code [FLyoor Client Name [ jack Fiynn

Envelope Name

Corporate Personal Legal Details Billing Details Permission Bank Details

General Client Contacts Notes Matters Cross Ref Categories

Salutation | jack Main Contact

Address 10 Rose Lawn Telephane
Blanchardstown

Dublin 17

01-560 7412
Fax No
Mobile

E-Mail jack@gmail.com Secondary E-Mail | jack@hatmail.com

Input/Amend information on the
client’s name, address, telephone
numbers etc.

This screen also has an option to

Other ref PPS no
Fee eamer* | Caral Nolan | Spouse PPS
Client VAT no Tax type v
Postal code County

DX Address Nationality v

Wamning Message ‘ |

add a client “Warning Message”
and “Disallow new Matters”.

Disallow new matters

7 Anti meney laundering checked Check if this contact is an organisation ] Receive monthly statements

oK Cancel

Click on Client Contacts to add
additional client contacts for example the client’s spouse or if the client is a company
add an employee’s details.

Click on the Notes Tab to enter notes relating to the client.

Click on the Matters tab to view a list of all active matters assigned to this client. It will
also give the option to set the matter as the Billing Matter for composite billing.

Click on Cross Ref tab to cross reference the client with another for example a husband
and wife.

Click on Categories tab to add the client to a category.

Click on Corporate tab to add the company details e.g. Company Registration Number.
Click on the Personal tab to add the client’s personal details for e.g. Date of Birth, Date
of Marriage etc.

Click on the Legal Details tab to add the legal details about the client. E.g. Legal Name.

Click on the Permission tab to control access at a client level

Click on the Billing Details tab to add information on the billing details of this client.

3. Click OK when complete, to update the record.
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Updating Case Details

1. Open acase in the Case Diary.

2. Click on Current Case Details Current Case Detalls ||,cated on the Navigation panel.

3. Input/Amend the following details as required:

. Current Case Details B
Matter Input/Amend any details i ode aoor | ocemition- [Famy on
relating to the matter o
description.

Matter | Admin | Case Associate | Archive | Billing Details | Permission | Transaction | Linked Cases

Fee Eamer * Brian Sweeney File Ref

Secretary Geraldine Curran R=se

Using the drop arrows amend

Partner = REF 3

-

-
Brian Sweeney v
-

the fee earner, secretary, Department  [ramiy Low Your Ret
partner, department, work L i f— —
type Case Plan & Status
Case Plan/Type * | General Office Work | File Colour v clear
Case Status v| Record No

Input (if applicable) Old Ref,
File Ref, Your Reference.

File No 256 oK Cancel

mark the case as important, or if monthly statements are required.

Click on the drop down arrows to amend the Case Plan, Status and File Colour.
Input the court record number if applicable to this case.
Admin Click on the Admin tab to add or amend value to the client amount, the start date,

statute date, deposit name and type, amount of budget outlay, the estimate of fees
amount and the expected bill date.

Estimate of Fees Check the box if an estimate of fees has been given.
More Est Fees Allows user to enter information about issued invoices and
expected invoices into the future.
Current Case Details X
Client Code | AAADO1 Estimsted Fees Ed
- Add Edit
Matter | Admin
Estimated Bill Date Estimated Fees Amt
Started Date [ gg Add Matter Estimated Fees x v
Statute Date Matter AAADO1/0001
Deposit Name Estimated Date | 31 May 2016 o
Outlay Budget Estimated Fees [1200jp0

Comments

oK Cancel

Show In Alert

Iy Complete

) I, o (-
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Case Associate

Other Details

Comments Input any comments and click Show in Alert if it is to be made
visible for all users.

Effectively complete: Tick if the case is effectively complete but should not be
closed at this time.

Click on the Case Associate tab to add, view, edit or delete Case Associates.

Input (if applicable) alternative client details such as client name, salutation, address
and click on the Set Override button to apply it to future documents generated.

Click on the Other Details tab to view a list of user variables eg. Purchase price,
secretary reference etc. either already added to the case or due to be added.

W Tip: To amend the user variables click on Extra Case Details on the
Navigation panel.

= Note these variables are individual to each case plan type and case.

Archive

Billing Details

Permissions

Transaction

Remove the tick to reopen a previous archived file.
Click on the Billing Details tab to add information on the billing of this matter.

For Debt cases input the charge arrangements, the debt amount collected, and the
total debt amount collected.

Using the option buttons, select the billing type and default billing method. Use the
Charge Rate Level option to set the charge rates.

Matter Charge Out Rate will all allow for different charging rates for different Fee
Earners who may work on the Matter.

Click on the Permissions tab to control access to this matter, for example to add or
remove particular user groups.

Click on Defendant or Client tab.
Then click on the Post Button to add a transaction.
Click on the Change Button to amend an existing transaction.

=l Note the balance will automatically update.

Linked Cases  Click on the Linked Cases tab oo A _ Dospon ey
to link two or more cases S i
together.
T e © LT TN ryvepr :
4. Click OK when complete, to update the e T

record.

Outlay Budget [ 500,00 Type -

Comments

Show In Alert

Effectively Complete

File No 256 OK Cancel
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Inserting a Statute of Limitations Date

1. Open acase in the Case Diary.

2. Click on Current Case Details located on the case Diary shortcut bar.

3. Click on the Admin Tab.

4. Input a Statute Date or click on the down arrow to select a date from the calendar.
5. Click OK to save the changes.

6. The Statute Date will now appear as a task in the Case Diary assigned to the case Fee Earner
and dated prior to the actual Statute of Limitations Date for reminder purposes. The number
of days warning is set system wide and can be set by a system Administrator. Please see the
Admin Manual for details.

Caser [AAA 001/0001 4 AAA Securities Ltd Tel: 012112112
Landlord Dispute e MW
ignore )| Show me

ignore )| show me

Standard View

\~
18 Jan 2012 113 BS Invoice No:220 DBo1 =
¥

. 20 Nov2011 | 17:04 65 Phane Call PHE

All Statute of Limitation Dates can be clearly identified by the Statute of Limitation symbol. ﬁ See
the following example.

Case: [FLYD01/0001 4|0 .. | JackFlynn
Road Traffic Accident at Junction 9 on M350

C..|A..|P..|D. | A. | Date Time Handler | Synopsis

uorpy

04 Jan 2018 09:58 Statute of Limitations Date =04 Apr 2018

DIIHI e O T
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Case Associates
What are Case Associates?

Case Associates are all individuals, companies, government departments, courts etc. connected with a case.
For example the solicitor, the barrister, the defendant, the purchaser, the land registry, the lending
institution and various others. By adding case associates to a case you can view their details e.g. name,
addresses, telephone numbers in the case associate screen. You will also facilitate the generating of letters
to case associates for example a “letter to solicitor” will insert the solicitor’s name and address.

Adding a Case Associate

1. Go to Search/Open and select Associates from the Panel on the left.
2. Before creating a new associate check to see if it already set up. Click on All in the Associate Type then
enter the name in the Search Box for Associate.

3. If the Associate is not listed then click the Green Cross to add

4. Input the relevant information

Full Name: Input the Full Name

First Name
& Surname: These will automatically be inputted from the full name field amend if required.

@ Add Case Assodiate x

Salutation: Input the Salutation | oret | s s | i e ks | oo ot | sk s

Company: Input the company name 1 -
Title: Input the title ie. Mr, Mrs
etc.
Address: Input the address
Code: Input a Code for this contact 7 o R

e.g. JACOO01 for Jackson. If
you leave the code blank
the system will assign a
numeric code.

Phone No:  Input the main phone number

Fax No: Input the fax number

Home: Input home phone number
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Mobile: Input mobile phone number
E-Mail: Input e-mail address
DX Ref: Input the Document Exchange reference if applicable

Nominated: Tick is thisis the nominated contact.
County: Input the county.
Post Code: Input the post code.

Retired: Tick the box if a case associate is no longer required to prevent them from being
selected.

5. Click OK.

=l NOTE: When adding associate the email address will be checked against the email addresses
stored in the system. If it is already in use the following warning will appear.

Case Associate

There is some other associates with the Email ID(dfoster@mayfare.ie). Do you want to select one of them or
v want to add this associate.

List Existing Add

Click List xisting to see the existing associate.

Adding an Associate to Other Types

From time to time an associate may belong to more than one Group e.g. a Beneficiary may also be an
Executor of the will.

1. Open the existing Associate and select Other type.

@ Update Case Asscod

General | Other details | Other types | Notes | Other Case Involves

2. Click on the New Button and the following screen will appear.
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@) Update Case Associate

General | Other details | Other types | Notes | Other Case Involvements | Bank Details

Add Other Types

ok Cance

ok Caneel

3. Click on the drop down arrow to get a list of all types available or alternatively type into the Search
box.

Add Other Types

[BeneFIcIARY M
ACCOUNTANTS “
ACTUARY

AGENT

ARCHITECT

ATTORNEY

AUCTIONEERS

BANKS

BARRISTERS

BESSC

EDMREGISTRAR

BENEFICIARY

BORROWERS

ERANCH

CHARITY

CHILDREN

5.

I CIRCOURTS
CLAIMHANDI FR

v

The Associate is now available in both groups.

®

Name code

- T

Click OK.

General | Other details | Other types

Update Case Assodate

Notes | Other Case involvements | Bank Details
Type code Description

BENEFICIARY

ok Cancel

Maintaining unwanted Case Associates

From time to time duplicate Associates may be set up. However, if they are assigned to a matter they

cannot be deleted without removing them from the matters. It is possible to retire an associate or merge
with an existing associate. This will ensure that your Associate Database is kept accurate and up to date.
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Retire a Case Associate

1. Open the Associate to be retired.

Update Case Associate

General | Other details | Other types | Motes | Other Case Involvements

Details
Type * Solicitors
Full name = | Boland & Quirke
First name
Surname
Salutation | Sirs
Company Boland & Quirke
Title
Address Salicitors
72 South Mall
Cork.
Relationship Name Phone Email

Bank Details

Code *
Phone no
Fax no
Home
Mobile no
E-Mail

DX ref
County

Postal Code

BOLAOZ

021277984

021277943

No DX

+* 7

Mew  Edit
Address

| ok

X

Delete

|| Cancel |

2. Tick the Retired box and click OK. The associate will no longer be available for selection.

Merge Case Associates

Where a case associate has been duplicated in an Associate Type or where associates may have merged or
been taken over, it is possible to merge the associates together.

1. Open the Associate Type concerned.

me| Case Reports Partners Phonelog Mainain  Setup  Help

B

Associate Type Associates

garda

Associate Type

h
 Template Library
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2. Right Click on the associate to be merged and select Merge Case Associate with. The following Dialog
Box will appear.

Select Merge Case Associate x

Type Name/Company | Address phone Email Code Retired

Garda Rathmines Gard... | 1 Main Street Rathmines Dub... GAR0O4 N

» Stillorgan Statio... | 2 Main Street, Stillorgan, Co.... | 2833445 - Jo0001 _

Select | | cancel

3. Select the associate to be merged to and click Select. The following Dialog Box appears, click OK.

Case Associate

u Are you sure wants to Merge S00001 Case Associate with JOD001 Case Associate.

ok Cancel

4. All matters have now been linked to the merged case associate.

Delete a Case Associate

An associate can only be deleted if there are not matters attached to the associate. To check if an associate
has been associated with a matter:

1. Open the Associate concerned and click on the Other Case Involvements Tab.

@, Update Case Associate x

General | Other details | Other types | Notes | Other Case Involvements | Bank Details

MERDA1/0001

MURDS

WEID01/0002  James Weis

rehampton Court Dublin 4

ok Cancel

2. Alist of all matters associated with the Associate will be listed.
3. Move each matter to an alternative Associate.

4. Once all have been moved, right click on the associate and select Delete.
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How to add an existing case associate to a case

1. Open a case in the Case Diary.

® Kephouse Case Management (€1 Cust 3055/ 05 D x

Home| Case Reports Phonelog Maintan  Setup  Help

Case: | ABADD1/000 I David Abrahams. Tet 01-2002222

Faenily Law

Fre AM

Type NameC A Phone Solictars Raf Emad Code Mol Assigned Contact Name | Assigned Cor

A hssociates )

d know vour Client

W strong Room

contact Details Main Contacts Detads (if applicable) ax
Name Frank Edward: Mame
Company

Address
Address

Phone
Phone 1-8738888 Mabile
Mobile Email
Email edwards@lawibrary i

Current Case Timer : HARDO1/0001 | 042328 | CN: Carol Molan | Thursday. 01 October 2015 | 1656 g

2. Click on Associates on the Navigation panel: a list of case associates assigned to case will appear.

“
@

3. Click on Add Professional =" |ocated on the Home tab of the Ribbon while you are viewing Case
Associates. The following dialogue box will appear, listing categories on the left of the screen and
entries on the right.

@ ‘Add Case Associate Professional & x
) ~
vV adsX=
e | e
Associate Type Associates
Standard View
Code Name/Company Address Phone No Category Type Notes
Accountants 000002 23 Heath Road Terer Dusblin & 01 2345555 Doctors
000004 Dublin Dolphin House, East Essex Street, Dublin 2 DisCourts
.
000005 Dun Laoghsire Rathdown County Cou... Civic Offices Dun Laoghaire Co. Dublin 205 88638 Localauthori
e
[ — 000007 MICKEY MOUSE 77 Banbulbin Road. Gimnagh, DUBLIN 12 Burchaser
Registrar for Barths, Deaths & Marriage 000008 Sexton Keenan Walkinstown Road, Walkinstown, Dublin12 4500633 solicitors
ACCBaNk Branch 204236 wilkenny (Bank of ieland) 5 Main Street Kilkenny Co. Kilkenny 042 677777 Lendinst
Charities. 504354 Sutton (Hank of Ireland) 21 High Sireet Sutton Co. Dublin 4565677 Lendinst

4. Click on the category of case associate you want to add, e.g. Solicitors, located on the left of the case
associate list. (Circled below).
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Add Case Associate Professional m x
Action -
iy b J -
V 4l X =
Import Export | Add Edit Delete | Print
Contact Associate Print
Associate Type Associates
| Standard View ||
50\|
. Code Name/Compan: Address Phone N¢| Category | Type Notes
Associate Type 4 pany 9oy | Typ
-~
ﬂcitors 000008  Sexton Keenan ‘Walkinstown Road, Walkinst... 4500833 Solicito...
904394 E.P.Daly & Co 23/24 Lower Dorset Street D... Solicito...
904397 | Michael Browne, (... |James Street Westport Co.... Solicito...
904400  Daly Lynch Crowe... The Corn Exchange Burgh Q... Solicito...
904406  testl Solicito...
904459  Sexton Keenan (S... Dundrom Dublin14 Solicito...
ABE0O1 | Abercomn (Aberco... | Solicitors 38 Pembroke Roa... Solicito...
ACTO01 | Actons (Actons) Solicitors 22/24 Lower Mou... Solicito...
PRSP - o s PR L - o T P, ~ . v
| Add | | Add and Close | | Close |

5. Click in the Search box and input part of the solicitor’s name; the search will be applied as you type.

6. Select the solicitor required and click Add. Once all the associates are attached, click Close.

=l NOTE: You can also sort the columns by clicking on the column headings in the Case Associate
Screen.

How to add a New Case Associate to a Case
1. Open acase in the Case Diary.

2. Click on Associates on the Navigation panel

[ )

@
3. Click on Add Professional ™| on the Home tab of the Ribbon.

. Add Case Associate Professional
4. Check the Category of case is correct e.g.
Bank. VedrxX &=
Import Export | Add Edit Delete | Print Party Print
Labels
. . . Contact Associate Print
5. Alternatively, click in the search box and Associate Type Aesodintes
input a key search word the search criteria Search
. . e Code Name/Company | Address
WlII be applled as you type. » - ~ 000001 Green Associates (... 21 Main Street Bray Co. Wick...
A Accountants 000002  George Gibbons The Surgery 23 Heath Road T...
6' If no record IS found then add a new Age”‘ms 000003  Dublin Circuit Court Office, Aras Ui D...
Architects

+

7. Then click on the green plus [ 2| the
following screen will appear.
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8.

Input the relevant information

Full Name:

Input the Full Name

) Add Case Associate

First Name
& Surname:

Salutation:
Company:
Title:
Address:
Code:

Phone No:
Fax No:
Home:
Mobile:
E-Mail:

DX Ref:
Nominated:
County:
Post Code:
Retired:

9. If you want to add a Contact to this associate click on New

Input the following details as required:

Name
Address,
Salutation
Title
Email

Relationship to the associate, e e e
Phone number

Fax number

Mobile number

Notes

General | Other datails | Other types | Notes | Other Case involvements | Bank Details

These will automatically be
inputted from the full name
field amend if required.

Input the Salutation

Input the company name
Input the title ie. Mr, Mrs etc.
Input the address

Input a Code for this contact e.g.
JACO001 for Jackson. If you leave
the code blank the system will assign a numeric code.

Input the main phone number

Input the fax number

Input home phone number

Input mobile phone number

Input e-mail address

Input the Document Exchange reference if applicable
Tick is this is the nominated contact.

Input the county.

Input the post code.

Tick the box if a case associate is no longer required to prevent them from being
selected.

+*

New

the following window will appear.

Add Associate Contact x

Associate Code | AIB002 D 8

Name: *
Deirdre Nolan
Address: *

AIB

Sutton Cross
Dublin 13

Salutation Deirdre Phone: 01-8955645

01-8955624
E-Mail: Mobile:

DeirdreNolan@aib.ie 087-963211

Relationship: Manager

Note:

Manager of Sutton Cross B\ar(H

Ok Cancel
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10. Click OK to save. You will return then to the
Add Case Associate window. The contact
will then appear at the bottom of the
window see the following example.

11. Click OK to save the new record. A message

will appear stating the contact has been

added successfully.

Case Associate

o Case Associate AIBOO2 has been added successfully

Ok

Click OK. The Case Associate will then
appear in the full list.

12.

13. Then Double click the new associate from
the list to assign to this case. The contact
will then be assigned to the case and will

®

Update Case Associate x

General | Gther details | Other types | Notes | Other Case Involvements | Bank Details

Detalls

Company | AIB E-Mail \.-—-;;:-

Title sirs DX ref

Address

4 _
New Edit Delete

Name

e phone Emai Address
B
Deirdre Nolan 01-234 5678 | dnolan@aibiie Sutton Cross
Dublin 13

Relationship

g "onoger

ok Cancel

e s P e A e e P e e s P i)

appear in the case associate screen of this matter.

How to amend a Case Associates Details
1. Open acase in the Case Diary.

2. Click on Associates on the Navigation panel.

3. If the Associate is assigned to the case Double Click to amend.

-
@

Add Professional
Associates

Otherwise click on Add Professional

on the Home tab of the Ribbon.

5. Click on the category of case associate you want to add e.g. Bank.

6. Search for the associate you want to amend.
b

Edit

7. Click on the Edit Tool
dialogue box will appear.

; the following

8. Click on each tab and amend the details as

required.

General Click on the
General tab to
amend details
such as name,
address etc.

Details

etails | Other details

Other Types

Click on the Detadils tab to add personal information such as date of

birth, occupation etc.
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Other Types Click on the Other Types tabs to see if this associate is a member of
any other category.

Other Details (optional)  Click on the Other Details tab to add a specific court and court date.

Notes Click on the Notes tab to add additional notes about the case
associate.

Other Case Involvements Click on the Other Case Involvements tab to view a list of cases this
case associate is connected to.

9. Click OK to save the amendments.

How to Remove a Case Associate from a Case

1. Open acase in the Case Diary.

2. Click on Associates on the Navigation panel. _'_;" Add
. Edit
3. Right Click on the Associate to be removed. The following W Delete
menu will appear. Ernail
[ Output Grid List To F

4. Click on the Delete to remove it from the case.

= NOTE: To delete a case associate completely first remove it from all cases and then delete it
from the case associate database. It is not possible to delete a case associate while it is
assigned to any case.

How to add a Contact to a Case Associate

1. Open the required Associate in the Case.

2. Select the Associate Contact Tab and click on the Green Cross Mew

Edit Case Associate ®
General | Associate Contact | Details | Other details | Other Types | Motes | Other Case Involvements | Bank Details Sequence |1
+ 7 X ©wW e
Mew Edit Delete Assign Unassign
Relationship Name Phone Email Address

N N N P o e W R W W
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3. Enter the required information and click OK. As the address of the Associate is already in the
system it is not necessary to re-enter it on this screen.

Add Associate Contact ¥
Associate code | BLO0O1T ID 13
Name *
Address
Salutation Phone
Title Fax
E-Mail Mobile
Relationship
Mote
Ok Cancel

T

4. To assign the Contact to the case click the == button.

Print Options

The following Print options are available on the Home tab of the Ribbon:

s | Click on Print to print a report of Case Associates on the Case.

Generating Tasks

Each case has a specific case plan assigned to it when it is set up. Each Case Plan is made up of a series of
Tasks; these tasks will often have attached documents, which will be processed when a task is generated.
When a task is completed a follow-up task maybe inserted in the Case Diary for processing in the future.
These tasks will then appear in the user’s to do list on a specific date as a reminder to be processed.
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How to Generate a Task

1. Open a case in the Case Diary

2. To view the case plan move your mouse over Action located to left of the Case Diary Screen the
Case Plan will appear.

3. Click on the Pin Iil to make it permanently visible.

= Tip: For further information on showing the case plan see the section on configuring the case diary
screen.

4. Generate the Task using one of the following methods:

Method 1: Double Click the task you want to generate from the list of tasks in =~ & s« :
the case plan. B o
EMail Action »
0 Cepy
Method 2: If the task is already in the case diary Paste
Copy te ancther file
» anv);tn another file
1) Click on the task to select it. BE Generste Documents
& Complete Action
2) Click on Generate |-/ on the case diary toolbar. e e

Or Create Outlook Task

Push Actien 3

1) Right click on the task Show Acton Assignments

Assign Action

Take Action

2) Select Generate Documents from the pop-up menu. e sene ctor
larm Action

Alarm Case

Output Grid List To v

teB  Grew

To Complete A Task

Once a task is finished, it must be completed on the system. There are two ways to do this.

Method 1: Click on Complete Action button on the Ribbon. e

Or

Method 2: Right Click on the action. This will allow you to complete the action using different dates
if needed.

1) Click on Complete Action to complete the action with today’s date
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2) Click on Complete Hold Date to complete the action with the same date as it was
generated.

= NOTE: If documents are to be Read Only once completed, ensure the Read Only Documents
On Completion Actions option is ticked Administration Options. See the Administration
Section of the New Framework Admin Manual.

Working with Tasks in the Case Diary

How to Insert Tasks in the Case Diary

1. Toinsert atask into the diary, Click and Drag the task from the Workflow to the case diary window. The
following will appear as you drag it.

2. Double Click the Task and change the date for processing, the subject etc., as | Drag to case diary to insert action
required
3. Click OK.

Changing Tasks

At times you may want to amend the details of a task. For instance you may want to amend the description,
date, properties etc.

1. Double click the task you want to amend and the following dialogue box will appear.

The following message will appear; click on open action details.

our prefered option. Click "Open Dacument” to open the document for this action or click *Open
0 open the action details.

2. Amend the following details as required

a. On the General Tab amend the following
details:

Case: This will default to the current

case; to change click on the J
button and select the required case.

Action Code: This will default to the current action code.

Date: You can amend the date of task if required. Click on the down arrow to reveal a
calendar. Click on the required date.

Due Date: Click on the down arrow to reveal a calendar click on the required due date.

Subject: Click in the subject box and amend as required.
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F/e Handler: Click on the drop arrow to select a handler; it will default to the current handler.

Team: Click on the drop down arrow to select a team; it will default to the selected
handler’s team.

b. Click on the Properties tab to reveal the following screen. Amend the following details as

required:

Action Status:

Publish:

Publish Status:

Priority:

Other Properties:

Category:

Click drop down
and click on the
status of the case =i
when this task is
complete. E.g. Pre-
Proceedings,
Proceedings
issued.

This applies only to
data that is
published to an
external source. el
Using the option -

buttons set as required.

This applies only to data that is published to an external source. A tick will
appear stating a communication has been sent.

Select the appropriate priority status.

A check will appear in the relevant box if the action is a Milestone action, if it
has been Completed, if it is designated as Billable or if the associated
documents have been processed. The boxes may be checked and unchecked as
required, e.g. to “uncomplete” an action, so that it can be deleted. Tick the

Know Your Client to ensure the action is visible on a Know Your Client Screen.

Using the option buttons amend the action category if required.
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c. Click on the Attachment/Documents tab to
reveal the following screen. A list of
documents processed on this task will
appear.

The following actions can be performed
in this window

= NOTE: If you just want to view/edit a document only, this can be done by clicking on the Attachment
Button at the bottom of the screen

Type | I | Document Name

4 E. Letter to Witness Witnesses 2

Warning Letter to Defendant

Diary Date | Version

Letter to Insurance Company 03 Nov 2015

Letter to Engineer 03 Nov 2015 1
Letter to Gardai

Letter to Witness

03 Nov 2015 1
03 Nov 2015 1
Letter informing Client after first consultation 03 Nov 2015 1
O'Byrne Letter to Defendants 03 Nov 2015 1
03 Nov 2015 1

Letter to Doctor requesting Medical Report 03 Nov 2015 1

Open an attachment

Double Click on the attachment you want to open.

4y Open Attachment

Or Click on Open Attachment

The Word Document will then open in Word to edit,
print etc.

Add an attachment to a task

iv.

Click to the Attachment/

| Attachment/Documents |
Documents Tab

+£s Attachment

Click on the Attachment option.
The following dialogue box will
appear.

Browse and locate the required document.

Click OK. The document will now appear the attachment list.

Amend an attachments properties

Select the document you want to amend.
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Date

03 Nov 2015
03 Nov 2015
03 Mov 2015
03 Nov 2015
03 Nov 2015
03 Nov 2015
03 Nov 2015
03 Mov 2015

Il Open File

* | Document Class

03 Nov 2015 - 03 Nov 2015

Letters/Interparty Corr...

Correspondance
Correspondance
Caorrespondance

Client Letters

Letters/Interparty Corr...
Letters/Interparty Corr...

Carrespondance

Source

Case
Case
Case
Case
Case
Case
Case

Case

Qo

<« Keyhouse » Programs »

[ 44| [searcn o]

Name. Date modified Size

iews ~ B New Folder

Faverite Links
B Documents ¢ preTest
- Aspell
(& Recently Changed oot URGRADE
B beitep | ReportsCR
(o & Report:CRCURRENT
Folders ~ | )i ReportsCRold
.\ Programs ~ | i SQL Seripts
| preTest User Reports
Aspell B _ssTPSX

‘PFEUPG‘ | B ABCSelect
ReportsC—

! ReportsC
ReportsC

i SQL Serig
lser Ren T

+ AceProDoc
[ accruaLsTRS

4] Accrun

R active

File name:

v | Al Files v

[=

Document Properties

Details | File Information

Document Name:
Document Date:
Document Class:

Document Type:

Letter to Lending Institution

04 Nov 2014 M

Document

ok || concel |

Letters/Interparty Correspondance
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T Edit Attachment

ii. Click on the edit attachment located on the toolbar. The following

dialogue box will appear.

iii.  Amend the following details as required
Document Name Click in the input box and amend as required.

Class/Category Click on the drop down arrow for a list of document classes, and select the
required category, e.g. Letter, Pleadings, Inter-Party Correspondence etc.

iv. Click OK to save the changes.

Link to Folder

i Click to the Attachment/ Documents Tab.

ii.  Click on the Link to Folder button. CelLink to Folder

iii. Navigate to the folder you want to attach.
Browse For Folder H

| 3o Geners| an
B 1o 215 kol Trephoicme=] 1 [Gomet | 5645 koS ocamenstoered ity ||

V. The link to the location is now available in the Attachment and also visible in the Document
Manager.
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Delete an attachment

i.  Select the attachment you want to delete.
44 Delete Attachment

ii. Click on delete attachment.

iii. Click OK to confirm the deletion.

Copy and Paste an attachment

i.  Select the attachment you want to copy.

i.  Click on Copy. L1 <9PY

iii. Open the task you want to Paste the document in. Click on the Attachment/Documents Tab.

iv. Click Paste . The following

attachment properties box will appear.

Document Properties X

Details | File Information

Document Name:  Letter to Lending Institution2
Document Date: | 04 Nov 2014 ¥

Document Class:  Letters/Interparty Correspondance v

v.  Amend the details as required and OK to
confirm.

Document Type:  Document

,u Ok Cancel

vi. A message will appear asking you to
confirm the update, click Yes to
confirm

vii. A copy of the document will then
appear in the document list.

d. Click on the Action Assignments tab to
show the assignment history of the task. See the section on Assigning Tasks for further information.

e. Click on the Other Notes tab; the following
screen will appear. Input any notes you may
have on the task.

3. Click OK to save any changes made.

2 Add v
. 2 Edi
Deleting a Task B oo
EMail Action v

Copy
Paste

1. Right Click on the task in the case diary the following menu will appear. o e mhatic

s *  Moveto another file
2. CliCk on DE|ete. .\& DEIEtE E}g Generate Documents

& Complete Action
L] Play Dictation

3. You will be asked to confirm the deletion. Click Yes. If the task has been @ CompieteHold Date
Create Outlook Task
generated you will be asked if you want to delete the documents generated. If » Push Action .
you click the Yes button, the documents will be deleted. L e e
% Take Action
. Mile Stone Action
Copylng a TaSk Alarm Action
@  Alarm Case
-~ Qutput Grid List Te >

1. Right Click on the task in the case diary: the menu above will appear.
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2. Click on Copy. Copy

3. Then Right Click again in the case diary: the menu above will appear.

4. Click on Paste.

Copying a Task to another matter

1. Right Click on the task in the case diary: the menu above will appear.

2. Click on Copy to another matter. Copy te another file

3. Alist of cases will appear search for the required case.

4. Then Double click to select.

=l NOTE: You will automatically move to the case diary of the case selected.

Moving a Task to another matter

1. Right Click on the task in the case diary: the menu above will appear.

Mowve to another file

2. Click on Move to another matter.

3. Alist of cases will appear search for the required case.

4. Then Double click to select.

=l NOTE: You will automatically move to the case diary of the case selected.

W TIP: TO DELETE, MOVE OR COPY MULTIPLE TASKS :
® In the Case Diary click on the first task.
®  Press CTRL on your keyboard and click on each of the other tasks.

® Then Right click to the reveal the menu above and proceed as instructed above.

Assigning a Task to Another Handler

1. Rightclick on a task the following menu will appear.
& Assign Action

2. Click on Assign Action.

3. Ascreen will appear listing all resources.

4. Double Click on the resource person you want to assign the task.

5. Check the Release Action box to remove the task completely from your task list.

Alternatively to continue to own the task leave the Release Action box checked.
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EMail Action
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=] Note The owner of the task is the only
person who can mark the task as Resources
complete. This allows you to assign a task Date |04 Now 2014
to another handler but ensures you have
control over the task.

Code Name
6. You will return to the action assignment v oM Admin
H AM Anne Mellon
wi ndOW. BS Brian Sweeney
& | COM Commercial
. &£ | T Litigation
7. Click OK to save the changes. e P —
SK Stephen Keogh

Searching, Sorting and Filtering the Case Diary
How to Search the Case Diary

1. Open a case in the Case Diary.

2. Click in the Search box.

Keyhouse Case Management  (Cl - Cara Naian

Home| Case Reports Phonelog Maintain Setup Help

Newltemw | Print v | Capture Generate Complete Action Start Timer Post Time
ctons Documents Accouns

4 Gordon T. Black
~ (@

A Client/Case

I case Diary

[ Document Manager
Ja Current Client Details

RTA Walkinstown Crossroads, G. Black

Current Case Details

2 Other Case Details || c.|a.[r..|0.[a.[Date Time Handler | synopsis
s Associates H (R} 15 Mar 2015 1700 BS Statute of Limitations Date = 25/03/2015
@ Critical Information 1 13 Mar 2015 1717 BS Review File
R —— e T s e
- 01 28042015 1151 N provide proof of ID
‘_‘ R i 07sep2015 1533 N Email From:no-reply@accounts.google.com - New sign-in from Chrame on Win
:TD‘S; t::z:; i 07sep2015 1529 N Email To:Shaun Dwyer - [BLA001/0001] Gordon T. Black
8 eserve Ledger 01sep201s 1215 N Letter to Client ?
© Undertakings i 04Aug201s 1235 N Email Totraining keyhouse ie@gmail.co - Test Email
i 04Aug 2015 1231 N Email To:Brenda Hartley - [BLADD1/0001] Gordon T. Black
M strong Room i 28012015 1505 N Email To: - [BLA01/0001] Gordlon T. Black
i 03Mar2015  17:23 85 test
i 03Mar2015 177 8S Letter to Client
i 16Jan2014 @37 85 Email To:brian@keyhousedemoiie - Draft Pleadings from Counsel

3. Input the key search words, the search criteria will be applied as you type.
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4. All tasks containing the search criteria will be displayed in the case diary below. See the example below
of a search for “client”.

EEER

" CEEREE #OBRL

Has Client condineed spportment
end Client for oan medical exam

5. Click cancel [] to reset.

W Tip to refresh the Case Diary click on refresh tool |:| located next to the search box on the search
bar.

How to sort and filter the Case Diary Columns

1. Open a case in the Case Diary.

2. Click on the required column heading to sort by that column.

L\@ndler? ¥ | Sungpsis

How to filter Case Diary Columns e ek No2
(Man blanks)

CN ADM ation
1. Open a case in the Case Diary. B5 8BS ol Letters
BS CN flict Sear;
2. M h ired | h di BS P se Letterg
. Move your mouse to the required column heading. < I
Nt S NN A

7
3. Toview a list of filter categories click on the pin and select the required category. See the
following example.

= CEEEE &c
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How to view all documents on a case

1. Open a case in the case diary.

2. Then click on Document Manager in the navigation bar. The following screen will appear listing all
attachments on the case.

® Keyhouse Case Management (Ch - Caol Nolan - 201 /1728 N e

Home Case Reports Phonelog  Mamtain  Setup  Help

e O % g e ozz

Export to PDF | Start Timer Post Time | Properti ify Email | Compile Brief
- B

. compus
Case: BLACD'1/000 «[»[ | GordonT. Black Tek: 01 4766666
RTA Walkinstown Crossroads, G. Black Fle: b5
pa—— Sandrd view T [ eferto cent 1=
Type | I | Document Name Diary Date | Date | version | Document Class Source From To Subject File
. BLA0O1/0001BS/AM 5
; | |uerode -
Letter to Chent m

o 12 February 2016

1K
Y| Gordon T. Black

ik | 23 Elis Park
Rathemines

[} etter to Client

Chient 0 By
[ Letter to Client ik
@ Undertakings B downarow o7 s 1 Genera reply@ q-in from Chrome o o
B strong Room & i ign-in from Chrome o 5 K
] no-reply@ac. in from Chrome o K
& rom Chrome o e

replyBace
" H

Chrom

How to search for a document on a case

1. Click on Document Manager in the navigation bar.

2. Input the key search words in the Search box provided the search criteria will be applied as you
type.

3. Alist of documents containing that word will appear.

A ey Case: [BLA001/0001 4| »| .| GordonT. Black
2 Client/Case
RTA Walkinstown Crossroads, G. Black

I8 case Diary
O Document Manager [ search text Standard View |||
$a Current Client Details Type | I [ Document Name Diary Date | Version | Date ~ | Document Class Source From To Subject

Current Case Details Bl E blac01-0001 16 Jan 2014 1 21Jan 2014  Correspondance sent E-mail brian@keyho... brian@keyho.. Draft Pleadings from Counsel
& Other Case Details [7 1§ | Draft Pleadings from Counsel 16 Jan 2014 1 21Jan 2014  Correspondance SentE-mail  brian@keyho.. brian@keyho... Draft Pleadings from Counsel
& Associates o Draft Civil Bill 22 Nov 2011 1 22Nov2011 Pleadings Received E-m. Draft Pleadings
i [7. i Draft Pleadings 22 Nov 2011 1 22 Nov2011 Correspondance Received E-m... Draft Pleadings
& Know Your Client =

£ Special Damages 09 Dec 2010 1 190ct2011  Pleadings case Ask Client to call to sign Application form PIAB

@ e Ledger [E PIAB Application Form - 1 Defendant 09 Dec 2010 1 190ctz011  Pleadings case ask client to call to sign Application form PIAB
B Time Ledger iz civil Bill (CC) RTA_132 10 Nov 2010 1 10 Nov 2010 Pleadings Received E-m... | Brian Sweeney  brian@keyho... | Draft Civil Bill

g Debt Ledger
i Reserve Ledger
@ Undertakings

B strong Room

WWW‘H’MWWM

4. Click on a document to view in the preview pane.

5. Double click to the open the document.

=l NOTE: For information on the Document Manager see Chapter 16.
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Processing Documents

When a task is generated any precedents connected with the task are processed. Depending on how the
documents have been set up, different requests are made of the user.

Precedent Documents usually contain codes which prompt the user for specific information needed in that

document.

What type of information is requested when processing documents?

You may be asked to name the document.

PwnNPE

Select Documents to be processed

Some documents are optional. Users are given the
choice to select the documents they want to
process. The following will occur:

1. A Document Selection dialogue box will
appear.

2. Tag the documents you want to process by
putting a tick next to each document that is to
be generated.

3. Click OK and the documents tagged will be
generated.

Naming and classifying a Document

Some documents may request the user to input a
name. If this is the case the following will occur.

1. The following dialogue box will appear
requesting the user to input a document
name. Input an appropriate name.

2. To classify a document click the J button and select a document class e.g. Pleadings.

3. Click OK.

You may be asked to select the documents you want to process.

You may be asked to add case associates to the case.
You may be asked to answer specific questions pertaining to a particular document

A Document Selection

(o]

Tag document for processing.

search ||

] o]

I4 44 4 2 b B H 4

ar
AUCLT Letter to Auctioneer? N
GENGOZA Letter to Client ? N

3

Tag/UnTag

Document File Name Required

Matter: BLAO01/0001  Gordon T. Black
RTA Walkinstown Crossroads, G. Black

Document Name:
Class/Category:  [CLI J

4. The system may pause and request information, for example, Case Associates or specific questions

pertaining to the document.

5. The documents will then be created and displayed in Word ready for printing etc. The documents are

saved and stored in the Keyhouse system.
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Adding Case Associates when generating a document

When processing a document you may be asked
to add case associates or professionals to a case.
Once they are added they are visible in the Case
Associates section of the Case Diary.

Example 1: Letter to Solicitor- Searching and
Selecting an existing case associate

In the following example the case associate is a
solicitor and the document being processed is a
letter to solicitor.

A Select Case Associates.

(===

B

Select the Solicitors to be copied with this document?

% A = Solicitors Matter:  BLA001/0001

Seq | Name Company Address Type

Ll |

Salicitors
Solicitors

1| Allsop & Browne Allsop & Browne

Edward Dunne & Co.

2 Baggott StreetDublin 2.
1 Main StreetLaraghCo.Wicklow

2 Edward Dunne & Co.

|

Tag All UnTag All Tnvert

UnTag Filter On Continue

1. The following dialogue box has appeared
requesting the user to select a Solicitor for this letter.
2. There is two solicitors assigned to this case, you can tag the solicitor provided then click on the amend
button to add a reference. e —————— ’
3. Input the other side’s reference in “Other Ref” | - D
(circled in red, right)
4. Or if the solicitor displayed is not the solicitor -
you want to write to click on the green plus with
the yellow folder and add the new case
associate as previous outlined in the section on
“How to Add a new Case Associate”.
5. Ascreen will reappear listing the solicitors on OB =
B & A = Solictors Matter:  BLAO01/0001
th e Ca Se * Select the Solicitors to be copied with this document?
[seq [ Name Company Address Type
. r 1| Allsop & Browne Allsop & Browne 2 Baggott StreetDublin 2. Solicitors
6. ChECk the approprlate bOX(eS) to tag the 5 2 Edwad Dunne & Co. Edwad Dunne & Co. lMStreetLaraghCo.Wicklow Solicitor:
required solicitor(s).
b
=l Note If you tag two solicitors two
documents will be generated.
7. Click Continue.
Ll | 0]
. . . . . ag All InTag All nvert
8. Word will open displaying the letter to solicitor. R I ot
UnTag Filter On ontinue
9. Edit the document in Word as normal as required.

10. Save any changes and Print as required.

11. The action/task and document will then be present in the Case Diary for future review.
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Example 2: Letter to Doctor — Setting up a new case

associate

In the following example the document being
processed is a letter to Doctor, the Doctor is not
present in the case associates so he needs to be

added to the list of doctors and assigned to the case.

10.

11.

12.

The following dialogue box has appeared
requesting the user to select a Doctor for this
letter.

No doctors have been assigned to this case so
the user needs to add one.

Click on the Green Plus with the yellow folder

and the following screen will appear.

Highlight for the doctor required and click Select

_s== | |f the doctor your require is not in the list

then click Green Plus

=l Remember to always perform a search to
ensure the case associate is not already on
the system.

Complete the screen with all relevant information

and click OK

The doctor will now be visible in the list.

Highlight the doctor and click Select &= |, The

following screen will reappear listing the doctor

assigned to the case.

Using the tick boxes provided tag the required
Doctor and click Continue.

Word will open showing the letter to doctor

Edit the document in Word as normal as
required.

Save any changes and Print as required.

The task and document will then be available in

the Keyhouse Case Diary for further review.
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A Select Case Assocates ===
B @+ Doctors Matter:  BLA001/0001
Select the Doctors to be copied with this document?
[Seq [ Name [ Company Address [ype -
|
1
|
ol
Tag All UnTag All Invert
Filter On Continue
A Case Associte: =
& A = Saved QueriesJall Records K|
oo Search all Categorie: Go (,EZ,‘
Code | Name / Company [‘Address [Prone
000002 | George Gibbons () The Surgery23 Heath RoadTerenureD| 01 2345555
904379 | Dr Death () The Surgery
5L0001 | Dr Simon Bloggs The Surgery2 Church StreetDublin 12| 4566777
QUIRDL__ John Quirke { John Quirke) The High StreetCo 41213112
SU003 Shievemore clinic ( Skevemore clinic) StillorganCo Dublin 01 2001111
[
e 20 rInln] wledd ol 2 ininl o ol
Select
vl Add associate party = =
General |Detas | Other Detals (Dptinal | Motes | Other case involvements | Addiianal Detals | 8e 0
Tope: .| 6P Doctors
Code —
FullName... | Phone Mo |
Fisthame [ [ T —
Sumame: [ e —
Sanation: | Mabile No: |
Tile: [ Efdail |
Compary: [ DRt [
T e —— I Nomineted
Count
Postal Cad:
& € Assion | Seach:[  fo| Clear | Assigned Contact & Unassion
Filalionship Name Phone B | e
Job Tite
Phane:
Fax
Mobile
Wl a2 v [mlm] A Vv Emai
Specific Information for case  FLYOOM /0001
Other Side: Details Inswance Detais
OuCode [ OuCode: |
OtherRet [ InswanceRef: [
A Select Case Associates [~ |
@] & a = GPDocors Matter:  FLY001/0001
Select the GP Doctors to be copied with this document?
Seq | Name Company Address Type *
0 1 Dr. David Foster Mayfair Medical Service 10 Green Str Docto
ol | |
Tag All UnTag All Invert
Filter On Continue
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Example 3: Letter to Lending Institution — Where there is only one lending institution and it is already
present in the case associates.

In the following example the case associate is a Lending Institution and the document being processed is a
letter to Lending Institution. The template document has been setup to insert information on the first
lending institution.

1. Word opens automatically displaying a letter to lending institution the information regarding the case
and case associate i.e. the lending institution is inserted automatically. No information is requested as
it is already been added to the case associates.

2. Edit the document in Word as normal if required.

3. Save any changes and Print as required.

4. The action/task and document will then be present in the Keyhouse Case Diary for future review.

Example 4: Warning Letter — Where the precedent document has been set up to ask for information
specifically on the 2" Defendant.

Message

1. The following message box has appeared
requesting the user to add a Second
Defendant to the case.

_ The Second Defendant is not assigned to this case do pou wish to assigh one now.

| CAMOOD1/0002 Tary & Marie Camphel
Tany & Marie Campbell

No | lgnare |

To add a Second Defendant click Yes and add the case associate as normal then select and add them to
the case. (See the previous examples for further information)

Or

Click No if you do not have the information at this time and want to be asked again in the future. In this
case any future actions/tasks generated will pause and request this information again.

Or

Click Ignore if you do not have a second defendant on this case and do not want to add one in the

future. In this case all future actions/tasks generated will not request this information.

2. Word opens automatically displaying the warning letter, the information regarding the case and case
associate is inserted.

3. Edit, Save and Print in Word as normal.

4. The action/task and document will then be present in the Case Diary for future review.
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Answering UDF Questions

When generating a document, a user will often be asked specific questions pertaining to that document.

For example a prompt might ask the user what is
the purchase price of the property.

Example of UDF Question: Sale Price of Property
1. Input the answer in the input box provided.
2. Click OK.

3. If the question is not applicable click N/A.

4. The answer is then inserted in the Word
document.

5. The answer will be stored in the extra case
details screen.

6. To amend click on the extra case details

¥ Extra Case Details

shortcut available on the
case diary navigation panel. The following
screen will appear.

To edit Double click on an item, make your
amendments and click Ok to save them. The next
time any document containing this field is
generated, it will include the amended answer.

A Update User Variable )

==

General ‘Propemes

BLAOD1/0002 Gordon T. Black
Sale of 2 Trinity Close, Rathgar, Dublin &

Secretary's Reference

\

N/a 0K Cancel

Wi, ot e L AP S P e, i, . P Gl Gl $ ™ s

Maintain Other Case Details X

General umpema%

BLAQ01/0002 Gordon T. Black

sale of 2 Trinity Close, Rathgar, Dublin 6

Contents NOT passing with property ? (if any)

Curtains in sitting room

ok Cancel

Generating an Email without an Attachment using the Email Template

1. Double click on the action to generate it.

2. This will take you to Outlook. The email can then be edited and sent in the normal way.

3. Return to Keyhouse and complete the action in the normal way. See Marking a Task as Complete (p.

64) for further information.

62



Keyhouse Chapter 4: The Case Diary

Generating an Email with an Attachment using the Email Template

1. Double click on the action to generate it.
2. Process the document in the normal way.

3. Once the document has been generated and edited, close it and return to Keyhouse.

4. Right click on the action in the Case Diary and select EMail Action. Then select EMail Action (using
Template).

I T T P P e e S
o1 i s

)

5. The email will generate in Outlook with the Attachment. The email can then be edited and send as
normal.

6. Return to Keyhouse and complete the action. See Marking a Task as Complete (p. 64) for further
information.

7. The email and the attachment will appear as individual actions in the case diary.

8. If you want them to appear as a single items in the Case Diary go to the About Button in Outlook and
tick the Group Emails to Action.

About the Keyhouse Outlook Add-in [ ]

Keyhouse Outlook Add-in &

Version: 5.3.2.47 Uninstall

[~ Restore Question Prompt
¥ Automatically Save Sent Items
© Save Email Only © Save Email and Attachments & Save with Options

™ Save unassigned Sent Items also

¥ Ignore Image Attachments

... that are less than | 300 pixels wide or | 300 pixels tall.

[Z Only if Embedded

— Case Information Options
¥ Store C

[# Store

¥ Store I” Apply changes to all Outlook folders
— Email Options

[¥ Remove Email Reply Chain [+ Don't check internal mail addresses

[~ Convert Attachments to PDF

[V Use Email date for all attachment%ﬁses

[~ Mavigate to Case Diary [~ Group Emails to Action

— Subject Line
[¥ Set subject line ¥ Append to existing subject line

Prefix: |KH Ref

Subject Line: I"‘[‘ & clip(MAT:Code) & "] ' & clip(CNT:Name) & clip(MAT:Description)™

Ok Cancel
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Working with Documents already processed

Marking a Task as Complete

Tasks after being generated i should be marked as complete to reflect this. Otherwise the task will
appear incomplete in your to-do list, the case diary and case diary reports. When a task is marked
complete, follow-up actions may be inserted in the case diary. The Case Diary lists outstanding and
completed tasks in date order reflecting the progress of the case.

1.

2.

3.

Click on the Task in the Case Diary.
Click on Complete Action (=== =r| gyailable on the Home tab of the Ribbon. A tick on a green disc will
be shown beside the task/action, indicating that it is complete.

‘ ¥ |24 Apr 2010 13:55 BS Letter to Land Registry

=] NOTE: The owner of the task is the only person who can mark the task as complete. This allows you
to assign a task to another handler but ensures you have ultimate control over it.

If you mark an action as complete any precedents which have not yet been generated will
automatically generate.

A Follow-up action is the next task that needs be processed in this case. This is setup by the
administrator when the case plan is created. Any follow-up actions setup to be “automatically

processed” will be inserted in the case diary automatically.

Or

What's Next? x

Remind Lender to send Title is complete. Check the box('s) provided to choose what you would like to do next?
Decision Next Action | Next Action Description on
»| U o psLO4 Remind Lender to send Title Tuesday, 10 May 2016
Do PSLOS Draft Contract Wednesday, 04 May 2016

i

Nete : You can change the date on which the next action is to be taken by clicking on the On date provided. OK

If the follow-up action has been setup to “ask the user which action to process” the user will be given
a choice to insert in the case diary. The following dialogue box appears tick the next task and click OK.
The task/s will appear in the case diary.

(=l NOTE: The setup of this section is controlled by your administrator. Contact him/her regarding
setup and timelines.
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Opening Documents Generated

1. Inthe case diary click on the task containing the documents. See the following example

® Keyhouse Case Management  (O% - Gl oen - 0081 / 729 -2 x

S o= 0H 5 8w

Wewltem=  Print = Capture Gene

Tek 01 4766666
own Crossroads, 6. Black Fle: BS

ignare | Show me

standard view Previe -

B <]~ A
: NN
o1

@

mE TR e i b |~
2 5 ™ of of 1D ADI L5

& Know Your Client BLAoo1/0001/BS ~

M e Ledger
"

!
9!
!

¥ David Green

(=Y &6 Florence Parade
Terenure

[

. Dubliné

Review File Gis

Prepare Papers for C:

Email From:na-rey google.com - New sign-in from Chrame on Win 21 Jannary 2016

Email To:Shaun

&
0051] Gordan . Black Ens e

Re: RTA Walkinstown
EM Lot Crossroads, G. Black
M » | OurClient: Gordon T.Black

Letter to Client

Dear Mr Green,

We act for the above named who has
suffered personal injuries as a result of an

ousedemoe - Draft Pleadings from Counsel aceident on the above date.

TTTTTT

We are satisfied from our instructions that
o4 are respansible for this accdeat and
thesefore table to compensate ous clent for
their personalinjury, loss and damage. We
beseby call upon you to admit Eabiity to oue
Invoice Noi218 o801 % || clientin an open ietter within 10 days from
o || the date heceor.

Email To: - Draft Pleadings

Gordon Black

Reject settlement

Attachments Standard Vie || In the event of it being necessary, our clent's
. ’ o claim for damages wil be the subject of an
Type | Dacument version  Date Document Class appication to the Personal Injuries

Bl & | warning Letter to Gefendant | 1[21Jan 2016 | Lefters/nterparty Correspondance Ascssmment Board (FIAF')

v
as part of ther

| CH: Carol Wokan | Thursday, 21 Jamuary 2016 | 17:14

2. Double Click on the document in the attachment window. Word will launch and open the document.

= Tip to preview a precedent document click on search/open on the navigation bar. Then click on
template library then search for the precedent required. See the chapter on Search and Open for
further details.

Changing the Name and Class of a Generated Document

1. From the Attachment pane in the case diary. Right Attachments

Click on the Document; the following menu will
appear.

Type |Document

» 2 Letter to Lending Instituti]
[I: etter to Lending Institutil” g Properties

@ History

2. Click on properties and the following dialogue box
WI” appear. Document Properties x

Details | File Information

Document Name:  Letter to Lending Institution2

3. Amend the document name and class as required.

Document Date: | 04 Nov 2014 ©
Document Class:  Letters/Interparty Correspondance v

4. Click OK when complete.

Document Type:  Document

. . . f' k ancel
5. A message will appear asking you to confirm the = : :

update' click Yes to confirm. _
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Undertakings

Viewing Undertakings

4.

Open a case in the Case Diary.

Click on Undertakings (circled in blue below) to see all undertakings on this case.

Keyhouse Case Management  {CH - Carol Nolan - 00:01 / 07.29)

Home| Case Reports Phonelog Maintain  Setup  Help

C = 08  © @

New Item Print + | Capture Generate Complete Action Start Timer Post Time

ctons Documents ccounts
"\ R Case: [ABAD01/0001 4 » David Abrahams
< Client/Case /. [ I ‘
Family Law
M case Diary
i Document Manager Searc
Sa current client Details 5
Current Case Details 8 |C.|A.|P..[D.|A.|Date Time Handler | Synopsis

: i
48 Associates & 19Jun2014  |11:41 Invoice No:230
© critical Information ] ¥ 19 May 2014 | 16:32 BS Letter from Accountant
Rk ovildounGhert « 01 May 2014 | 2354 Bs Invoice No:229
@ a/c Ledger ] 0|01 May2014 | 22:28 8 Email From:keyhousedemo@gmail.com - Mobile Call to Brian Sweeney
i Time Ledger ] ¥ |01 May2014 1230 BS Email From:br ie - Practice N Review Age
id pebt Ledger ] ¥ |01 May2014 | 00:00 BS Email To: - Financial Trends for the Econo

Ajecen elletgey & % 27 Feb 2014 | 09:01 BS David Abrahams
&) Undertakings -

] 0 |27Feb2014  07:08 8 Email Tosbrian@keyhousedemo.ie - Sample Report for Key Performa
I strong Rgom ] 16 Jul 2013 15:54 Letter to Solicitor re title Letter to Allsop & Browne
mw~mwwj\w WWHM N e NN AN

Any Undertakings in the case will be displayed.

4| ¥| .. | David Abrahams Tel: 01280222
Family Law Fre: AM

Details

- S F‘ SRS 'IIIE Sesme _ i

edge
@ Undertakings

gaafoom

Double click on an entry to edit it or select the entry and click on the edit tool on the Home tab.

Adding and Viewing an Undertaking

1.

2.

Go to the Undertaking screen.

Click on the Add tool on the Home tab and the following screen will appear:
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3. Input the following Information

Comment to Ledger:

Needs Attention:

Date:

Diary Warning Date:

Type:

Given or Received:
Commercial:

Authorised by FE:

Undertaking to:

Who:
Details:
Value:
Status:

Dealing Number:

Using the tick box provided tick if you want a comment added to the ledger

Tick if it needs to be
action.

This is actual date of
the undertaking. Click

the J button to
select a date from the
calendar.

This is the date the
Undertaking Action
will appear on the Fee
Earners Task List as a
To Do Item. This will | ”
default to a system ——
warning date to amend click on the down arrow to view a calendar and select
a date.

Check the appropriate button for the type of undertaking i.e. Financial or
Documents.

Select whether the undertaking has been given by you or received by you.
Select whether the undertaking is commercial or non-commercial

Click on the down arrow to select the relevant Fee Earner against the
undertaking.

Click on the down arrow to select the relevant Case to whom the undertaking
is been given or received.

This will default to the selected case associate.

Input a description of this undertaking.

Input the amount the undertaking is for.

Click on the down arrow and select the required status.

Input the dealing number

4. Click OK to save the undertaking will now be visible in the undertaking screen.

CEEEE &#0%
€c»20> moOp
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AND
Inserted as a task in the case diary assigned to the selected fee earned dated with the warning date set.

All Undertakings can be clearly identified by the Undertaking symbol U]

_5 Co| Aue | P | Do | A | Date Time Handler | Synopsis
s il ] 02 MNov 2015 17:22 CMN Photo Id
iz ¥ 02 Nov 2015 17:16 CN Letter to Client
8] || Lorumaoe o Jon Jonderangchngedbyonas

19 Jun 2014 11:41 BS Invoice Mo:230

P SR e Y S N R et P G S NNy R o

5. To view the Undertaking details double click the task the following Change Action dialogue box will
appear.

6. Click OK to close.

W Tip: To edit go to the Undertaking screen. Then double click the required undertaking, amend and
click OK.

How to Edit an Undertaking

[) Edit Undertaking x
General  Extra Notes | Undertaking Logs | Attachment/Documents
1. Go to the Undertaking screen. - R
Dats 2 Jun 20 Diary a0 2 Jun 20°
2. Double Click on the undertaking to be P IS | R
amended. The following dialogue box will torea s came | cart e
appear. - = :

3. Amend as required.

4. Click on the Extra Notes tab to add additional et
information and/or click on the Undertaking
log to view the history of the undertaking.

5. Click OK to save the changes.

|@ Edit Undertaking x

General | Extra Notes | Undertaking Logs | Attachment/Documents

How to Add a Document to an Undertaking

@ s +| s | Attachment

1. Gotothe Undertakings screen. eIt o

2. Double Click on the undertaking to be
amended. Click on Attachment/Document.

3. Right Click in the White Area and click Add
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4. Click on Attachment to add the document or Link to Folder to create a link to the location of the
document.

5. Navigate to the location of the document e.g. Scan Capture folder and select the document.

6. Choose the correct Classification for the document and click Select and click OK

[©) &dit Undertaking =

General | ExtraNotes  Undertaking Log:

Date Entered | Document]

Class Code | Class Description Retired

7. The document is now visible on the Undertaking Screen.

Edit Undertaking X

General | Extra Notes | Undertaking Logs | Attachment/Documents

Date Entered | Document Version Doc Class Track... |File Path

4 E 22 Jun 2016 | Undertaking to Forward Deeds - Undertaking t\keyhouse\client documents\FLY001\0001\Undertaki

How to Discharge an Undertaking

1. Go to the Undertaking screen.

2. Right Click on the undertaking to be discharged; a menu will appear as seen below

@ Keyhouse Case Management (0 -Car -8 x
Home| Case Reports Phonelog Manain  Sewp  Help

4 David Abrahams.
Farily Law

Tek: 012902222
Efe: AN

tandard View |

Type Who value Details Discharge %

.00 | Title Documents

i Time Ledger & oupsridisTo »

I Reserve Ledger

3. Click on the Discharge; the following dialogue box will appear displaying the undertaking.
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4. Input a description in the discharge description box.

® Discharge Undertaking x

Genersl | Extra Notes | Undertaking Logs

client

W Add as Comment to Ledger Needs Attention

Type Given or Received Commercial or Non-Commercia]

Authorised Fee Eamer

taking To Select undertaking 1c x

Value Desling Number

Status Pre Registrat Categary

Conditional

Discharge Date 19 Apr 2016

Discharge Description

oK Cancel

5. Click OK you will then return to the undertaking screen where the undertaking will have a discharge
date lodged against.

= NOTE: It cannot be edited beyond this point.

=l NOTE: Not all users will have permissions to discharge an undertaking.

Undertakings Register

All undertakings where given or received will appear on the Undertakings Register in Firm Undertakings on
the Search/Open Screen.

X - & x
ers Phonelog Maintain Setup Help
e T
Undertaking_ | Discharge Date | Authorised By... | Value [Type iven... Discharge Descriptior Discharge By | Dealing Num.
CarolNolan | 24540000 [re2s56011 8
21 Sep 2 ustin Phelan 0
5
Bs
Bs
8s
BS
3

CM: Carol Nolan | Monday, 09 May 2016 | 17:14

This register can be used to search for and preview undertakings without the necessity of opening them.
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@

Home Cawe Reports Partners Phonelog Maintain  Setup  Help

= QQQ

Unsemsngs

Status | Action.

Undertaking

Undertaking changed by BRIANS
Date: 100312009

e Authorised By: CN Carol Nolan
Undertaking to: Fiest Actrve ple(First
Active)

Detads First Active - Undertaking re Sale
of 17 Douglas Road Stithfield Dublin 1 -

scharge balance of purchase.

#8 Phone Log
@ Fum Undertatings

redeem mortgage
{8 Document Search Comment: First Active
© Template Library Vahie: 245400

Status: NA

MBNA Credit

Dealing Number: TB298011

Undertaking Created
o Date 100312009
Return Morigage D = T_w:ﬁrm
Oischarge stamp du iven Authorised By: CN Carol Nolan
Return Insurance monies inchi... 31 Dec 2011 Undertaking to:

tost 54 Oct 2011 Stephen Keagh Detads: First Active - Undertaking re Sale
Title Deeds 1902011 04May2011  Brian Sweeney | 6 PreR of 17 Douglas Road Smithfield Dublin 1 -
Title Deeds Brian Sweeney Pre R sedosts o .

= = o Comment Problem with title mogies
e srin Sweeney o

Tile Deed Srian Sweeney pre R Ersig

Tile Deeds 3102012 justi Phelan Stams: NA

Tite Deeds PreR Dealing Nusber. TB295011

Peter D. Jone... Pre R

Familylaw  Tile Documents
Trustee Savin... Pre R

€85 Bray PreR

Sale of The C... Title Deeds

Advice re nhe.. Ttyle Deeds

Jasks PreR
Search/Open James Deane  Sale 56 Green. First Active pl.. Pre R
Chient/Case

Count: 33

CH: Carol Notan | Manday, 09 May 2016 | 17:16

Attaching Undertaking Documents using the Undertakings Register

1. Go to Search Open and select Firm Undertakings.

2. Search for the required Undertaking and right click.

Jjack flynn
Attn Matter Ref Client Matter Undertaking
3 [rivooioo PGV
&) Edit
&} Discharge
w4 Add Document

(]

E &

Open Action
Go To Case Diary

3. Select Add Document.
4. Navigate to the location of the document e.g. Scan Capture folder and select the document.

5. Highlight the Document Class and click Select.

Document Classes x
PRV Include Retired
Class Code Class Description Retired
INS Instruction Sheets N ~
LTR Letters/Interparty Correspondance N
MED Medical Reports N
MEM Memo N
MOT Motion papers N
MSG Email Message N
NOT Notes N
oPl Opinions N
PLE Pleadings N
REA Research N
REP Reports N
REQ Requisitions N
REV Revenue Form N
SHA Shareholders Agreement N
g Ui ndertaking [N |
WiL will N
v
< >
| Select ‘ | Cancel ‘

|
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6. The document is now visible in the Case Diary. Go to the Case Diary and locate the Undertaking.

7. If the document needs to be renamed go to the Attachment Section, select the document and right
click.

8. Select Properties.

Keyhouse Case Management [ - Garl Nolan - 00/ 0038 N -8 x

x —EI
:r,) Lt

s@aaagas

Standard View

version | Date Document Class

09 May 2016 | Undertaking

9. Rename the document and click OK.

10. A prompt to link the document name to the action will appear. Choose Yes if you want to change the
name of the action otherwise click No.

Document Manager

v Do you want to update the Attachment Name as same as Subject?

[ Do not show again and remember the last choice | made

Yes No

Undertaking Reports
Reports on Undertakings can be created based on a number of criteria. The reports are available as part of

the System Reports but they can also be found in the Firm Undertakings on the Search/Open Screen. There
are also 2 reports available in Undertakings on the Case Diary.

Create an Undertaking Report

1. Go to Firm Undertakings on the Search/Open Screen.
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2. Select Print and a list of reports will appear.

= QQQ

Print « Add Edit Discharge Undertakings by Dept EN|
_mf Undertaking List Report
: : Totre
=
Undertakings Authorised By R S
= Undertakjngs b)f Client From Department (Blank for All)
= Undertakings by Dept To Department (8lank for Al)
New Page Per Department
F= Undertakings by Dept by Work Type Open orCiosed Msters
= Undertakings by FE Given or Recieved
: Fom
= UI"IdEI"tEk.IFIgS b)l' Matter Financial or Documentation Al [v]
= Undertakings by Status Commercial or Non-Commercial Al [v]
= Undertakings By Undertaking Date
= Undertakings By Undertaking To [gn

= Undertakings By Waork Type

3. Click on the required report e.g. Undertakings by Dept. and the following report dialog box will appear.
4. Complete the required information. If you require all departments, leave the fields blank.

5. Click on Run and the report will generate.

e |
Lieeoc | | [aeor | Lams | @] (%

528 % e

Freview |

Group Tree. x

Unddestakings By Dept

BE 50010001 12072011 Document
Laase of Lnit 33, Easigate Avenvs, Du! For : First Actve
Tite Desds

Jos Bloggs.
BLODO1I0004 1423012 Document MW
Commerical Wark FFor : Dun Laoghaire Rethdown County Council

Liz Lawlor
LAWDO10001 022
Aaice re Innerlance tax

Mick Purcall
PURDO1/0001 12052010
Lease renewal - ent review reduction &

Nosl Butler
BUT0010002 orm2om
Laase Ageeement - Unit 2, Green Busin

% [E]

Page 1045 | Main Ragort

50 100% —t—

6. Click on print E or click on one of the following options available on the report toolbar:

®  Click on Doc | to open a copy to Word
®  Click on PDF to open in Adobe.
®  Click on XLS to open a copy in Excel.
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Printing from Undertakings
1. Click to Case Diary and select Undertakings from the Column on the left.

2. Click on the Print option on the Ribbon.

= Wl @
Print + Add Edit Discharge

— Undertakings By Matter [*
™= Undertakings By Client Ca

3.  From the required report and a dialog box will appear.

Undertakings by Client EN|
Enter Report Criteria

To Date 09 May 2016
Discharge Status Not Discharged v
From Client Code (Blank for All) FLY0O1 v
New Page Per Client *

Open or Closed Matters Open v
Given or Recieved Al v
From Date 10 May 2015
Financial or Documentation Al v
Commercial or Non-Commercial Al v
To Client Code (Blank for all) v

Run 4Close

7. Setthe required parameters and run the report.

8. Click on print E or click on one of the following options available on the report toolbar:

®  Click on Doc to open a copy to Word
®  Click on PDF to open in Adobe.

®  Click on XLS to open a copy in Excel.
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How to view Critical Information and Print Reports

1. Open the required case in the Case Diary

2. Click on Critical Information on the Navigation panel. The following screen will appear displaying critical
Information.

@ Keyhouse Case MaNagement (S - Com o - o /728

Tel: 01 4765856
Fe: b5

s Given Authorised By; CH Carl Nolan Undertaking to: DUBOOT(THE

" CEEERE &#QBU

Section 62 Estimate given £31% Undartakings
| Description [ vaiue | Whe | Given/Received |
provade proot of ] 000 | THE €Ty oF DUBLIN | Gwen

| CH: CarolNokan | Friday. 08 Juky 2016 | 1031

3. To Print a report click on Print on the toolbar the following option will appear.

4. Click on the Report required

[
-

For Activity Report: Click on Activity Report ot -
The current case code will appear; amend if required = Activity Report

]

Set the date parameters

Tick the items you want included e.g. Emails, attachments etc.
Click Run

- Summary Report

[l

. Matter Label P

]

. Client Label P

Summary Report: Click on Case Summary Report
The current case code will appear amend if required.
Then click Run.

Print Labels: Click on Matter Label or Client Label as required
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Other Case Diary Functions

See the following Chapters for information on the following functions available in the Case Diary:

e Chapter 6 for the Keyhouse Capture
e Chapter 7 for the template Library
e Chapter 8 for the Conflict Search

e Chapter 10 for the Strong Room

e Chapter 11 for Time Recording

e Chapter 12 for Accounts

e Chapter 13 for the Debt Ledger

e Chapter 14 for the Reserve Ledger

76



Keyhouse Chapter 5: Using the Document Manager

Chapter 5: Using the Document Manager

Document Manager

Getting around Document Manager

Below is an image of the Document manager window.

| Ribbons ‘
B = oo 0% J Case Box L 2 00 [P orevicn p .
Newtemw  Print  Exportto PDF | Start Timer Post Time| Properties Reclassi il Compie Briel . review Pane
s I ' : izt ol ‘ Column Headings J
X Clie = —T» - ) — e —— \ Tek: 01-2002222
ca Search box ‘
S ) andard view 1T nder to =
Type | I | Document Name Diary Date ¥ | Version | Date Sy ) [ from 0 ibrect T N — ~
8 B | [ictier reminding Lenderto send Twe 04 way 2016] 1[04 May 2016 | omespondance__[case | | lRemindtendertosendTee | | Ao
8 | |Leter1o Solickor re Pleading 04 May 2016 4 May 2016 Letters/Interparty Cc = etter to Solictor re Pleading

04 May 2016

Window area Description

Case Box Input the case reference in this box or click the ... browse button and
search for the required case.
Column Headings Click the column headings to sort the list of documents by name, version,
diary date, document date, document class, Source, From, To, Subject.
Document List The list of documents in this case are displayed.
Preview Pane The selected document is previewed in this window
Search box Enter search text in this box
Home tab Description
= Print
(i) Show document properties
P?’OPEV’UES
& Reclassify: change the document class
Reclassify

Click to email current document

[ Compile Brief: If no Brief currently exists, this button launches the Brief
Cornpie et Wizard.
If there is an existing Brief, this button opens the existing Brief in the Brief
Maintenance window
Use Adobe PDF viewer|  Tick to use Adobe Reader to preview document.

He Compare two documents using Word’s Document Compare feature
= Compare two documents using WorkShare (if installed)
&u Compare two documents using Libéra
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How to search the Document Manager
1. Open a case in the case diary.

2. Click Document Manager on the Navigation panel. All the attachments in the case will be listed.
3. Input the search terms in the Search box. The search results will update in real time, showing all

@ Keyhouse Case Management n -8 x
Home Case Repots Phonelog Maintain  Setup  Help
-
) —
print = | capt ost i
Case: |FLY001/000 ]| sackyom Tet 01
Sale of 10 Rase Lawn, Banchardstown, Gublin 17 e N
Standard view il & »
E ML Time Hander | synopsis e
1 2] Rey &) Preview Document
2015 160 e Leter to Lending insitution S R S 4
whorm Lzt s o e oo [ [% )
08 1 o™ ter to Soico 03
& " . . 12 February 2015
ss o [ Y
o Jack Flyan
- - B o 10 Rose Lawn
@ undenakings . o ; Binchartaon
W strong Room 6:02 [+)] GO8 Dl 1
~ n " Case; [TJF001/0001 40| .. | TFox
4 Client/Case
Outstanding debt 1o PTSB Bank
M case Diary
T — O search ot sondora view T
S i
DGl e S e | ) | Document Name Diary Date | Version | Date ~ | Document Class Source From To Subject
Current Case Detals . .
» Attendance Log 14 3ul 2015 114112015  Reports Case Aftendance Sheet
7 Other Case Details
e Attendance for Introductory Meeting 2634 13 3u1 2015 106 112015  General SentE-mail training@keyh.. Brenda Hartley Outgoing Email with an Attachment
ssociates
v— E Aftendance for Introductory Meeting wzms 106Ju12015  Instruction Sheets Case Initial Attendance
STGENOITINGD o N N D g, geved e MR S NI I e

4. Select a document to see a preview. Double click to the open the document.

How to Sort by Column Heading

1. Click a column heading to sort by that heading. Click again to reverse the sort order. See the example
below the documents have been sorted alphabetically by Document Class.

Case: TJF001/0001 4|} .. | TIFox

Qutstanding debt to PTSB Bank.

l:l [ search text Standard View i

Type IJ Document Name Diary Date Version | Date ¥ | Document Class Source From To Subject

F [ | Test Attachment 16 Jul 2015 1,16 Jul 2015 | General Sent E-mail brenda@keyh... training TT.tr.. Test Attachment
z Precendent Document 14 Jul 2015 1,14 Jul 2015 Pleadings Case Precedent Document

v iz Attendance Log 14 Jul 2015 1 14 Jul 2015 Reports Case Attendance Sheet

= Vendor Instruction Sheet 14 Jul 2015 114 ul2015  General Case Create Vendor Instruction Sheet
= Document2_2661_2662 13 Jul 2015 113 Jul 2015  General Case Document2_2661_2662

F | Outgoing Email. 13 Jul 2015 113 Jul 2015 | General Sent E-mail training@keyh... Brenda Hartley Outgoing Email.

F I | Outgoing Email with an Attachment 13 Jul 2015 1,13 Jul 2015 General Sent E-mail training@keyh... Brenda Hartley COutgoing Email with an Attachment
= Letter to Lending Institution confirming appoint... 06 Jul 2015 313 Jul 2015 Letters/Interparty Corr... Case Letter to Lending Institution confirmal

@ Conflict Search_2632 13 Jul 2015 1 06Jul2015  General Sent E-mail training@keyh... Brenda Hartley Outgoing Email.

ri_: Aftendance for Introductory Meeting_2634 13 Jul 2015 1/06Jul2015  General Sent E-mail training@keyh... Brenda Hartley Outgoing Email with an Attachment

2] Sort Ascending
2. Toremove the sort, right-click the column heading and choose Clear Sorting from 7l sort Descending

Clear Sorting

the pop-up menu.

Group By This Column

[l o0

Show Group Panel

Show Column Chooser

I @

Best Fit

Best Fit (all columns)

-0

Filter Edlitor...

Document Class ¥ I -
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How to Filter Columns

1. Move your cursor to the column heading required, so that the filter pin appears.

2. Click the filter pin and select the required filter from the drop-down menu.

[] search text

Type | I | Document Name Diary Date ¥ |Version |Date Document Class T Seurea Erom To Subj
l":; . Expenses Claim Form 2015 from 1st July2015 16 Jul 2015 130 Jun 2013 | General Esh:z:k?\anks] keyh... training TT. tr... Test
r 0 Test Attachment 16 Jul 2015 116 Jul 2015 | General Client Letters keyh... training TT. tr... Test
= Precendent Document 14 Jul 2013 1 14 Jul 2015 | Pleadings Conflict Search Prec
= Attendance Log 14 Jul 2015 1 14 Jul 2015 | Reports General Atter
= Vendor Instruction Sheet 14 Jul 2015 114 Jul 2015 | General Instruction Sheets Crea
i Document2_2661_2662 13 Jul 2015 113 Jul 2015 General Letters/interparty Correspondance Doat
|E| Conflict Search_2639 13 Jul 2013 1 06 Jul 2015 | General ;L:T:l?ngs tkeyh... Brenda Hartley | Outc
FF il Outgoing Email. 13 Jul 2015 1 13 Jul 2015 | General Reports tkeyh... Brenda Hartley = Outc
b= Attendance for Introductory Meeting_2634 13 Jul 2015 1 06 Jul 2015 | General e —eekeyh... Brenda Hartley = Outc
[_1 il Outgoing Email with an Attachment 13 Jul 2015 113 Jul 2015 | General Sent E-mail training@keyh... Brenda Hartley ~Outc
E Conflict Search 06 Jul 2015 106 Jul 2015 | Conflict Search Case Conf
E Attendance for Introductory Meeting 06 Jul 2015 1 06 Jul 2015 | Instruction Sheets Case Initia
= Letter to Lending Institution confirming appoint... |08 Jul 2015 313 Jul 2015 Letters/Interparty Corr.. Case Lette
= Letter to Lending Institution confirmating appein.. 08 Jul 2015 1 06 Jul 2015 | Letters/Interparty Corr... Case Lette

3. To remove the filter, select (All) from the filter pin drop-down menu (alternatively right-click the

column heading and select Clear Filter from the pop-up menu).

How to Group by Column

1. Right-click the column heading you want to group by, to show the pop-up menu. 21 sort Ascending
£l sort Descending
. . 5% Clear sorting
2. Select Group By This Column. In the following example, the documents are o e T Sl
grouped by document class. &5 Rehow aroup panel
Show Column Chooser
. iol BestFit
Type Document Name Versi
8 Best Fit (all columns)
» Document Class: Attendance Sheet T Fitter Editor..
» Document Class: Letters/Interparty Correspondance
» Document Class: Medical Reports
3. To expand/collapse a group click the arrow to the left.
Type Document Name Wersion | Diary Date Date Source From To Subject

} Document Class: Attendance Sheet
+ | 4 Document Class: Letters/Interparty Correspondance
[E Letter to Client
[E Letter to Solicitor
[E Letter to Solicitor
rl';_; letter from hospital consultant

20 Apr 2010 29 Jan 2011 | Case
24 Apr 2010 29 Jan 2011 | Case
10 Jun 2010 29 Jan 2011  Case
04 Jul 2011 04 Jul 2011 Received E-m... Martina Winte... martina@keyh...
rh: Letter to insurance company 08 Oct 2014 23 Nov 2014  Case
rh: Letter to Barrister

[E Letter to Doctor

13 Nov 2014 23 MNov 2014 | Case

[ T = = SR

23 Nov 2014 01 Oct 2014 | Case

» Document Class: Medical Reports

Letter to Client re advice
Letter to Land Registry
Letter to Solicitor

doctors report

Letter to insurance compan
Letter to Barrister

Letter to Doctor

It is possible to nest group levels: first group by one column heading, then right-click the next required

column heading and click Group By This Column. In the following example, the documents are grouped

first by Document Class and then by Source.
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4 Document Class: Letters/Interparty Correspondance

4 Source: Case

=
Wl

Letter to Client

3
[El

Letter to Solicitor

=
Wl

Letter to Solicitor

3
[El

Letter to insurance company

=
Wl

Letter to Barrister

H R R R e e

3
[Hl

Letter to Doctor

N

k

Source: Received E-mail

E letter from hospital consultant

-

20 Apr 2010
24 Apr 2010
10 Jun 2010
08 Oct 2014
13 Nov 2014
23 Nov 2014

04 Jul 2011

29 Jan 2011 Letter to Client re advice

29 Jan 2011 Letter to Land Registry

29 Jan 2011 Letter to Solicitor

23 MNov 2014 Letter to insurance company

23 Mov 2014 Letter to Barrister

01 Oct 2014 Letter to Doctor

04 Jul 2011 | Martina Winte... martina@keyh... doctors report

W To remove the grouping, right-click in any column heading and select Show Group Panel from the
pop-up menu. The group panel will contain each of the headings by which the documents are
grouped (Document Class and Source in this example). Right-click each of these in turn and select
Ungroup from the pop-up menu. Itis also possible to drag the heading back onto the Heading Row

once the Show Group Panel is visible.

2l
i

8% Clear Sorting

Sort Ascending
Sort Descending

=
=

Group By This Colurmn

B show Group Panel

B

=
b—

Show Column Chooser
Best Fit
Best Fit (all columns)

T

Filter Editor...

How to reclassify Documents

[ search text

Document Clag

Type

1 Full Expand
=t Collapse

+| b Docume 8] sort Ascending

b Docume Z|  sSort Descending

b Docume

b Docume

» Docume £ Hide Group Panel

spondance

» Docume Show Calumn Chooser

» Docume

» Docume

Best Fit (all columns)
Group Summary Editor..,
Y Filter Editor...

1. Select the document or documents you want to reclassify and click Reclassify on the Home tab, to bring

up a list of the available document
categories.

=l TIP: To select multiple documents: Hold
down CTRL on your keyboard and click
each of the documents to be selected.

2. Search for the required category, if
necessary, and select it.
3. Click OK.

How to change the Document Properties

1. Select the document or documents whose
properties you want to amend.

2. Click Properties on the Home tab, to show the
Document Properties dialogue box.

Change Category x
Class Code Class Description
» | ATT Attendance Sheet
CFS Conflict Search
DOC Document
ENG Engagement Letters
GEN General
LTR Letters/Interparty Correspondance
MED Medical Reports
MEM Memo Ik
Ok Cancel

‘c

Details | File Information

Document Properties *

Document Name:
Document Date:
Document Class:

Document Type:

letter from hospital consultant

04 Jul 2011 W

Letters/Interparty Correspondance e
Image

Ok Cancel
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3. You may amend the Document Name, Date, Document Class or Type. To change the Document Class,
select from the drop-down list, which will show the available classes.

4. The properties on the File Information tab are read-only; you may copy the document name and path to
the clipboard.

How to email Document(s)

1. Select the document or documents you want to email then click Email on the Home tab.

=l TIP: To select multiple documents: Hold down CTRL on your keyboard and click each of the
documents required.

2. Outlook will create a new email with the document(s) attached; complete the email as normal and
send.

Document Folders

It is now possible to have a Document Folder structure in the Matter. This can be created in the Workflow
Setup and accessed and maintained in the Document Manger for each matter or it can be created on a
matter by matter basis. In order to use this feature, it must be turned on in the Administration section on
the Setup Tab. Documents can be moved, linked or copied into the folders but they are all still visible in the
All Folder.

1. Go tothe Document Manager.

Case: | FLY0O01/0001 4/» Jack Flynn
Sale of 10 Rose Lawn, Blanchardstown, Dublin 17

[ Search text Standard View = |
x [Foder: i
© | |Type| I | Document Name Diary Date | Version |Date ~ | Document Class Source From Subjed
: ---——
Ltr to Client re serches 30 Mar 2016 1 11 May 2016 Letters/Interparty Corr... Capture Ltr to Client re serches

E Letter to Doctor 10 May 2016 1/10 May 2016 Letters/Interparty Corr.. Case Letter to Doctor

[id Will of Jack Flynn dated 5 May 2016 30 May 2016 1|09 May 2016 Wil Capture Will of Jack Flynn dated 5 May 2016

[ Will of JV Flynn 5 May 2016 08 May 2016 109 May 2016 Wil Capture Will of JV Flynn 5 May 2016

[ Will of Jane Flynn dated 6 May 2016 09 May 2016 1|09 May 2016 Will Capture Will of Jane Flynn dated 6 May 2016

[ Undertaking to forward funds 20 Apr 2016 1109 May 2016 Undertaking Capture Forward funds on completion of sale,

g Letter to Solicitor 23 Mar 2016 1/23 Mar 2016  Letters/Interparty Corr... Case Letter to Solicitor

E Letter to Client 23 Mar 2016 1/23 Mar 2016 Client Letters Case Letter to Client

iz Ltr to Client 08 Mar 2016 1/08 Mar 2016  Letters/Interparty Corr... Capture Ltr to Client

E Affidavit of Debt DMD 08 Mar 2016 1 08 Mar 2016 Documents Capture Affidavit of Debt DMD

iz Letter to Lending Institution 12 Feb 2016 1/12 Feb 2016  Letters/Interparty Corr... Case Letter to Lending Institution

E Letter to Client 12 Feb 2016 112 Feb 2016  Client Letters Case Letter to Client

iz Letter to Solicitor 08 Feb 2016 1/12 Feb 2016  Letters/Interparty Corr... Case Letter to Solicitor

E Letter to Client 03 Feb 2016 112 Feb 2016  Client Letters Case Letter to Client

[E Letter to Client 01 Feb 2016 112 Feb 2016  Client Letters Case Letter to Client

2. Click on Folder and pin into position.

Case: FLY0O1/0001 4| P .. | Jack Flynn
Sale of 10 Rose Lawn, Blanchardstown, Dublin 17

[ search text

Folder ® | Folder: Al
IoAl Type IJ Document Name Diary Date Version |Date ¥ | Document Class Source From
e [ Y-y ] YV e e B N
r Ltr to Client re serches 30 Mar 2016 1|11 May 2016 | Letters/Interparty Corr... Capture
E Letter to Doctor 10 May 2016 110 May 2016  Letters/Interparty Corr... Case
(v Will of Jack Flynn dated 5 May 2016 30 May 2016 109 May 2016 Wil Capture
(3 Will of IV Flynn 5 May 2016 09 May 2016 109 May 2016 will Capture
© Will of Jane Flynn dated 6 May 2016 03 May 2016 109 May 2016 Wil Capture
(3 Undertaking to forward funds 29 Apr 2016 1 09 May 2016 Undertaking Capture
E Letter to Solicitor 23 Mar 2016 1|23 Mar 2016 | Letters/Interparty Corr... | Case
B Letter to Client 23 Mar 2018 123 Mar 2016  Client Letters Case
E Ltr to Client 08 Mar 2016 1|08 Mar 2016 | Letters/Interparty Corr... Capture
(B Affidavit of Debt DMD 08 Mar 2016 108 Mar 2016 Documents Capture
iz Letter to Lending Institution 12 Feb 2016 1 12 Feb 2016  Letters/Interparty Corr... | Case
(B Letter to Client 12 Feb 2016 1 12 Feb 2016  Client Letters Case
iz Letter to Solicitar 08 Feb 2016 1 12 Feb 2016  Letters/Interparty Corr... | Case
E—_ Letter to Client 03 Feb 2016 112 Feb 2016  Client Letters Case
B Letter to Client 01 Feb 2016 1 12 Feb 2016  Client Letters Case
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3. Right click on Documents and select Add new Sub-Folder

4.

Case: |FLY001/0001 4| »| .. | JackFlynn
Sale of 10 Rose Lawn, Blanchardstow

[ search text

Folder ® |Folder: Documents

) oAl Type I'] Document Name

| Documents
Add new Sub-folder

* Re-name this folder

) Folder Colour

1A Revert to the original Case Plan folder structure

Enter the name of the folder and click OK

5. Continue to create the required folder structure. Sub-Folders can be added to Sub-Folders.

Folder 1 |Folder:
LAl Type | B | Document Name Diary Date
RUVNID 0 o oo
4 | Agreements iz Ltr to Client re serches 30 Mar 2016
i Tennancies | | 3 Cut and Paste 08 Mar 2016
I Reports E Letter to Doctor 10 May 20
oo Will of Jack Flynn dated 5 May 2016 30 May 2016
E Will of IV Flynn 5 May 2016 09 May 2016
3 Wil of Jane Flynn dated 6 May 2016 09 May 2016

Moving, Linking & Copying Documents in the Folder Structure

Click the documents to be moved and drag to the appropriate folder.
Alternatively

Right click on the document and drag to the required folder and select Move document to this folder.

Case: |FLY0O1/0001 4 Jack Flynn
Sale of 10 Rose Lawn, Blanchardstown, Dublin 17

[ search text

Folder 4 [Folder: Dacuments »»> Report
1Al Type | I | Document Name Diary Date | Version |Date -
4 '} Documents m. Undertaking to forward funds 29 Apr 2016 - 09 May 2016|
4 | Agreements pill of IV Flynn S May 2016 09 May 2016 109 May 2016
* Move d“‘""e"“ to this folder |, . ciymn dared 5 viay 2015 09 May 2016 109 May 2016

1 | Copy documents to this folder R
lack Flynn dated 5 May 2016 30 May 2016 109 May 2016
? Link documents to this folder

= TEer o Solicitor 23 Mar 2016 123 Mar 2016
iz Letter to Client 23 Mar 2016 123 Mar 2016
[E Ltr to Client 08 Mar 2016 108 Mar 2016

To copy or link a document into more than one folder, move it to the first folder as per Point 1.
Click on the Folder and Right Click the document to be copied.
Drag to the second folder.

Select Copy documents to this folder or Link documents to this folder.

NOTE: The Document Folder Structure can also be accessed in Scan Capture, MS Word and MS Outlook.
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Chapter 6: The Task Manager

When you log in to the new version of the Keyhouse Desktop you can choose to login directly to the Task
Manager (see the chapter 1 for further information). The primary function of the Task Manager is to act as

a To-Do list displaying all tasks outstanding. It defaults to overdue tasks but you can navigate to specific

dates. Each task will show the date of the task, the matter description, the client name and a description of

the task itself.

Navigating the Task List

The Task Screen

Home | Case

-

® =
Ry

New ltemw | Print

ctons

& Tasks

& wytasks

% Team tasks

T Day's tasks

7] Next week's tasks
&) Next month's tasks
@ Overdue tasks

@ outstanding tasks
% Last week's tasks
5] Last month's tasks
B Alltasks

@& My Overview

Tasks
Search/Open
Client/Case

Time Costing

Reports

Phone Log  Mair

0

e 19,
) { (V)

Capture Generate Complete Action
Documents

[REULIE Carol Nolan

Toolbar

|

Oug

Date
L 04 Nov 2014

B ¥ 04 Nov 2014
B 04 Nov 2014
¢t 04Nov201s

¢t o4Nov201a

B 04 Nov 2014
B 04 Nov 2014
04 Nov 2014

04 Nov 2014

B 04 Nov 2014
[ 04 Nov 2014
B 04 Nov 2014
B 04 Nov 2014
B 04 Nov 2014
B 04 Nov 2014
B 04 Nov 2014
B 04 Nov 2014
B 04 Nov 2014
B 04 Nov 2014
B 03 Nov 2014
B 03 Nov 2014

Time

19:31

19:09

19:07

18:16

18:15

17:26

17:25

17:25

17:24

17:24

17:18

17:11

17:03

17:03

16:55

16:52

16:44

16:35

16:37

16:23

Search Box

Case Code Handler | Team
GLEO01/0001  CN com
GLEOOL/000L  CN com
ABA001/0003  CN com
BLAO0O1/0002  CN com
BLAOO1/0002  CN com
BLAOO1/0002  CN com
BLAO01/0002  CN com
BLAOOL/0002  CN com
BLAO01/0002  CN com
BLAO0O1/0002  CN com
BLAOO1/0002  CN com
BLAOO1/0002  CN com
BLAOO1/0001  CN com
BLAO01/0001  CN com
BLAO01/0001  CN com
BLAOO1/0001  CN coMm
BLAOO1/0001  CN com
BLADO1/0001  CN com
BLAOO1/0001  CN com
ABAOOL/0003  CN com
ABAO01/0003  CN com

Count=60

Client/Case(Matter)

Charlie Gleeson
Lease of South West Georges Street

Charlie Gleeson

Lease of South West Georges Street
David Abrahams

Sale of 22 O'Connell Street, Dublin 1
Gordon T. Black

Sale of 2 Trinity Close, Rathgar, Du.
Gordon T. Black

Sale of 2 Trinity Close, Rathgar, Du
Gardon T. Black

Sale of 2 Trinity Close, Rathgar, Du..
Gordon T. Black

Sale of 2 Trinity Close, Rathgar, Du..
Gordon T. Black

Sale of 2 Trinity Close, Rathgar, Du.
Gordon T. Black

sale of 2 Trinity Close, Rathgar, Du.
Gordon T. Black

Sale of 2 Trinity Close, Rathgar, Du.
Gordon T. Black

Sale of 2 Trinity Close, Rathgar, Du
Gardon T. Black

Sale of 2 Trinity Close, Rathgar, Du..
Gordon T. Black

RTA Walkinstown Crossroads, G. Bl..
Gordon T. Black

RTA Walkinstown Crossroads, G. Bl
Gordon T. Black

RTA Walkinstown Crossroads, G. 8l
Gordon T. Black

RTA Walkinstown Crossroads, G. Bl
Gardon T. Black

RTA Walkinstown Crossroads, G. Bl
Gordon T. Black

RTA Walkinstown Crossroads, G. Bl..
Gordon T. Black

RTA Walkinstown Crossroads, G. Bl..
David Abrahams

Sale of 22 O'Connell Street, Dublin 1
David Abrahams

Sale of 22 O'Connell Street, Dublin 1

Action

Review File

Letter to Solicitor

Letter to Lending Institution
Review File

Review File

Letter to Lending Institution
Instruction Received

Letter to Lending Institution

Letter to Client ?

Letter to Lending

Letter to Doctor

Letter to Doctor

Letter to Dactor

Letter to Solicitor

Letter to Solicitor

Letter to John Dunne

Letter to Client

Letter to Client

Letter to Barrister

Letter to Solicitor

Standard view [

Diary Date

04 Mov 2

04 Nov 2.

04 Nov 2..

04 Nov 2

04 Nov 2

04 Nov 2

04 Mov 2

04 Nov 2.

04 Nov 2.

04 Nov 2

04 Mov 2

04 Nov 2.

04 Nov 2.

04 Nov 2

04 Nov 2

04 Nov 2

04 Mov 2

03 Nov 2..

03 Nov 2..

o ¢ 0| T 0D OV T D

L]

o ¢ 7T ¢ v O U D

b

Preview

Letter to Lending Institution

OURREF YOURKEF
BS_HB BLA001/0002

2014

Re:

TE
04 November

Our Clients - Gordon T. Black

Premises - Sale - 2 Trinity Close,
Rathgar, Dublin 6
Loan No.- 67889990

Document
Preview Pane

Brian Sweeney
Soo Grabbit & Runne
stephen@keyhouse e

]
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The Home Tab in Task Manager

% Action

o New Click on the New to add Note
any of these tasks. .

New Item « Email

[7¥ Appointment
€, Phone Message

& Dictation

=| Draft Invoice

™= Request Cheque

A Conflict Search

—_—
S Printer Click to prl.nt any of B Acivity Report
the following reports: | <. oo Report
= Matter Label »
= (lient Label >
~ Capture Click on capture to launch the document
U capture program to import documents or
Capture folders of documents or images.
OO Generate Click to generate a document for a
{ selected action.
Generate |
Complete Action Click to mark a task as complete.

-

Complete Action

Task Views

The Keyhouse Desktop will automatically open on Overdue Tasks. The user may choose to navigate to any
of the following lists displayed on the shortcut bar on the left.

2 My Tasks Click on My tasks to view the current handler’s tasks or
2 Team tasks click on Team tasks to view the team tasks
T Day's tasks Click on this to view today’s tasks.
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01 Jan 1801 |v IR 30 May 2016 vI Select a range of dates.

‘ 7] Mext week's tasks ‘ Click to view next week’s tasks.

‘ 1] Next month's tasks ‘ Click to view next month’s tasks

‘ (& Overdue tasks ‘ Click to view Overdue tasks

‘ @ outstanding tasks ‘ Click to view outstanding tasks i.e. past, present or future.
‘ T Last week's tasks ‘ Click to view Last Week’s outstanding tasks.

‘ T Last week's tasks ‘ Click to view Last Month’s outstanding tasks.

‘ o All Tasks ‘ All Tasks shows all outstanding tasks

‘ & My Overview ‘ Click to view the overview screen.

Using Different Layouts/Views

Standard View | |

1. Click on View tool on the far right of the

. . . . Standard View
search bar. A list of available views will Critcal Dates

Delegeted Tasks
appear' Dictation
High Priority tems
Milestone/HighLighted ftems

2' CIICk on the reqUIred VIeW to apply It to Phone Messages
the task manager. Scanned Post

Statute Dates

How to Show/Hide the Preview Pane

1. Move your mouse over Preview located to the right of the Task Manager Screen the document preview
pane will appear

2. The Preview Pane will appear.

=
3. Click on the Pin to make it permanently visible or click on the Pin |E| again to return it to floating.
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Searching, Sorting, Filtering and Grouping Tasks

How to Search the Task list

1. Input key search words in the Search box. There is no
need to press Enter, as the results will update as you

type.

2. The results will appear in the Task Screen. See the following example of a search for “review” in the

task list.

Review

Review

v

v

[]

Date

04 Mov 2014

04 Mov 2014

04 Mov 2014

28 May 2014

07 May 2014

07 May 2014

26 Dec 2013

2 19 Dec 2013

Time

19:31

18:16

18:15

08:36

11:49

11:35

12:04

14;

Case Code

GLEOO1,/0001

BLAOO1/0002

BLADO1,/0002

BLAO01/0001

KELO02,/0001

0OC0001/0001

KELO02,/0001

Handler | Team

CN

CN

CN

CN

CN

CN

CN

Com

COM

Ccom

COM

Ccom

COM

Ccom

From

CN

CN

CN

CN

CN

CN

CN

3. To clear the search results click Clear. I:ﬂ

Client/Case(Matter)

Charlie Gleeson

Lease of South West Georges Str...

Gordon T. Black

Sale of 2 Trinity Close, Rathgar, D...

Gordon T, Black

Sale of 2 Trinity Close, Rathgar, D...

Gordon T. Black

RTA Walkinstown Crossroads, G...

sarah Kelly
Purchase of Property

John O'Connor
John ©'Connar V John Smith

sarah Kelly
Purchase of Property

a FitzGerald

o

How to Sort Column Headings in the Task Manager

1. Click on the required column heading to sort by that column.

2. Click on the column again to reverse the order.

How to Filter the Task Manager

1. Move your mouse to the required column heading.

¥
2. Toview a list of filter categories cIick on the pin and select

the required category. See the following example

86

Action

Review File

Review File

Review File

Diary Date

04 Nov 2014

04 Nov 2014

04 Nov 2014

Review all contracts 28 May 2014

Review File

File Review

Review File

07 May 2014

07 May 2014

26 Dec 2013

standard View |||

FELLIE @ Carol Nolan v OutStandina Onlv

A A R f I

T

Handler [EXTINCIEMMIE ™ Outstandina Onkv

Date

Time

e e DA e e

r ! o4Nov2014

(Blanks)

18:16  BLADO1A00{ (Non blanks)
AMAOL/000L
04Now2014  18:45  BLADOL/O0 Aaan01/0003
X ABADO1/0001
B 04Nov2014 1726  BLADD1O0 Apaco1/0003
R ABBOO1/0001
B 04Nov2014 1725  BLAOOLA00 ngeot ooy
; BILO01/0001
B 04Now2014 1725  BLADOLO( g 1001 nooy
BLAOO1/0002
I 04NOY¥Z014 1724 BLAGOLO0 o oot noos
B O4Nov2014 1724 BLACOLDO{ oot
ov /2% pencor o000
. FIS001/0001
B 04Nov2014  17:19  BLAGO1/00( "~
FIT002/0001
. GLEOO1/0001
B 04Nov2014  17:11  BLADOL/00( o

KEL002/0001

A
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How to Group by a column heading in the Task Manager

1. Right click on the column you want to group by; the following menu will appear.

RENGIEE Carol Nolan v OutStandina Onlv

Date Time |Case Code MHandlor [ Toam | Eeam | Client/Case(Matter) A
%l Sort Ascending Charlie Gleeson
3 3 | : .
- Ly AT WL EEnL £]  sort Descending Lease of South West Georges Sir... F
Charlie Gleeson
ﬂ:.g - 04 Mov 2014 1909 | GLEOO1,/0( L
2, Group By This Colurr& Lease of South West Georges Str...
o . ) = _ David Abrahams
ﬂ11 04 MNov 2014 1907  ABAOOL/O( B5 Show Group Panel Sale of 22 O'Connell Street, Dubli... |
Show Column Chooser
Gordon T. Black
L] q c
- 04 Nov 2014 18:16 | BLADO1/00 =l Best Fit Sale of 2 Trinity Close, Rathgar, D... )
[ , ) Eest Fit {all columns) Gordon T. Black
b 04 Nov 2014 18:15 | BLAOD1/0C ? Sale of 2 Trinity Close, Rathgar, D... i
Filter Editar...
] Gordon T. Black
&}_1 04 Nov 2014 6  BLAOO1,/0002 CMN COM  .C e of 2 Trir ) L
2. Click on Group By This column. See the following example of a grouping by fee earner
Date Time |Case Code = |Handler Team |From |Client/Case{Matter) Action
+ | » Case Code: AAADDL/0001
3. To expand/collapse a b Case Code: AAAQDL/0003
. 4 Case Code: ABA001/0001
group click on the ==
arrow to the left. See ¥ 25un2014 1251 ABAOOLO00L (CN COM  CN E::ii:;ahams Court Date
the following example. ¥ 07 May2014  08:36 ABADOLD001 | CN coM N E:n‘;“ldﬁz\fhams Court Date
» Case Code: ABA001/0003

Standard View || |

4. To return to the standard view click on
the view tool located on the search bar.
The following menu will appear click on
standard

View
Standard View
Critical Dates
Delegeted Tasks
Dictation
High Priority ltems
Milestone/HighLighted tems
Phone Messages
Scanned Post
Statute Dates
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Working with Tasks

Accessing a Case Diary from the Task List

Double click a task to open the case diary screen of the case to which the task belongs.

How to Generate Documents

1. Right click on the task you want to generate, and select Generate
Documents from the pop-up menu.

1
@ Generate Documents

2. The documents will be generated in the normal way. For further information see the section on
generating documents in Chapter 4.

How to View the Documents of a Task

1. Right click on a task and select Open Document from the pop-up Open Document
menu.
2. The documents will open in Word.

How to play a dictation

Right click on the task with the dictation you want to hear and select Play
Dictation from the pop-up menu. &  Play Dictation

= NOTE: This requires that Keyhouse Digital Dictation be installed.

How to Mark a Single task as Complete

Right click on the task you want to mark as complete and select Complete & Complete Action
Action from the pop-up menu to complete an action with today’s date.
Select Complete Hold Date where you want to complete the action for the
day it was generated.

» Complete Hold Date

= Note if there are any documents which have not yet been generated attached to the task, they will
be generated when you complete the action.

How to Tag Several Tasks and Mark as Complete

1. Hold down the Ctrl key and click multiple tasks to select them.

2. Right click and select Complete Action from the pop-up menu.
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How to Alarm an Action/Case

1. Right click on the task you want to alarm and select Alarm Action
from the pop-up menu. The following screen will appear.

Alarm Action

@

MatterCode BLAQ01/0001

2. Using the drop down arrow set a Date

Letter to Solicitor

Alarm
3. Input a Time for the alarm. Date 04 Nov 2014
Letter to Solicitor
4. Assign it to yourself or all delegates. ot

5. Click OK.

Maintain TaskAlarm

x

Assign To
@ Carol Nolan

¥| Time 515 _) All Delegates

Delegates
Carol Nolan

OK Cancel

=l Tip: To Alarm a case click on Alarm Case from the menu.
@ alarm Case

View Other Users’ Tasks

1. Click on the Down Arrow beside the Handler’s m raral Nolan

w QutStanding Only

Name.

2. Select the name required from the list or enter it in the search box.

Show Stats

Code Name |
ADM Admin A
Al Anne Mellon
d o

N Carol Molan
COM Commercial

| COM Conveyancing
P Justin Phelan
LIT Litigation
MK Mark Kelly
P Martina Winters

3. The Show Stats box details the tasks outstanding by each user.

F/e Handler Stats X
Code Name Due Tasks Outstanding | Outstanding | Team
Tasks Phone Calls
T T S R R
BS Brian Sweeney 17 122 2/ CoOM
N Carol Nolan 29 30 2| CoM
i Justin Phelan 9 9 0 CON
MK Mark Kelly 3 3 0 com
MW Martina Winters 15 15 0 CcoM
SK Stephen Keogh 1 12 0|/ coM
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4. Click on the X to close the dialog box.

How to Push a Task

1. Rightclick on a task and select Push Action from the & pushadion [3 »[ ™ Todate
pop-up menu Create Qutlook Task 5] Plus7 days
& Show Assignments [3) Plus 14 days
2. The task may be pushed back 7, 14 or 31 daysorto a & Assign Adtion G Plus 31 days

specified date selected from the calendar.

How to Create a Outlook Task

1. Rightclick on a task and select Create Outlook Task from the pop- Create Outlook Task
up menu.

2. Atask will be created in your Outlook task list which you may edit as required.

How to Tag All Tasks
& Play Dictation
It is possible to Tag (or select) all the actions in your task list so that you can mark : compackoubae
them as Complete, Generate Documents, View Documents or Print Documents. $ pon
B menae
1. Right click in the task list, to see the pop-up menu. ieStone eten
@  Alarm Case
o TE A” & OQutput Grid List To
2. Click on Tag All. - g
\/ Tip: To UnTag right click and click on UnTag All, w UnTag Al
3. Right click again in the task list to bring up the menu again.
4. Click on the required function e.g. Complete Action.
0 |
How to Add a New Item Newltemv | Pprint
@ Action
Mote
1. Click on New Item on the Home tab. The following options will appear. Email

(¥ Appointment
%, Phone Message

2. Click on required item e.g. Note. The following window will appear.

& Dictation

= Draft Invaice

== Request Cheque £

A Conflict Search
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Change Action { 3087 ) - X
Action
&E}'Generate Document €5 Post Time MNote ¥ High % Take Action | T Generate | T Save
% Open Attachment  «” Complete Email Normal | & Assign Action
& Play Dictation &= Print Email (Template) | § Low
Default Actions Priority Assignment SDLT

General | Properties | Attachment/Documents = Action Assignments | Other Notes

Case ABADD1/0001 .| Family Law

Action Code | GO3 .| Letter to Solicitor 7

Date 04 May 2016 A Due Date | 04 May 2016 A
Subject Letter to Solicitor re Pleading

General | Email | Appointment

Fe/Handler | Carol Molan v

Team Commercial v

Letter to Solicitor re Pleading

Ok Cancel

3. Enter the following details:

Case The current case code will appear; to select a different case, click the J button to see the
matter list. Select the required case.

Action Code Click on the J button to see a list of actions, and select the required task.
Date Click the down arrow and select a date from the calendar.
Due Date Click the down arrow and select a due date from the calendar.

Subject Input a subject

F/e Handler This will default to your handler code; use the down arrow to select a different handler if
required.

Team The team will default to your team amend if required using the down arrow.
Description Input a description in the box provided.

4. Click OK to save the changes.
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How to Edit a Task

1. Rightclick on the task to be amended and select Edit from the pop-up menu.

2. The action will open for editing.

Add Action - X
Action
ﬂ;gGenerate Document €2 Post Time MNote ¥ High % Take Action | T Generate | T Save
% Open Attachment & Complete Email normal | & Assign Action
¥ Play Dictation &= Print Email (Template) | 4 Low
Default Actions Priority Assignment SDLT
General | Properties | Attachment/Documents | Action Assignments | Other Notes
Case ABADOD1,/0001 . | Family Law
Action Code | G03 ... | Letter to Solicitor ?
Date 03 Mov 2013 hd Due Date | 03 Nov 2015 v
Subject Letter to Solicitor 7
General | Email = Appointment
Fe/Handler | Carol Nolan b
Team Commercial v
Letter to Solicitor ?
Ok Cancel

3. Amend as required and click OK.

How to Delete Tasks

1. Rightclick on the task to be deleted and select Delete from the pop-up menu.

2. Click Yes to confirm that you wish to delete the task.

= NOTE: This will delete the action completely from the Case Diary of the matter.
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Assigning Tasks
How to Recognise Assigned Tasks

If another handler assigns you a task it will appear in your Task List. It will have a hand symbol E"
next to the task to notify to you that it is an assigned task, as in the example below

Date Time |Case Code Handler | Team |From | Client/Case(Matter) Action
Charlie Gl ; :
! e 04Nov2014 1931 |GLEOOL0001 €N COM CN te:sréeo;’se;j;",_ﬂ.estGeorges o, | Review File

= Note If you are assigned a task, generate and complete the task as normal. For further details see
Chapter 4: Case Diary - Working with Tasks - Assigning Tasks to another User (p.54).

How to View the Assignment History of a Task

Change Action (3075 ) - X
1. Rightclick on a task and select Show
[ Generate Document  €DPost Time . Note 9§ High | [BTake Action ¥ save
assignments from the pop-up menu. 2 OpenAtachment o Complete 6l RGITG | Ao scin
& Play Dictation = Print Email (Template) | § Low & Delete Assignments
Default Actions Priority Assignment

General | Properties | Attachment/Documents | Action Assignments | Other Notes

2. The following screen will appear

. . ] o e P e o e e o e
displaying the history of the task. B ) e e T W M R =T
Carol Nolan(CN) Processed  Carol Nolan(CN) 02 Nov 2015 17:23 02 Nov 2015 17:23 CN CN CN
Carol Nolan(CN) Created Carol Nolan(CN) 02 Nov 2015 | 17:23 CN CN COM
How to Assign a Task to another Handler
Select Resource X
1. Rightclick on a task and select Assign Action 5
esources
from the pop-up menu. The following screen will oate [oariooma < me: 303
appear listing all resources.
2. Select the resource you want to assign the task oo e Numberof |
Due Tasks
to' 4 ADM Admin LT
AM Anne Mellon 5 COM
. BS Brian Sweeney 8 COomM
3. Check the box marked Release Action to remove e Commercia com
the task completely from your task list. & | Litigation i
. . MW Martina Winters 1 LT
Alternatively to continue to own the task, leave o« Stephen Keogh 2 com
Release Action unchecked.
= Note If you are the owner of the task and do not
release it, you will see this symbol [*] next to the [y
task when the assigned user has “completed” it.
Release Action Ok Cancel

A
Only the owner of the task can mark the task as

complete in the case diary.
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How to take a Task

1. Go to another users Task list by clicking the down arrow next to your user name at the top of the Task
List and selecting the other user.

2. Right click on a task in the other user’s list and select Take Action from the pop-up Take Action

menu. The task will be removed from this user’s task list.

Carol Molan Ek OutStandina Onlv

=

| |
Code Name
ADM Admin
AM Anne Mellon
BS Brian Sweeney
b CN Carol Molan
com Commercial
LT Litigation
MW Martina Winters
SK Stephen Keogh

3. Return to your task list by selecting yourself from the list of users. The task will be in your task list.

Task List Options

Print your task list

1. Click on Print on the Home tab. The following window will appear

Handler Diary Report n
Enter Parameters
Handler Code CN W
From Date 27 Jun 2015
To Date 27 Jul 2015
Status Incomplete W
Action Type All W
Sort Report By Priority w
Exclude Email Actions |
Exclude Phone Call Actions v
Exclude Notes and reminders v
Client Code (Blank for All) W
eyRun wClose

Include Closed:

Select the handler:

Select the status:

From Date:

To Date:

Check to include closed items

It will default to the current handler; select another if required using
the down arrow.

It will default to Outstanding; use the down arrow to change to All or
Complete, if required.

Using the calendar to select the start date

Using the calendar to select the end date
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Action Type:

Select the field to sort by:

Exclude emails:

Exclude phone calls:

Exclude Notes or reminders:

2. Click on Run to generate a report.

3. You may print the report

This will default to All; to narrow the criteria select the action type

using the down arrow.

Check to exclude emails

Check to exclude phone calls

E or open a copy in:

Using the down arrow select the required field

Check to exclude notes and reminders or exclude.

(i) View Report = | B |-
DOC /L_PDF xXLS
o e [f_“] e 'fj L\\,
Ll
Soo Grabbit & Runne
. {Data Date - 09/11/2014 - 15:43]
Handler Dia From Date:02/03/2001 TaDate-09/11/2014
Carol Nolan Status: Outstanding
Action Type: All
Matter Date Client Name From Diary Code
Action Id Time Description Status Item Type Diary Description
High Priority
FITOO2/0001 19/12/2013 Melinda FitzGerald CN G16 Review File
1903 14:53:57 Sale of lands in wicklow NA Action
Mot Applicable
KELOO2/0001 26/12/2013 Sarah Kelly CN G16 Review File
1865 12:04:37 Purchase of Property MA Action
Mot Applicable
KELOO2/0001 07/05/2014 Sarah Kelly CN G16 Review File
1861 11:48:28 Purchase of Property MA Action
Mot Applicable
BLADO1/0001  28/05/2014 Gordon T. Black CN G16 Review all contracts
1817 02:25:03 RTA Walkinstown Crossroads, G. Black  NA Action
Mot Applicable
BLADO1/0001 (04/06/2014 Gordon T. Black CN G16 incoming copies doc
1837 17:12:35 RTA'Walkinstown Crossroads, G. Black NA Action
Mot Applicable
AAADD1/0001 2711072014 AAA Securities Ltd CN ADMSD Statute of Limitations Date =06 Now
1932 160800  Landlord Dispute NA Statute Date 2014
Not Applicable
BIL001/0001  01/11/2014 Noel Billing CN ADMUD Undertaking Created:
1931 11:48:41 RTA Brennanstown Valley Roundabout NA Undertaking ?ateei_ lg1n:rl10£\i‘lal20(;i‘t'en
Not Applicable A‘,Lrj;t]horised By: AM Anne Mellon
BLADO1/0002 04/11/2014 Gordon T. Black CN G16 Review File
1961 18:15:00 Sale of 2 Trinity Close, Rathgar, Dublin & = NA Action
Mot Applicable
BLADO1/0002 04/11/2014 Gordon T. Black CN G16 Review File
1962 18:18:38 Sale of 2 Trinity Close, Rathgar, Dublin 6§  NA Action
Mt Annlicahle v
Page 1of4 | Main Report =5 Ol | 100% | —t—o——

]
. JLPDF
]

Word;
Adobe; or

Excel.
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How to Export a copy of your task list

& Export To b [ POF
1. Rightclick in your task list and select Export To from the E excel
pop-up menu. |’E -
2. Select the desired option: (2 Rich Text

= PDF: Adobe Portable Document Format.

= Excel: An Excel spreadsheet.

= Text: A plain text file.

= Rich Text: A Rich Text Format (RTF) document. RTF documents can be read by most word
processors, including Word

3. The Windows Save As dialogue box will appear, with the chosen file type selected. Name the file and
choose a location in which to save it.

i) Save As @
@-\Jvh‘ﬂ v Computer » Keyhouse (\\hellie-PC) (T2) » - |¢’| | Search ellie-P 2|
Organize = Mew folder == - i@}
S B i Mame Date modified Type Size
Bl Decktop . keyhouse 03/11/2014 16:21 File folder
4 Downloads khframework File folder
= Recent Places . MEW Sites Blank Database Scripts File folder
J PUR 03/11/2014 16:18 File folder
4 Libraries J SAL 03/11/2014 16:18 File folder
3 Documents . StandardReports 22/10/2014 15:29 File folder
J" Music
= Pictures i
E Videos
) Homegroup
1% Computer %
£L Local Disk (C)
¥ Keyhouse (\helli
€ Metwnrle 5
File name: -
Save as type: | EBxcel File (*xlsx) VI
“ Hide Folders Save ] I Cancel ]

4. Click Save.

5. Open the file via Windows Explorer or via the open tool in the program chosen.
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Chapter 7: Know Your Client
Know Your Client

This section collates information stored on a number of screens in the Keyhouse System into one location.
It enables you to see information at a glance. (See subsequent pages for more detailed explanations).

General Tab Details the profile of your client. It shows all contact groups to
which the Client is associated e.g. Taxation Changes Mailing List.

Anti-Money Laundering It provides details of the type of AML carried out. It also gives
information about the type of client and how they were introduced
to the firm. It holds documents received as proof of AML.

Financial Gives a summary of the financial information for the Client in
relation to matters and fees.

Client Records Shows documents that need to be visible across all matters e.g.
Service Agreements.

Other Details Details any Client specific information collected through Client
Specific Forms (Set up by Admin Users) e.g. Risk Management

Activity Details activity carried out on the all matters (Last 400 actions).

Client Contact Details all client contact information stored for the client.

General Tab

1. Toadd a category profile to the screen click the Insert button

2B Apra012  ABAOOT/0002 T
HIPS Negligance - Octobar

2. Enter the Date, Category Type and Category and any additional information.
3. Click OK.

4. The new Category will appear in the list.
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Anti-Money Laundering

This allows you to record information in relation to the AML carried out for a client.

Type: The type of AML carried out e.g. Standard Due Diligence, Enhanced Due Diligence etc.

Client Type: Relates to the client category e.g. Corporate, Charity, Public Sector etc.

Status: Records where all checks are complete or are still in progress

Introduced By: Records how the client was introduced to the practice e.g. Third Party, Face to Face
Meeting etc.

These categories are in line with Law Society Guidelines.
Click on the down arrow beside each option to select the required information.

Document can been added to this screen from outside Keyhouse and documents already in Keyhouse can
also appear on this screen.

1. To add a document from currently stored outside of Keyhouse, right click in the white area and select
Add.

Keyhouse Case Management  (CH - Ca ol - 0210/ 273

Type standard Due Diligence i Pragress ieved 12 Feb 2016 15:26:00

Clierd Type  Residential Private Indivicual . Intraduction By Face to face meeti

a4 T ® phowu
© [NonPhotoid

" CEEEE &CEL

rang fcom 5
WMJWWﬁ%WVW

2. Then select whether the document is Photo ID or Non Photo ID.

3. Navigate to the location where the document is stored and select the required document. Click Open.

f] Open File EX|

Scan Folder o

=~ [@E @

© - 1 » This PC » Documents » Scan Folder v O Search
Organise » Mew folder

~ -

v Favourites MNarme Date modified Type Size
Bl Desktop ") Electrical Bill for David Abrahams.pdf 19/05/2014 17:30 Adobe Acrobat D... 659 KB
& Downloads

2| Recent places

*% Homegroup

8 This PC
T admin (keytrain)
m Desktop
| Documents
@ Downloads
df Music
= Pictures
H Videos
s Windows (C:)

BECAVEDY fMa hd

File name: | Electrical Bill for David Abrahams.pdf ~ Al files (7.7) ~
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Select the type of ID supplied

@ Keyhouse Case Management

Home| Casa Raports barners Phonslog  Maintan  Setwp Hilp

v @

start Timer Post Time
Aecourts

Case: |ABADG1/000 [4]®] .| David abrahams

Farmily Law

&, Client/Case
M Case Diary

0 Documet Manager Ceaen,

anti Money Laundering | Financial | Chent Records | Other Details | Actiity | Client Contacts.

Type Standard Due Diligence ™| Status In Progress

« Current Case Details
5 6xira Case Details
& assadites
@ crical information
¢ Know You Client AML

Client Type  Residential Private Indnicual ~  Intraduction By

@ 4/ Ledger

@ Time Ledger
@ et Ledger
@ Reserve Ledger
@ Underiakings

[Type proot Date Erntersd Input By

M strong Raom

10 cade

— §
E—

Description

Face 1o face mesting v

O - Gl Mo - 00107

Tel: 01-2902222
Fre P

™ Last mstruction Recieved 12 Feb 2016 15:28:00

o Approve

[ matter code

| identfication form with phota signed by 3
| meenational passport

| rish passpant

| Natianal igentity card

| Photo card driing lcence

| soial welfare card with ghato 1D

| Bank statements. or crecit/debi card sate..
Documentabion/cards issued by the Depart

Documentation/cards issued by the Revenu,

Tasks
SearchiOpen
Client/Case

Time Costing

The action will now appear on both the Anti-Money Laundering screen and the Case

completed action.

@ Keyhouse Case Management
Homs| Case Reports Partners Phone log Maintain Setup

OC)

Start Timer Past Time

Help

Case: ABAOOT/0001 4l David Abrahams

Family Law

%, Client/Case
M case Diary

B Docanest Manager ‘General | Anmi Money Laundering | Financil | Client Records | Other Details | Activity | Clent Contacts
S curvent Client Details
% Current Case Detals Type standard Du Diligence o stans n progress

& Exira Case Details
A associates
@ critical information

Chent Type | Residential Private Individual

o know vour Client AML Recerds

@ 1/ Ledger

i Time Ledger

@ Dett Lediger Date Entered
@ Reserve Ledger

@ ndertakings

W streng Room

@ Keyhouse Case Management
Home| Case Reports Partners Phonelog Maintain Sewp Help
® = 08 @ @
- U 9

Newltem=  Print = | Capture Generate Complete Acion| Start Tamer Past Time
Dscumars sacaurn

Case: ABADO1,0001 i David Abrahams.

Family Law

&, Client/Case
M case
D Document Manager
&, current cliet Details

4 Current Case Detais

WARNING : Ivoices outstanding over 1 Years 11 Months 4 Days .

~| Introduction By | Face ta face meeting

Diary as a

4 - Cnc o - 230 5720 (

Tel: 01-29022;
Fe P

| Last instruction Recieved 12 Fab 2016 15:28:00

| 7 Apprave

Matter Cade

(- Cars wan - 515, 3729

Tel: 01-2902222
e B

Standard view ® [T

et Case Dot I( N = vendler[synops adtion Co.. £
& nssaciates Y B e o R
@ Criical mlormation : =
# linked Cases My 2016 1640 o~ Deaf il rat il o 272 G
3 [ B osmayaone s o~ Lettes to Solickor re Pleading s )
‘:';,:’:3; B O 1§ wunzow 198 MW Undensking To AB Longlard s R
b -
1 Dett Ledger a :
@ Reserve Ledger [ ¥ oamay0t6 1553 ™ Remind Lender to send Titke = W
D undertakings (] 9Jun 2004 1141 8 Invoice No:230 D801 W
& B iamMay 204 1632 B Letter from Accountant 626 )
W strong Room - ‘_
[ 01 May 2004 2354 & Imvoice o229 e W
[ ol May 204 2229 & Email Framkeyhousedemo@gmailcom - Mabie Call o Erian Sweeney ™ 5
[ § ol May 20 1230 5 Emad ie Review Agenda ™ 5
AE 01 May 2014 0000 5 Emai To: - Financal Trends for the Econamy ™ w
A0S Treb201 05 5 David Abrahams PHE w
L § oTReb204  o7om & Email To - Sample Report for Indicatars e
o ¥ 16 i 2013 1554 L] Letter to Solickor re tile Letter to Alsap & Browne 603 L
) B ooaMay 203 0e7 8 Accountants Letter 611 )
% 7 Apr 2013 3 Brian w»
[ ¥ 17apr20n3 & Emai To: - Copy Land Folla ™ 5
% 21Mar2013  0B43 &S David PHO 13
) § 12Febans 229 5 innovation Ad 513 "
Standard View T »
version |Date Document Class
Tasks ~
SearchOpen
client/case
Time Casting -
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Adding Existing Documents to AML Screen
1. Go to the Case Diary.

2. Select the Action required.

®

Keyhouse Case Management (O3 - Crs st - 0040,
Home| Case Repods Parners Fhonelog  Maintain  Setup  Help

B =0 & 9@

Newllemw  Frint = Capture Generate Compléte Adion Start Timer Post Time

Case: | TEG001,/0001 [4]¥] .| pater Tegn
RTA on N4 at Lucan

&, Client/Case

W case Diary

) Document Manager

8, Current Client Details
Corrent Case Detas

| WARNING: Oy catact by email

P Extra Case Detals I [ AP [o- A  pate Time Handier | Synepsis
P @1 2102018 | 12905 o Statute of Limitations Date =31 Jan 2018
© crifcal Information
B @1 ¥ 09 Aug 2016 16 N Forward Funds
@ 11 Mar 2016 o Critica Date - Settement conference

B s tedger [ ¥ 03mar 2016 o™ Letterto Cient

Time Ledger
a = [ [ o
i pebt Ledger

@ Reserve Ledger
@ undertainas

3. Right click and select Edit.

4. Click on the Properties Tab and tick Photo ID or Non Photo ID, then OK

o)

Tal: 01-5698741
Fiet €N

Standard view ¥ T

Adtion Cau | Fur
Mo B %

¥
FLIVT. I
G23 "
Go2 v
G02 B

5. Complete the action.

100

Change Action ( 3067 ) - X
Action
S Generate Document @) Post Time . Note Y High | (% Take Action | 7% save
it Open Attachment < Complete & Email Normal | & Assign Action
& Play Dictation = Print 2 Email (Template) ' Low
Default Actions Priority Assignment
General | Properties | Attachment/Documents | Action Assignments | Other Notes |
Action Status | Ple. < |E||
Flag |,‘:3 Clear Flag |
[ Publish i Priority [ Category
® None _) High ) Action _) Statute Date
: O . . ~
_) Publish Only eiiosal _) Fixed Dated Action () Critical Date
) Low -
) Export Only ) Note ) Court Date
All ) Scanned Post/Mail
_) Reminder _ Cheque Request
) Email ) Photo ID
) Phone Message ® Non Photo ID
— Publish Status — Other Properties -
) Dictation ) Corporate Entities
[[] Milestone
[] Communication Sent ) Undertaking
] complete
[ gillable
["] Documents Processed
[] know Your Client
| ok | | cancel |
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6. Return to the AML Screen on Know Your Client to see the document.

Type Standard Due Dikgence In Progress

lent Type  Residential Private ndivicus! | Intraduction By | Face to face mesting ~| [l Approve

Input By

Client Records

Type proo Date Enversd Mattr Code
B ricnenoto i L coey of sank statement |22 Feb 2016 o e ——

Documents related to the client rather than to a specific matter can be added here e.g. a Service Level
Agreement. This will ensure visibility regardless of the matter selected. In order for this to happen, the

action must be edited and then flagged to appear in Know Your Client.
1. Open the Action and select the Properties Tab.

2. Inthe Other Properties Box tick Know Your Client and click OK.
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Other Details

This screen shows client specific forms that are made up of UDF Fields. These forms hold information
about the client that is not stored in other locations e.g. Credit Rating. To create a Client Other Details form
see the Administrator User Manual.

Case: |FLY001/0001 | 4| »| ... | JackFiynn
Sale of 10 Rose Lawn, Blanchardstown, Dublin 17

General | Anti Money Laundering | Financial | Client Records | Other Details | Activity = Client Contacts

Enter the Client's Credit Rating

Enter the Risk

Client Contacts

This screen will give all contact information for the Client. Contacts may be added, edited or deleted on
this screen by clicking on appropriate button at the bottom of the screen.

@ KeyNolEse Case MANSQEMENT |- Camihasn - sn 5723 X -0 x

Wome| Case Reports Phonelog Mantain  Sewp  Help

|C: Carod Notan | Mundar. 15 February 2016 |15
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Chapter 8: Keyhouse Capture

How to Capture a Folder

1. Click Capture button on the Home tab in either the Case Diary or Task List. The U

following screen will appear. Capture
@ |- Keyhouse - Capture Documents - o EN|
Options ~A4mEYQ
= Of <o 5 B
/'* - é * ° @ }* CAUsers\Brenda\Documents
Select Select Assign Filtered Remove Create New Case
File Folder Docs Docs  fiter Shorteut Wizard
Capture Document Options Last Selected Folder Path
Select documents to capture Pane +
File Name Class Type Modified.
»| 4 (] Add-in Express 13Ju12015 ~
[ adsdoader oG 04 May 2...
[ adsregistrator LoG 25 Nov 2
4 [] B Camtasia Studio 06 Nov 2.
» [ B3 Custom Production Presets 8.0 16 Sep 20...
3 Media 16 Sep 20...
[ test TREC 06 Nov 2...
4 [ Creating Clients & Matters - iSpr. 010ct 20
3 audio 010ct 20..
3 bgaudio 010ct 20..
3 interactions 010ct 20...
» [ 63 quiz 010ct 20..
[ video 010ct 20
[ presentations XML 010ct 20..
] 010ct 20..
4[] Custom Office Templates 22 Apr 20...
[ Knowledge Articles - Template DOTX 16 Sep 20,
[ sprinttrainingtemplate DOTX 114ug 2
4[] Cyberlink 01 May 2.
r 1 Bl LacaiStorana 2 01 a2

2. Click Select Folder
OK.

and navigate to the Folder where the document/documents are stored and click

Browse For Folder “
> | DemeData L]
4 | keyhouse

. client documents
KHFramework_ManuzlCopy
. Programs
» | Standrad Documents
> 10 KH Support
> Lo khframework
. Programs

Standrad Documents

Make Mew Folder - Cancel
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3. The Capture Documents screen will appear, listing the contents of the folder.

@ |- Keyhouse - Capture Documents - o EN|
18- Options ~2@EYO

PER2TY QO @ 5

Select Select Assign Filtered Remove Create New Case
File Folder Docs Docs filter  Shortcut  Wizard

Ci\Keyhouse\keyhouse\Seanned Documents

Capture Document Options Last Selected Folder Path
Select documents to capture Preview Pane 1
File Name Class Type Modified...

»| 4 [ & Scanned Documents 04 May 2...

[ 20090720sharpscanner@key. PDF 19 May 2

[ 20090sharpscanner@keyhou PDF 16 Feb 20

(3 Letter from Doctor PDF 19 Jun 20..

[ Sharpscanner-2237 PDF 18 Jun 20..

[ sharpscanner@keyhouseie._... PDF 16 Feb 20..

[ sharpscanner@keyhouse.e._... PDF 19 May 2..

[ sharpscanner@keyhouse.e._... PDF 16 Feb 20..

[ sharpscanner@keyhouse.ic.. PDF 29 May 2

[ sharpscanner@keyhouse.ic.. PDF 19 May 2

[ sharpscanner@keyhousee_... .PDF 16 Feb 20..

[ sharpscanner@keyhousee_... .PDF 02 Jun 20...

[ sharpscanner@keyhouse.e._... PDF 19 Jun 20...

4. Click on each document in turn to preview and rename if necessary.

NOTE: The following symbols cannot be used when renaming documents: | \/<>:; *

W Tip: To filter a column heading:

= Move your cursor over the column heading a pin will appear. Type ¥

= (Click on the Pin for a list of filters available.

= Select the required filter. )
=  Click Remove filter on the Options tab to display all documents. Remore

5. Tick the box to the left of the file name.

14th Annual Report
of the
Independent Adjudicator
of the
Law Society of Ireland

W

NOTE: Documents can be imported individually or in groups by ticking the box to the left of the
document name. Alternatively, the contents of a folder can be imported together by ticking the box to
the left of the folder name.

W Tip: To exclude a file remove the tick.
To view the contents of a file click on the view button ] to the right of the tick box.
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6. To capture the folder into a new case, use the New Case Wizard on the Options tab to set up the case
first. For further information on how to create a new case see Chapter 3.

7. Click Assign Docs to assign the documents in the folder to a Case, Handler and Action. The following
screen will appear.

Assign checked documents to Case/Matter “

Case/Matter BLAOOL/0002
Handler Admin v
Action Code
% pocumen tClass v
Assign Date Please select a date [OR] [ Use file date

Diary Description

Case: The Case will default to the current case. To select a different case, click the
browse button; this will bring up a matter list. Select the required case.

Handler: The Handler will default to the current handler; select an alternative from the
drop-down list, if required.

Action: Click the browse button for a list of incoming actions will appear. Select the
required action.

Description: Input a description in the Description box; if you leave this blank the document
name will become the description. This is used primarily when importing
multiple documents as a single action.

Capture Settings: Check the boxes as appropriate to:

= delete the Captured documents from original location;

= import documents to a single action (the alternative is that each document
will get its individual action in the case diary);

= mark as complete the action into which the document is to be captured;

= mark the document as having been generated.

W Tip: Click Save Settings to keep these settings for future documents captured.

8. The files will then appear in the case diary as a single action or multiple actions.
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How to Capture a File

1. Click Capture on the Home tab in either the Case Diary or Task List.
The following screen will appear.

~ 7B TO

2. Click Select File.

3. A Windows Open dialogue box will appear. Browse and locate the file that is to be captured.

3) + 1 EDektop » - 5 »
Orgenize = New folder . W
B Desiecp Ay
8 Downisacs
Recant places

1 This PC

File pame: Deed of Transter. pdf v

Dpen Cancel

4. Click on the file and click on the Open button. The chosen document will be listed on the left-hand side
of the Capture Documents window.

) Recent places

8 This PC

St
s
W

il of Jack Flynn.doex

File pame: Deed of Transfer pf M
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5. Tagthe document to be captured. There will be a Preview of the document in the Preview Panel, on the
right of the window.
~NIE - N

L:- ~7maTO

27m2Y 0@ 5

Keyhouseikeyhouse’Scanned Documents

6. If the document is to be captured into a new case use the New Case Wizard (on the right of the Options
tab) to set up the case first. For further information on how to create a new case see Chapter 3.

7. To assign the captured document to a Case, Handler and Action, click Assign Docs. The following
window will appear.

Assign checked documents to Case/Matter “
Case/Matter ELADOL/0002
Handler Admin W
Action Code
L\\) Document Class v
Assign Date Please select a date [OR] V| Use file date

Diary Description

Note: Leave description blank to use document name as the description
Capture settings Remove captured documents from original location Import documents to a single action

Set captured document as complete Set action as generated

Save Settings Ok Cancel

Provide the following information:

Case: The Case will default to the current case. To select a different case, click J
the browse button; this will bring up a matter list. Select the required case.

Handler: The Handler will default to the current handler; select an alternative from the
drop-down list, if required.

Action: Click the browse button for a list of incoming actions will appear. Select the
required action.

Description: Input a description in the Description box; if you leave this blank the document
name will become the description.

Capture Settings: Check the boxes as appropriate to:

= delete the Captured documents from original location;

= import documents to a single action (the alternative is that each document
will get its individual action in the case diary);

= mark as complete the action into which the document is to be captured;
= mark the document as having been generated.
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W Tip: Click Save Settings to keep these settings for future documents captured.
8. When finished click OK.

9. The files will appear in the case diary as a single action or multiple actions, depending on the options
chosen.
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Chapter 9: The Template Library

The Document Library allows the user to browse through case plans and to view precedent documents
prior to generating. This is helpful if the user is not familiar with the case plan and its documents.

How to Search for precedent documents

1. Click on Search/Open.

2. Click on Template Library the following screen will appear.

Home | Case

& &

s

I All Matters
My Matters

2 Recent Matters
[2) contacts

&, Associates
(&) Advanced Search
€9 My Invoices
% My Cheques

¥ Phone Log
(@ Firm Undertakings
(] Strong Room
(@ Document Search
™ Template Library

B Y Y WP

Mew Case Copy Case Move Case Merge Case
Case maintenance

\ Search/Open

Phone Log  Maintain  Setup

L A

Conflict Search

252 related

letter

Work Flow

¥ | Circuit Court Civil Bill Procedure
Circuit Court Civil Bill Procedure
Circuit Court Civil Bill Procedure
Circuit Court Civil Bill Procedure
Circutt Court
Circuit Court
Circuit Court
Circuit Court
Circutt Court
Circuit Court
Circuit Court
Circurt Court

Help

GoTo

Document
Code
CCBC101B
CCBC101C
CCBC102AB
CCBC103F
LITOS8E
LITOS0
LITog1
LITos2
LIT093
LIT094
LITOS5
LIT0%6

Document Name Document
Class
Letter informing Appellant of adjourned date LTR
Letter informing Witness of adjourned date LTR
Letter to Counsel enclosing fees LTR
Letter enclosing request for Judgement by Default of Defence LTR
Letter to County Registrar to stamp Motion & Affidavit LTR
Ltr Serving Motion on Def LTR
Ltr Filing Affidavit of Service LTR
Ltr Serving CB on Def Solr (CC) LTR
Ltr Chase Def Solicitors LTR
Ltr to Client encl Notice of Part LTR
Ltr Consenting to Defence by Def (CC) LTR
Ltr to Solrs encl Reply Partic (CC) LTR
Ltr Barrister encl Brief LTR
e~ s

Document Description

| Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance

Letters/Interparty Correspondance

Letters/Interparty Correspondance

3. Input a key search word/s in the Search Box. The search results will update as you type.

4. Alist of precedent documents matching the criteria will be listed in the screen below.

How to sort Column Headings in the Template Library

1. Click on a column heading to sort by that heading e.g.

Work Flow

Work Flow T
o™

2. To return to the previous listing order, right-click in the column heading and

select Clear Sorting from the pop-up menu.
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How to apply a filter

) Work F|Ow?|,>, Narcumant

1. To apply a filter move your mouse over the column Work Flow ¥ {Blanks)

heading until a Pin appears; click on it for a list of [ system Ad (" bllam:_l o

terms by which the records may be filtered. System Adt Selnem Cffice wor

ale
. . sale Systemn Actions

2. Click on the filter required. Salg
3. Toremove the filter, select (All) from the filter drop-down menu

(alternatively, right-click the column heading and select Clear Filter from

the pop-up menu).

Chapter 10: Conflict Search

What is a Conflict Search?

|| Y. Clear Filter I

A conflict search is a search designed to alert the user to any potential conflicts of interest; for example if

the firm is being asked to act for somebody who is/was an
proceedings. The fields searched are Client Name, Spousal
and telephone numbers.

How to do a Conflict Search

opposing party in previous or continuing
Name, Case Associate Name, all PPS numbers

1. If the current case is not the one on which you wish to do the Conflict Search, click on Search/Open on
the Navigation bar and search for the required case.
Home |Case Reports Phonelog Maintain - Setup  Help
% & g {
& L= L%
o oaE S A O
New Case Copy Case Move Case Merge Case | Conflict Search
Caze maintenance Caze related GoTo
\ Search/Open
i All Matters Code Last Accessed File Colour Name Description
My Wiatters N Fivoo1/0001 |27 aui2015143520 | |ackFlynn Sale of House at: 4 The Mews, Rathfarn...
FLY001,/0002 27 Jul 2015 14:35:15 Jack Flynn Purchase of 16 The Haywain, Terenure,...
2 Recent Matters - -
ABAOD1/0002 | 27 Jul 2015 14:34:55 David Abraha.. HIPS MNegligence - October 2010
4] contacts ;
3 - TJFOO1/0001 27 Jul 2015 14:28:45 TJ Fox Outstanding debt to PTSB Bank.
i Ssoclates .
:m BLAQO1/0001 27 Jul 2015 14:24:39 Gordon T. Bla... | RTA Walkinstown Crossroads, G. Black
k%' Ad\anceﬁd ST BLADO1,/0002 27 Jul 2015 14:24:32 Gordon T. Bla... 2 Trinity Close, Rathgar, Dublin &
L e BRE0D1/0001 |27 Jul 2015 14:18:02 Mike Breeze  Broken left leg.
“ My Cheques BES001/0001 21 Jul 2015 16:31:54 Business Time... Lease of Unit 33, Eastgate Avenue, Dubl...
£ Phone Log AAADDT/0001 21 Jul 2015 12:55:18 AAA Securitie... | Landlord Dispute
@ Firm Undertakings ABADO1/0001 21 Jul 2015 11:52:18 David Abraha... |Family Law
{3 strong Room SIMO01/0001 | 21 Jul 2015 09:53:43 Bart Simpson | Sale of House at: 4 The Mews, Rathfarnh...
(@ Document Search BRO0O1/0001 | 21 Jul 2015 08:44:21 Kevin Browne | Sale of 78 Somerset Road, Ealing, Lond...
™ Template Library TJFOO01,/0000 16 Jul 2015 16:23:06 T) Fox Daocument matter NP
2. Click on Conflict Search icon on the Case tab. R
Conflict of Interest Search
Search Names | | &
3. A Conflict of Interest Search window will appear.
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4. The types of information you can search for are the Name, PPS number, telephone number or address.

a.

Click in the search box, input the first search criteria e.g. Stephen Keogh

I [StephanKangh ]@ |

This will search for Stephen or Keogh anywhere.

To search for an exact phrase input the phrase in quotes e.g. “Stephen Keogh”

To add a second criteria click on the down arrow e Input the second search criteria. Repeat

this process for a 39, 4™ etc. See the following example

Stephen Keogh ]

|2134590P ]

i'Keugh Hutdings" ] [~

This will search for Stephen or Keogh anywhere and
2134590P anywhere and
The exact phrase “Keogh Holdings” anywhere.

5. Click on the Search button at the bottom of the window.

6. A report will be generated listing any matches.

7. To save the results as an action in the case diary, click on Save.

Conflict of Interest Search

Case: BOUOO1/0001 - Claire Bourke/Personal Injury at work Back — modify search

Save
File Mame —

(:, Cancel
[Canﬂi ctOfInterestReport_Stephen_Keogh_and others ]

% 1 /3 B@® 5% - o ] : Find -

Conflict of Interest Report

Case: BOUDD1/0001 - Claire Bourke/Personal Injury at work

Searched name(s): | Stephen Keogh Date: 10 July 2011
2134590P
"Keogh Holdings™

[ Conflict of Interest Report ]

Case: BOUDD1/0001 - Claire Bourke/Personal Injury at work

Capacity Hame other Details

Client stephen Keogh Address: 3a Main street, Bray, Co Wicklow
salutation: Stephen

Client Stephen Keogh Address: 1 Main Street, Dublin

Principal: stephen Keogh
Salutation: Mr Keogh

Matter IBS001 /0008 Address: Grange House, Baggot Street, Dublin 2.
Intemational Business Client Name: International Business Services Ltd
services Ltd -v- Stephen
Keogh

Matter BS001 /0015 Address: Grangs House, Baggot Street, Dublin 2.
stephen Keogh Client Name: International Business Services Ltd

See the following example.
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Date Tirmne Handler | Synopsis

2 i 10 Nov 2014 20:55 ADM Conflict Search

= NOTE: The saved action is assigned to the Fee Earner of the case for completion. The results can be
viewed at any time by opening the report.

8. Click on Cancel to cancel the search at any time. The following message prompt will appear.

Conflict of Interest Search
a. To save click on Save the Search Results.

The Conflict Search results have notbeen saved to the current Case.

b. To discard click on Discard the Search Results.

Discard the Search Results Cancel

c. Click Cancel to cancel this message prompt and
return to the conflict of interest report.
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Chapter 11: The Strong Room
What is the Strong Room used for?

The Strong Room is used to keep track of the locations of physical items such as wills, deeds, tapes, share
registers etc. it records details of the physical storage location of the item, which client owns the item and
which case it is connected to.

The Strong Room also keeps a record of the date the item has been withdrawn and when it has been
returned and by whom. The history of the item is recorded for tracking purposes.

\ Search/Open
How to Search for an Item g e
My Matters

f# Recent Matters

1. Click on Search/Open on the Navigation panel. (The Strong Room for the current case 8 Contact
may be accessed via the Navigation panel in Client/Case.) oS

@} Advanced Search
% My Invoices
“¥ My Cheques

2. Click on Strong Room on the Navigation panel. The following screen will appear listing s phone Log

all items in your strong room. @ Firm Underiakings
[;)Strong Room

(‘@ Document Search
1 Template Library

Status | Open/Closed | Destroy Date

; Ay ‘
o000 [Rvooooot lcom s
Oo00r23126 | FENOOYODT Wit c

Agreeement for Turf Rights
. Dublin 6

3. Input the search terms. A list of items matching your criteria will be displayed in the window below.

Standard vew T
item Code Matter Code | ltem Type |Item Description Status | Open/Closed | Destroy Date

; [T —
DEE TAR001/0001 | DEE George Tarrant/Deeds for Commerical Premises i o 30 Jun 2014
ABB00T0001  ABBOD1/0001 | DEE George J Abbott/Title Deeds for second property i o 18 Jun 2014
oAt ABBO01/0004 | DEE George J Abbott/Title Deeds - Code CDA 1111 1 o 08 Aug 2014

4. Click Cancel to clear the search results. D

W Tip: You can sort column headings by click on the heading.
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How to Add a File/Item to the Strong Room

If the current case is not the case in respect of which you wish to add an item to the Strong Room, Click
on Search/Open on the navigation panel and open the required case.

Then click Strong Room on the Navigation panel.

Click on the Add File icon on the Home tab. A screen with the title Strong room — Add new File will

appear.

Fields marked with an asterisk are required.

Needs Attention: Tick if the item needs to be

Item Type:

Item Code:

Client Code:
Matter Code:

Client Name:

Description:
Description:
Location:

Box No:
Search Code:
Fee Earner:
Entry Date:
Destroy Date:
Open/Closed:

Strong room - Add new File X

General | Iltem Diary | Client Info

checked.
Select the Item Type from the | ..o
drop-down list. C:‘*”‘(““ Agan01 Hetr e Anaoot oo
Input an item Code or if left e e e e
blank, the system will
generate a code. ] axno

See also Matter Code below. | =" -
If the code of the current
matter is not displayed, or ®Open O Closea
you wish to select a different
matter, use the browse
button to browse the matter o
list. 1 —
If the name of the Client is not displayed, or you wish to select a different client, use
the browse button to browse the client list.

Uses the Matter Description

Input a description of the item.

Select a storage location from the drop-down list.

Likewise, select a Box number from the drop-down list.

Input a search code

Use the drop-down list to select the Fee Earner with responsibility for the item.

The date on which the item was entered on the system: normally today’s date.

The date, if any, on which the item is to be destroyed.

This will default to open.

Needs Attention IN
w|| Item Code *

| Destroy Date

Click OK to add the item to the strong room list.

GEHE\EW Diary | client info
temType” Cloeess ) [v]  iemcoder

Client Code

Client Name

Strong rgom - Add new File X

Strong room - Add new File x

ngam Diary | Client Info
Item Type * -wilws _ Item Code *

Matter Code v Client Code . Matter Code ~

Description Client Name Description

= NOTE: The tabs at the top of the screen will vary depending on the Item Type chosen.
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Entering Deeds in the Strong Room

1. Click to the Deeds tab.

Strong room - Add new File X
General | Deeds | Item Diary | Client Info
Deeds Address [ Accountable Trust Receipt
Property Owner
oK Cancel

2. Enter the address for the Deeds.

3. If the Deeds are being held on Accountable Trust Receipt, tick the Box.

Strong room - Add new File x
General | Deeds | Item Diary | Client Info

Deeds Address Accountable Trust Receipt

Date v| DueDate !

Comment

Property Owner

From Whom |

To Whom |

oK Cancel

4. Enter the required information.

5. Click OK.
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Entering Wills in the Strong Room

1. Click to the Wills tab.

General

Testator

Will Date

wills | item Diary

client Info

Strong room - Add new File

Executor 1

v Executor2

Est Estate

Date of death v

2. Enter the Testator and the Executors and the date of the Will.
3. The Date of death and the value of the estate can also be added.

4. Click OK.

Attach a Document to a Strong Room Entry

A copy of a documents can be attached to the Strong Room e.g. a signed copy of a will. This will make the
document easier to find in the matter.

1. Scan the document on to the computer.

2. Locate the entry in the Strong Room either in the Strong Room on the Search Open Screen or in the
Strong Room for the matter.

3. Open the Strong Room Entry by clicking Change File.

4. Select the Attachment/Document Tab.

Strong room - Change File info x
General | Wills | Item History | Item Diary | Client Info | Attachment/Documents

Date Entered | Document Version Do Class | Track... |File Path
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5. Right click and select Add and then select Attachment

6. Navigate to the file location e.g. Scan Folder and select the document.

Strong reom - Change File info x
General | Wills | Item History | Item Diary | Client Info | Attachment/Documents

Date Entered | Document Version | Doc Class | Track... | File Path

3 axd s [ | Attachment I

@ Edr {Eﬁ Link to Folder

5 Delete

= Copy
Paste

@ Histoy

< >

OK. Cancel

7. Click Open. The following dialog box will appear.

8. Select the appropriate Document Class and click Select.

9.

Document Classes x
&+ F XV 4 Include Retired
Class Code Class Description Retired
GEN General N ~
INS Instruction Sheets N
LTR Letters/Interparty Correspondance N
MED Medical Reports M
MEM Memo N
MOT Motion papers M
MSG Email Message N
NOT Notes N
CPI Cpinions N
PLE Pleadings N
REA Research N
REP Reports N
REQ Requisitions N
REV Revenue Form N
SHA Shareholders Agreement N
» K T T
v
< >

Select Cancel

It may be necessary to rename the document if it wasn’t renamed before it was brought into
Keyhouse. Right click on the item and select Edit. The following dialog box will appear.

Document Properties x

Details | File Information

Document Mame: | sharpscanner@keyhouseie_20120926

Document Date: |09 May 2016 A
Document Class:  |Will v

Document Type: |PDF
-
HEj oK Cancel
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10. Enter the correct name for the document and change the document class if required.

11. Click OK. You may see the following dialog box.

Document Manager

\a Do you want to update the Attachment Name as same as Subject?

[ Do not show again and remember the last choice | made

Yes No

12. Click Yes if you want the name of the document and action in the Case Diary to be the same.

13. The document will now be visible in both the Case Diary and Document Manager as well as the Strong

Room.

How to Withdraw an Item

1. Open the Strong Room screen, search for and select the item you want to withdraw.

2. Click on the Withdraw file icon on the Home tab.

= Note if the Withdraw file icon is greyed out the item is
already checked out.

3. The system will ask for your password; input your username
and password.

4. A Withdraw File dialogue box will appear.
Provide the following information:
For Who:
Select the person to whom the item is checked out from

the drop-down list. Alternatively tick the Withdraw
Permanently if the documents are being released.

=l Note if you tick the Withdraw Permanently it will not
be possible to replace the document. A new entry
will need to be created.

Comment:
Input a comment, e.g. why the item is being withdrawn.

= Note the item will be signed out to you.

Strong Room - Withdraw File x

If you Confirm below, this item will be SIGNED QUT TO YOU!
For Who* v
-OR- Withdraw Permanently

Comments™

Confirm Withdraw Cancel

Strong Room - Withdraw File x

You will find Will of Kenneth Bunson at File Room, Box No: 4

5. Click Confirm Withdrawal. The following screen will appear telling you where to find the item.

6. Click OK.

118



Keyhouse Chapter 11: The Strong Room

How to Replace/Return an Item

1. Open the Strong Room screen, search for and select the item you want to
replace.

2. Click on the Replace File icon on the Home tab.

3. The following Replace File dialogue box will appear.

Strong Room - Replace File x

Item Code | 0000123131

Description | Gordon T. Black/RTA Walkinstown Crossroads, G. Black

Client Code |BLADO1

=l Note if the Replace File tool is greyed out the item is already checked in.

4. Select the physical location, e.g. Box 2, to which the item is being
returned.

5. Enter the Box No if required

6. Click OK. You will see a message asking you to place the item in the
selected location.

7. Click OK.

Delete a file

1. Select the item to be deleted.

2. Select Delete File from the Ribbon at the top of the page.

How to view the History on a file/item

Location  [File Room ~
Box No ‘ ‘
“ancel
Code | Location
BOX2 Box2
DUB | Dublin
OFF  Offsite
O CT—
Strong Raom - Replace File X

0123131

Item Code

Description | Gordon T. Black/RTA Walkinstown Crossroads, G. Black

Client Code | BLAOO1

Location File Room v
Box Na ‘ 2 ‘
oK Cancel
Strong Room - Replace File x

Please replace the item will of Kenneth Bunson to BOX2, Box No.4

Ok

1. If the Strong Room is not shown on the Navigation panel, click on Search/Open.

2. Then click on Strong Room on the Navigation panel to show the following screen listing all items in your

strong room.

® Keyhouse Case hanagement
Mome Case Reports Phonelog Maintain Setup  Help
- b
— : - - €
Prit | AddFle Change file DeleteFle | Withdraw File RequestFile | History Dian

s nem iy e iy

3. Search for the item required and select it.
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=l Note to add the Withdrawal Comment to the grid, see the section on Creating User Views in
Chapter 18 — Personalise your Keyhouse (p. 176).

4. Click on the History Tool on the Home tab. The following screen will appear showing 7%
the history of the item. kiston
Strong room - History X

[tem History | Attachment/Documents

By Who For Who Out Date Cut Time | In Date InTime | Comment Item Code

> 18Jun 2014  |17:0506 |18Jun 2014 |17:09:50 | Workonthe file | 0000123125
Brian Sweeney | Martina Wint... 18 Jun 2014 17:07:06 18Jun 2014 | 17:09:50 Working on the file | 0000123125
17:09:29 18 Jun 2014 | 17:09:50 working on the file | 0000123125

Brian Sweeney | Brian Sweeney 18 Jun 2014
today 0000123125

Brian Sweeney | Brian Sweeney 18 Jun 2014 17:10:13

5. Click Cancel to exit this screen.

Working with Documents Only

Add a file without using a Case

1. Click to Search/Open and select Strong Room from the Navigation {3 strong Room
Panel.

2. Alist of all documents held not related to a specific case/client will be listed.

® P —————————
Wome| Case Repors Pronelog Maimain Seup Help

2 8|&=r2

File  Delete File

Standard View

atn ATR

]

o Template Library

will for Jane Doe... | o

3. Alist of all documents held including documents not related to a specific case/client will be listed.

4. Complete the form as detailed in Add a file to a Case (p. 114). However, you will not be able to add a
Client/Matter details.
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strong room - Add new File X

General | Deeds | Item Diary | Client Info

Description *

Location

Item Type * Deeds v Item Code *
Client Code Matter Code v
Client Name Description

Tom Jones - Deeds for Property at 18 Rose Lawn, Blanchardstown, Dublin.

File Room v 8ox No
Search Code Fee Eamner Carol Nolan v
Entry & Destroy Date
Entry Date | gg aug 2015 v Destroy Date v
® Open () Closed

oK Cancel

5. It will appear in the list of documents without a Matter Code

Standard View |
Attn ATR Item Code Matter Code | ltem Type | Item Description Status | Open/Closed | Destroy Date
ABCO00 ‘ABB0O01/0001 Papers. George J Abbott/Personal Papers I
v DEE TAR001/0001 Deeds George Tarrant/Deeds for Commerical Premises I o 30 Jun 2014
ABB0O10001 ‘ABB0O1/0001 Deeds George J Abbott/Title Deeds for second property I o 18 Jun 2014
12345 Backup T.. Friday 1 Backup I o 01 Jan 2020
AAA0010001 AAAQO1/0001 Wills AAA Securities Ltd/My Will I o 31 Oct 2014
AAA0010001 AAADO1/0001 Wills AAA Securities Ltd/My Will I o 31 Oct 2014
123123 AAADD1/0001 Wills AAA Securities Ltd/My Will 2 o o
test OWE001/0001  Deeds Peter Owen/Test Deeds for Section 23 Property I o 30 Jun 2014
LEA1811 EVE001/0003 Lease A. Ever Green Insurance Corporation/Leasehold Agreeement for Turf Rights | o 18 Jun 2014
0000123124 AAAQ02/0002 Compan.. AAA Worldwide Removals/Company Seal I 18 Jun 2014
“ 0000123125 AAAD02/0002 Papers. AaA Worldwide Removals/Student Complaint File I 18 Jun 2014
0000123126 FEN0O01/0001 Wills Richard Fennell/Will I 18 Jun 2014
0000123127 Backup T... Year End Backup 2013 (SERVEROT) I 18 Jun 2014
D1234 CULGO1/0001 Deeds ‘Ann Marie Cullen/Deeds for 101 Dun Emer Drive, Dublin 6 I 30 Aug 2014
0000123128 RYAG02/0001 Wills Margaret Ryan/Will which included additions for beneficaries I 18 Jun 2014
0000123129 AAADO1/0001 Compan.. AAA Securities Ltd/Company Seal I 19 Jun 2014
0000123130 Backup T... Year end backup 2011 I 19 Jun 2014
CDAT11 'ABB001/0004 Deeds George J Abbott/Title Deeds - Code CDA 1111 I o 08 Aug 2014
0000123131 BLADO1/0001 Deeds Gordon T. Black/RTA Walkinstown Crossroads, G. Black I o
BN v v R002/0007 ds  Kevin Barrett/Sale of 1 High Street, Kells, Co Meath
||~ Jooooiazias ws Jane Doe - Deeds I
0000123135 s ‘Will for Jane Doe - Executed 1/12/15
0000123136 Deeds Mr Joe Bloggs I o

6.

I I e N I N N e e B e P SN N R Y I, N '
It is also possible to see if the document are in or out the Strong Room.

=l NOTE: The process for withdrawing (p. 118) and Viewing the History of a document (p. 119) is the
same as the process already detailed.
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Chapter 12: Time Recording

Time Recording in the Case Diary

Time can be recorded in the case diary in two ways: automatically using a timer or manually using a time
slip. Once time is recorded it is then posted to the Day Book and from there it is posted to the time ledger

of the case. Recorded time can be used for billing, reporting and productivity tracking.

Here are the two tools available in the Case Diary for recording time.

&/ The Timer Manual time slips

Start Timer) Post Time

Both tools can be found on the Home tab.

Keyhouse Case Management

Home | Case Reports Phone Log Maintain  Setup  Help

© = 08 @

Mew ltem = Print = | Capture Generate Complete Acti
Actions Documents

a . , Case: | TJF001/0001 40| .. | TJFox

2 Client/Case

. Outstanding debt to PTSB Bank.
I case Diary

[ Document Manager

£a Current Client Details

T s BreEs §- Date Time Handler | Synopsis
=5 Other Case Details S | B 14 Jul 2015 1716 ADM Precedent Document
:;g; Associates i 14 Jul 2015 144 ADM Attendance Sheet
€¥ Critical Information s 14 Jul 2015 13:52 CN Create Vendor Instruction Sheet

] 13 Jul 2015 15:10 CN Document2_2661_2662

Ml 4/c Ledger i3 i 06 Jul 2015 09:58 COM Conflict Search
ig Time Ledger i 16 Jul 2015 15:48 CN Email Tostraining TT. training - Test Attachment
:‘:‘ ebtliedgey 113 Jul 2015 12:49 CN Email To:Brenda Hartley - Outgoing Email.
“ Reserve L.edger ¥ |13 Jul 2015 12:35 CN Email To:Brenda Hartley - Outgoing Email with an Attachm
) Undertakings 06ulzo1s 1114 N Drat gill Draft gill No: 286
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How to Record Time Using the Timer

The automatic timer may be launched by clicking on Start Timer on the Home tab in the Case Diary. The
user can easily manage and record time for several cases and tasks. The timer has a clock which can be
started and stopped for each task. From here time is updated to the day book ready for posting to the time

ledger.

Open a Case in the Case Diary [ ABA001/0002 90:00:53] AldE 2 8 X

Click Start Timer on the Home tab. A timer will appear displaying the current case reference.

The clock will automatically start recording. By having the box ticked the clock will follow you as you
move from case to case.

To pause the timer click on the clock at the left of the timer. The

. i . 00:01:49
clock will stop and an orange symbol will appear next to it.

[ ABADO1/0003

To resume recording, click on the clock the clock will continue recording.

To move to another case in the case diary, search and open the case in the normal way. The timer will
automatically pause the current time recording and create a new time recording for the new case and
start the clock.

=l Note If you return to a previous case in your timer list the timer will continue the previous time
recording for this case.

[ FLY0O1/0002 00:04:08] AlV §F 2= 18 X
Matter Code Time Client Name | Matter Details Comment Date
TJFO01/0001 " 00:30 TJ Fox TJ Fox Outstanding debt... | Dictation 27 Ju...
TIFO01/0001 G. 02:00 T Fox TJ Fox COutstanding debt... | General Advi... | 27 Ju...

» -+ I (T e TS
FLY001/0002 e 00:04 Jack Flynn  Jack Flynn Purchase of 1...

To expand the timer click on Maximise. Ij

To recommence a time recording for an entry already listed in your timer click on next to case
code.

=l Note if open the case in the case diary the timer will automatically recommence the active time
recording for this case.

=l Note the entry highlighted in Green is the active time recording.

=l Note the A button will ensure the timer turns on automatically when you open Keyhouse

[ FLY001/0002 00:04:08 AlVM § == 8 X
Matter Code Time Client Name | Matter Details Comment Date
TIFOO1,/0001 Y 00:30 | T) Fox TJ Fox Qutstanding debt... Dictation 27 Ju...
TIFOO01,/0001 Y 02:00 T) Fox TJ Fox QOutstanding debt... General Advi... 27 Ju...

[ ABAOO1,/0002

FLY001/0002

T e e T T

Y 00:04 Jack Flynn  Jack Flynn Purchase of 1.

9. You can amend the details and post this time now or later.

10. The time recording will remain in the Timer until you post it or delete it.
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How to Post Time from the Timer

1. Maximise the Timer screen. The following screen will appear. [Z]

[ FLY001/0002 30:1?:02] Al §F = I8 X
Matter Code Time Client Name | Matter Details Comment Date
TIFOO1 /0001 'ﬁ. 00:30 TJ Fox T Fox Outstandlng debt... Dictation 27 Ju...
ABADD1/0002 :ﬁ. 00:03 David Abr... David Abrahams HIPS N...

FLY0O01,/0002 & 00:17 Jack Flynn  Jack Flynn Purchase of 1... 04 A..

2. Double click an entry to add details for posting. The following screen will appear.

3. Input/Amend the following details as required: -

Matter:

Date:

Time/Charge:

Minutes/Hours/Days:

Hourly Rate:
Chargeable:

Task:

Comment:

timers.

Post Time: g x
The code of the current FLvaoi 0001 S
case is automatically e R
. . Administration Time
dlsplayed C“Ck the TDr2 R Carol Nolan % Retain selected Time Recorder
Select Matter button to oate 2 2010 g
bring Up the matter ||St Time ® Minutes o0& Units 0003 Hours [0:00 o Days 0.00 |3
R Time/Charge ® Time Charge
and select a different - e
case |f required. 0.0000 X 100.00 = 0.00 [¥/is Chargeable

Task v Suggested Narrative|

By default, the date the
time was recorded will
be shown. Change if
required.

Task not specified save And New | | Save | | Save &Finish | | Cancel

Use the option buttons |
to select whether this entry should be charged on the basis of time spent or as
a set charge.

This will show the time recorded and can be amended if required.
The hourly rate will display the default rate for this handler and case.
Check the box if this time is chargeable or uncheck it if it is not. This can be set

as a default setting by the System Administrator.

Use the drop-down arrow to select from a list of tasks.

Input a narrative to describe the time entry

Click on Save to save the changes or click on Save and Finish to remove the entry from the list of

=l NOTE: All entries in the Timer are automatically displayed in the Daybook ready for posting.
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How to Record and Post Admin Time Using the Timer

1. Open a Case in the Case Diary —————

ABADO1/0003 00:00:36 | || & = (8] X
2. Click Start Timer on the Home tab. The following timer will appear

displaying the current case reference. ABA001/0003 00:01:49

3. The clock will automatically start recording.

4. To pause recording click on the clock. By putting a tick in the box, == = IR
the clock will follow you from case to case, starting a new clock on | rerrmms '+ B ————
each case. T & I A e T e T

5. Expand the timer by clicking on Maximise. Ij

6. Select the required timer.

5. Double click the entry to amend, the following screen will appear.

Post Time B x ) Post Time o x
FLY001/0001 Select Matter|

Jack Flynn
Sale of 10 Rose Lawn, Blanchardstown, Dublin 17

‘Administration Time
Time Recorder Carol Nolan | [JRetain selected Time Recorder e 22 Jun2me
Date 22 Jun 2016 v L ® Minutes oS Units 000 3 Hours |0:00 B 0.00
T2 ® Minutes [ Units 000 ¢/ Hours |0:00 <l Days 000 Suggested Narrative,
Time/Charge ® Time Charge

Hours Rate Charge

0.0000 X 100.00 = 0.00| ¥/Is Chargeable

Task v Suggested Narrative|

Task not specified Save And New | | Save | | Save &Finish | | Cancel Task not specified Save And New | | Save | | Save & Finish | | Cancel

6. Put the tick in the Administration Time tick box. The screen will change displaying the following option:

Non-Chargeable Codes:  Select a non-chargeable code from the drop-down list; e.g. Training, Iliness,

Holidays etc.
7. Save the changes
Save & New Will create a subsequent time slip for the same client
Save Will leave the time slip available on the list of timers for continued use

Save & Finish  Will complete the time slip and remove it from the list of timers

=l NOTE: All time slips will need to be posted at the end of the day.

8. The timer will automatically restart.
9. To amend, double click the entry in the Timer and amend the following details as required.

Date: Today’s date will be shown by default; amend if required.
Minutes/Hours/Days:  This will show the time recorded and may be amended if required.

Non- Chargeable Code: Select from the drop-down list to change the non-chargeable code.
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Comment: Input a narrative to describe the time entry

10. Click on Save and Finish. This time entry is then transferred to the daybook ready for posting to time
ledger.

=l NOTE: You can record more than one non-chargeable time recording in your timer at any one time.

How to create an Empty Timer

At certain times you may want to start recording without first selecting a case. It is possible to create an
empty timer which can later be allocated to a particular case.

1. Click to Time Costing on the bottom left of the screen and select Start Blank Timer.

Home | Case Reports Phonelog Maintain  Setup

= Yt = £ | ( 00:00:04| [ A & @ x

=~ B

Print MNew Time Slip Start Timer Start Blank Timer Post Day Book
Day book

2. To pause the timer click on the clock.

=l NOTE: It is also possible to start a new timer in an existing | ( ABa00v/0002 00:0002 [ A + B x |
case.
3. Click on the Start timer tool on the Home tab. The current case ,
ABADOL/0003 00:00:36 v = 8 X

will automatically be selected. This may have to be deleted.
4. Click on the Green Plus to add an empty timer.
5. Click on clock to start the timer.
6. To amend the entry, expand the timer by clicking on Maximise. |:|

7. Double click the entry to add details for posting. This will bring up the Post Time dialogue box (see How
to Post Time from the Timer, (p. 127 above), but without a matter code.

Post Time M x

Click here to select matter Selact Matter

Administration Time

Time Recorder v ; ;
Carol Nolan Retain selected Time Recorder

Date 22 Jun 2016 v

8. Input/Amend the following details as required:
Matter: No case code will be displayed. Click the Select Matter button to bring up the
matter list and select the case to which the time is to be posted.
Date: By default, the date of the time recording will be shown. Amend if required.
Minutes/Hours/Days: This will reflect the timings recorded but can be amended if required

Time/Charge: Use the option buttons to select whether this entry should be charged on the
basis of time spent or as a set charge.

Hourly Rate: The hourly rate will display the default rate for this handler and case.

Chargeable: Check the box if this time is chargeable or uncheck it if it is not. By default, the
box will be checked.
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Task: Use the drop-down arrow to select from a list of tasks.

Comment: Input a narrative to describe the time entry

9. Click on Save to save the changes or Save and Finish to remove the entry from the timer and post to
the daybook.

How to create a manual time slip

Post Time o x

FLY001/0001 |select Matter|

Jack Flynn
Sale of 10 Rose Lawn, Blanchardstown, Dublin 17

Administration Time

MR Carol Molan Retain selected Time Recorder

Date 22 Jun 2016
Time Minutes 0o Units 0.00 2| @ Hours |0:00
Time/Charge ® Time Charge

Hours Rate Charge
0.0000 X |100.00 0.00| ¥ s Chargeable

|Suggested Narrative

Task not specified Save And New | |§a:| | Save & Finish | | Cancel |

1. Open a Case in the Case Diary
2. Click on Post time on the Home tab to open a Time slip.

3. Input or Amend the following details

Matter: The case code will default to the current matter; to change the case, use the
select matter button to view the matter list and double-click the required case
to select it.

Date: This will default to the date the timing was recorded. Amend if required.

Minutes/Hours/Days: Input the amount minutes, hours, days etc.

Time/Charge Using the option buttons provided, set if the time recording is to be charged
by time or a set charge.

Hourly Rate: The hourly rate will display the default rate for this handler and case.
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Chargeable: Using the tick box provided tick if the time is chargeable or remove if it is not.
This will default to chargeable.

Task: Click on the drop down arrow to reveal a list of tasks. Click the task required.

Comment: Input a narrative to describe the time entry

4. When all details have been entered click Save or Save and Finish. The time slip will appear in the
Daybook ready for posting.

How to create an Admin Time slip

1. Open a Case in the Case Diary
2. Click the Post time tool on the Home tab to open a Time slip.

3. Check the Administration Time box. The screen will change displaying the following option:

Post Time

Administration Time
Mon Chargeable Code

Time Recorder Carol Nolan

Retain selected Time Recorder

Date 22 Jun 2016

Time Minutes 000($| ® Hours |0:00 s Days 0.00

|suggested Narrative |

I, Task not specified

Save And New | |§a:| | Save & Finish | | Cancel |

4. Add the following details:

Date: Today’s date will be the default; choose a different date if required.
Minutes/Hours/Days: Input the amount of hours, minutes, days etc.
Non- Chargeable Code: Use the drop-down list to select the non-chargeable code which applies.

Comment: Input a narrative to describe the time entry
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5. Click on Save and Finish. This time entry is then transferred to the daybook ready for posting to time
ledger.

=l NOTE: It is possible to record more than one non-chargeable entry in your timer at a time.

How to View the Day Book from the Timer

1. Open the Timer

2. Click on View All on the timer tool bar. EI

3. The Day book will appear.

@ Keyhouse Case Management  (Ch - Coms hoan - 0998 / 000 N -8 x

% i
= G @

Print | New Time Slip Start Timer Start Blank Timer Post
oy

Phone Log  Maintain

Watier Detaits Comment Case Time
T utstanding debt 10 PTSE Bank. Demand & Draft Proceedings o0 ]
1 Bank. 30 |

)

CH: Carol Nolan | Friday, 31 July 2015 | 1554

My Day Book
Viewing the Day Book
1. Click on Time Costing on the navigation Bar the day book will appear listing all your unposted time.

2. Click on the required item.

W Tip: Click on a column heading to sort by that heading, e.g. Matter Code
How create a Time slip in the Day Book

1. Click on New Time Slip on Home Tab in My Day Book. The familiar Post Time dialogue box (see How to
create a manual time slip, p. 127 above) will appear.
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2. Provide details such as the matter, date, time, task etc. For further information see the section on How
to create a manual time slip, p. 127 above.

3. When all details have been entered click Save. The time slip will appear in the Daybook ready for
posting.

How to create an Admin Time slip in the Day Book

1. Click on New Time Slip on the Home tab in My Day Book. The Post Time dialogue box will appear.

2. Check the Administration Time box. The screen will change to display the options for Administration
time (see How to create an Admin Time slip, p. 128 above).

3. Complete the details of Date, Time, Non-Chargeable Code and Comment as above, How to create an
Admin Time slip, (p. 128).

4. Click on Save and Finish. This time entry is then added to the daybook ready for posting to time ledger.
How to amend a Time Slip

1. Click Time Costing on the Navigation panel.

2. Double click on the required time slip. The Post Time dialogue box will appear.

3. Amend as required.

4. Click Save.

How to Delete a Time Slip

Ay A
1. Click Time Costing on the Navigation panel. & Add
@ Edit
2. Right Click on the time slip you want to delete. @ Delete
©  Start Timer
3. Select Delete from the pop-up menu. You will be asked to confirm the _
. B GoTo Case Diary
deletion.
4. Click Yes.

How to Post the Day Book

1. Click Time costing on the Navigation panel

2. Click on Post Day Book on the Home tab: this will post each time recording to the time ledger of the
relevant case.
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Accessing the Time Ledger Screen

Viewing the time Ledger

1. Open acase in the Case Diary.

2. Click on Time Ledger on the Case Diary Navigation panel.

3. The Time Ledger will be displayed.

Current Profitioss: 5448723

{/}7 Tip: Click on a column headings to sort by that heading e.g. T/R (Time Recorder).

W Tip: you can also Start the timer and create a time slip using the Home tab on this screen. See the
previous sections for further details on how to record and post time.

How to Create a Draft Invoice from the Time Ledger Screen

1. Open acase in the Case Diary.
2. Click on Time Ledger on the Case Diary Navigation panel.

3. Click on Draft Invoice on the Home tab. The following Draft Invoice will appear.

=l NOTE: The current balances on the matter are displayed on the right of the screen.
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Draft Invoice M ox
& ’* Ok Message:
Request Type: () Credit Note ® Invoice [ open Invoice [ gill sent Invoice / Bill No: (not invoiced)
x Cancel
Matter Details
Matter: |FLY0O01/0002 4| ¥ .. | JackFlynn Bills: 0.00
Fee Earner: | Carol Nolan A Outlay: 0.00

Client: 0.00
Description: |Purchase of 16 The Haywain, Terenure, Dublin & e
Charges: 1,102.50

Date: |07 Aug 2015 ~| [ Transfer To Pay
SEe ) Time (HHMM):  7:21
Bill Layout v Bill Tor Jack Flynn
4 The Mews
i Print Copy - Rathfarnham
Client | Dublin 6a
Our Ref: |CN Your Ref:
Write down Time to: | 07 Aug 2015 v

Invoice Details | Fee Earner Breakdown

= Type Narrative Met VAT Value Fee Earner
Release
] Motify Release Inv
v
& creatern
. Billing Guide

@ Matter Ledger | | Faes: Outlay: Miscellaneous Fees: VAT: Bill Total:

Requested By: Carol Nolan Draft Number: (new)

Message: Input a message for the account department (optional)

Type: Invoice will be checked by default. Select Credit Note if required.

Open Invoice: To create an open invoice, check the Open Invoice box.

Bill Sent: Check when the bill is actually sent.

Matter: This will show the current case by default; to change, click on the browse button

to bring up the matter list and select a different case.

Description: This will default to the matter description of the current case but may be
amended.

Date: The date will default to today’s date but may be changed.

Transfer to Pay: If this is checked, funds will be transferred from the client account to pay the
bill.

Bill to: The client details will be shown by default, but the name -
and/or address may be changed. Click the Client button to Client

revert to the client details.
Our Ref: This will default to the Fee Earner’s initials, but may be amended if required.
Your Ref: Input a reference if applicable.

Write down time to: Today’s date will be shown by default. You may choose a different date.
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4. The time and outlay to be included in the bill may be input using the Billing Guide Wizard or manually.

a. Using the Bill Guide Wizard
i) Click on Billing Guide at the bottom left corner to start the Billing TE_;\!' Billing Guide
Guide Wizard.
rd srETE
.

! 1 ' NI—
The left-hand column deals with time, the right-hand one with outlay. In each column, you may
select a date or enter an amount. Different dates may be selected for time and outlay. If you
select a date, the time (or outlay) will be written down to that date; if you specify an amount,
sufficient time (outlay) will be written down to make up the required amount, with the
remainder remaining unbilled and available for inclusion in future invoices.
The options for grouping time are:

= Single line of fees — the fee earners will not be listed individually.

= Group by Fee earner — the total for each fee earner will be listed on its own line.

= No grouping — each item will be listed as recorded.
If the box marked No Time/Fees is checked, no time will be included in the bill; all recorded time
will remain available for inclusion in future bills.
The options for grouping outlay are similar:

= Single Line of Outlays — a total figure for outlay will be given without listing items

separately. You can also run a report that will detail the individual items by clicking on the
Report Button.
-‘(a Billing = E5 %

o ek

Soo Grabbit & Runne

" " action “Type  matter “BillNow = VAT No: 8746675DD

BilPartially FLY001 /0002

* outstanding
1,102.50

552.50

Date: 07/08/2015

InvoiceNo: 0

Jack Flynn OurRef: FLY001/0002

4The Mews
Rathfarnham
Dublin 6a

VAT Amount

Net Fees @23%

Date Billing Description Time. Net Outlay

OurRef YourRef

FLY001/0002

030712015
030712015
030712015
03072015 ___CourtAttengance

[BGDetail. DATE (DateTime)

Attendance
Dema:

Demand & Draft Frocesedings

Drsft Procsedings

Purchase of 16 The Haywain, Terenure, Dublin 6
00:50
00:30
03:01
02:00

12500

7500
25250
200.00

2675
1728
10408
e9.00

Matter Totals: 06:21 952.50 219.08

Net Grand Totals: 06:21 952.50 219.08
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= Group by Outlay Type — the outlay can be grouped to show the total for each type of
outlay, such as medical reports and stamp duty, if each item of expenditure has been
allocated to a type.

= No Grouping — each item of outlay will be listed in the order in which it was entered.

ii) Click Regenerate Billing Guide to

. Biling Guide Wizard @
continue to the next screen. Ee s
Matter: FLYOD1/0002 - Jack Flynn/Purchase of 16 The Haywain, Teranure,

Tirne to:  Friday 31 July 2015 Outlay to:  Monday 01 January 1900 Draft No: 287
Items

Th|s example ShOWS no Grouping on F ¥ action *Type * Matter * Handler  Outiay ¥ Description * outstanding * Bilbiow
hﬂ Bill in Full F FLYO01/0002 CN Demand & Draft Proceedings 125.00 125.00

H h f | y ) eill in Ful F FLY001/0002 o Demand & Draft Proceedings 45250  452.50

elt e€riees or OUt ays Bill in Full F FLY001 /0002 < Court Attendance 300.00  300.00
) Billin Full F FLYOD1/0002 N Attendance 75.00 75.00
E Don't Bill F FLYO01/0002 N Court Attendance 150.00 0.00

iii) Items can be amended in this screen
below are a list of options:

How to Partially Bill an Item —
Total Outlay:
®  Double-click the item to be s
changed: Billing Guide Wizard ——

Matter: GLE001/0001 - Charlie Gleeson/Lease of South West Georges Street

Attendance on client

" Click the figure in the e

. " Action N Type © Matter * Handler © Qutlay ’ Description N Outstanding * BillNow
B'II NOW Column and Bill Partially F GLE001/0001 BS Attendance on client 600.00 Shﬂ‘ﬂ[l
change the amount. <___ O -

The Action will change to Partially Billed.
®  Click OK to save the change.

How to exclude an action item from a bill

®  Click the item to be excluded.
=l Tip to exclude more than one item hold down the CTRL key on your keyboard and
click on each of the items.
® Right-click the selection and choose one of the following N——
commands from the pop-up menu: Ungroup Seleced ftems
Group all Fees and Outlays |
. . . Group all Eees
e Do not bill Selected Items — the items will be excluded o — |
. Group all Qutla
from the current bill only; o Ot Oty Type
. . . Group selected Narrative(s) |
e  Exclude Selected Items from all Bills — the items will not | Srovsseiected vattert
. . . Group Selected [tems
be included in any future bill. P |
Bill Selected Items
Bill All Iters |
Do not bill Selected Items
1 Do not bill Any Items
To Add Grouplng Levels Bzc\udteSeIEct);dtItemsfrum all Bills
Exclude All tems from all Bills |

Right click on an item and select the required Grouping option from the pop-up menu
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How to Drill down to view all items in a group

®  Click on a grouped item and select Drill Through from the pop-up menu.

Items
© Action & Type © Matter * Handler ° Outlay W Description & Outstanding © BillNow
||=. Bill [ IEII””IH - "PEUU‘I F0001 ES Total Fees 925.00 625.00
@ Bill1  pon'tBill LEUUHUUUW JP Pd Registered Post - letter to Landlord 5.60 5.60
Exclude frem all bills
[ oanoss |

®  The items of fees or outlay included in the group will be listed individually and may be
changed as described above.

“.:y = Back

Matter: GLE001/0001 - Charlie Gleeson/Lease of South West Georges Street

Total Fees

Items
* Action ‘A Type * Matter * Handler * Outlay i Description i Outstanding * BillNow
Eill in Full F GLEOO1/0001 BS File Review re counsels fees and our fees 42.50 42.50
Eill in Full F GLEO01/0001 BS Letter to client re instructions and section 95.00 95.00
Eill in Full F GLEOO1/0001 BS Letter to Noel Common SC 187.50 187.50
EBill Partially F GLE0O1/0001 BS Attendance on client 600.00 300.00

" Click the Back button to return to the previous screen.

iv) When complete:

®  Click OK to update the draft. A message will ask whether you want to recalculate the Fee
Earner Breakdown based on the changes to the Billing Guide. Click Yes to recalculate or No
if you do not wish to recalculate.

OR

Click the Add to Invoice button when you are ready to update the invoice. A message will
ask whether you want to recalculate the Fee Earner Breakdown based on the changes to
the Billing Guide. Click Yes to recalculate or No if you do not wish to recalculate.
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b. Adding a Line to the bill manually

Draft Invoice M X
| |wi ok ‘ Message:
a4& | | Request Type: ® Invoice [ Open Invoice [ gill Sent Invoice / Bill No:  (not invoiced)
I x Cancel ‘
——————————— [~ Matter Details
Matter; |FLY001/0001 Jack Flynn Bills:  0.00
Fee Earner: |Carol Nolan v Outlay:  0.00
: Client: 0.00
Descrniption: |Sale of House at: en
4 The Mews Charges: 28250
Choose report Rathfarnham ) . , ,
i Dublin & Time (HH:MM): 1:53
Bill Layout v
— Date: |03 Jul 2015 v| [ Transfer To Pay
= Print Copy Bill To: Jack Flynn
4 The Mews
— |Rathfarnham
| client | |publin 62
Our Ref: [CN Your Ref:
Write down Time to: |03 Jul 2015 0
| . Release ‘ Invoice Details | Fee Earner Breakdown
[ Notify Release Inv Type Narrative VAT Value Fee Earner
|‘m Create FNL ‘ _ g
Phone Call 27.50 6.33  Carol Nolan
F Advice on Contract 400.00 92.00  Carol Nolan

i) Right-click in the Invoice Details screen to see the pop-up menu.

ii) Select Add a Bill Detail Line.

iii) On the Add or edit Bill Detail Line screen, input a narrative and amount and change the default
information as necessary.

Add or edit Bill Detai Line ax
ack Flynn
Sale of House at: 4 The Mews, Rathtamham, Dublin 6
Fee Eamer: | Carol Nolan
Nominak |Fees Issued - Carol Nolan
Marrative: | = Add narrative
| Net 0.00| VAT Coder U [¥] VAT Value: 0.00 | [] Ovemride VAT |
ok Cancel

Line Moz _{new)

iv) Click OK to add to the invoice. Repeat the process for each additional line required.

c. How to amend the Fee Earner Breakdown

i)  Click the Fee Earner Breakdown Tab.
Add a Bill Detail Line

M Clear Bill Detail Lines

Invoice Details | Fee Earner Breakdown

Fee Earner Percentage Value VAT | VAT Amount

The breakdown will have been calculated automatically, based on time charged in the invoice
in respect of each fee earner.

ii) To amend right-click and select Maintain Fee Earner Breakdown.
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iii) Inthe Edit Fee Earner Breakdown window, you may choose to edit the breakdown either by
percentages or values. Choose one or the other, then click in the relevant column to change
the percentages or values.

Edit Fee Earner Breakdown x
Edit Breakdown by: | O Percentages (O Values
Fee Earner Percentage Value
Carol Nolan 65.36797 867.76
Brian Sweeney 34.63203 450.74
Ok Cancel

iv) Alternatively, you may right-click on any of the fee earners and select the required command
from the pop-up menu.

v) If you select Add Fee Earner, you will be able to choose from a list of fee earners by double-
clicking.

vi) If you select Cut Fee Earner allocation for [Fee Earner Name], that fee earner’s allocation will
be removed from the breakdown

vii) In either case, you will be returned to the Edit Fee Earner Breakdown screen, where you can
alter the percentages or values as described in iii) above.

viii) Click OK to save the changes and be returned to the Draft Invoice screen.

5. Click OK on the left-hand column of the Draft Invoice screen to save the draft bill or Release to send to
accounts for approval.

6. The Draft Bill will appear as an entry in the case diary for future review.

Add Fee Eamer
& Distribute Evenly

15 Nov 2014 | 14:03 CM Draft Bill Draft Bill No: 268 B Rrermalisperceess

¥ Cut Fee Earner allocation for: “Anne Mellon”

9 Revert to original

7. Toview the draft invoice, double-click the entry and amend as required.
Then click Release as in 5 above to send to accounts for approval.

8. Once the invoice has been released by Accounts the Draft Invoice will disappear from the Case Diary
and be replaced by the Invoice.

9. All draft invoices can be seen in in My Invoices on the Search/Open screen
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Draft Invaices

Bl Date Addh

st Cod e adre Troe Tot Drot o
C 03 2015 < The Liews Rattlaraham Dubin 6a N ) T

Create a Billing Guide Report

1. Open acase in the Case Diary.
2. Click on Time Ledger on the Case Diary Navigation panel.

3. Select Billing Guide on the Home tab to bring up a screen asking for parameters for the Billing Guide

report' Billing Guide Report Lel
Enter Parameters
a. Specify the date down to which the report is to be Matter code FLY001/0001
prepared To Date 10 Aug 2015

b. Enter the matter code. The current case will be
shown by default

@Run wClose

4. Click Run. The report will be generated showing the Billing Guide.

DOC WLPDF 2XLS
Soo Grabbit & Runne
HTH H As at : 31/07/2015
Billing Guide Report
FLYDO01/0001 Jack Flynn
Sale of House at: 4 The Mews, Rathfarnham, Dublin &
Time Accum. Accum 05
Rate Char,
Date FE Comment Task Hrs:Min Hrs:Min ge Charge Charge
030772015 CN Phone Call PHO o:n o:n 150.00 27.50 27.50 27.50
03/07/2015 CN Document Drafting DRA 1:00 11 150.00 150.00 177.50 150.00
03/07/2015 CN Phone Call PHO 0:10 1:21 150.00 25.00 202.50 25.00
03/0772015 CN Draft Bill No274 DRA 0:30 1:51 150.00 75.00 277.50 75.00
03/07/2015 CN Attendance ATT 0:02 1:53 150.00 5.00 282.50 5.00
TOTAL 1: 563 282.50
Summary WIP Fee Earner
Time
Fee Earner {Hrs-min] Charge
Carol Molan 1:53 232.50
WIP Totals 1:53 282.50
Unbilled Qutlay
UnBilled Cumulative
Date Ref Narrative Qutlay UnBilled Dutlay
UnEilled Total
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The Report may be exported to a Word document (DOC), PDF or an Excel
spreadsheet (XLS)

Additionally, you may use the toolbar to Print the report, Refresh it or Export it as a Crystal report, or
to Search for a word or phrase.

The Time Report

1. Click Time Report on the Navigation panel in Time Costing.
EN

. . Time Ledger for Fe between dates

() Time Costing
[E) My Day Book
Handler Code N v
v o0 e Tobue s
& Dashboard

Chargeable or NonChargeable ltems I v

[@Run || yclose

Input the parameters for the report: the Handler Code, and dates from and to which the report is to be
generated

2. Click Run. The report may be exported, printed or searched in the same way as the Billing Guide report
above.

®© . Vew .. -oEA
[[epoc ] [ [awor | [ Gans | | [

S8 SAIETY S

8 88 8 88 8 8283

v wow ©000-0= 4o = =0 o mEuwe

00
1
30
02
50
00
E)
ot
L)

Page10f2 | Main Report 23 0 00| ————

My WIP by Bill Date

1. Click My WIP by Bill Date on the Navigation panel in Time Costing.

WIP is Work in Progress i.e. unbilled time
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Soo Grabbit & Runne

Data Date - 10/0&/2015: 3:08

WIP for Fee Earner by Last Bill Date

started B:"; Bl Matter Client Name Description Client AIC wip
CN Carol Nolan
31/01/2012 ABBO002/0002 Abbie Lynch Share Holding Agreement 0.00 300.00
29/05/2014 AIG001/0002  Allied Investment Group Garry Barlow -v- Hired Talent Services 0.00 300.00
02/12/2005 BES001/0001  Business Time Limited Lease of Unit 33, Eastgate Avenue, Dublin 12. 0.00 301.20
03/07/2015 BRE001/0001 Mike Breeze Broken left leg. 0.00 675.00
20/092011 BRO002/0001 Thomas Brolin Legal Advice re Repatriation (200.00) 110.00
241052011 FIND01/0002  Finance Department Damages - 21 Main Street 0.00 6.00
02/07/2015 FLYO001/0001  Jack Flynn Sale of House at: 4 The Mews, Rathfarnham, Dublin 6 0.00 28250
02/07/2015 FLY001/0002 Jack Flynn Purchase of 18 The Haywain, Terenure, Dublin & 0.00 1.102.50
15/03/2012 LAW002/0001 Margaret Lawlor Debt collection against husband 0.00 10.00
02/05/2012 LOWO001/0001 Lowery Developments Receivership - Nama Properties 1 Sandyford Estate (2,100.00) 2,105.00
02/05/2012 LOWO001/0003 Lowery Developments Receivership - Nama Properties - Mo 3 Sandyford (925.00) 625.00
Estate
01/01/2010 QUIDDZ/0001  Niall Quinn Accident at work (2,000.00) 363.00
23/09/2010 SHA001/0003 John Shaw Jones Trust 0.00 49.50
06/07/2015 TJFO01/0001  TJ Fox Outstanding debt to PTSE Bank. 0.00 312.50
201
May
08/05/2010 12/05/2011 BLA001/0001 Gordon T. Black RTA Walkinstown Crossroads, G. Black 0.02 1,075.00
December
02/05/2012 311272011 LOWO001/0004 Lowery Developments Receivership - Nama Properiies - No &1 Sandyford (925.00) 192.00
Business Park
02/05/2012 314272011 LOWO001/0005 Lowery Developments Receivership - Nama Properties - South County Dublin (1,000.00) 66750
- Disputed
2012
January
02/05/2012  31/0172012 LOWO001/0002 Lowery Developments Receivership - Nama Properties No 2 Sandyford Estate (925.00] 225.00
March
10/11/2011  06/03/2012 LAWO001/0001 Liz Lawlor Advice re Inheritance tax (5,000.00) 147.00
2014
June
20/05/2011  19/06/2014 ABA0D1/0001 David Abrahams Family Law {7.737.17) 4.00
Chargeable WIP 9,961.70
Non-Chargeable WIP
Report WIP Totals : 9,961.70

* Non-Chargeable Time

2. The same options are available for printing, export and searching as in the case of the Time Report and
Billing Guide report.

@ view Resort ] (= [ o] |
fPoc LPDF A4S
e E =
~
Soo Grabbit & Runne
f Data Date - 12/11/2014:21:14
WIP for Fee Earner by Last Bill Date e b
sarted LSO yatter Client Name Description Client AIC wip
CN Carol Nolan
Da/05/2004 ABB001/0001 George J Abbott Sale 45 Somserset Road, Dublin & (345,000.00) 437.50
31/01/2012 ABB002/0002 Abbey & Procter Share Holding Agreement 0.00 300.00
02/12/2005 BES0D01/0001 Business Time Limited Lease of Unit 33, Eastgate Avenue, Dublin 12 0.00 161.20
24/05/201 FIN001/0002  Finance Depariment Damages - 21 Main Street 0.00 3.00
1112/2013 KEL002/0001 Sarah Kelly Purchase of Property 0.00 450
02/05/2012 LOW001/0003 Lowery Developments Receivership - Nama Properties - No 3 Sandyford (925.00) 500.00
Estate
01/01/2010 QUI0D2/0001  Niall Quinn Accident at work (2,000.00) 300.00
23/09/2010 SHADD1/0003 John Shaw Jones Trust 0.00 49.50
2009
April
03/06/2010  20/04/2008 QUI001/0005  Alan Quinn Sale of 12 Main Street, Bray, Co. Wicklow 0.00 £00.00
May
14/01/2011  30/05/2009 FIT001/0001  Scott Fitzpatrick Estate of Joan Fitzpatrick (480.75) 3.00
Chargeable WIP 2,358.70
Non-Chargeable WIP -
Report WIP Totals : 2,358.70
* Non-Ghargeable Time
v
>
Page1of1 | Main Report = O | 00| —t———
=l

My Top WIP

1. Click My Top WIP on the Navigation panel in Time Costing.
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Soo Grabbit & Runne
Top Work In Progress By Fee Earner Data Date - 10/082015. 9-42
Fee Earner - CN
i o and time
Matter Last Bill Date  Client Name Matter Description Client Aic wip
CN Carol Nolan
LOWO001/0001 Lowery Developments Receivership - Nama Properties 1 (2,100 00) 210500
Sandyford Estate
FLY001/0002 Jack Flynn Purchase of 16 The Haywain, 0.00 1,102.50
Terenure, Dublin &
BLAODO1/0001 12/05/2011 Gordon T. Black RTA Walkinstown Crossroads, G 0.02 1,075.00
Elack
BRE001/0001 Mike Breeze Eroken |eft leg. 0.00 675.00
LOWOD1/0005 311272011 Lowery Developments Receivership - Mama Properties - (1,000.00) 667.50
South County Dublin - Disputed
QUI001/0005 05/06/2010 Alan Quinn Sale of 12 Main Sireet, Bray, Co. 0.00 663.00
Wicklow
LOW001/0003 Lowery Developments Receivership - Mama Properties - (925.00) §25.00
No 3 Sandyford Estate
DEAOQ01/0001 03/08/2010 James Deane RTA Whites Cross, Stillorgan 0.00 375.00
QuID02/0001 Niall Quinn Accident af work (2,000.00) 363.00
TJF001/0001 TJ Fox Outstanding debt o PTSB Bank. 0.00 312.50
BES001/0001 Business Time Limited Lease of Unit 33, Eastgate Avenue, 0.00 301.20
Dublin 12
ABB002/0002 Abbie Lynch Share Holding Agreement 0.00 300.00
AIG001/0002 Allied Investment Group Garry Barlow -v- Hired Talent 0.00 300.00
Services
FLY001/0001 Jack Flynn Sale of House at: 4 The Mews, 0.00 282.50
Rathfarnham, Dublin &
LOWOD1/0002 31/01/2012 Lowery Developments Receivership - Mama Properties No (925.00) 225.00
2 Sandyford Estate
LOWOD1/0004 311272011 Lowery Developments Receivership - Mama Properties - (925.00) 192.00
No 81 Sandyford Business Park
LAW001/0001 06/03/2012 Liz Lawior Advice re Inheritance tax (5,000.00) 147.00
BROD0D2/0001 Thomas Brolin Legal Advice re Repatriation (200.00) 110.00
SHA001/0003 John Shaw Jones Trust 0.00 4350
TAL0D01/0001 16/11/2010 Deirdre Talbot Drunk Driving Arrest - 6th 0.00 4250
September 2009
SIMO001/0001 25/04/2010 Bart Simpson Sale of House at: 4 The Mews, 0.00 2550
Rathfarnham, Dublin &
LAWD02/0001 Margaret Lawlor Debt collection against husband 0.00 10.00
FIN0D1/0002 Finance Department Damages - 21 Main Street 0.00 6.00
ABAD01/0001 19/06/2014 David Abrahams Family Law (7,737.17) 4.00
FIT001/0001  06/06/2010 Scoft Fitzpatrick Estate of Joan Fitzpatrick (480.75) 3.00
Report Totals 9,961.70

2. The same options are available for printing, export and searching as in the case of the Time Report and
Billing Guide report.

KPI Reports

Key Performance Indicators Bl oty NI RN
1. Click Dashboard on the Navigation panel in Time Costing @ Keyhouse By FesEarner s
. For Fee Earner : Martina Winters (MW) Soo Grabbit & Runne
to See the Key Performance | ndlcators report for the fee Time Recording (Hours) Fees Issued by Month Fees Year To Date

earner who is logged in.

2. Click on the figures in blue or red to view a sub-report
containing a breakdown of the details that make up that
figure.

sl Al Buent Cumec
My A ¥io

3. Inthe sub-report, click the Preview tab to return to the
main KPI report.

Value of Draft Invoices 2,461

E

The options to Export, Print and Search the KPI Report are
the same as those for the other reports described above.

Fees¥ID X I No. Undertakings Not Dischargedd .
No. Overdue Actions T
Key Performance Indicators Data Date - 0 No. High Priority OS Actions 26
Breakdown of Fees Issued Year To Date ko e s (U)o ol O o

For Fee Earner : Brian Sweeney (BS)

Entry Invoice VAT

Bill N
Date Matter Client Name Date Ref Value
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Account Functions in the Case Diary
View the Matter Ledger

1. Open acase in the Case Diary.
2. Click on A/C Ledger on the Case Diary Navigation panel.

3. The following screen will appear.

Home| Case Reports Phonelog Maintain  Setup  Help

Draft Invoice ﬁ s ] (@
= .
— = Request Cheque ‘l-5

Print Comment Set Client Reserve Client Balances Debtors Ledger
Accounts A/c Ledger
A~ = Case:  1BS001/0019 4| »| .. | International Business Services Ltd
2, Client/Case
R e -v- Fitzsimmaons Property Management plc

Il Case Diary

fj Document Manager

Date ¥ | Ref Narrative

& Associates * 30 Jun 2011 pe Pd Registered Post

€ Critical Information 03 Jul 2011 5012368 Pd Brady & Co Search Fees
12 Jul 2011 pc

id Ajc Ledger

ig Time Ledger
i Debt Ledger
i Reserve Ledger
&) Undertakings

Run a Report on client balances

1. Open acase in the Case Diary.
2. Click on A/C Ledger on the Case Diary Navigation panel.
3. Click on the client balances icon on the Home tab of the

Ribbon. The following screen will appear.

4. 1t will default to the current client; select a different
client from the drop-down list, if required.

5. A report will appear listing all matter balances for this
client.
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Billing A/c

Pd Commissioner for Oaths swearing affidavit of debt

Outlay Afc

Strang R

= NOTE: For further information on the matter ledger see the SAM Accounts Manual.

5.50
57.50
40.00

Client Balance Report
Enter Report Criteria

From Client Code (Blank for all)

To Client Code (Blank for all)

As At Date 04 May 2016
Minimum Value (0 for All) 0

Open or Closed Matters QOpen

Show Details v

e‘JRun

gClose
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@ View Report (e T
RDOC JLPDF ®XIS
=R =
Ll
Soo Grabbit & Runne
Matter List
(Incl. Fwd Posiings)
{Laet Posting: 06092012 )
HAL002 Hire Banking Ltd Billing A/c Outlay A/c  Client Cur. Client Dep.
0000 0000 Matter GEN AL 0.00 0.00 0.00 0.00
0001 Debt Recovery - Jack Johnston LIT MV 1,968.42 0.00 0.00 0.00
0002 Debt Recovery - Mary Ascond DEB WV 4,650.96 0.00 0.00 0.00
Total Matters: 3 Total Balances: 6,619.38 0.00 0.00 0.00
* = Billed
W
Page 1of1 | Main Report 3 3] | 100% | —1

How to set a reserve amount

1. Open acase in the Case Diary.

X X Set Client A/C Reserve *
2. Click on A/C Ledger on the Case Diary ]
eserve
Navigation panel. 5,000.00
Comment for Ledger
A . Reduced amount
3. Click on Set Client Reserve on the Home tab,
and the following screen will appear.
ok Cancel
I

4. Input an amount and a comment.

5. Click OK; the reserve amount will then appear on the matter ledger.

How to add a comment

Add Comment X
1. Open acase in the Case Diary.

Date 15 Nov 2014 hd

2. Click on A/C Ledger on the Case Diary Navigation panel.

Paying in Part Payments

3. Click on the Comment icon on the Home tab.

4. Inputacomment. ok Cancel

5. Click OK; the comment will then appear on the matter ledger.
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How to Create a Cheque Request

1. Open acase in the Case Diary.
2. Click on A/C Ledger on the Case Diary Navigation panel.

3. Click on Request Cheque on the Home tab.

4. Input the following information: chease Reauest X
Bank: |Client Current Bank A/c v Date: | 04 May 2016 v
. Payee: |Brady & Co v|  value: 50.00
Bank: Select the required bank account
Fee Earner: |Carol Nolan v [v] Third Party
from the drop_down lISt' Narrative: |Pd Brady & Co v
Notes: |Search Fees
Date: Today’s date will be shown by Matter Detais
default. Change as necessary. vaten posomion______ P
= FamityLaw
, G (Client A/c) Outlay Code: |Search Fees ¥
Payee: Input the Payee’s name or select e .
from the supplier drop-down list. Client Current Ajc 7z
Ledger Narrative: |Pd Brady & Co v
Value: Input the amount of the cheque. pint ok | Cance Felezce

Requested By: Carol Nolan Req. No: (new)

Fee Earner: This will default to the current fee earner. Select a different fee earner from the drop-
down list if required.

Third Party: Check the box if this is a third party cheque.
Narrative: Input a cheque narrative or click on the down arrow to pick from a list of narratives.
Notes: Input a note to the Accounts Department if required.

Matter: This will show the current case. To select a different case, click on the browse button for
the matter list and double-click the required case.

Notify Check this box if you want an email to be sent to the Accounts Department when the
Release: cheque has been released.
Ledger By default to the cheque narrative will be shown but it can be amended either

Narrative: manually or by selecting from the drop-down list.

5. To release the cheque to accounts click Release. Alternatively to hold the cheque in your cheque list
click OK.
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How to Create a Draft Invoice

1. Open acase in the Case Diary.
2. Click on A/c Ledger on the Case Diary Navigation panel.

3. Click on Draft Invoice on the Home tab while in

® Crf ok —

A/c Ledger. A Draft Invoice screen will appear. ,«(

=] NOTE: The current balances on the matter -
are displayed on the right of the screen. e R -

Message: Input a message for the
Accounts Department
(optional) CRs
@ e
Type: Invoice will be checked ~oer
by default; select Credit _
Note if required.

Open Invoice:

Check the box to create an open invoice.

Bill Sent: This box is to be checked when the bill is actually sent.

Matter: This will default to the current case; to change the case click on the browse
button to bring up a matter list and double-click the required case.

Description: This will default to the matter description to amend click in the input box
provided and amend.

Date: The date will default to today’s date but may be changed.

Transfer to Pay:

If this is checked, funds will be transferred from the client account to pay the
bill.

Bill to: The client details will be shown by default, but the name -
and/or address may be changed. Click the Client button to Client
revert to the client details.

Our Ref: This will default to the Fee Earner’s initials, but may be amended if required.

Your Ref: Input a reference if applicable.

Write down time to:

Today’s date will be shown by default. You may choose a different date for the
time to be written down to.

Insert the Bill Details: this can be done by importing time and outlays using the Billing Guide Wizard or
by manually inputting fees and outlays.
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See Chapter 12 (p. 122), above for particulars of how to use the Billing Guide wizard and manually

adding time and outlay to a bill.

My Draft Invoices

How to View My Invoices

1.

2.

2.

Click on Search/Open on the Navigation panel.

Select My Invoices on the Navigation panel to display a list of your draft invoices.

Home Case Reports Phonelog Maintain  Setup  Help

2.1
Add  Edit Delete A/c Ledger

B Requistions

A search/Open Carol Nolan v
¥ All Matters Draft Invoices 1T
f Recent Matters Matter Code Bill Date Addressee Address Type Total Draft No.
(&) My contacts » | GLED01/0001 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 0.00 265
@), Advanced Search GOR001,0001 15 Nov 2014 Noreen Gorman 22 North Circular Road Dublin 2 1 178.67 266
&% My Invoices GRE002/0002 15 Nov 2014 Roger Greene 33 Main Street Cork 1 774.90 267
‘& My Cheques 'GLE001/0001 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 1,143.36 268
¥ Phone Log GLE001/0002 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 4,981.50 269
f—\.Stmng Room BLADO1/0001 29 Oct 2014 Gordon T. Black 23 Ellis Park, Rathmines, Dublin 6. 1 0.00 264
(@ Document Searc
e, s
How to Add a Draft Invoice
1. Click Add on the Home tab while viewing My Invoices as described above.
A draft Invoice will appear.
3. Complete as previously described in How to Create a Draft Invoice, p. 145 above.
How to Edit a Draft Invoice
Go to My Invoices as described above. W
Either select the invoice to be edited and click s
the Edit icon on the Home tab or double-click | : -
the invoice in the list. .
Edit the invoice as required.
Click OK to save the changes or click Release to : Tot s, vl
save the change and send to Accounts for
approval. Bl oo Gice
g vter Lesge oty [5300] Miscallaneous Foes: (15061 T [1535]

How to Delete a Draft Bill

1.

Bill Total: [72035

Go to My Invoices as described above and select the invoice which is to be deleted.
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2. Click on Delete on the Home tab or press Delete on your keyboard; you will be asked to confirm the
deletion.

3. Click OK to delete.

F

How to Release a Draft Bill to Accounts

1. Go to My Invoices.

2. Double click on the invoice to be released; the draft bill will appear. 0 Layoun v

1]

3. Click on the Release button on the left-hand panel to send to Accounts for

approval.
How to Print a Draft Bill [
1. Goto My Invoices ]

2. Double click on the bill you want to Print; the draft bill will appear.
3. Click on the Print Copy button. i e

4. Click on Print located on the report toolbar to print the draft bill.

@) View Report — iy Wt @ = |
@POC LPDF 2X1S
28 -
rint
INVOICE @
DRAFT
Charlie Gleeson 13 Now 2014
South West Georges Street Dublin 2
Account Ref: GLE001/0001 Our Ref: TP
Invoice No: o Your Ref:
Lease of South West Georges Street Not Liable Liable
to VAT € to VAT €
Attendance on client 600.00
Letter to client re instructions and section 68 letter 95.00
File Review re counsels fees and our fees 4250
Letter to Noel Common SC 18750
Pd Registered Post - letter to Landlord 5.60
E&OE SUBTOTALS 5.60 925.00
925.00 @ 23.00 % VAT 212.76
Add rotal not subject to VAT 5.60
INVOICE TOTAL: 1,143.36

Credit Notes

If a Credit Note is required, please contact your Accounts Department. Credits notes will have an impact
on all billed time related to the original invoice regardless of the value of the credit note.
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My Cheques

How to Create a Cheque Request

1. View My Cheques as described above.

2. Click Add on the Home tab.

3. Input the following information:

Bank:

Date:

Payee:

Value:

Fee Earner:

Third Party:

Narrative:

Notes:

Cheque Payment:

Select from the drop-down list.

Today’s date will be shown by
default; change as required.

Input the Payee’s name or
select a supplier from the
drop-down list.

Input the amount of the
cheque.

This will default to the current
fee earner. Select a different
fee earner from the drop-
down list if required.

Check the box if this is a third
party cheque.

Cheque Request x
Bank: |Petty Cash v| Date: |10 May 2016 v
Payee: |Donald Duck v| Value: 0.00
Fee Eamer. | Carol Nolan v [ Third Party
Narrative: |Pd Donald Duck hd
Notes:
[] client payment
Clert
Matter Details

Matter. 40 .

“
(Outlay)
Outlay Code: v
Outlay A/c:
Client Current A/c:
[ once Off Payment

Ledger Narrative: |Pd Donald Duck ¥

Print ok Cancel Release

Requested By: Carol Nolan Reg. No: (new)

Input a cheque narrative or click on the down arrow to pick from a list of

narratives.

Input a note to the Accounts Department if required.

Tick box if Payee is to be paid by cheque

EFT: Tick box if Payee is to be paid the Electronic Funds Transfer

Matter: This will show the current case. To select a different case, click on the browse
button for the matter list and double-click the required case.

Notify Check this box if you want an email to be sent to the Accounts Department when the

Release: cheque has been released.

Ledger By default to the cheque narrative will be shown but it can be amended either

Narrative: manually or by selecting from the drop-down list.

4. To release the cheque to accounts click Release. Alternatively to hold the cheque in your cheque list

click OK.
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How to View My Cheques

1. Click on Search/Open on the Navigation.

2. Click on My Cheques on the Navigation panel. A list of your draft cheques will be displayed.

Home Case Reports Phonelog  Maintain  Setup  Help

3. To view the request, double click on the required line.

How to Edit a Cheque Request

1. View My Cheques as described above.
2. Select the cheque you want to edit.

3. Click Edit on the Home tab.

4. Make the required changes.

5. Click OK to save the changes or Release to save the changes and send to Accounts.

How to Delete a Cheque Request

1. View My Cheques as described above.
2. Select the cheque you want to delete.

3. Click Delete on the Home tab.

How to Release a Cheque Request

1. View My Cheques as described above.
2. Double click on the cheque you want to release.

3. Click on the Release button at the bottom right of the Cheque Request dialogue box.
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How to view the A/C Ledger

1. View My Cheques as described above.

2. Click on the A/c Ledger icon on the Home tab. The accounts ledger will be
displayed.

Case: | BLADD1/0001 |4|»| .| GordonT.Black

RTA Walkinstown Crossroads, G. Black

Date Ref | Narrative
12 May 2011 pc Stephen Keagh Senior Counsel Fees

30 Apr 2010 pc Pd Commissioner for Oaths

30 Mar 2010 pc Pd Swearing fees

02 May 2012 d Lodged fees

16 Apr 2012 inv 321 Invoice: Fees:50000 Outlay:0 VAT:13800

19 Jun 2010 5887 Pd Mr Gordon T Black settlement less fees as agreed
20 0ct 2011 500818 Pd cLEENT

30 Jul 2010 500178 Pd Gerdon T Black balance due to dlient

24 Apr 2010 2390 Pd Dr Simon Young Medical Report

15 Mar 2010 2266 Pd PIAB

12 May 2011 218 Invoice: Fees:635 Qutlay:379 VAT:

12 May 2011 218 To Invoice 218

12 May 2011 218 To Invoice 218

12 May 2011 218 To Invoice 218

12 May 2011 218 To Invoice 218

30 May 2010 1739 Lodged settlement agreed

10 Jun 2010 1654 Lodged on afc fees & vat

20 0ct 2011 123456 Lodged part payment on a/c

26 Oct 2011 1234545 Bill from Airtricity

B o7 rug 2015 L L 50000 Gordon T, .. Fees: 50000 Ouay: 000 Vat 000

150

“

|A/c Ledger
Tel: 014766666
F/e: BS
Biling A/c | Outlay Afc | Client Deposit A/c
Current
3,230.00
55.00
24.00
(73,800.00)
73,800.00
12,548.00
2,036.72
37530
250.00
50.00
1,147.35
(55.00)
(250.00)
(@4.00)
(50.00)
(13,750.00)
(1,210.00)
(1,000.00)
106.61
I N N
‘ 14735 H 3,336.61 H 0.02 H D.DD‘
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Chapter 14: The Debt Ledger
How to View the Debt Ledger

1. Open acase in the Case Diary.

2. Click on Debt Ledger in the Case diary navigation panel. The Debt Ledger will be displayed.

How to add the original debt

1. Open a debt case in the Case Diary.

2. Click on Debt Ledger on the Case diary navigation panel. The following screen will appear.

Case: |FLYD01/0001 4 Jack Flynn Tel: 01-569 7412
Sale of 10 Rose Lawn, Blanchardstown, Dublin 17 F/e: N
Original Debt Amount | 0.00 Total Collected To-date 0.00 Post Payment
Interest To-date 0.00 Post Interest
Recoverable Cost To-date 0.00 Post Costs Outstanding 0.00
StartDate 12 Feb 2016 Record No Comment ts:
our ref Matter Status
Users Charge Arrangement  NIL
Matter Code Date Deseription Method Type payment principal Paid | Interest Paid | Cost Paid Interest Due | Cost Due Rermitted | Held Date :‘::""g Reference

3. Input the Original Debt amount.

4. Click the check markm beside the amount to confirm.

Note: the Balance of Debt will update automatically as postings are made.
How to Post a Payment
1. Click on Debt Ledger on the Case diary navigation panel.

2. Click Post Payment.

Oriainal Debt Amount 50,000.00 Total Collected To-date 5,600.00 Post Payment
Interest To-date 2,652.05 Post Interest| ]
Recoverable Cost To-date 60.00 Post Costs Outstanding 47,112.05

Input the following information on the Post Payment dialogue box:
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Post payment X
Payment | Properties | Allocation
Matter Code IBS001,/0001
Date 04 May 2016 w| Transaction Date | g4 May 2016 v
Reference 1425
Type Direct Payment v
Payment Method Cheque v
Value 305.00
Principal Paid 250.00 Principal Status | part Payment v
Costs Paid 50,00 Costs Status Part Payment v
Interest Paid 5.00 nterest Status Part Payment v

Description Paid | 3 of 5 payments

Save Cancel
Date: The date will default to today’s date; amend if required.
Reference: Input a reference.
Type: Select the payment type from the drop-down list.

Payment Method: Select the payment method from the drop-down list.
Value: Input the amount of the payment.
Principal Paid: Input the amount of the payment to be allocated to the principal.

Principal Status:  Select the Principal Status applicable from the drop-down list.

Costs Paid: Input the amount of the payment to be allocated to costs.
Costs Status: Select the Cost Status applicable from the drop-down list.
Interest Paid: Input the amount of the payment to be allocated to interest.

Interest Status: Select a status from the drop-down list.

Description: Input a description for this payment.
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Post payment X
Payment | Properties | Allocation
Entry Date 13 Jun 2016 v
Enter By CN
Posting Ref 45
Remitted
Date Remitted v
Held Date v

Bounced

Save Cancel

Entry Date: The date will default to today’s date.

Enter By: The handler code will be entered by default.
Posting Ref: The next reference in the sequence will appear.
Remitted: Automatically populated.

Date Remitted: Enter the date the payment was received
Held Date: Used for the Revenue Module only.

Bounced: Tick if the payment is returned unpaid by the bank.

3. Click OK to post the payment. The debt balance will update.

= NOTE: Allocation relates to the Revenue Module only.

How to Post Interest

1. Click on Post Interest.

Post Interest x

Calculate Interest Based On The Following

Manthly v
Rate at 5.00%
From 01 Jan 2016 v| To |31 Mar 2016 v
On 1700.00
Description 15t Quarter

Calculate Interest | 255 g

Save Cancel
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2. Input the following information on the Post Interest dialogue box:

Term: Select Monthly, Yearly etc. from the drop-down list.

Rate at: Input the rate of interest

From: Input the start date or click the down arrow to select from the calendar.
To: Input the end date or click the down arrow to select from the calendar.
On: Input the amount on which the interest is to be calculated.

=l NOTE: Once the information is provided the interest will calculate automatically and will then be
displayed in the Calculated Interest box.

3. Click Save to post the interest and the balance will automatically update.

How to Post Recoverable Costs

1. Click on Debt Ledger on the Case diary navigation panel.

2. Click on Post Costs.

Post Costs *

Matter Code |gg001/0001

Date 04 May 2016 v| [l Charge Cost To Client

Costs 100.00 | Client Charge | 50,00

Description  |Fees

Save Cancel

3. Input the following information on the Post Costs dialogue box

Date: The date will default to today’s date amend if required.
Costs: Input an amount for the cost or select from the drop-down list.
Description:  Input a description of the cost.

Charge cost Check the box if the cost is chargeable to the client
to Client:
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Client Charge: Input the amount of the cost chargeable to the client.

4. Click Save to post the cost, the balance will update.

How to Amend an Entry

1. Click Debt Ledger on the Case diary navigation panel.
2. Double click on the entry you want to amend.

3. Amend as required and click Save to post the change.

How to Print a Debt Ledger Report

1. Click on Debt Ledger on the Case diary navigation panel.

2. Click on Print on the Home tab. The following dialogue box will appear.

3. Click on the Run Button a report will be generated see the following example.

Debt Costing Ledger EEN

Enter Parameters

Matter 185001/0001

gyfun wClose

Dt Cosling Ledger

e WA SR Beisteia M L

4. Click Print on the Report Toolbar to send the report to the printer.
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Chapter 15: The Reserve Ledger

The reserve ledger is used in litigation and medical negligence cases to make provision for awards of
damages.

How to View the Reserve Ledger

1. Open acase in the Case Diary.

2. Click on Reserve Ledger on the Case diary Navigation panel. The Reserve Ledger will be
displayed.

How to Add an Entry

1. Click on Reserve Ledger on the Case diary Navigation panel.

2. Click Add on the Home tab. The Reserve Ledger — Insert dialogue box will appear.

Reserve Ledger — Insert x
Matter 1B5001/0020 Interim Business Services Ltd Date 10 Aug 2015
General Damage 40,000.00 test
Special Damages 30,000.00
Future Specials 0.00
Property Damage 20,000.00
Other Damage 0.00
Damages Total 90,000.00

Contributory Negligence |[20,000.00

Co Defendant Liability 0.00

Reserve Total 70,000.00
Costs 10,000.00
Estimate Total 80,000.00

oK Cancel
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3.

Input an estimated amount and description for each of the following that applies:

General Damages
Special Damages
Future Specials
Property Damage
Other Damage

Next, estimate, and input a description for, the following, which are expected to reduce the client’s
liability.

Contributory Negligence
Co Defendant Liability

Finally, input an estimate of the Costs.

The Damages Total, Reserve Total (Damages Total less Contributory Negligence and Co-Defendant
Liability) and Estimate Total (Reserve Total plus Costs) will be calculated automatically.

Click OK to add the entry.

How to Edit an Entry

4.

Click Reserve Ledger on the Case diary Navigation panel.

Select the entry you want to edit, then click Edit on the Home tab. The Reserve Ledger — Insert
dialogue box (see above) will appear.

Make the required changes.

Click OK to save the changes.

How to Delete an Entry

1.
2.
3.
4.

How to Print the Reserve Ledger

1.
2.

3.

Click Reserve Ledger on the Case diary Navigation panel.

Select the entry you want to delete, then click Delete on the Home tab.

You will be asked to confirm the deletion. confim Belste

Click Yes to confirm. \d Are you sure, you want to delete?

Click Reserve Ledger on the Case diary Navigation panel.
Click Print on the Home tab.

A report will run; to print the report, click the Print icon on the report toolbar.
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Chapter 16: Phone Log

Viewing, Searching and Sorting the Phone Log

How to view the Phone Log

1. Click on Search/Open on the Navigation bar.

2. Click Phone Log on the Navigation panel.

Phane Log

ase Code Date Name v
| [100/0001 06 Jul 2015 |7 Fox
v T5001/000 i 2015 TiFo

3. The Phone Log will open displaying all recorded calls.

W Tip to refresh the phone log click Phone Log on the Home tab.

Search the Phone Log

1. Open the Phone Log.
2. Click in the search box.
3. Input the search terms.

4. To clear the search, click the Clear button to the right of the search box. Ij]

How to Sort the Phone Log

1. Open the Phone Log. [¥)  sort ascending
£l sort Descending
2. To Sort by column click on a column heading, e.g. Name. 2 clear sorting
= Group By This Column
Show Group Panel
3. To clear the sort right, right-click on the column heading and select Clear chow Column Chooser
Sorting from the pop-up menu. B eestri
Best Fit (all columns)
? Filter Editor...
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How to Filter the Phone Log

1. Openthe Phone Log

2. To filter move your mouse over the column heading until a pin appears.

Case Code Date Mam SLLES Message
-
v TJFOO1/0001 06 Jul 2015 LB Caller: PTSE - Branch Manager Branch Manager called t
Mon blank: . . _—
J TJFOO1/0001 06 Jul 2015 TJ Fox (Non blan S_J J Spoke with solicitors for the Building Society to try and
" AAA Securities Lt "
4 03 Jul 2015 Mike \bbie Lynch Caller: Mike Breeze Wants to discuss settlement options
Abbie Lync
f 03 Jul 2015 Jack ! . Caller: James Bay Draft Contracts are ready for review.
Accord Music World Ltd
v 02 Jul 2015 Jack F| _ Called client to remind him to send back the papers
Allied Investment Group
02 Jul 2015 Barts| | Called client to remind him to send back the papers
| Angela Beck
03 Feb 2015 Busing o Simpson Phone Call
ol 03 Dec 2014 BUSING gil Clinton Phone Call to Harold Warth
ol 04 Sep 2014 Paula | gob Murphy test test test
d ABE001/0001 08 Aug 2014 Georg gusiness Time Limited Telcon with etc etc
J AIG001/0004 29 May 2014 Allied | charlie Gleesan Sean enquired about third party cover. | informed him t
4 AIGDO01,/0003 29 May 2014 Allied | Chow Ming Zhang Frank phoned Claims team to follow up on file details
v 1 27 May 2014 Allied | Claire Bourke Alan phoned regarding uncompleted claims form
v 20 May 2014 Angel{ David Abrahams Phone lender for redemption statement - Any note
4 19 May 2014 Paul O David Bloggs v Phane buyers' solicitors, check buyers' full names
4 19 May 2014 David Phone lender for redemption statement
v 0% May 2014 Paul Duggan BS Phone buyers' solicitors, check buyers' full names
J DUG001/0001 07 May 2014 Paul Duggan BS Phone lender for redemption statement

3. Click on the pin to see a list of filter options click on the required filter.

4. To clear the filter, select (All) from the filter drop-down menu (alternatively, right-click the column
heading and select Clear Filter from the pop-up menu).

How to Group column headings in the Phone Log
1. Open the Phone Log.
2. Right-click on a column heading to see the pop-up menu.

3. Select Group By This Column from the menu. The following example shows the results.

Case Code MName 4 | Date Message
v Who: AM
» Who: BS
» Who: CN
4 Who: JP
« | ! |BOUO001/0001 Claire Bourke 24 Oct 2010 Telephone Attendance
001,000 Claire Bourke 17 Jul 2010 Telephone Attendance

/ SMIDO1,/0001 Smith & Green 20 Jan 2011 Caller: john smith - harry rang re contracts
» Who: MK

=]

» Who: MW
» Who: SK

4. To remove the grouping, if the Group Panel is hidden, right-click on a column heading and select Show
Group Panel from the pop-up menu.
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5. When the Group Panel is shown, right-click on the column name in the Group Panel.

Group Panel
L1 Full Expand

[ Full Collapse
4 21 sort Ascending

P WI 7| 5ot Descending

» WI

P WI 2X Ungroup

P WI B4 Hide Group Panel

r WI Show Column Chooser

» WI Best Fit (all columns)

Group Summary Editor...

? Filter Editor...

i
6. Select Ungroup from the pop-up menu.

How to add a phone message

1. Open the phone log.

2. Click Add on the Phone Log tab.

Add Phone Log - X
e |zzzazmn ] pon hsigned %
Date 10 Aug 2015 v| Time |11:49
Priority High ® Normal Low
Who v
Motify v
Caller Answered

Message

Send Email Ok Cancel

Input the following details on the Add Phone Log dialogue box:
Case Code: By default this will be ZZ7777/7777, which is used for messages that are not
connected with a case. To select a case click on the browse button and search for

the required case.

Date/Time: This will show the current date and time; amend if required.
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Priority:
Who:

Notify:

Caller:
Message:

Answered:

Select the priority of the message (High, Normal or Low).
Who is the message for. You may select from the drop-down list.

To notify somebody else, in addition to the addressee of the message, select from
the drop-down list.

Input the caller’s name.
Input the message.

Check this box only when the message has been answered; when it is checked, the
message will not appear in the addressee’s task list.

3. Click OK. The message will appear in the selected person’s task list.

4. To send an email click Send Email.

How to edit a phone message

1. Inthe phone log, select the message you want to amend.

2. Click Edit on the Phone Log tab.

Change Phone Log ( 1880) *®
Case KEL002/0002 .. | SarahKelly
Debt Collection
Date 21 May 2014 A 14:41
Priority High ® Normal Low
Who Carol Nolan v
Notify v
Caller Louise Answered
Message
Caller: Louise

Send Email Ok Cancel

3. Amend as required.

4. Click OK to save the changes.
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How to delete a phone message

1. Open the phone log.
2. Select the message you want to delete.
3. Click Delete on the Phone Log tab. You will be asked to confirm the deletion.

4. Click Yes.

=l NOTE: If you delete a message it will be removed from the system completely.
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Chapter 17: Closed Cases
How to Search for Closed Cases

1. Click on Search/Open on the Navigation panel.
2. Select All Matters on the Navigation panel.

3. Click the View icon on the right of the window. The

Closed Cases

Standard View is shown by default.

Open Cases
Closed Cases

4. Select the required View Open and Closed Cases
e Closed Cases to search only closed cases
e Open Cases to search only open cases.

e Open and Closed Cases to search both lists.

5. Input a search term in the search box; the search will update as you type.

How to view the Archived Diary & Ledger of a closed case

1. Search for the closed case as described above.
2. Double click the required case to view the Case Diary.

3. Click on A/C Ledger on the Navigation panel to view the archived ledger.

= Note no amendments can be made in the Case Diary unless the case is reopened.

How to reopen a closed case

1. Search for the closed case as described above.
2. Double click to open in the case diary.
3. Click on Current Case Details on the Navigation panel, to see the Current Case Details screen.

4, Select the Archive Tab in Current Case Details.

Current Case Details X
|
Client Code | 200001 Description | Share Agreement

Matter | 000

Matter | Admin | Case Associate | Archive | Billing Details | Permission | Transaction | Linked Cases

Closed date 03 Sep 2009 [] Closed

5. Uncheck the box marked Closed. The case is now reopened.
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How to close a Case

Before archiving a matter ensure that all balances are nil, all time is posted to the time ledger and all tasks
in the case diary are marked as complete.

1. Click on Search/Open on the Navigation panel.
2. Select All Matters on the Navigation panel.

3. Search for the case in the normal way.

4. Double click to open in the Case Diary.

5. Click on Current Case Details on the Navigation panel, to view the Current Case Details screen.
Current Case Details ®

Client Code | FLypo1 Description Purchase of 16 The Haywain, Terenure, Dublin &

Matter 0002

Matter | Admin | Additional Details | Case Associate | Archive | Billing Details | Permission | Linked Cases

Fee Earner Carol Molan “| Eile Ref FLY002/001

Secretary Anne Mellon v

Partner Stephen Keogh v

Department Conveyancing v

Work Type Purchase ¥ Mark as Important Statement
Old Reference FLY0O1/001 Branch Dublin Office v

Case Plan & Status

Case Plan/Type | Property Purchase ¥ | File Colour M| |Clear
Case Status Loan approval received ¥ || Record No
File Number:362 oK Cancel

6. Select the Archive Tab. This will be greyed out if you don’t have the required permissions.
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7. Check the box marked Closed.

Current Case Details ¥

Client Code | FLy001 Description Purchase of 16 The Haywain, Terenure, Dublin &

Matter 0002

Matter | Admin | Additional Details | Case Associate | Archive | Billing Details | Permission | Linked Cases

Closed  Originally closed on
Date File Closed

Location W

Archive Location

File Barcode No

Box Barcode No

Expected Destroy Date v
Actual Destroy Date v
Destroyed by v
File Number:362 QK Cancel

8. If the case cannot be closed because there are uncompleted tasks or there is an account balance, a
warning message will be displayed, giving the reason why the case cannot be closed.

You cannot close this case at this time

This case has outstanding balances
This case has outstanding Case Diary entries / Tasks

Ok

Or

If there is unposted time or there are charges outstanding, an alert message will be displayed. In this
case, you may proceed with the closure of the case or Cancel it.

About to close this case

There is Time outstanding on this case

L

u There are Charges outstanding on this case

Are you sure you want to close this case at this time?

Close the case Cancel
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Chapter 18: The Brief Wizard

This tool automates the task of generating a brief to counsel, saving you time. It amalgamates all the
required documentation in chronological order into relevant sections, complete with a cover page, table of
contents and pagination.

Important Steps for preparing your Brief

1. Review your documents in the Document Manager and ensure the necessary files are classified and
the Document Date is correct as it will be in your brief. See How to reclassify Documents and How to
change the Document Properties (p. 80)

2. If you cannot view or open a document from the Case Diary or Document Manager screen you will not
be able to use this document in your brief.

3. Once you begin to generate your Brief you should not use your PC for any other purpose until the brief
is completed. Several different programs will be used to generate the brief and running another
program is likely to cause disruption to generation of the brief.

4. Please review the earlier part of this chapter (Document Manager, particularly p. 77 above) for details
on how to rename and reclassify a document.

If you need assistance adding Document Classes please contact your Keyhouse administrator or
support@keyhouse.assist.com

Assembling a Brief
1. Open a case in the case diary.

2. Click Document Manager on the Navigation panel.

@ Keyhouse Case Management (< - Cari o - s N o G E

Case Reports Phonelog Maintain  Setup  Help

=B oo 0%

Export ta PDF | Start Timer Post Tin

Letter to Local Authority

A.‘-"JT}'E'-'JET:'.TJT}

ett nstitution

(= % % o

™

Time Costing

| O Carol Nolan | Monday, 30 Nevember 2015 | 14:38
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3. Click Compile Brief on the Document Manager Home tab.
4. The Brief Assembly Wizard will start with a welcome screen. Click Next to continue.

5. If Brief templates have been set up on the system, you may either select one or check Do not use a Brief
Template.

MNew Brief Wizard e

Keyhouse Briaf Assambly

Using a Brief Template

Brief Template Type Sequence Section
Booklet of Title (] -1 Interparty Correspondance
Personal Injury Litigation L 3 Pleadings
L 4 Reports

[ Do not use a Brief Template

Cancel Previous Mext

6. There are three options for populating the brief with documents:

MNew Brief Wizard x

@) Keyhouse Wriet Assambly

Populating the Brief

) Do not copy any documents into the Brief ?
® Copy documents into the Brief when their Class matches a Brief Section ?
) Copy all documents into the Brief and create Sections as required ?
*You can manually Drag and Drop documents listed under “Mot induded in this Brief” into your Brief after completing the Assembly Wizard

Cancel Previous MNext

= Do not copy any documents in the brief:- No documents will be added to the brief automatically
but you will be able to drag and drop documents from the Section Not included in this Brief into
the appropriate section.

=  Copy documents into the brief when their Class matches a brief section: Any document whose
Document Class matches a section of the Brief will automatically be copied into that section.

=  Copy all documents into the brief and create sections as required: Sections will be created for each
Document Class which applies.
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W Tip: for further information on each option click the question mark icon beside it.

5. Click Next to continue to the Brief Information screen.

MNew Brief Wizard

. I( h Brief Assembly
ey 0 u S e Wizard

Brief Information

Title: Brief for Beeblebrox v Dublin Bus

Author: Brian Sweeney

Description: |Brief for Beeblebrox v Dublin Bus

Location: \WWkeydev020\c\keyhouse\client documents\BEEOD1,0008

Created: 06 Jan 2015
Published: 06 Jan 2015

Cancel Previous Mext

You may accept the default information or amend as required.
6. Click Next to continue to the final screen of the wizard, which will contain a summary of the options

you have selected. You can make changes by checking and unchecking the boxes or click Previous to go
back to an earlier screen.

New Brief Wizard %
Ready to create Brief
Artion
O Do NOT copy the most recent Brief for this Case
Use Brief Template: Personal Injury Litigation
Copy Case Documents into the Brief if the Brief contains a Section that matches the
Document Class
Brief Title: Brief for Beeblebrox v Dublin Bus
Brief Author: Brian Sweeney
Cancel Previous Finish
7. When you are satisfied, click Finish.
Keyhouse Case Management  (CN - Carol Nolan - 0424 / 03:05)
Home| Case Reports Phonelog Maintain  Setup  Help
& Use Adobe PDF Viewer | [ Stav in oriainal section | T i E W Z:* o ;‘ .:'.) r’z Open in Ward
i Ry -
Show Preview ! - i - E [.
Create List = New Brief Open Brief Re-order Brief Properties Finalise (Re)generate E eenlinfadobe
preview Drag and Drop Bt Secions | Bt Tempates i Bt
" p Case: |FLY001/0001 4. Jack Flynn
&, Client/Case 2
Sale of House at: 4 The Mews, Rathfarnham, Dublin &
I case Diary
{0 Document Manager Brief: Brief for Sale of House at: 4 The Mews Rathfamham Dublin 6 Brief Sections
&a Current Client Details
Current Case Details
¥ Other Case Details Type  |Document Name Class Document... | Action Pri... | Action Type
& Associates N

» Section: 001 - Client Correspondence (3 documents)
& critical Information ) Section: 002 - L S ®

. b Section: 999 - Documents Not Included in this Brief (25 documents)
@ acredaer
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8. The sections in the brief will be displayed.

Brief Home tab

The Home tab in the Brief:

Home | Case Reports Phonelog Maintain  Setup Help

Add _ _ — . —=
1 ¥ Use Adobe PDF Viewer | [] Stay in original section + :/=' 7 - £ ._) h!ﬁ Open in Word
<&/ \ [/ r Y e —

Show Preview @ % Adob
Start Timer Post Time Create List | New Brief Open Brief Re-order Brief Properties Finalise (Re)generate pen in Adobe
Accounts Preview Drag and Drop Brief Sections | Brief Templates This Biief
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Brief Sections

How to Add a Section
1. Click Add on the Home tab.

Brief Section x

2 Name the new section Section Nam | [New Section)

Ok Cancel

3. Click OK.

4. The new section will appear in the Section list.

How to amend a Section Name

1. Click Brief Sections on the right of the brief screen

Case: |BEE0OO1/0003 4| | .. | Zaphod Beeblebrox
Beeblebrox v Dublin Bus

Brief: Brief for Beeblebrox v Dublin Bus

Type Document Mame Class Document...

»| P Section: 001 - Client Letters
b Section: 002 - Documents
b Section: 003 - Engagement Letters
b Section: 004 - Instruction Sheets
b Section: 005 - Letters/Interparty Correspondance
b Section: 006 - Memo
b Section: 007 - Motion papers

Brief: Brief for Beeblebrox v Dublin Bus Brief Sections

2. Alist of sections will be expanded. ST @
Pin to

¥ Cover Letters

W Tip: To Show the list permanently click | ' P
the pln Client Letters

Documents
R Engagement Letters
3. Select the section you want to rename.

Instruction Sheets

Letters/Interparty Correspondance

4. Click Name on the Home tab. Alternatively,
right-click the section and choose Section
Name from the pop-up menu.

hMemo

EEEEEEE

Motion papers

Documents Not Included in this Brief

5. Name the new section and click OK to

Conﬁr‘m_ Type Document Name Class Document...
»| b Section: 001 - Client Letters
» Section: 002 - Documents

b Sartinn- 02 - Fananamant | attare
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How to delete a Section

1. Click Brief Sections on the right of the brief screen (see How to amend a Section Name, p. 170 above).
2. Select the Section you want to delete.

3. Click Delete on the Home tab. Alternatively, right-click the Section and choose Delete Section from the
pop-up menu.

Delete Brief Section?

\a Are you sure you want to delete Section "Cover Sheet"?

4. A message will ask you to confirm the deletion.

5. Click Yes.

How to change the order of Sections

1. Click Brief Sections on the right of the brief screen (see How to amend a Section Name, p. 170 above)
2. Select the section you want to move.

3. Use the buttons on the Right Click Menu to change the position of the section in the brief.

F Move to Top Move the selected section to the top of the list of sections.
4 Move Up Move the selected section up one position.
+ Maove Down Move the selected section down one position.
¥ Movsw Bemom  Move the selected section to the bottom of the list.
Mavwe Section

How to Move a document to a different section

1. Click Brief Sections on the right of the brief screen (see How to amend a Section Name, p. 170 above)
2. Pin the Brief Sections so that they remain visible.

3. Inthe lower part of the window open the section containing the document which you want to move,
by clicking on the arrow to the left of the section.

Section T

¥ Cover Letters

Client Letters

Documents

Engagement Letters

Instruction Sheets
Letters/Interparty Correspondance

Memo

EEEEEEE

Mation papers

Documents Mot Included in this Brief
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4. Drag the document to the upper part of the window and drop it into the required section. In the
example above, one might select the document Terms of Engagement and drag it into Instruction
Sheets (which is selected in the upper part of the window).

Type Document Name Class Document...

» Section: 001 - Client Letters ~
b Section: 002 - Documents
» | 4 Section: 003 - Engagement Letters

|’Il_: Terms of Engagement Engageme.. 30 Sep 2014
b Section: 004 - Instruction Sheets

b Section: 005 - Letters/Interparty Correspondance

How to flag as a Cover or Main

1. Click Brief Sections on the right of the brief screen (see How to amend a Section Name, p. 170 above).

2. Select the section required.

Add
3. If the section is already designated as a Cover section, Click Make Main on gmme
the Home tab to make it a Main section. This command toggles between 9 Deters
Make Main and Make Cover, depending on how the selected section is & Make Main
designated. Brief Sections

(=l Main sections are included in the Table of Contents; Cover sections are intended to contain cover
letters and similar preliminary material.

Brief Options

Save current Brief as Template
1. Click Create on the Brief Templates section of the Home tab.

2. Edit the details in the dialogue box Create a New Brief Template

Create a New Brief Template x
Based on Briet Brief for RTA Brennanstown Valley Roundabout

Title: Erief for RTA Brennanstown Valley Roundabout

Author: Carol Nolan

Description:  Brief for RTA Brennanstown Valley Roundabout

Ok Cancel

By default, the template title will be the same as the title of the Brief on which it is based. As it is to be

172



Keyhouse Chapter 18: The Brief Wizard

used as a template, it may be advisable to change it to something more generic.
3. Click OK.

How to Open a Brief
1. Open a case in the case diary.
2. Then click Document Manager on the Navigation panel to view the Document Manager.

3. Click Compile Brief on the Home tab in Document Manager. The Select Brief screen will appear.

select Brief ¥
[Right-click for Ontinns)
i 7
Fouy,
Mew Brief Open Brief
Title Description
¥ | 4  Brief for Sale of 2 Trinity... Brief for Sale of 2 Trinity Close, Rathgar, Dublin 6
Ok Cancel

4. Select the brief to open and click Open Brief.

E Note if you are already working in the brief screen, you may click Open Brief on the Home tab.
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Generate the Brief

e Before you generate the Brief, if you have any Microsoft Office applications running (e.g. Word, Excel,
Powerpoint etc), save your work and close the application(s).
FAILURE TO DO THIS MAY RESULT IN LOSS OF DATA.

e Once you begin to generate your Brief you should not use your PC or laptop until the brief is
completed. Keyhouse calls on a number of programs during brief generation and trying to view/use
another program will cause disruption to the brief.

How to (Re) Generate a Brief
1. Click (Re)Generate on the Home tab.
2. The Brief Generation Wizard will start.

The system may select some documents for pre-
processing and ask if you want to select others

which have not automatically been selected. The

automatically selected documents cannot be
unselected but you may tag others for pre-
processing by checking the box beside each.

Click Next.

Brief Generation Wizard X

Keyhouse

The following documents will be pre-processed before the Brief can be generated

Brief Generation
Wizard

The system has identified documents that have never been pre-processed and it has selected them for you. These must be pre-processed now
and you cannot deselect them.

You can select documents that were not selected by the system. These documents wil be pre-processed again. This may be necessary for
images or PDF documents if the resolution and colour depth settings are not to your liking. You can change these settings on the next screen,

[mpE

Section

¥ Cover Letters

] client Letters

Letter to Client
Letter to Client
Letter to Client

Letter to Client

Wl Documents
‘

Affidavit of Debt DMD

Cancel

Select the print quality and colour depth required.

Brief Generation Wizard

Keyhouse

Brief Generation
Wizard

Brief Generation
Wizard

— Print Quality
) 72 DPI - Suitable for Text documents

Keyhouse

@ 150 DPI - Text and Drawings
) 300 DPI - Photographs and fine/detailed drawings

As rendering the documents will demand a lot of your PC's resources we
recommend that you choose the higher resolution values ONLY for documents that
really require detailed reproduction.

— Colour Depth
) Monochrome - plain text
)16 bit - line drawings

@ 256 bit - photographs

As rendering the documents will demand a lot of your PC's resources we
recommend that you choose the higher colour depth values ONLY for documents
that really require detailed reproduction.

) True Colour - high def photographs

[E]  use Outlook to convert MSG files

Check the box to use Outlook to convert MSG
files.

Click Next. A screen will show the progress of
the document preprocessing.

When pre-processing has been completed,
you will have the opportunity to set the print

order of the brief, the contents and position

Brief Generation Wizard

e

Brief Generation
Wizard

Keyhous

Print Order

-] i opion aows you o overice th xter i which Socuments spper i th et

’7 (Order Documents as specified during Brief

Page Footer and Table of Content

Depending on your PCs printer drivers, the page numbsring can sometimes appear oo far down the page. If that happens adjust the location of the page

No offset number and other foeter information here.

Page i Footer Font
Section - Desc - Page ~ ~ size: |7 =| [ Bold
Include Totals B no footer

O Left-Align TOC columns

Cancel Previous Next
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of the footer and the alignment of columns in the table of contents.

= The documents in each Section may be printed in ascending date order, in alphabetical order by
filename or in the order in which they were added to the brief while it was being assembled or

maintained.

= The footer offset is the minimum number of lines that must be maintained between the |tfiee  {

footer and the physical end of the page.

= The options for page numbering in the footer are:
e Page: Only the page number is shown;
e Section — Page: The section number and the page number are shown;

e Section — Desc — Page: The section number and description, and the page
number are shown.
Check the box to include totals (e.g. “Page 5 of 158”).

No offset
1line
2 lines
3 lines
4 lines

Page Mumbering
Lpage

Page
Section - Page
Section - Desc - Page

= You can set the footer font size and weight, or provide that there should be no footer.

=  You may check the box to Left-Align the Table of T T
Contents columns; if you leave the box unchecked, Order Documents as specified during Brief Maintenance 1
the page numbers will be right—aligned. Or.der. Documents as s_pecified 1;Iuring Brief_Maintenance
Order Documents by File Date in each Section
Crder Documents by File Name in each Section

7. When you have selected the desired options for the print order of documents, the contents of the
footer and the table of contents, click Next.
Select your Output
8. You will now choose the type of output. The options are a Produce a PDF Document (optimised) v
Word document, a PDF, or both of these. You may also Produce a Word Document
choose to produce a folder of documents instead of a Produce s POF Document

Produce both a Word and a PDF Document

single document.

9. Click Finish. The brief will now be generated. This may take some time
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Chapter 18 — Personalising your Keyhouse
Setting your Preferences

Users can set system preference on their computers. To do this:
1. Go to the Setup Tab and select Personal Settings

2. Select Preferences

Keyhouse Case Management (N - Carall
Home Case Reports Phonelog Maintain  Setup | Help

d & = QU B = ©

User Setup | Administration ¥ Case Work Flow Setup  UDF Form Details  Client Other Details Document Assists Personal settings ¥ Keyhouse Control Settings  Pac

Administrator System .

Searchy [ | o= o

\ Search/Open o e
® All Mafore Code Last Accessed File Colour MName Desc| Preferences Label Printer Setup  Change Password

3. The following screens will appear.

Preference x Preference X
Main Application User Preferences | Other User Preferences | Views Main Application User Preferences | Other User Preferences | Views
show start up page v Remember Sync Document Name With Subject Line

My Briefcase
Show notification to open case diary attachment /] 7

T Do Not Show Briefcase Notification
Show Case Associative Contact Details v

Launch alarm system at startup

Retain Last Matter Search

Allow spell check v
My Overview Settings
Show application closing prompt v
Budget Daily Hours (HH:MM) |0:00 c Current WIP Limit
Disable animated images (Spinning clocks, etc)
OS Invoice Limit Draft Invoice Limit
Scan capture rename the source file name
Run local version Choose which has to shown first on preview panel in ¢ase diary () Action Details @ Document Preview
Completed action ignore what's next prompt SDLT XML path
Font size adjustment < > (100%) Allow focus to the top after completing an action
oK Cancel oK Cancel
Preference x
Main Application User Preferences | Other User Preferences | Views
View Pinning
Case Diary View
Case Documents View
oK Ccancel

4. Among the options that can be set up are:

Main Application User Preferences

Show Start up Page This will give the user the Start up page which will allow
the user to select the area of Keyhouse they wish to go to
went the open the system i.e. Case/Open, Task or My

Overview

Use Enter in Search Box This will require the user to click Enter to start a search
after the key words have been entered

Show Application closing prompt When the user click the X to close the system, a prompt

will appear asking if the user wants to exit the system, log
on as a different user or cancel.
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Scan Capture rename the source file name  This will allow the user to rename a document in the scan
capture folder with the name given to the document in

Keyhouse.
Other User Preferences
Remember Sync Document Name with When you tick this box, it will allow you to automatically
Subject Line rename a document if you change the name of an action
and vice versa.
Show Case Associative Contact Details This will allow the user to see any contacts within an
associate on the Associates Screen on the Case/Matter
Retain Last Matter Search To ensure that the Advanced Search screen keeps the last

search entered, tick this box.
Allow focus to the top after completingan  To ensure that the curser stays at the top of the Case
action Diary when an action is completed, tick this box.

Views

When a user changes the view on a screen the view will stay as the user moves from matter to matter
until the user changes it again. On this screen the user can choose to have the screen revert back to the
default view as they move from matter to matter.

5. Set the Preferences required and click OK.

Creating User Views

Keyhouse gives you the option to change the views on screens to allow you to find and see information
more easily. It allows the user to create views tailored to their requirements. All new views must be
saved or they will revert back to the original view when you leave the screen. View can be created where

ever you see this icon.

Creating a View

1. Go to the screen where the view is to be created

Open Cases
Original Closed Date

il Colour Description Fee code | Fee

Caral

Name Eamer | File Ref Userz User3 E

Template Library

| Ch: Carol Nolan | Thursday 21 Jamuary 2016 | 15:13
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2. Make the changes to the screen:

To remove a heading no longer required, click on the heading and drag it off the Header Row.
To add new headings right click on the Header Row and select Show Column Chooser. All available
headings for this section are list here.

Home Case| Reports Phonelog Mantan Setp  Help

& <& & &

Column Chooser n
3. Select the required heading and drag it to the Header Row ensuring it is place e "
between existing headings. Use the blue arrows as a guide. e
File Number
id -
Old Ref
' Phone No. v
Code Last Accessed Narfthone Mo. | Description
L8 BAROO2,/0001 21 Jan 2016 14:27:05 Kevin Barrett Sale of 1 High Street, Kells, Co Meath

FLYDO1,/0001 21 Jan 2016 14:16:23 Jack Flynn RTA on Ferrybank Duel Carrageway
ABBOO1/0005 17 Dec 2015 11:27:55 George J Abb.. RTA The Rise, Stillorgan
BECOO01/0001 30 Nov 2015 18:42:16 | Angela Beck Sale of 56 Church Street, Rathgar

4. To reposition a column, click on the column and drag it to its required location, again using the blue
arrows as a guide.

5. Once all required headings are in position, click on the view button “inthe top right corner of the
screen.

6. Right click on View and click on Add or Edit.
In the Name box enter the name of the view.
8. If the view is to be the default view, click the Default box the select Add View.

~

=l Note if you have Administration Rights you can make the view available to all users by clicking

Shared View.
Name: | My Open Cases Default [ Shared View |Add View
View Default Shared
Open Cases v v
Closed Cases v
Open and Closed Cases O

=l Note It is also possible to filter by headings and save the result as a view.
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Change a View

Make the required changes.

Click on the View Icon

Right click on the View to be changed and select Add or Edit
Click Change View.

| Name: | My Open Cases ! Default Shared View |Change View

PwnNE

View Default Shared

My Open Cases v

Closed Cases v

Open and Closed Cases i

Open Cases v v

(S,

. This will update the view for future use.

Delete a View

1. Go to the View icon and select the view to be deleted.
2. Right click on the view and select Delete this View.

Made a View a Default View

1. Go to the View icon and select the view required as a Default View.
2. Right click on the view and select Make this your default view.
3. This view will be the view visible each time you return to the screen.
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Chapter 19 — Closing Case Management
Closing Keyhouse

When closing the Case Management system the options the user gets depends on the Preferences set.
1. To close the system, click on the X in the top Right Corner of the screen.

2. The following screen will appear

y
Q You are about to exit this application. Are you sure?

[] Do not shaw again

| Yes I | Login as a different user | | Cancel

3. Click Yes and the following screen will appear

F o
Q You have unposted items in your day book, do you wish to post these items now?

4. Click on the appropriate option and the system will close.

E NOTE: The Exiting Keyhouse Dialog Box will only appear if the “Show application closing prompt” is
selected in the Preferences.
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